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Meeting Minute Creation
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‣ In Oaks CI navigate 
to:
‣ Logs -> Meeting 

Minutes

‣ Click New



Meeting Minute Creation
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‣ Complete the upper form (General)

‣ All * fields are required

‣ Attach Documents, if necessary



Meeting Minutes
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‣ Select Workflow Action “Publish Minutes”

‣ Click on the “Cc” button to choose recipients

‣ Click Send



Meeting Minutes

5

‣ Users that were on the “CC” will receive an email that they were copied 
on the Meeting Minute Record

‣ Users can view the meeting minute by clicking on the email link



Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211


