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My Tasks
Find and complete tasks in the Portal
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View Assigned Tasks

When you click the Home tab, you will see the Portal Home Dashboard, which displays 
information about the account you are currently logged in to. In this dashboard, you can 
find My Tasks, a list of pending tasks that you need to complete to process your 
application(s). For example, If you are working with a Licensing or Customer Service 
Specialist and additional information is needed, you may be asked to complete a task. 

The dashboard will display the task name, due date, and status.

My Tasks

Click on the hyperlink to open the task and view the details.01

1



© 2025 Washington State. All Rights Reserved. 4

Mark a Task Complete

Review and complete your tasks so your applications can be processed. Let’s learn 
how to mark a task complete through the LCB Portal.

Open each drop-down arrow to review information about the task. 

01

01

In the Task Information drop-down arrow, you will get the instructions to complete the 
required task.
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02



© 2025 Washington State. All Rights Reserved. 5

The Status field will update to Completed in the Additional Information drop-down. 
Your assigned specialist will be able to see that you have completed your task and will 
continue processing your application. 
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03 When you are done, click Mark Complete to update the status of the task.
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