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CHAPTER 1

Getting started

Sign in or create an account
Reset a forgotten password
Accept an invitation

Find your way around

Create an organization

Switch between organizations
Change the language and theme
Install OKiDO as an app

Get help from support

Read this chapter online

okido.io/en/docs/getting-started

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Getting started

Sign in or create an account

Sign in to OKiDO with your email and password, or create an account with an organization of your
own.

Available on: All plans |Who can do this: Everyone in the organization

You sign in to OKiDO with your email address and password. New to OKiDO? Creating an account
takes a minute, and it comes with an organization of your own on the Free plan.

Signin
Go to app.okido.io.

Enter your Email and Password.

2 OKiDO

Sign in to your account

Email

emily.r@horizon.dema

Password

[ ....... ]

Forgot pasaword?

- ]

Don't have an account? Sign up

Choose Sign In.

Your dashboard opens. Forgot your password? Choose Forgot password? under the password
field (see Reset a forgotten password).

Create an account

On the sign-in page, choose Don't have an account? Sign up.

Enter your Name, your Email and a Password of at least 8 characters.

OKiDO user guide - October 2026 8
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Getting started

2O0KiDO

Ir account
Name
Lena Vogel

Email

Iena.vogel@example.com

Password

Already have an account? Sign in

Choose Sign Up.

OKiDO creates your account and an organization named after you, on the Free plan, and opens its
dashboard. You are its owner, so you can invite your colleagues and set up projects right away.

Tip: Did a colleague invite you? Open the link in your invitation email instead. Your new
account then joins their organization straight away (see Accept an invitation).
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Reset a forgotten password

Get areset link by email and choose a new password when you cannot sign in.

Available on: All plans |Who can do this: Everyone in the organization

Forgot your password? Ask for a reset link on the sign-in page, then choose a new password from
the email. You need access to the mailbox of your OKiDO account.

Request areset link

On the sign-in page, choose Forgot password?.

Enter your Email.

Forgot Password

Enter your email a s and we'll send you a link L

our password

Email

tom.o@horizon demo ]

Back to sign in

Choose Send Reset Link.

OKiDO confirms that a link is on its way. The email arrives within a few minutes; check your spam
folder if it does not. The link works for one hour, and only the newest link works: if you asked more
than once, use the last email.

Choose a new password

Open the link in the email.

Enter your new password under New Password, then again under Confirm Password. Use at
least 8 characters; OKiDO shows how strong the password is while you type.

Reset Password

Enter your new password below

Confirm Password

Back to sign in

OKiDO user guide - October 2026 10



Getting started
3. Choose Reset Password.

OKiDO takes you back to the sign-in page. Sign in with your new password. For your safety, the
reset also signs your account out on every device where it was still signed in.

Tip: Does the link show Invalid Reset Link? It has expired or was already used. Choose
Request a new reset link to get a fresh one.

OKiDO user guide - October 2026
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Getting started

Accept an invitation

Join an organization from the link in your invitation email, with a new account or the one you
already have.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

When an owner or admin invites you to their organization, you get an email with an invitation link.
The link shows who invited you, to which organization and with which role. It works for 7 days.

P

Horizor

You're Invited!
Marcus Johnson has invited you to joir
Horizon Creative Agency
Email =2 leo,martins@example.com
Role MEMBER

Invited by Marcus Johnson

Please log in or create an account to accept this invitation

i Create Account to Accept ]

This invitation expires on October 28, 2026

Join with a new account

1. Open the link in your invitation email.
2. Choose Create Account to Accept.

3. Enter your Name, the Email address the invitation was sent to, and a Password of at least 8
characters.

4. Choose Sign Up.

Your account is ready and you are in the organization, with the role from the invitation. Its
dashboard opens, and the organization selector at the top of the sidebar shows its name.

OKiDO user guide - October 2026 12



Getting started

2 0KiDO

Dashboard

B @ 8 %0 B

g @

b

~

Dashboard

Your personal overview of key metrics and activities

Tasks Summary

C] @ ©
36 12 21
Total: 69 tasks

Upcoming Deadlines

| Build landing page in CMS

ash - Cllent: TechVenture Product Launch - Em

Redriguez - Due in 23 hours

Write brand voice guidelines

1 Campaign - Tom ©'Brien - Due

= Create April carousel graphics

ocial Media Catendar Q2 - James Li

= Create hero video storyboard
T Client: TechVenture Product Launch
Due in 2 days

= Write April captions and hashtags

Join with the account you already have

1. Openthe link in your invitation email.

o A
8 Customize
Blocked ltems
Projects
> &
Active Hiol ompletes

Total: 6 projects

2. Choose Log In to Accept and sign in with the email address the invitation was sent to.

3. Back on the invitation, choose Accept Invitation.

The organization is added to your account and opens right away. Your other organizations stay as
they are; switch between them with the organization selector (see Switch between organizations).

Not interested? Choose Decline in step 3 instead of accepting.

Tip: Use the email address the invitation was sent to: an invitation only works for that address.

A new account with another address gets an organization of its own instead of joining.

OKiDO user guide - October 2026
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Find your way around

Learn what each item in the sidebar and the mobile bottom bar opens, and where to find your
settings and sign out.

Available on: All plans | Who can do this: Everyone in the organization

Every page in OKiDO has the same frame: the sidebar on the left, a top bar with search, your inbox
and your account menu, and the page itself in the middle. A red number next to an itemtells you

how many things are waiting for you there.

«2OKiDO

Horizon Creative Agency v

(@ Dashboard

@ 8 % B

g @
¢ E

b

Reports

=

Labels

Audit Logs

& C 0

Organizatior

The sidebar

Dashboard

Your personal overview of key metrics and activities

Tasks Summary

© o
36 12
Total: 69 tasks
SOP Runs
= ®°
. L
I: 6 runs
Projects
(] il
5 1
at: 6 project

Upcoming Deadlines

= Build landing page in CMS

ask - Cllent: Techvent
Rodriguez - Due in 23

Write brand voice guidelines
ask - 01 Brand Refresh Car

1 Campaign - Tom O Brien - Due

— Create April carousel graphics
Ta acial Medis Calendar Q2 - James Ll

= Create hero video storyboard
T Cliert: TechVenture Product Lounch - 5

Due In 2 days

= Write April captions and hashtags

Team Workload
2, Creative Team 4 members ) tasks - 16 steps
2. Account Managem--- 2 members O tasks - 28 steps

re Product Launch « Emily

& Digital & Strategy 2 members
———

8 Customize

Blocked ltems

Recent Activity

4 Mia Novak Invitation Accepted
36 seconds ago

4 Leo Martins User Registerac
50 seconds ag

4 Leo Martins Invitation Accepted

A~ Aisha Williams User Logir
1 minute age

4+ Marcus Johnson Task Deleted
2 minules ago

4r Marcus Johnson Request Form Updated
2 minutes ago

A Marcus Johnson Task Created

3 minutes ago

At the top of the sidebar, the organization selector shows which organization you are looking at

(see Switch between organizations). Below it:

Item

Dashboard

Inbox

Al

What it opens

Your own overview, with widgets you choose (see Customize your

dashboard)

Your notifications: tasks assigned to you, mentions, approvals and more

Chats with your organization's Al agents, and Al actions waiting for your

approval

OKiDO user guide - October 2026
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Item
Playbook

Runs

Projects
Milestones
Sprints
Teams
Reports
Labels
Audit Logs

Organization

What it opens
Your organization's knowledge base: processes, SOPs and documents

SOP checklists and systems being carried out, with the steps waiting for
you

Your projects and their tasks

Every milestone across your projects, with the progress of its tasks
Sprints: the work your team plans for the next weeks

Teams and their members

Time-tracking reports

Smart Labels for tasks (owners and admins)

Security events and actions in your organization (owners and admins)

Organization settings: members, plan and integrations (owners and
admins)

At the bottom of the sidebar you find Support, where you ask the OKiDO team for help, and the

Theme buttons for a light, dark or system theme.

