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Lesson Objectives 

• Objective: 
 Upon completion of this lesson the customer will be able to: 

• Use the Tasks filter. 
• Use the Requirement filter. 
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IDEAS Main Landing Page 

 

Actions:  One can enter a new 
requirement. 
 
My Tasks:  Locate an assigned 
task and review/complete. 
 
My Requirements:  Locate a 
Requirement to select and either 
review or take further action. 
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Task Filters 

Filters include: 
• Task Name:  Search by 

task name or a portion of 
the task name. 

• Assigned To:  Search 
tasks by group or user  

• Requirement Number: 
Search by the requirement 
number. 

• Status:  Filter between All, 
Active, or Completed 
Tasks.  

• Received:  Choose 
between two dates, or 
before, on, or after a 
certain date. 
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Requirements Filters 

Requirement Filters include: 
• Identifier:  Search by the system-

generated identifier associated with 
each Requirement. 

• Requirement Number:  Search by 
the user-entered Requirement 
Number. 

• Status:  Choose between 
Requirements at different steps in 
the submission process: Validated, 
Submitted, and Assigned/Accepted. 

• Contract Specialist and 
Contracting Officer:  Filter by the 
assigned Contract Specialist or 
Contracting Officer. 

• Office:  Filter by Contracting Office. 
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Summary 

• In this lesson you learned how to: 
 Use Filters to locate Tasks. 
 Use Filters to locate Requirements. 
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