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Managing Tasks from External Organisations — SystmOne Task Rule
(Last updated 13/11/2025)

This is a quick guide to show you how Tasks sent by External Organisations to individual staff members/unassigned
can be automatically redirected to a Team/User Group by creating a Task Rule on SystmOne.
This can reduce the risk of delay in spotting a Task if a staff member is away etc.

TIP: Consider whether you want to ‘cut and paste’ the content of Tasks into the Tabbed Journal if this would help
with increased visibility of the Task content in the patient’s record (e.g. to make it easier for the patient to see online
OR to keep content if patient changes to a different GP practice in the future that does not use SystmOne).
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2) Select: Tasks 2 Rules > New Rule
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please check the
Default GP for patients registered via third party’ [ ”

3) Select a)New tasks from external users
b) Assign to a ‘team’* or ‘user group’

c) Use Drop down to select team/user group (e.g. reception/admin)

d) oK

*NB: SystmOne recommends practices switch from using ‘User Groups’ to ‘Teams’
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4) Probably best to move position of Task rule to top of order (select rule and use arrows on right to move
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position) and leave it with ability to process further rules (as screenshot above)
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