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CCQ Level 6 Part 3 - Auditing the 

Custom Tasks 

 

We’re now going to look at Auditing Custom Tasks. This will allow you to see the 

date, the time, who completed it and any comments that have been added onto 

the task. 

 

• Click Reports and Datasets  

• Click Task Analysis in the Report Category 

 

• and in the Report Name you’ve got a few to choose from: 

 

• In this one we’re going to look at the last 90 days 

• Click Run Report and the information will be put on the screen for you 
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• Open up the columns as you would do on Excel by clicking on the header at 

the right hand side of that column 

• Right-click to use the filter button and this will filter the information on 

the cell that you’ve clicked – on this occasion it’s Audit of Controlled 

Drug Book: 

 

 

 

• To remove the filter, right-click on the cell, then left-click the 

Remove Filter option: 
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You can also filter by date: 

• Left-click on the little down arrow and then  

• Click on Date Filters:   

 

• We’re going to have a look at last week’s information 

 

• Here you can easily see the tasks that were completed last week – the 

date, the time and who completed it: 

You can easily see any who have had a Comment put into it: 

            

    

Make the comment box bigger by clicking on the right hand side of the box and 

dragging it across as I’m doing now: 
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You can also click into the Comments cell and scroll through the cell, reading the 

information as you go.  

We are now going to export it to Excel. In the top right hand corner you will see 

the Excel button. Simply click on the button and the 

information is automatically transferred through to 

Excel. This will allow you to manipulate the data, 

should you need to. To save the file, click on the 

Save icon at the top of the page. Once you’ve 

finished analysing the data, click the cross at the 

top of the screen to get back into your dashboard.  

 

Question 1 – Which of the following statements is FALSE? 

A – When you audit the Custom Tasks you will be able to see the date, the 

time, who completed it and any comments that have been added onto the 

task. 

B – You can run a Custom Task Analysis for the past 120 days.  

C – You can open up the columns on the spread sheet as you would do on 

Excel by clicking on the header at the right hand side of that column. 

D – Right-clicking will enable you to apply filters. 

 

 

 

 

 

 

 

 

 

 


