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Evolution Payroll My Task Queue At a Glance 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tasks marked as read remain in the Task Queue for three (3) days before they are automatically deleted by the system. Unread tasks remain in the Task Queue for 10 
days before they are automatically deleted by the system. 
 

Topic Description 

Displaying the My Task Queue 
The My Task Queue window (grid section) 
displays as a full screen window over (in 
front of) the Dashboard or whatever screen 
you display it from. The overall size of the 
Task Queue flyout panel has been increased 
to full screen size to use the maximum 
amount of screen real estate so that the 
results are more easily visible. The Task 
Queue flyout panel now covers the entire 
screen from which the user has displayed it. 

You can display the My Task Queue by clicking the Task Queue arrow located at the bottom left of any screen. 

               

 

The total number of Completed, Unread, and Pending tasks also appear on the bottom bar near the Task Queue arrow.  

     The My Task Queue window  
My Task Queue is full size screen listing of your tasks 
and report results – similar to the Task View in 
Evolution Classic, which you can use to display 
report results or more details about each task. To 
review the report results, click on a task (row) on the 
left Navigation Panel. The report results appear in 
the Results pane to the right. 

The information results that appears depends on the 
specific task you select and may contain multiple 
tabs based on the status of a task (Results, Log, 
Messages, Exceptions, Warnings, and Notes). 

The Task Queue has been redesigned for v3.3. Users 
can view individual reports, or multiple reports; for 
example, the ability to download all reports as a 
group in a zipped file format that were run as part of 
processing a payroll. 
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Evolution Payroll My Task Queue At a Glance 

Topic Description 

Multiple Reports 
For multiple reports, each group 
(Reports/Checks) can be expanded or 
collapsed by clicking on the arrow on the 
title row in the center section of the screen.  
 

For example, clicking on the Reports arrow 
expands the listing of reports, shown below. 
 

 
 
Clicking on the Checks arrow expands the 
listing of payroll check reports. 
 

 
 
You can also just click on the Reports or 
Checks title row to expand either section. 
 
 

If there are more results than can fit on the screen, a scroll bar displays allowing the user to scroll down to see more 
results. 
 
Note: The Navigation Panel on the left side of the Task Queue can be collapsed/expanded by double-clicking 
on the blue colored slider control in the scroll bar area. Users may want to collapse the Navigation panel in 
order to have more screen real estate to view the reports. 
 
 
For viewing multiple reports, there is a center section of the screen which is 
organized into two groupings, listed in a vertical section (accordion-like widget) 
in the middle of the Task Queue screen: 

 Reports 

 Checks (includes both Payroll & Misc Checks) 

The reports within each group are sorted alphabetically. 
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Evolution Payroll My Task Queue At a Glance 

Topic Description 

Downloading Reports 
 
Users can download an individually selected 
report by clicking the Download button: 
 

 
 

Clicking the button prompts the user with a 
dialog window to choose the local path and 
filename to save the file. 
 
Or, a user can choose to download an entire 
group of reports as a Zip file. For example, a 
user can click on the Download All button 
to save a group of report results from a 
processed payroll to their local machine as a 
Zip file. The downloaded Zip file will consists 
of a PDF of each report, there will be 
multiple PDF files contained in the Zip file. 
 

 
 
Clicking the Download All Results button 
prompts the user with a dialog window to 
choose the local path and filename to save 
the zip file. The filename defaults to the 
report name. The user can change the 
filename. The Zip file contains all generated 
reports (file type of PDF, XLS, TXT, CSV, 
etc.). 

In addition to the Results tab, other tabs may display across the top of the Task Queue screen.   
 

 
 
This includes: Warnings, Messages, Notes, and Log. Click on each tab to see the corresponding information. A sample 
Log tab is shown below. 
 

 
 

Users can filter the list of tasks/reports shown on the left Navigation panel by using 
the Search for Task box at the top of the Navigation panel. For example, entering 
the word “process” in the Search for Task box will narrow the list of reports to just 
those reports that contain the word process in the title. 

 

 

 

 

 
 