Your account menu

Your settings and sign-out are in the account menu, the person icon at the top right.

1. Choose Account menu (the personicon).

Sarah Chen

+ Create Organization

1
3 Settings

W Referrals
2

No blocked items

2. Choose what you need:

¢ Create Organization to set up another organization (see Create an organization).

o Settings for your profile, notifications, password and language.

OKiDO user guide - October 2026
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¢ Referrals to invite others to OKiDO and earn rewards.

¢ Sign Out to sign out on this device.

The bell nextto it opens your Inbox; a red dot means you have unread notifications. The search
box opens quick search (see Find anything with Ctrl+K).

Onyour phone

On a small screen the sidebar makes way for a bar at the bottom with Dashboard, Inbox, Projects,

Playbook and Runs. Choose More for Milestones, Al and Support (plus Labels, Audit Logs and
Organization for owners and admins).

@2 0KiDO a @ o &

Dashboard
Your personal overview of key B Custonbe
metrics and activities
Tasks Summary
O 0] ©
36 12 21
Total: 69 tasks
SOP Runs
&P ®
® Milestones
® IO P
@ Support
@ Labels
Brojects O Audit Logs
> #2 Organization
[ . .
@ @ @ m & x
Dasriscard Pregec: Playtak More

At the top, the search, organization, inbox and account buttons work as on a computer.

OKiDO user guide - October 2026
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Getting started

Create an organization

Set up a new organization, pick its plan and finish checkout to start your free trial.

Available on: All plans | Who can do this: Everyone in the organization

An organization is the shared space for a company or team: its projects, Playbook, runs and
members. Anyone with an OKIiDO account can create one, for example for a second company or a
client. You become its owner, and new subscriptions start with a 14-day free trial.

Set up the organization

1. Open the account menu (the person icon at the top right) and choose Create Organization.

2. Enter the Organization Name and, if you like, a Description, then choose Next.

Organization Information
rovide basic information al t L

Organization Name *

Fernwood Studio

Description

Brand and packaging design for food and drink companies. I

S @

3. Pick an Industry Type if you want recommendations for your line of work, then choose Next.
You can skip this.

Pick a plan

1. Choose a plan: Starter, Pro or Business. Each card shows the monthly price and what the plan
includes, such as the number of SOPs, projects, members and Al credits.

OKiDO user guide - October 2026 17
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Choose a Plan

Select a plan that fits yo

Starage 500 ME

Members Unlimited

10 credits

1,000.000
tokens

~ Extemal P

« AF

Unidimited
50

50

268
Unlimited
50 credits

10,000,000
tokens.

+ Advanced Analytics

Back

2. Choose Next.

3. Choose a Billing Cycle: Monthly or Yearly (two months free), and enter the Billing Email for

invoices. Then choose Next.

4. Check the summary and choose Create & Continue to Checkout.

Finish checkout

OKiDO creates the organization and takes you to secure checkoutto add a payment method. You

Business
$599/m0

S0Ps Unlimited
Unlimited

200

5GE

Members Unlimited
Al Builder Credit: 100 credits

Al Executi 25,000,000
Tokens tokens

are not charged until your 14-day free trial ends.

When checkout is complete, you are back in OKiDO with your trial started. Choose Go to
Dashboard to start inviting your team and creating projects. The new organization is already

selected.

OKiDO user guide - October 2026
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o,

Welcome aboard! &

Your organization has been created and your 14-day

free trial has started.

What's next?

Cancelled checkout, or closed the payment page before it finished? Your organization still exists
and uses the Free plan until checkout is complete. On the Payment Cancelled page, choose Try
Again to finish it on the Plans tab of the organization's settings, now or later.

OKiDO user guide - October 2026
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Switch between organizations

Choose which of your organizations you see, or show several at once, with the organization
selector.

Available on: All plans | Who can do this: Everyone in the organization

When you belong to more than one organization, for example your own company and a client who
invited you, the organization selector at the top of the sidebar decides whose work you see. You
can look at one organization at a time, or at several together.

Switch to another organization

1. Choose the organization selector at the top of the sidebar. It lists every organization you
belong to, with your role in each.

. L
::oKIDO () Search across documents, SOPs, tasks, and runs a 2
Horlzon Creative Agency A

Projects
Crganizationg o Manage your projects and track progress

- Horizon Creative Agency

i
T WNER Q1 Search projects.. n Active On Hold Completed

Lumen Partners ]

ADMIN

Select All

New Client Onboarding Annual Awards Submission Luxury Hotels Website Redesign

H Hor t
Kickoff and setup work for clients who have just ies for industry creative Cor lesign for a luxury hotel group.
+ Add Organization signed wards, Cannes Lions, and D&AD. n ch, visual design, content
@ Miestones B 3 tasks [ 16 tasks
& 1 milestone at risk
B> Sprints
Q) Teams
iy Tea
Ll Reports Social Media Calendar Q2 Client: TechVenture Product Active Q1 Brand Refresh Campaign m
© Lebels Horlzon Creative Agency Launch Hoizon Creative Agency
3 d schedule all social media jonc
O Audit Logs content for Q2 nstagram. Linkedin, TikTo -ampaign for Tel ur
s orm: lany ci o
3 Organizatior £ 11 tasks Bt
3 81 K
A B8
® Suppo
Ther % & B

2. Choose the name of the organization you want to see.

The page now shows that organization only, and the selector shows its name. OKiDO remembers
your choice on this device.

Show several organizations at once

1. Open the organization selector.

2. Choose the check mark in front of another organization (Add to selection). The menu stays
open, so you can add more.

OKiDO user guide - October 2026 20
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DO0KiDO G, Search across documents, SOPs, tasks, and runs o'

Jo

Al Organizations. (2) ~

Organizations e .. age your projects and track progress
i orizon Creative Agency E
tial
_ WHER Q Search projects.. Active On Hold Completed

2
umen Partners
DMIN
Lumen Website Refresh New Client Onboarding b Annual Awards Submission
Select All o
men Pariners Hortzon Creative Ag
Ref nen Partners website: new case ts who have just
=+ Add Organization stu ge and a simpler contact flow.
@ Milestones Ej 6 tasks
G Serints
) Teams . . o "
2 Team: Social Media Calendar Q2 '\-'-‘-'e Client: TechVenture Product @
L'ﬂ Reports Horlzon Creative Agency Launch
Plar le all social media Horlzon Creative Agency
O Lavels o gtaim; Linkiodin TTo: Full product launch campaign for TechVenture's
O Audit Logs B 16 tasks B 11 tasks ew 3a$ platform: landing pages, social--
£ Organizatior & 1 milestone ot risk A 1 milestons ot risk
Q1 Brand Refresh Campaign [ sctie ]
Hori ey
® Ssuppont
Ther % & 2

3. Or choose Select All to see all your organizations at once.

Your projects, inbox, dashboard and search now cover every selected organization, and the
selector shows how many you selected. Choose a check mark again to remove an organization
(Remove from selection); at least one stays selected.

Tip: Need an organization of your own? Choose Add Organization at the bottom of the
selector (see Create an organization).

OKiDO user guide - October 2026
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Change the language and theme

Switch OKiDO to another language, and choose a light, dark or system theme.

Available on: All plans |Who can do this: Everyone in the organization

OKiDO speaks English, Spanish, French, German, Dutch and Portuguese, and comes in a light and a
dark theme. Your language is saved with your account; the theme is saved in each browser you
use.

