Action Items
K-12 Cloud




Purpose

» Action Items give the user the ability to create
a record that can be routed to one or several
users for action

» May result from project meetings and are
assigned to a specific individual or group

» Provides all project users the ability to view
the status of Action Items in Logs

» Can be delegated to another group or
individual for response




Workflow
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Examples of Action Items

» Architects

» ASI| Information
» Bulletins

» OFCC PMs

» Commissioning Agent Reports




Creating an Action Item

» Navigate to:

» Logs —> Action Item K12
» Click New

>

Action ltems - Current View: All

16 ltem(s) Fage [
Record No - | Title Assignee Cue Date Priarity | Creation Date Status |
Al00016 Notification Test 06/09/2015 Low 06/02/2015 Pending
Al-D0015 Title #1 Sara Freetage 08132013 High 08/06/2013 Closed
Al00014 test 02/27/2013 High 02/20/2013 Pending
Al-00013 asdf Low 02/20/2013 Pending
Al0o012 test 12/07/2012 Low 113002012 Pending
Al-00011 CPR #1 Anderson Plumbing 09/20/2012 High 09132012 Pending
AlL00010 Demo 1 Craig W 08/06/2012 Low 07/30/2012 Closed
Al-00009 Time is 4:07 06/05/2012 Low 05/29/2012 Closed
Al-00002 test time 06/01/2012 05/25/2012 Closed
<© Al-00007 ! 05/29/2012 05/22/2012 Pending
AlL0000G test 05/29/2012 05/22/2012 Pending
Al-D0005 test 10/14/2009 10/07/2009 Closed
Al-D0004 Test 1/2/08 v1.1 Update Steve 01/08/2009 High 01/02/2009 Closed
Al-D0003 Test 11/22 Help File 12/28/2008 Medium 12/22/2008 Closed
AlD00D2 Remove Login Message re V9.0 Fred 08/18/2008 Medium 08/15/2008 Closed

Al-00001 Test Al 05/02/2008 Low 04/25/2008 Closed




Creating an Action Item

» Complete the upper form (General)




Creating an Action Item

» Plug in any additional information in Action Item
Description




Sending an Action Item

» Choose the Workflow Action: Send

» Click the “to” button to choose recipient
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Sending an Action Item

» Recipient Populates in the “to” field
» Click Send
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Reviewing and Responding

» Review Task Details Area
» Note who sent Task

» Review Response List

>
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Reviewing and Responding

» Enter Collaboration notes

» Select Workflow Action

» Click “To” and select desired user to receive record
» Click Send
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Action Details

» In Action Details click “Click Here” to view the latest
content
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Completing Action Item

» If all necessary work on this record has been completed select
Workflow Action: Close

» Click Send
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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