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JOB AID SMSA Easy Task 

 

Introduction  

Easy task is a System developed by SMSA Express Information Technology Department in order 
to cater the requirement of managing the day-to-day activities/Task  

The Easy Task system will enable the staff and manager to monitor the activities and status of 
the activity belong to a project and the tracking of whole project  

 

Login Screen  

The weblink for the system is as follows  

http://sam.smsaexpress.com/easyTask/Default.aspx  

User name - Email ID (example – john)  

Password – same as windows  

 

 

User’s will be created by the ITD based on the requests received, if you wish to create a user you 
may forward the below details to ithelpdesk@smsaexpress.com  

Email Name Department Role Manager 
Email 

 

 

http://sam.smsaexpress.com/easyTask/Default.aspx
mailto:ithelpdesk@smsaexpress.com
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Main Page  

The main page will provide the summary of the task with status of completed, in progress and 
overdue project wise, you may click on status to filter  

 

 

Project  

Project screen will display the existing project with the summary of details such as owner of the 
project, status, Deadline etc  

 
 

In order to proceed further First and foremost, a project needs to be created, a project may have 
multiple tasks assigned to multiple staff  

You may use the option Add project and provide the required information such as the title of the 
project, owner of the project, deadline & status etc to create a new project  
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Adding Member  

Upon successfully creating a project, members need to be added to the project, you need to 
select the project and select the staff and click on add member to confirm, it will also give the 
option to remove existing members from a project if you wish to do so   

 

 

Task  

Task screen will display the summary of information of a task belong to a project with status, 
responsible person, deadline etc  
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In order to add a task, you may scroll down to the page and select the project and the title of the 
task, priority and select the responsible person etc and click on add task to confirm  

 

 

 

Project Activity   

This screen will display a summary of the project’s information under a respective manager, you 
may click on Title to expand (to view further details)  
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Report 

This screen provides the option to get the report for a particular project, also there is option to 
export in PDF format  

 

 

 

 