Choose atheme

At the bottom of the sidebar, nextto Theme, choose a button:
Light mode (the sun) for light colors,

Dark mode (the moon) for dark colors,

System mode (the screen) to follow the setting of your computer or phone.

OKiDO changes color right away and keeps your choice in this browser. With the systemtheme, it
switches along when your device switches between light and dark.

Change the language

Open the account menu (the person icon at the top right) and choose Settings.
Choose the Preferences tab.

Under Language, choose your language.

Uses your working hours and channel preferences aboy
anguage
Deutsch 4 ]

Choose Save Preferences.

OKiDO switches to the new language at once, and dates and times follow it. Your other devices
switch the next time you open OKiDO there.

[ Tip: Before you sign in, the sign-in page and invitation pages use your browser's language.
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Install OKiDO as an app

Install OKiDO on your computer or phone so it opens in its own window, like any other app.

Available on: All plans | Who can do this: Everyone in the organization

OKiDO runs in your browser, and you can also install it as an app. It then gets its own icon on your
home screen, dock or taskbar and opens in its own window, without the browser's address bar and
tabs. Nothing to download from an app store: the browser installs it in a few seconds, and it always
runs the latest version.

On a computer (Chrome or Edge)

1. Open OKiDO in Chrome or Microsoft Edge and sign in.

2. Choose the install icon at the right end of the address bar. If you don't see it, open the browser
menu and look for the option to install OKIiDO as an app.

3. Confirm with Install.

OKiDO opens in its own window, and you find it with your other apps, for example in the Start menu
or Launchpad. In Safari on a Mac, choose File, then Add to Dock.

On a phone or tablet

» iPhone and iPad (Safari): open OKiDO, choose the Share button, then Add to Home Screen,
then Add.

* Android (Chrome): open OKiDO, open the browser menu (the three dots), then choose Install
app or Add to Home screen.

Open OKIDO from its new icon: it fills the whole screen, with the bottom bar for getting around (see
Find your way around).
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2 0KiDO a @ 4 &

Dashboard
# Customize
Your personal overview of key
metrics and activities
Tasks Summary
36 12 21
To bc Progress Done
Total: 69 tasks
Upcoming Deadlines
™| Build landing page i
ask  Cllent: TechVenture Produ Emi
Rodriguez - Dua in 2
“  Wnite brand voice guidelines
Ta and Refresh Campaign - Tom O Brier
~ Create April carousel graphics
Task - Social Media Calendar 02 - James Liu - Dy
- ideo storyboard
prillre Product Launch - Sar

@meﬂu@

Dashboard Inbax Prefeets Pl

el

Tip: On Android, press and hold the OKiDO icon; on a computer, right-click it. You can then
jump straight to the dashboard, your inbox or your projects.
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Get help from support

Open a support ticket, follow the conversation and reply to the OKiDO support team.

Available on: All plans | Who can do this: Everyone in the organization

Stuck, found a bug or missing a feature? Open a support ticket in OKIiDO. The support team
answers in the ticket, and you keep the whole conversation in one place.

Openaticket

1. Choose Support at the bottom of the sidebar (on a phone: More, then Support).
2. Choose New Ticket.

3. Enter a Subject, choose a Category if one fits, and describe the issue under Description.
Choose Add screenshots or files to attach screenshots or files.

Create Support Ticket
Jescribe your issue and our team will get back to you as scon as possible

Subject

Client cannot open the shared run link

Category

General -

Description

Our client at Luxury Hotels gets an error page when opening the run
link we shared this moming. Could you take a look?

Attachments

@ Add screenshots or files

oo @

4. Choose Create Ticket.

Your ticket appears in the list as Open. The list shows the status of each ticket, when it was last
updated and how many messages it has.

OKiDO user guide - October 2026 25
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H'=OK|D° Q) Search across documents, SOPs, tasks, and runs

Horizon Creative Agency ~ s
o )

Get help from our support team

Inbox (15 ] All Statuses

Jo

Client cannot open the shared run link (L5000

Follow the conversation and reply

1. Choose the ticket in the list. The supportteam's answers are on the left, marked Support
Team; your messages are on the right.

2. Type yourreply in the box below the conversation.

3. Choose the send button next to the box, or press Ctrl+Enter.

OKiDO user guide - October 2026
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Jo

=I=OK|D° P S Dries desDaTs, SO, RENS, il s o

Horlzon Creative Agency ~

Client cannot open the shared run link

& Back
8 o
[ P
® FRuns e Support Team 2 seconds ago

Thanks for reporting this. Could you tell us which run it is and when the link was shared? We will check it
Gg Pr right away

® Ssupport ti]
Theme % & B R Tty

Your reply is added to the conversation. When the support team takes up your ticket, its status
changes to In Progress, and later to Resolved or Closed. Use All Statuses above the list to show
only tickets with one status.

Tip: A closed ticket takes no more replies. Have a new question about the same topic? Open
a new ticket.
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CHAPTER 2

Dashboard, Inbox and Search

Customize your dashboard
Work through your inbox
Turn on push notifications
Find anything with Ctrl+K

Save a search

Read this chapter online

okido.io/en/docs/dashboard-inbox-search

Scan the code or open the link to read this chapter online,
where it is always up to date.

OKiDO user guide - October 2026
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Dashboard, Inbox and Search

Customize your dashboard

Add, remove and rearrange the widgets on your dashboard, such as Tasks Summary, Upcoming

Deadlines and My Time.

Available on: All plans | Who can do this: Everyone in the organization

Your dashboard is the first page you see after signing in. It is yours alone: choose the widgets that
help you most, in the order you like, and nobody else's dashboard changes.

-y H S P Ps 4
I-OKlDO Q Sea dac 1 Ps 4 rur
Horizon Creative Agency ~ D
ashboard
Your personal overview of key metrics and activities
(@ Dashboard
Int 9 Tasks Summary Upcoming Deadlines
i
C] ® O] = Build landing page in CMS
Piz ash - Cllent: TechVenture Product Launch - Emily
e 36 12 21 Rocites  Dus n 23 hours
To Do In Progress Done
Runs &
@ I o Write brand voice guidelines
[ Proje Total: 69 tasks ask - Q1 Brand Refresh Campalgn - Tom 0'Brien - Due
omormow
@ Mile = Create April carousel graphics
SOP Runs T Social Mediz Calendar Q2 - James Li
CD Serints omormow
O Teams 5 0 = Create hero video storyboard
2 Tea O ® T Cliert: TechVenture Product Launch - Sar
Not Starte Due in 2 days
i Reports
o ® 0 G :: = Write April captions and hashtags
Label: Blocked s AR T VIE
O AuditLo I: 6 runs
Team Workload
& or fior
Projects & Creative Team 4 members
(] i} & @ Account Managem: 2 members 0 tasks - 28 ste
= = 2, Digital & Strategy 2 members
———
® supoo i1 6 pi

Theme & & O

Add a widget

1. Onyour Dashboard, choose Customize.

2. Choose Add Widget.

8 Customize

Blocked ltems

Recent Activity

4 Marcus Johnson Task Deleted

T seconds ago

4 Marcus Johnson Request Form Updated
s age

4+ Marcus Johnson Task Created

4+ Marcus Johnson Request Form Updated

4+ Marcus Johnson Request Form Updated

Y Nina Kowalski Task Deleted
seconds. ago

#- Nina Kowalski Task Deleted
seconds ado

3. Choose the widget you want, for example My Time for the hours you logged today, this week
and in the sprint.
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Add Widget

Choose a widget to add to your dashbeard

© My Time ( Quick Log
Hours logged today / this week / Log time on a task without leaving the
sprint dashboard

(A Sprint Progress 23 Team Workload {hours)
Bumdown + status for your active Hours logged vs estimated per team

sprint member in the acti sprint
@ Top Contributors f8 Upcoming Tasks
Top 5 contributors this sprint with Your sprint tasks without any time
hange ast sprint logged yet

() Pending Timer

F Lt ssion waiting for you

Cancel

The widgetis added at the end of your dashboard. The list only offers widgets that are not on your

dashboard yet; Recent Activity is for owners and admins only.

