OAKS

Capital Improvements

Action ltems
Agency Higher Ed




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
ltems 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




Creating an Action Item

ORACLE Primavera Unifier (Test)

w Company Work.. OAKS CI Traini__. OAKS CI Distric Oak Hills Lt

b

0AKS Cl Training 1 - Home Agency > ining > OAKS Cl Train

Alerts

B

Action lte

< ]

Tasks
Actions w View  All Records

< ]

E-Signatures

» Navigate to:

» Logs —> Action Iltem
» Click Create

[3

Drafts

Record No . Title

Mailbox Al-00396 mmw-Test Action Item

Information Al-00395 Oracle072018a

Cost Manager

Al-00394 Todd Cooper
Data Manager Al-00393 Test Action Item

Document Manager Al-00392 Student 3

anrm%weesn

Al-00391 Larry

72 Hour Notice Al-00390 Jason Retheriord

Action lems Al-00339 rawvial

) Al-00338 Test Action Item
Advertisements
Al-00387 change order 1
Budget - Initial
Al-00336 skip
Budget - Revisions
Al-00385 Dave Parkinson

Change Order
Al-00334 Tyler D

Closeout - Contractor A-00333 cynthia

Closeout - Professional Services Al-00382 Jay Test

Contract A-00381 Matt

Contract Schedule of Values Al-00380 Jim

Contractor Evaluation Al-00379 Scott

Contractor Pay Request Al-00378 kevin

Design Reviews Al-00377 Shauna

Escrow Accounts Al-00376 Beth

el an Al-00375 Training 3/1/11
_ _ Al-00374 Training 3/1/11
Financial Risks
Al-00373 Training 3/1/11
Fund Allocation
Al-00372 Training 3/1/11
Fund Release

Al-00371 Training 3/1/11
Fund Transfers

Al-00370 Training 3/1/11
Liens




Creating an Action Item

E Create New Action Items - Project Mo, OCI-080001 - - O X
@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uai/1006/2087__uref=uuu983826795t2
Create New Action Items Send Save = v

} Complete the General < Actionltems? Collaboration Response List
and ACtIOn fOrmS under LinkedRecords L > w4

4 General

the Action Items tab R B @ Add

Department of Administrative Services

Project Number Creator
OCI-080001 Matthew Weber |
Project Name Creation Date

OAKS ClI Training 1

Project Location
Surface Road

Title * Status
‘ Test Al20201 ‘
Assignee Priority H
L]
‘ Architect ‘ ‘ Medium v ‘ o
Meeting Minute Due Date * fonnahon

v =

Type a Old Title... ‘ 08/28/2020 07:58 AM (UTC-8) Ea ‘

No Linked Records.

4 Action

Action Requested *

ASI Infarmation




Creating an Action Item

E Create New Action Items - Project No. OCI-080001 - Google Chrome = O X
4 Clle the CO"abOratlon tab and @& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uai/1006/208?__uref=uuu983826795t2
enter any additional text or Create Nevi\ction Items DN

attachment information needed Acion lfemé

Collaboration Response List




Sending an Action Item

E Create New Action Items - Project No. OCI-080001 - Goagle Chrome — O X
#@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uai/1006/2087__uref=uuudQd826795t2

Create New Action ltems ave

Action Items Collaboration Response List

]
4

a) When the record is ready to
move forward, click Send

E Create New Action Items - Project No. OCI-080001 - Google Chrome —

b ) Ve r i fy WO r kfl OW Act i O n . Se n d @ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uai/1006/208?7__uref=uuu983826795t2
L]

Workflow Action Details

4 Action Details
*
Workflow Actions Send For
Send v Response

To

c) Enter the recipient of the
Action Item in the To field

d) Click Send

Matthew Weber X

cc

Start typing for suggestions..

