
Working with 
Discussion Groups
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Discussion Groups
‣ Collaborating with Team Members

‣ In Selected Business Processes (BPs) the task owner 
can initiate a Discussion Group to solicit input from 
other project team members

‣ Eligible participants are pulled from the BP: Add 
Assignee List

‣ Invited members of the discussion group can 
contribute their own text comments and attach 
documents

‣ All participants can view each others comments and 
attachments
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Discussion Groups
‣ The Task Owner Can:

‣ Select which, if any, of the comments and/or 
markups to use in creating the final comments or 
markups for the task

‣ Hide or delete these comments
‣ Consolidate comments for use in creating the final 

comment or markup
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Discussion Groups
‣ Initiate a Business Process 

(BP) discussion group
‣ You may initiate a 

Discussion Group to help 
you draft your comments or 
markups

‣ Participate in a BP discussion 
group
‣ You have been requested to 

participate in a discussion 
group by another user who 
wants input before 
completing a task
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Initiate a Discussion Group
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‣ Open a record 
and click the 
Discussion 
Group button



Initiate a Discussion Group
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‣ Design Review discussion groups can be 
initiated from the Detailed Review step



Initiate a Discussion Group
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‣ The Discussion Group Invitation window opens
‣ Name the discussion group
‣ Click “To” and choose the user(s) to include in the 

discussion group
‣ A red * notes a required field



Discussion Group
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‣ Note: When a discussion group is initiated, 
ownership of the Task remains with the 
initiator (in this case, the PM)

‣ Discussion group members may enter 
General Comments but they cannot initiate 
workflow actions or close the discussion 
group. 



Participating in a Discussion 
Group
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‣ If you are invited to join a discussion group, a 
new Task will appear in your Task log and you will 
receive an email message

‣ The “Sent for” column of the Task log will indicate 
“Discussion” distinguishing it from business 
process workflow related tasks

‣ Discussion group participants can add and save 
comments within the discussion group



Task Sent for Discussion
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Email Notification
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‣ Note: When users respond to a discussion group, 
the discussion group owner is notified by email



Participate in a Discussion Group
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‣ Navigate to:
‣ Collaboration -> Tasks
‣ Select the Discussion Group business process
‣ Click Open



Participate in a Discussion Group

13

‣ Participants can view all attached files by clicking on them
‣ Do not place comments on individual files, these are difficult to 

retrieve and track
‣ To submit comments, click General Comments and attach a 

comments log

This form will be “view-
only” except for the 

General Comments area



Add Comments/Attachments
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‣ Add text comments and/or attachments by clicking Add and 
entering them into the “Edit General Comment” dialog box



Add Comments/Attachments
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‣ Note: In order to attach documents, you 
must first upload them into Document 
Manager

‣ For assistance please refer to the 
Document Manager Job Aid



Closing a Discussion Group
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‣ When a discussion group is closed, all invited 
participants will receive an email notification
‣ To close a discussion group:

‣ The initiator of the group can close the discussion at any 
time by clicking “End Discussion Group”

‣ This removes the task from each participant’s task log, 
regardless of whether or not they have completed the task.

‣ Note: Discussion groups are closed automatically 
when the Task in which the discussion group had 
been initiated is completed, regardless of the 
status of the discussion group comments. 



Warning
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‣ Using the “Undo Accept Task” function after 
a Discussion Group has been initiated will 
disconnect the Discussion Group

‣ All comments and attachments provided by 
the participants will be deleted and will be 
unrecoverable



Managing Comments
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‣ Once the Discussion Group has completed 
review of the design submission, the Project 
Manager will close the Discussion Group 
and review the comments made by the 
group members



Managing Comments
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‣ At this point, the PM can review comments 
and attachments, add additional comments, 
and remove comments and attachments
‣ Notes:

‣ If you entered the comment you can modify or remove it
‣ If others entered the comment you cannot modify but you 

can remove it
‣ If you open an attachment you can edit but you must do a 

“save as” and import the new file back into Document 
Manager and attach it as a new comment, even if you 
created the original file and comment



Consolidating Comments

20

‣ Comments received in a Discussion Group 
can be consolidated into a single comment

‣ All attachments to comments will display as 
attachments to the consolidated comment

‣ Consolidated comment logs can be made 
into documents that are attached directly to 
the business process form



Copying and Consolidating 
Comments
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‣ Note: Text comments can be copied and consolidated in 
General Comments. Graphic markups that are attached to a 
General Comment cannot be copied or consolidated.

‣ The following table summarizes copying and consolidating 
documents:

BP Feature Consolidate Text Comments Consolidate Graphic Markups

Documents attached to 
Document-Type BPs

Can copy and consolidate comments 
made directly to attached documents

Can copy and consolidate graphic 
markups on attached documents

File Attachments all BP 
types

Can copy and consolidate comments 
made to files attached directly to BPs 
(listed in Attachments link)

Can copy and consolidate markups 
made to files attached directly to BPs 
(listed in Attachments link

General Comments Can copy and consolidate General 
Comments

Cannot copy or consolidate markups on 
files attached to a General Comment



Copy General Comments
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‣ Click the General Comments link
‣ Click Add (or Modify)
‣ Click the “Copy from” button
‣ The Copy General Comments window opens, displaying the list 

of existing comments



Copy General Comments
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‣ Click the selection box next to each of the comments you 
want to copy into your comments and click OK

‣ Any additional file attachments or markups associated with 
each comment are also copied to the new comment

‣ Make edits as necessary then click OK



Copy General Comments
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‣ Your final screen with the copied comment will display like 
the one here:



Discussion Groups
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‣ You cannot participate in a discussion group on the 
Create or End steps of a business process. 

‣ The task owner can select which, if any, of the 
comments and/or markups to use in creating their 
final comments or markups for the task. They can 
also hide or delete these comments, or consolidate 
them for use in creating the final comment or 
markup.



Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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