Rearrange and remove widgets

1. Choose Customize. Every widget now shows a handle on the left of its title and a cross on the

right.

2. Drag a widget by its handle and drop it on the place where you want it.

3. Choose the cross on a widget to remove it.

t20KiDO

Q Search across documents, SOPs, tasks, and runs

Horlzon Creative Agency

Dashboard

Your personal overview of key metrics and activities
(@) Dashboard

2
Inbox (0]
My Time i

® B8 o
4.25h

@8 % D

This Weeh Sprint
Projects Spent amy st
LD Serints
Tasks Summary x
o) Teams
2 Teams

L Reports (C]

® Labels 36 21
To Do Done
() Audit Logs
81 Organizatior
i SOP Runs X
of ®°
® Ssupport = 1
ed G
Ther & & 2 Total: 6
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& Create hero video storyboard

= Write April captions and hashtags

A
M @
Projects x i Team Workload x
>3 on @ 2, Creative Team 4 members 4 tasks « 16 stey
2. Account Managem- - 2 members 0 tasks « 28 steps
Active On Hold Completed
Total: 6 projects 9 Digital & Strategy 2 members 5 tasks - 10 steps.
———
i Upcoming Deadlines x
e i Blocked ltems X
{ Build landing page in CMS
“ Client; Tech\ ure Froduct Launch - Emily
Rodrig Jue In 2 locked ite
= Wirite brand voice guidelines
Task - 1 Brand Refresh Campaign - Tom O'Brien - Due
i Create Aurill:arwsel graphics 3 Recent Activity 5%

Task - Social Media Galendar Q2 - James Lis - Due
A+ Marcus Johnson Task Deleted

20 seconds ago

Client: TechVenture Product Launch « Sarah Chen

A+ Marcus Johnson Request Form Updated

21 seoonds ogr

4+ Mareus Johnson Task Created
37 seconds sge

4 Marcus Johnson Request Form Updated

A-_Marcus Inhnson Reauest Form Lndated
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4. Choose Done Editing.

OKiDO saves every change right away. Removed a widget by mistake? Add it again with Add
Widget.

Tip: With several organizations selected, each widget shows which organization it belongs to,
and Add Widget first asks for the organization.
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Work through your inbox

Filter your notifications by type, open the item behind each one and mark them as read.

Available on: All plans | Who can do this: Everyone in the organization

Your inbox collects everything that needs your attention: tasks assigned to you, mentions,
approvals to give, submitted requests, run steps and tasks you follow. Work through it from top to

bottom, and it tells you when you are all caught up.

Open your inbox

Choose Inbox in the sidebar, or the bell at the top right. The number next to Inbox shows how

many notifications you have not read yet.

faoKIDO (3 Search across documents, SOPs, tasks, and runs

Horizon Creative Agency ~

Inbox

£ Reopened f Runs
Horizon Creative Agency

£\ Milestone late: April content ready

cial Media Calendas Q2

7] New Task Assigned
2 Teams I You have been assigned to task: April comtent ready

In Socisl Media Cakendar 2

[\ Update Requested

I Sarah Chen requested an update on task: Create Reels/TikTok ¢

n Social Media Catendar Q2

(@ Mentioned in a Comment

I Emily Rodriguez mentioned you In task: Draft May content calendar

n Social Media Calendar (2

[5] Mew Task Assigned

I You have been assigned to task: Monthly analytics report (April)

® Support In Social Media Calendar Q2

f-] MNew Task Assigned

All tasks and run steps assigned to you across organizations (EXTiEs

9 & All ltems [ Assigned to You Requests @ Approvals Pending

I The milestone date (19 Oct) has passed and 2 tasks are still open. Remaining work needs until 22 Oct.

47 DT Input Requests

3 Refresh

@ Mentions

~& Mark All as Read

@ Completed

] Unread Only

Notifications are grouped by organization, newest first. Unread ones have a colored background
and a bar on the left. The inbox refreshes by itself; choose Refresh to check right away.

Filter by type

1. Choose a filter above the list, for example Assigned to You, Mentions, Approvals Pending or

Requests.

2. Choose Unread Only to hide what you have already read.
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|-0K|D° Q) Search across docume OPs, and rur
Horlzon Creative Agency ~ Inbox
All tasks and run steps assigned to you across organizations (X
Dashboard
Sy
Inbox (4] & Al tems Assigned to You [ Reguests
A % Reopened f§ Runs

Horizon Creative Agency

©] New Task Assigned
I You have

signed to task: April content ready

@ P @8 %D

D Sprints
7] New Task Assigned
2 Teams I You have been assigned to task: Monthly analytics repart (April)
In Social Media Calendar Q2
| Reports
] New Task Assigned
in Social Media Cale
(%] New Task Assigned
I You been assigned to task: Creale Reels/TikTok concepts (8 videos)
in S0 Cal
] New Task Assigned
@ | You ha n assigned to task: Draft May content calendar
Suppo: = e

;_c«'] New Task Assigned

47 DT Input Requests

3 Refrash

@ Mentions

Choose All Iltems to see everything again. On a phone, the filters are under Filters.

Open the item behind a notification

& Mark All as Read

() Completed
2

B Unread Only

Choose a notification. OKiDO opens the task, run or request it is about, and marks the notification as

read.

Mark notifications as read

* One at a time: point at a notification and choose Mark as read (the open envelope) on the

right. Mark as unread turns it back, and the trash can deletes it.

* All at once: choose Mark All as Read at the top right.
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E=OK|D° Q Search across documents, SOPs, tasks, and runs

Horlzon Creative Agency ~

Inbox

All tasks and run steps assigned to you across organizations

(@) Dashboard
& Inbox & Al tems [2) Assigned to You B Requests (@ Approvals Pending @ Approvals Decided
£ A % Reopened £ Runs
[0 Piaybook
Horizon Creative Agency
® FRuns 1]
Projects £\ Milestone late: April content ready
The milestone date (19 Oct) has passed and 2 tasks are still open. Remaining work needs until 22 Oct.
@ Milestones In Social Media Calendar 02
LD Sprints
%] New Task Assigned
2 Teams You have been assigned to task: April content ready
In Secial Media Caiendar Q2
Lli Reports
[\ Update Requested
Sarah Chen requested an update on task: Create Reels /TikTok concepts (6 videos)
In Social Media Calendar Q2
(@ Mentioned in a Comment
Emily Rodriguez mentioned you in task: Draft May content calendar
in Social Media 2
%] New Task Assigned
You have been assigned to task: Monthly analytics report (April)
® Ssuppont : 2
In Secial Media Calendar 02
Theme = 06 B

[Z] New Task Assigned

your inbox, so you can always find them again.
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3 Refrash

49 DT Input Requests @ Mentions

(® Completed

B Unread Only

14m ogo

14m ago

14m ago

15m ago

15m ago

The count next to Inbox in the sidebar catches up within half a minute. Read notifications stay in
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Turn on push notifications

Allow browser push notifications so new tasks, mentions and approvals reach you even when
OKiDO is closed.

Available on: All plans | Who can do this: Everyone in the organization

With push notifications on, your computer or phone shows an alert the moment a task is assigned to
you, someone mentions you or an approval waits for you, even when OKiDO is not open. Choose
an alert to go straight to the item.

