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Issue Module Rights 

 

How to assign an issue 
1. During the creation or after the creation of an issue, click on the Assigned to field 

 

2. Choose the assignees from the list, once selected a green checkmark will appear beside their name 

 

3. Click on OK to save the changes 
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How to bulk assign issues 
 

1. At the project or plan level, access the issue list 

 

2. Click on Select  

 

3. Select the issues you would like to assign users to and click Assign 

 

4. A list of assignees will then open, a grey check beside the user’s name indicates that this user has already 

been assigned to the selected issues. To select a user, click beside their name and a green checkmark will 

appear. Click OK once done to save the changes. 
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How to view the status of each assignee 
 

1. Click on the Assigned to field 

 

2. Click to filter by assignees only to view the status of the issue for each assignee. View the matrix below or 

here for multiple assignee statuses 

 

 

Issue statuses for multiple assignees 

 

 

https://smartuse.com/multiple-assignee-matrix/


5 
 

Flow of issue tracking statuses 
 

When an issue is created but not assigned, you will have the option to close it as Owner, Administrator or 

Power Collaborator 

• Close the issue    

When the issue is assigned to you, you will have the following options as an Owner, Administrator or 

Power Collaborator 

• Accept the issue to change the status to in progress  

• Close the issue    

 

Collaborators, Restricted Collaborators and Reviewers only have the following options when an issue is 

assigned to them: 

• Accept the issue to change the status to in progress     

• Decline the issue to unassign themselves and put the issue back to open    

 

When an issue is ready to be completed you have the following options: 

• Complete the issue when all necessary work has been completed  

When the issue is Completed, pending validation all users have the option to Retract 

• Retract if the issue was completed by mistake or needs to be redone  

 

Only the Owner, Administrator or Power Collaborator have the option to Close the issue once it has been 

validated or reopen (put the status from completed, pending validation to open) if necessary 

  

If an issue was closed by mistake, you also have the option to reopen it to put it back to the status open 
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Owner, Admin and Power Collaborator (Not assigned) 
These three roles can create and modify issues at any stage during the process. Once the issue is created you 

will have the option to Close. 

 

Collaborator, Restricted Collaborator, Reviewer (Not Assigned) 
When an issue is created but not assigned collaborators can see the issue but cannot modify it. Reviewers 

and restricted collaborators cannot see the issue unless it is assigned to them. 
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Owner, Admin, Power Collaborator (Assigned) 
Once an issue is created, the assignee has the option to accept the issue to put it in progress or to close it. To 

refuse the issue, these roles can remove themselves directly in the list of assignees. 

 

Once accepted, the assignee does the required work until the issue is ready to be completed. 
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Once completed, the owner, administrator or power collaborator can close the issue themselves. If the 

issue was completed by mistake or needs to be redone, they can use the Retract button to put it back to in 

progress. 

 

Once the issue has been closed, it can be reopened if needed which will put it back to Open 
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Collaborator, Restricted Collaborator, Reviewer (Assigned) 
Once an issue is assigned, the assignee will have the option to accept the issue to put it in progress or decline 

it. Declining an issue always requires a reason for these roles. 

 

Once accepted, the assignee does the required work until the issue is ready to be completed. 
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Once completed, the owner, administrator or power collaborator needs to approve the issue before it can 

be closed. The status will therefore be completed, pending validation. 

 

If the issue was completed by mistake or needs to be redone, the Retract button can be used to put it back to 

in progress. 

 


