
Action Items
K-12 Legacy
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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
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Workflow
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Examples of Action Items

‣ Architects

‣ ASI Information 

‣ Bulletins

‣ OFCC PMs

‣ Commissioning Agent Reports
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Creating an Action Item
‣ Navigate to:

‣ Logs -> Action Item

‣ Click New
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Creating an Action Item
‣ Complete the upper form (General)
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Creating an Action Item
‣ Plug in any additional information in Action Item 

Description
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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?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211