Allow notifications in your browser

1. Open your Inbox. When your browser has not asked about notifications for OKiDO yet, a blue
bar at the top invites you to turn them on.

=y H Search seross documents. SOPs. tasks. and runs o
I-OKlDO Q Sea ross documents, SC x and rur { ol
Horlzon Creative Agency ~
X Enabie browser notifications to get instant alerts for new tasks, mentions, and approvals. x
Dashboard
[
Fios o Inbox ¥ Refresh « Mark All as Read

All tasks and run steps assigned to you across organizations

& All tems [5] Assigned to You [B Requests @ Approvals Pending © Approvals Decided 47 DT Input Requests @ Mentions @ Completed

Runs
" o 3 Reopened E8 Runs & Unread Only

Horizon Creative Agency

@ P @B %0DPe

Milestones

C> Serints I Agent needs your approval B a0
@copliot wants to run “create_project and is paused until someone approves or rejects it

2 Teams

Agent needs your approval

E
-

H
—

@copllot wants to run "create_project” and Is paused until someone approves or rejects It.

O Lavels
Audit Lo
O I Agent needs your approval
% Organizatior @copliot wants 1o run “create_project” and |s paused until somecne approves or rejects
I ] Agent needs your approval 13m ago
@copllot wants to run "create_project” and |s paused until Someone approves o rejects it
I s Send "Write email nurture sequence (5 emails)” to the client 13m s
& The final version is ready. Approve to share it with the client contact for review
® Suppo
Ther - . . N
& a L7 Decision Tree Input Required 13m ago
Choose the campaign package" in run "Campaign Intake: Casa Marino Hotel® requires your input

2. Choose Enable.

3. Your browser asks whether OKiDO may show notifications. Choose Allow.

The bar disappears, and from now on new notifications pop up on this device. Do this once on
every computer and phone where you want alerts.

Tip: On an iPhone or iPad, install OKiDO on your home screen first and open it from there:
Safari only shows push notifications for installed apps (see Install OKiDO as an app).
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Check that pushis onin your settings

Push notifications also have to be on in your OKiDO settings. They are, unless you turned them off.

1. Open the account menu (the person icon at the top right) and choose Settings.

2. Choose the Preferences tab.

3. Under Notification Channels, make sure Push notifications is checked.

Notification Channels
hoose how you'd like i

h hew y ' You can e witiple ehannels &l one
Push notifications @
Browser p ce

push alerts on your devices

Email notifications

In-app notifications

4. If you changed it, choose Save Preferences.

Tip: Chose Block by accident? The bar does not come back. Allow notifications for OKiDO in
your browser's site settings (in most browsers, the icon to the left of the web address), then

reload the page.
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Find anything with Ctrl+K

Open quick search with Ctrl+K (Cmd+K on a Mac), jump to a result, or open the full search page
and narrow it down with filters.

Available on: All plans | Who can do this: Everyone in the organization

Search finds projects, tasks, runs, SOP templates and documents across your organization, from
any page. Quick search gets you to something in seconds; the full search page helps when you
need to dig deeper.

Jump to aresult with quick search

1. Press Ctrl+K (Cmd+K on a Mac), or choose the search box at the top of any page.

2. Type atleast two letters, for example part of a task or project name.

*
) website

PROIECTS

[?j Luxury Hotels Website Redesign
Compiste website redesign for a luxury hotel group. Includes UN research, visual design, content strategy,

Active

TASHS

[ Websie live

[ Undate website with new branding

Q1 Brand Refresh Campoign  To De

(] UX audit of current website
3. Choose a result, or move to it with the arrow keys and press Enter.

The project, task, run or document opens. Results are grouped by type, with the project and status
shown under each one. Press Esc to close quick search without opening anything.

Open the full search page
1. In quick search, choose View all results below the results.

The Search page shows up to 20 results per page, each with its type, a short excerptand who itis
assigned to. Choose a result to open it, or the cross at the top right to go back to where you were.
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Search x

Search across projects, documents, SOPs, tasks, runs, and recordings

[ Q  website ] 7 Filters 0 Saved m

Showing 6 of & results

[ Task
Website live
The new website is live with enline booking, after the client's final sign-off
Luxury Holels Website Redesign  To Dy Medium  Assigned to Marcus: Johnsor
[ Tesk

Website for our new boutique hotel

We open a 24-room boutigue hotel in June and need g. Requested by Sofla Marino via New p..

8 Task

Update website with new branding

01 Brand Refresh Campaign  To Do High Assigned to Emily Rodrigues

[ Proect
Luxury Hotels Website Redesign
Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversignt
Activa

@ Run

QA: Luxury Hotels Website Mo

cal accuracy check. Verify d

kups

calculations, and technical details are correct. Technical

oy check Verify data, calculations, and techni..

Medium

Narrow it down with filters

1. Onthe search page, choose Filters.

2. Setwhatyou need:
e Type: projects, documents, SOP templates, tasks, runs or Playbook recordings only.
o Priority: tasks of one priority.
¢ Assigned to and Created by: a person or a whole team.

» Date From and Date To: only what changed in that period.
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Search x
Search across projects, documents, SOPs, tasks, runs, and recordings
Q) website Y Filters 0 saved “
Filters Clear All
ype Status ority
Tasks v ] All Statuses - High - ]
2, Assigned 1o 2 Created by Date From
Anyone v Anyone v mm /dd /yyyy a
Date To

mm /dd / yyyy ]

Showing 3 of 3 results

EJ’ Task
‘Website for our new boutique hote!

We open a 24-room boutique hotel in June and need a websits

with enline boaking. Requested by Sofia Marino via New p

e Product Launch  To Do High  Assign

[ Task
Update website with new branding
Q1 Brond Refresh Campaign  To Do High Assigned to Emily Rodrig
[ Task

UX audit of current website

The results update as soon as you change a filter. Choose Clear All to remove all filters. With
several organizations selected, you can also limit the search to one Organization.

Tip: Searching for the same thing often? Save it: see Save a search.
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Save a search

Save a search and its filters under a name, and run it again from Saved Searches.

Available on: All plans | Who can do this: Everyone in the organization

Do you look for the same things every week, such as your team's urgent tasks? Save the search
with its filters under a name, and run it again with one click. Your saved searches are yours; nobody
else sees them.

Save a search

1. Search for what you need and set the filters on the search page (see Find anything with
Ctrl+K).

2. Choose Save Search next to the search box.

3. Enter a Search Name, for example "Urgent client work".

Save Search
Give this search 8 name so you can quickly access it later.

X
’
i @

Search Name

[ Urgent client work

4. Choose Save.

OKiDO saves the search words together with all the filters you set.

Run a saved search

1. Onthe search page, choose Saved.

2. Under Saved Searches, choose the search you want.
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Search x

Search across projects, documents, SOPs, tasks, runs, and recordings

Q, client 5 Filters [ saved “

Filters Clear All
Type Status Priority

All Types - All Statuses - Urgent -
2, Assigned 1o 2, Created by Date From

Anyone - Anyone ~ mm /dd /yyyy (m]
Date To

mm /dd / yyyy ]

Saved Searches X

Urgent client work

client

Design tasks "
design

Showing 11 of 11 results

[ Project
Client: TechVenture Product Launch

Full nendisct launch eamnaign for Techlanhira's new RIR Saat nlatnonm: landing nades _sacisl madia_email nudure_and o

The search words and filters are set again, and the results show what matches today.

Delete a saved search

1. Choose Saved, then the cross next to the saved search.

2. Confirm with Delete.
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CHAPTER 3

Projects

Create a project

Control who can see a project

Switch between List, Board, Calendar and Gantt

Filter, sort and group tasks

Set up board columns

Add rules to a column

Import tasks from Asana, Trello, Jira, Monday or ClickUp
Reuse a project as a template

Archive or delete a project

Give new tasks default labels

Read this chapter online

okido.io/en/docs/projects

where it is always up to date.
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Create a project

Create a project, choose its type and decide who can see and edit it.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

A project holds the tasks for one piece of work, such as a client campaign or a website redesign.

