
What to do when you receive a new Task in 
OAKS CI  
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 You will receive 
an email from 
Unifier indicating 
that you have a 
Task Pending  

This notification will tell you 
the record type, why you are 
receiving it and the district 
and/or building that the Task 
is housed 
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 Open Internet Explorer 
 Navigate To  
  

 
 Username:  
 your assigned user name 
 Password:  
 your assigned password 
 Click “Login” 
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https://oaksci.osfc.ohio.gov 
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Double click on the District or Building with  
the Active Task 
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You can grab your Task from the Task link (right)  
or within Collaboration (left) 



6 

Double click on Task to Open 
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You must Accept the Task to take any action 

Note: If you see a note in the Task Note area, you 
must review the note  by clicking on it, prior to accepting 
the Task, this note is a temporary note 
and will not be permanent to the record 
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Note the instructions at the top of the record 

If you view a talking head next the General Comments 
Link, click Link to view comments, these comments are  
permanent to the record 
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By clicking the Tab you will open up the portion 
the record, notice I have click the General Tab, 
Now the upper portion of the is viewable 

Complete all portions of the form available and follow  
Instructions for additional information 
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To add General Comments , click the  General 
Comments Link, once the secondary screen appears , click the 
Add button and add your comments, click Close Window when 
complete 
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Once record is complete, choose a Workflow Action 
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Click the Action Details tab to view  the next person in the workflow 
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To add a  Task Note, click the note pad ,this note  
will be temporary and only  viewable by the  
next person in the workflow 

The record can now  
be moved forward  
by clicking the send  
button 



 Call or Email OAKS CI  
 614.644.2211 
 OAKSCI@OFCC.OHIO.GOV 
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