
QUICK START GUIDE

ACTIONS

Learn How To:

1. Create an Action

2. Manage Actions

3. Turn an Alert into an Action



MY ACTIONS

Select the ACTIONS tab to open the NEW ACTIONS

module. You will land on the My Actions tab. 

Actions assigned to you are displayed in the TO DO, 

IN PROGRESS or DONE column depending on their 

status. 



MY ACTIONS

Click on the START button to move your action to 

IN PROGRESS. Click on the RESOLVE button to 

move your action to DONE.



MANAGE ACTIONS

Click on the Manage Actions tab to view all actions. By 

default, you will see those actions created in the last month. 

‘New’ actions can be cancelled or reassigned. ‘In Progress’ 

actions can be reassigned. ‘Completed’ actions can be 

reopened. Simply click the associated button.



MANAGE ACTIONS

Click on the +NEW ACTION button 

to create a new action.



MANAGE ACTIONS

Get started by selecting your Action Type and  

use the search to find your equipment. Add 

comments or instructions in the description.



MANAGE ACTIONS

Use the filters to locate the desired piece 

of equipment.  Select it and click the OK 

button.



MANAGE ACTIONS

To assign the action to a user, 

click the search to display a list of 

users.



MANAGE ACTIONS

Select a user and click the OK button.  



MANAGE ACTIONS

To add other recipients, click the search to 

display your contacts from your Address Book.

Select the contact(s) using the checkbox(es) 

and click the OK button.



MANAGE ACTIONS

Finish by selecting the SAVE NEW 

ACTION button.



MANAGE ACTIONS

The new action will be displayed at the 

top of the list. 



MANAGE ACTIONS

Click the expand arrow to 

see the details.  



ALERTS

Click on the Alerts tab to display a list of Alerts.



ALERTS

Use the checkbox to select an Alert. Once selected, 

an action can be created by clicking on the CREATE 

ACTION button or the alert can be dismissed by 

clicking the DISMISS ALERT(S) button.



CREATE ACTIONS FROM SAMPLE

To create an action from the Sample Details 

page, click on the Actions tab and click the 

+ NEW ACTION button.



CREATE ACTIONS FROM SAMPLE

Get started by selecting your Action Type. Your 

Equipment is pre-selected from the Sample 

Details page. Add comments or instructions in 

the description.



CREATE ACTIONS FROM SAMPLE

To assign the action to a user, click the search 

to display a list of users.



CREATE ACTIONS FROM SAMPLE

Select a user and click the OK button.



CREATE ACTIONS FROM SAMPLE

To add other recipients, click the search to 

display your contacts from your Address Book.

Select the contact(s) using the checkbox(es) 

and click the OK button.



CREATE ACTIONS FROM SAMPLE

Finish by selecting the SAVE NEW 

ACTION button.



CREATE ACTIONS FROM SAMPLE

The newly created action will be 

displayed at the top of the list on the 

Actions tab. 



CREATE ACTIONS FROM SAMPLE

The       icon is a visual notification that there 

is one or more actions on the equipment 

associated with this sample.



CASTROL LABCHECK SUPPORT DESK:

Phone: 866-LABCHECK (522-2432)

Labchecksupport@bureauveritas.com

https://www.labcheckresources.com/

mailto:Labchecksupport@bureauveritas.com
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