Everyone in the organization can create public and template projects. Its type decides who can

see it and who can change it.

Create a project
1. Choose Projects in the sidebar, then New Project.

Q Search across documents, SOPs, tasks, and runs

t20KiDO

Horlzon Creative Agency v

Projects

Manage your projects and track progress

Inbox @ Q Search projects

®@ P @8 %0 B

New Client Onboarding
i ) Horizon Creative Agency
HKickoff and setup work for clients who have just
Projects signed
Milestones B 3 tasks
> Sprints
)] '
&4
Lt Reports Social Media Calendar Q2 Client: TechVenture Product Active
© Labels Sopeas Agency Launch
ule all social media Horizon Creative Agency
Q) Audit Lo 0 nstagram, Linkedin, TikTo
1 Organizatior £ 11 tasks
a1
® Suepo

2. Enter a Project Name.

3. Choose a Project Type:

* Public Project: everyone in the organization can see and edit it.

e Private Project: only the people and teams you choose can see it.

==

n Active On Hold Completed

Luxury Hotels Website Redesign
Hortzon Creative Agency

Complete website re

Includes
[ 16 tasks

£ 1 mitestone at risk

Q1 Brand Refresh Campaign

H

« Comment-Only Project: everyone can see it and comment, but only the people and teams

you choose can edit it.

* Template Project: a reusable blueprint with relative due dates, see Reuse a projectas a

template.
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Create New Project

1. Project Details — 2. Access Control
Project Name

Bloom Café Spring Launch
Project Type

Public Project

Visible to all organization members with full access

Private Project

Restrict visibility to specific users and teams

Comment-Only Project
All members can view and comment, only select users,/teams can edit

Template Project

Reusable blueprint with relative due dates

4. For a public or template project, choose Create Project. For a private or comment-only
project, choose Next: Configure Access and continue below.

Private, comment-only and template projects are available on the PRO and BUSINESS plans. On
STARTER, every projectis public.
Choose who gets access

A private project needs at least one person or team who can see it. Acomment-only project needs
at least one person or team who can edit it. Choosing them takes an organization owner or admin:
for members, this step cannot load the people and teams.

1. Selectthe teams under Teams and the people under Individual Users. Selecta teamto
include everyone in it.

2. Choose Create Project.

OKiDO user guide - October 2026 44



Projects

Configure Access

1. Project Details — 2. Access Control

Project: Bloom Café Spring Launch
Type: Private Project

Select which users and teams can view and access this private project.

A, Teams

() Dtal & S"m,ﬁ%y.

Media planning. social media, and analyties

. Account Management
Client relationships and project delvery

2 Individual Users

a Priya Patel MEMBER

priys, p@horlron demo

[—? Emily Rodriguez MEMBER

" emily.rPhorizon.dema

James Liu MEMBER
james.l@haorizon.demo

Selected: 1 user, 1 team

The new project appears at the top of the project list, with a badge for its type. Its board starts with
three columns: for tasks to do, in progress and done. You always keep access to a private project

you created.

Tip: Changed your mind later? The person who created a project can switch it between
public and private, see Control who can see a project.
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Control who can see a project

Make a project private or public, and add or remove the people and teams who can open a
private project.

Available on: Pro - Business | Who can do this: Owner, Admin

A public projectis open to everyone in the organization. A private projectis only for the people
and teams you grant access, plus the person who created it. Organization owners and admins do
not see a private project automatically: grant them access if they need it.

Make a project private
Only the person who created the project can switch it between public and private.
1. Open the project and choose Make private.

2. Select the teams and people who should see the project, then choose Review access.

& Make project private
Only you and the peaple

ranted. Choose anyone else who should see this project (optiona
2 Teams
[ Digital & Strategy

[ Account Management

% Creative Team

& People

[ Aisha Williams
[ Emily Rodriguez
[ James Liu

[] Leo Martins

[] Marcus Johnson

e @

3. Check the list under Who will have access, then choose Make private.

The project now has a Private badge and a Members button. Its tasks, comments, columns and

dates stay as they are. People who lose access keep the tasks assigned to them, but can no
longer open them.

Add or remove people and teams

Organization owners and admins who can see the private project can change who else can.

1. Open the project and choose Members.

2. Under Add member, choose User or Team, pick the person or team, then choose Add.

OKiDO user guide - October 2026

46



Projects

Manage Project Members

Only people listed here can access this private project and be assigned

2 Users (0)
Mo Individual users added yet
2 Teams (1)

Creative Team

B Add member

User T Marcus Johnson . E

Close

3. Toremove a team, choose the cross next to its name.

4. To remove a person, choose the cross next to their name. Under Re-assign their tasks to,
pick who takes over their tasks in this project, or keep Leave unassigned, then choose
Remove.

Only the people listed here, the members of the listed teams and the person who created the
project can open it and be assigned its tasks.

Make a project public again

1. Open the project and choose Make pubilic.

2. Selectl understand, make it public, then choose Make public.

Everyone in the organization can see the project and all of its tasks again.
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Switch between List, Board, Calendar and Gantt

Look at a project's tasks as a list, a board, a calendar or a Gantt chart, and pick the view that fits
the job.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Every project can show its tasks in four views. They all show the same tasks, so switch whenever
another view suits what you are doing: a list to go through details, a board to move work along, a
calendar to see what is due when, and a Gantt chart to plan over time. A project opens on its board.

To switch, open the project and choose List, Board, Calendar or Gantt above the tasks.

Go through tasks in a list

1. Choose List.
2. Choose Columns to show or hide columns, such as Team or Stage.

3. Click a task to open it.

- H oS o

{20KiDO a o, S0 o s

Horizon Creative Agency v ¢ Client: TechVenture Product Launch &mpn % T 0O
Full product launch campaign for TechVenture's new B2B Saa$S platform: landing pages, social media. email nurture, and paid media.

(@) Dashboard 17 tasks @ Horizon Creathve Agency

& Inbox [4] List |Board Calendar Gantt Agemts  Forms m All tasks 7 Filter 14 Sort: Due Date 1 < Group Columns

S8 A 14 tasks

[0 Piaybook Titte ssignee Due Date Subtasks
RUnS .
® FRun 2] Build landing page in CMS 2, Emily Rodrig B9 Oct 22
[ Projects
Create hero video storyboard A Sarah Chen B Oct 24
@ Milestones
Design ad creatives (3 sizes) 2 James Liu B Oct 28
D Sprints
O Teams Write email nunure sequence (5 emalls) & Tom O'Brian B 0ct 28
2 Teams
i Reports Set up tracking pixels and UTM parameters X Priya Patel B8 Oct 29
Configure Google Ads campaigns To Do [ High | 2 Priya Patel B 0t 30
Configure Linkedin Ads campaigns To Do A& Priya Patel B Oct 30
Client review of all assets Ta Do A Marcus John--- B Nov 1
Revise assets based on client feedback To Do ,;, » & lames Liu B hov 3
Schedule social media posts To Do m A& Aisha Williams B Nov 4
® Suppon Launch campaigns To Do 2 Priya Patel NS
Theme & &G 82 Week 1 performance report Ta Do 8, Priya Patel B Nov 12

Each task is a row with its status, priority, assignee, due date and subtasks.

Move work along on the board

1. Choose Board.
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2. Drag a card to another column to move the task to that stage, or up and down to change its
order.