4 Due Date Details

Task Due Date

0

Cancel




Reviewing and Responding

|-080001 - Google Chrome = O X

a ) N ote Wh o sent Ta S k [S] Action Items - Test AI20201 - Project

@ ohio-uat-unifier.oracleindust /mod/bp/record/opentask/216374%task_id=216374&parent_id=08wiewOnly=0&projec...

b) Review Response List Action Items e_, I =~

C) ACCE pt TaSk ction Items

: % A
Linked Records Link
4 Tasgk > e

From
Matthew Weber

To
Matthew Weber

Sent For
Response
4 General :

Organization Record Number

Department of Administrative Services Al-00397
Project Number Creator Information
0OCI-080001 Matthew Weber No Linked Records.
Project Name Creation Date

OAKS ClI Training 1 08/21/2020 09:25 AM (UTC-8)

Project Location




Reviewing and Responding

E Create New Action Items - Project No. OCI-080001 - Google Chrome = O X
4 Clle the CO"abOratlon tab and @& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uai/1006/208?__uref=uuu983826795t2
enter any additional text or Create Nevi\ction Items DN

attachment information needed Acion lfemé

Collaboration Response List




Sending an Action Item

E Create New Action ltems - Project No. OCI-080001 - Google Chrome

@ ochio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uai/1006/208? _uref=uuu!

Create New Action Items ave =

a) Enter Collaboration notes

E Action Items - Test AlI20201 - Project No. QCI-080001 - Google Chrome — ] X

#@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/216374/undefined/undefined?__uref=uuu98382...

b) When the record is ready to
move forward, click Send

Workflow Action Details

4 Action Details /

i Send For
Select v

Select

c) Verify Workflow Action: Send e

Completed Send For Review

Delegate

d) Enter the recipient of the
Action Item in the To field

e) Click Send

Send For Assistance




Review and Send Action Item

E Create New Action ltems - Project No. OCI-080001 - Google Chrome

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uai/1006/208? _uref=uuufQd826795t2

4 Enter any notes Or response Create New Action Items ave =.
in the Action Item T

E Action ltems - Test Al20201 - Project No. ©CI-080001 - Goagle Chrome — ] X

@& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/216374/undefined/undefined?__uref=uuu98382...

Workflow Action Details X

4 Action Details

a) When the record is ready to
move forward, click Send

*

il Send For
Select 4

Select

Completed Send For Review

Delegate

b) Select Workflow Action:

» Completed Send For Review

Send For Assistance

E Action ltems - Test Al20201 - Project No. OCI-080001 - Google Chrome

& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/216374/undefined/undefined? uref=uuu9838...

» Delegate

Workflow Action Details X
» Send for Assistance

4 Action Details

*
Workflow Actions Send For

Completed Send For Review v Review

c) If necessary, add a recipient

d) Click Send

To
Matthew Weber

cc

Start typing for suggestions

4 Due Date Details

Task Due Date




Completing Action Item

» As the last step of the

a)

b)

workflow:

When all necessary work on
this record has been
completed click Send

Select Workflow Action: Close
Click Send

E Action Items - Test Al20201 - Project No. OCI-080001 - Geogle Chrome — O X

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/216375/undef] fined?__uref=uuu9838267...

Action ltems

Collaboration Response List

Action ltems

| Linked Records  Lir »

4 General
Organization

Department of Administd g 5hig-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/216375/undefined/undefined...

Project Number

0CI-080001 Workflow Action Details X

Project Name

QAKS CI Training 1 4 Action Details

*
Project Location PR e ee—— Send For

E Action Items - Test AI20201 - Project No. OCI-080001 - Google Chrome — O X

Workflow Action Details

Meeting Minute

4 Action Details

Surface Road i v
Select

Title

Test AI20201 Close : :

E Action Items - Test Al20201 - Project No. OCI-080001 - Google Chrome = O X
. Return for Clarification

Assignee @& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2 16375/undefined/undefined...
Architect

*
Workflow Actions Send For
| Close v End
cc
Start suggestio

Cancel




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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