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apital mprovements
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‣ Reminder: Tasks are now located independently in the 
gray menu bar to the left. 

‣ Collaboration no longer exists



3

‣ The default task view is “Received in the last 7 days)
‣ To view All Tasks, change your view to “All Tasks”



Today  Tomorrow 
Together 
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‣ When you click on a task and highlight it, you will see a preview of the 
record on the right hand side of your screen

‣ To minimize the preview, click the 3 dots to the left/middle of the 
preview screen

Click to Collapse

Click to Preview
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‣ Use gear icon          to:

‣ Open Task

‣ Accept Task 

‣ Undo Accept Task

‣ Print a copy of the 
record

‣ NOTES: 
‣ Once you click “Accept 

Task” you are now 
responsible for 
completing this record 
(even if you haven’t 
opened it)

‣ If someone else should 
complete the record, 
click “Undo Accept”
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‣ Also, you can use check boxes to:

‣ Accept Task

‣ Undo Accept Task 

‣ Accept Late Task

‣ Undo Accept Late Task

Warning 
Once you click the Accept Task checkbox 
and complete work on the record, do not 
check the box again. This will undo your 
acceptance of the task and erase all work. 



Today  Tomorrow 
Together 

7

‣ You can now create a new record in Tasks by clicking the 
“Create” button

‣ NOTE: You can also still create records from Logs



Today  Tomorrow 
Together 
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‣ Select the Business 
Process (Record Type) 
you wish to create 
from the dropdown 
menu

‣ Select Workflow if 
applicable

‣ Click Create
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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