3. Choose Add Task at the bottom of a column to add a task to it.

Q20KiDO Q Search across documents, SOPs, tasks, and runs o’

Horlzon Creative Agency v ¢ Client: TechVenture Product Launch &impont B B

Full product launch campaign for Techventure's new B2B Saa$S platform: landing pages, social media, email nurture, and paid media.

(@) Dashboard 17 tasks 40} Horizon Creative Agency

1
Inbox List] Board |Calendar Gamt Agents Forms All tasks Filter 14 Sort: Due Date | Group
v k=4

SF A

# @ ToDo 11 H f @ InProgress wSpint 3 H # @ Done ©pDone
[0 Piaybook
® FRuns o Write email nurture sequence (5 m Build landing page in CMS %m .

emails) No tasks
& Emily Rodriguez B 10,/22/202

[ Projects

B Tom O'Brien [ 10/28/2026 To Do m

Ml i« + Add Task
oD Shrini ::"TF:;Z“‘“E pbiels and UTM (T Create hero videa stonboord (SN
5 Sarsh Che 0/24/2026
B3 Teams & Digital & Strategy 8 Priys Pate St B 1008
D e [ eogess ]
li Reports
Design ad creatives (3 sizes) m
Configure Google Ads @
campaigns = Creative Team % James Liu
8 Digtal & Strategy &, Priya Patel B3 10/25/202¢ m
B 10,/30/2026 To Do
+ Add Task
Configure Linkedin Ads m
campaigns
A A Priy
| To Do
® supoo

Client review of all assets

A Marcus Johnson [ 11/01/2026

Each column is a stage of the work. To add, rename or reorder columns, see Set up board
columns.

See what is due in the calendar

1. Choose Calendar.

2. Choose Month or Week, and use the arrows to go back or forward. Today brings you back to

today.
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20KiDO © Search across documents, SOPs, tasks, and runs

Horlzon Creative Agency v ¢ Client: TechVenture Product Launch

Full product launch campaign for Techventure's new B2B Saa$S platform

Dashboard 17 tasks i Horzon Creatie Agency

1

@

(=]

L October 2026

[0 Piaybook

® Runs (2] o

[ Projects

Ml "

CD Serint 4 L

2 Teams

i Repart
11 12
18 19
25 2%

Design ad creatives (3 sizes;

Theme & & 3 Client review of all assets

Tasks appear on their due date. A task with a scheduled date runs from that date to its due date.

Plan over time in the Gantt chart

1. Choose Gantt.

Inbox o List Board Gantt  Agents  Forms

20

27

wise nssels based on el

2. Use - and + at the top rightto zoom out and in.
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Projects

©20KiDO Q1 Search across documents, SOPs, tasks, and runs Ja )

Horizon Creative Agency s « Client: TechVenture Product Launch @S &impot B 0O

Full product launch campaign for Techventure's new B2B Saa$S platform: landing pages, social media, email nurture, and paid media.

Dashboard 1T tasks ) Horizon Creative Agency

@
1
& Inbox [ st Board Calend .- Agents  Foms _ Mitmsks @ Filter 1y Sot:DueDate T | & Group
A Gantt Chart 40px/day
[0 Piaybook - o
n 2
@) hons o (%) Build landing page in CMS E) Emily Rodrig: Oct 16 - Oct 22 |-
i
G0 Pugjents (%) Create hero video storyboard &) Sarah Chen Oct 17 — Oct 24 i
Milestone () Design ad creatives (3 sizes) ) sames Lis Oct 18 - Oct 25 i
0> Sprints () Write email nurture sequence (5 em- [ Tom 0'Brien Oct 23 - Oct 28 i
1
2 Teams (O Set up tracking pixels and UTM par- (B Frya Paiel Oct 26 - Oct 29 E
L'ﬂ Reports (O Configure Google Ads campaigns P) Priya Palel Oct 27 = Oct 30 i
() Configure Linkedin Ads campaigns B) PrvoPstel Ot 27 - Oct 30 i
() Client review of all assets M) Marcus Joh Oct 31 = Nov 1 i
1
(O Revise assets based on client feed- 2) sames Liv Now 1 = Nov 3 i
i
(O Schedule social media posts K} Aishn Williams  MNow 2 = Nov 4 i
() Launch campaigns " | Now 5 - No i
i
(O Week 1 performance report P Priya Patel Now 10 — Nov 12 i
i
(O Spring launch campaign for three n'- () Marcus Joh- i
(O Website for our new boutique hotel W Marcus Joh i
1

Each task is a bar from its start date to its due date, and a task with only a due date shows as a
short bar on that day. Tasks are grouped under their milestones, arrows connect tasks that block
each other, and a line marks today. Set start dates in the task to get full bars.

Tip: Every view hides done tasks at first. Choose All tasks in the toolbar to see themtoo. See
Filter, sort and group tasks.
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Filter, sort and group tasks

Use quick filters, field filters, sorting, grouping and list columns to find the tasks you need ina

project.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

The toolbar above a project's tasks narrows down what you see, in every view. Your choices last
while you work in the project and reset when you leave it. They change only what you see, never

the tasks themselves.

Show pending or all tasks

Choose All pending tasks to hide done tasks, or All tasks to see themtoo. A project opens with

done tasks hidden.

$0KiDO (O Search scrss documarite; S0Ps, ks, and fins

Hotizon Creatie Agency v ¢ Luxury Hotels Website Redesign

Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversight.

Dashboard 16 tasks @ Horizon Creative Agency

ne at risk
ning

work, based on estimates a zer fits before the milestone date

are due after this date

@ @8 %B B

Li Board Calend. ntt Age Form: W Filter 14 Sort: Due Date |
Run -]
Projects # @ToDo = H # @ InProgress 2 H it @ Client Review & ¢
Write hamepage and about page () Wireframe homepage and
LD Sprints copy booking flow No tasks
2 Tom O'Brien B 10/28/2026 To Do James Liu
2 Teams
+ AddTask
L Report Design room listing page (" igh ]
templates Design mood boards (3
2 Creative Team S James Liy directions)
£ 10/31/202¢ To Do 2 lames Uy [ 1072472026
Photo,
& graphy direction m
O et + Add Task
2 Saroh Chen [ 11/02/2028 To Do
Client presentation of design
concepts
® Ssuppo
| t Managems
thak s & O Marcus Johnson B 4
To Do
Filter tasks

1. Choose Filter.

2. Under Quick Filters, choose Assigned to me, Past due or Due this week.

o, Impon

View milestones -

£ Group

i @ Done ®Done

Stakeholder interv
sessions)

& Account Manage

£ Marcus Johnsol

UX audit of curren

iy Rodriguez

Competitive analy:
brands)

Create user perso

3. Orchoose a value under Status, Priority, Assighee, Team, Sprint or Created By. Sprint only

appears in projects with sprints.
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(o] i Search acros: ments, SOPs, tasks, and runs L o
|-OK|D° Q Search acrass docume : 1 ru a 8
Horlzon Creathve Agency v ¢ Luxury Hotels Website Redesign Ampot B B 0O
Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversight.
@) Das 16 tasks @ Horizon Creative Agency
& Ik (5] 1 milestane at risk View milestones 3
smaining work, based on estimates and dependencies, no longer fits before the milestone date
S A =
ﬁ 9 Design concepts approved Due Oct 30: some tasks are due after this date
m P
L Board clar Gantt Agents Forms
® FRuns (-]
m Altsks | 7 Filter @ 1L Sor:DueDate T Group
[ Projects
wick Filleis
Ml H 1 H A iew i i =]
@ # @ ToDo 1 & Assigned to me Zress 1 : i @ Client Review & 0 H @ Done Dona
C> Sprint Tasks | follow
Design room listing page ~ © homepage and
2 Teams templates @ Past due i L E
2 2 Team 8 Jams AT ]
|y Reports N (@ Due this week
e m + Add Task + Add Task
Sta
Add
+ il To Do
In Progress.
Done
Urgent
High
® Suppo
Ther & & B

Each filter you choose narrows the tasks further: a task shows only when it matches all of them.
Assigned to me also includes tasks waiting for your approval.

The Filter button shows how many filters are on, and the filters appear next to the toolbar. Choose

the cross on one to remove it, or Clear all filters in the filter panel to remove them all.

Sort tasks

1. Choose the sort button next to Filter. It shows the current order.

2. Choose Due Date, Assignee, Created, Modified, Completed, Priority or Alphabetical.

Choose the same field again to reverse the order. Tasks are sorted by due date at first, earliest
first.

Group tasks in the list
Grouping works in the List view.

1. Choose Group.

2. Choose Status, Priority, Assignee, Team, Stage or Sprint.
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S 0KiDO €y Search acrass documents, SOPs, tasks, and nuns At

Horlaon Creative Agency v ¢ Luxury Hotels Website Redesign dimpot | & BT O
Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversight.
Dashboard 16 tasks & Hioiton Crestive Agendy

Inbox [1:] /A 1 milestone at risk View milestones 3

The remaining work, based on estimates and dependencies, no longer fits before the milestone date

0: some tasks are due after this date
Playbook

List Board Calendar Gantt Agents  Forms

Runs 2] 1

Al pending task _ 7 Filter 1L Sort: Alphabetical | | @ Group: Assignee | [ Columns
Projects

16 tasks

E® 8 %D B

Milestones

®

Marcus Johnson 5

LD Sprints

Title Status Priority Assigne: Due Date
2 Team:

Client presentation of design concepts To Do Urgent & Marcus John-- (5 Mov 4
|y Reports

Client UAT and sign-off To Do & Marcus Johne: B Nov 20

@ Design concepts approved To Do & Marcus Johne--

Stakeholder interviews (3 sessions) Done & Marcus John Boct1

@ Website iive Ta Do & Msrcus John--

Emily Rodriguez 5
e Status Priority Assignee Due Date Subtasks

® Suppont Competitive analysis (5 hotel brands) [ tedium ] 2 EmilyRodrig~ B3 0ct6
Theme EE G = Create user personas. m A Emily Rodrig+ @019

The list now shows a heading with a count for each group. Choose None to show one list again.

Choose the list columns

1. In the List view, choose Columns.

2. Choose a column to show or hide it, for example Team, Stage or Created.

A check mark shows which columns are on.
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Set up board columns

Add, rename, recolor, reorder, collapse, merge and delete the columns of a project's board, and
choose the column for finished work.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Each column on a project's board is a stage the work goes through. Shape the columns to match
how your team works, for example with a column for client review before work is done.

Organization owners and admins can add, rename, recolor, move and delete columns and choose
the done column. Anyone in the project can collapse and merge columns, and that changes the
board for everyone.

Add a column

1. Open the project's Board and choose Add Stage to the right of the last column.
2. Enter a name and pick a Color.

3. Choose Create Stage.

Create Stage

Create a new stage for your Kanban board

tage Name *

Client Review ]
Color i

@ Column rules

Checked whenever someone puts a task in this cokumn

Fields that must be filled in

A task can only enter this column once these are filied i

Add a field

Whe can move tasks in

The new column appears at the right end of the board.

Move a column

Drag the column by the grip (the dotted icon) to the left of its name to the new place. The board
saves the new order right away.
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Rename or recolor a column

1. Choose the menu button at the top right of the column, then Edit Stage.

t20KiDO
Horlzon Creative Agency

@ Dashboarc
& Inbox

& A

[ Piaybook
® Funs

B0 Projects
@ Miestones

L Report
© Lobels
) Audit Logs
@ Organizatior

¢ Luxury Hotels Website Redesign Ampot F ® 0O

Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversight.

16 tasks 0 Horizon Creative Agency

%, 1 milestone at risk View milestones 3
y longer fits before

the milestone date

are due after this date
List  Board Calendar Gantt  Agemts  Forms m All tasks % Filter 14 Sort: Due Date 1 £ Group
# @ InProgress 2 H i Client Review 0 i i @ Done @Done 0O
1 + Add Task
wout page (T ‘Wireframe homepage and
booking flow @ Edit Stage No tasks
To Do B James Liu [ 10/20/2026 LD Set as Sprint Stage
[ progress ] + Add Task @ Set as Done Stage + Add Task
Pt
e Gl < Collapse
Design mood boards {3
to Do directions) @ Mesge Right
A James L [ 10/24/2026 A Delete Stage
U

To Do

2. Change the name or the color.

3. Choose Update Stage.

The same dialog also holds the column's rules, see Add rules to a column.

Choose the done column

1. Choose the column's menu button, then Set as Done Stage.

The column gets a Done badge. When someone marks a task as done, it moves into the first done

column to its right on its own. A new project's last column is a done column from the start. Choose

Remove Done Stage to turn it off.

Collapse or merge columns

To collapse a column, choose Collapse in its menu. It becomes a narrow strip with its name and

number of tasks. Click the strip to open it again.

To merge a column with the one to its right, choose Merge Right in its menu. Both stay

separate stages, stacked in one column. Choose Unmerge in the menu of the top stage to split

them again.
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2 0KiDO

Horizon Creative Agency

@

=0

g @ F @ 8B

[)]
~

& O ¢

®

Thrr

Dashboard

Inbox

Ml

Playbook

Runs.

Projects

Milestones

Sprints

Teams

Reports

Labels

Audit Logs

Organizatior

Suppornt

e

~

@ Search across documents, SOPs, tasks, and runs

¢ Luxury Hotels Website Redesign

Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversight.

16 tasks + @) Horzon Creative Agency

/4 1 milestone at risk

The remaining work, based on estimates and dependencies, no longer fits before the milestone date

Design concepts approved Due Oct 30

List  Board
i @ToDo o

Write homepage and about page m

copy

5 Tom O'Brien B 10/28/2026 ToDo
Design room listing page m
templates

& James Liu B 10/31/2026 To Do

Calendar Gantt Agents

_. Photography direction
brief

Client presentation of design
concepts

£ Marcus Johnson [ 11/04,/2006

To Do

Delete a column

1. Move the column's tasks to another column first: a column with tasks cannot be deleted.

ome tasks are due after this date

£ @ InProgress 2

Wireframe homepage and booking flow

& James Lu B 10/20/2026

Design meod beards (3 directions)

& lames Liu M 10/24/2026

+ Add Task

@ Cliem Review o

No tasks

+ Add Task

2. Choose the column's menu button, then Delete Stage.

The column is deleted at once, without a question.
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Add rules to a column

Require fields to be filled in before a task can enter a column, and limit who may move tasks into
it.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Column rules keep work from moving on before itis ready. For example, a task can only go to
client review once it has an assighee and a due date, and only the account manager decides what
goes to the client.

The project owner sets the rules: the person who created the project, or an organization owner or
admin.

Set the rules of a column

1. Onthe project's Board, choose the menu button at the top right of the column, then Edit Stage.

2. Under Fields that must be filled in, choose Add a field and pick a field, such as Assignee or
Due date. Repeat for each field.

3. Torequire a label, or a field of a label, pick Label fields and then the label or field in the
second list.

4. Under Who can move tasks in, choose Add a person or Add a team to name who may move
tasks in. Leave it empty to let everyone who can edit tasks move themin.

5. Choose Update Stage.

[ Column rules
Checked whenever someone puts & task n this colum

Fields that must be filled in

A task can only enter this column once these are fillsd I

Assignes Due date %
i Add a field

To remove a rule, choose the cross on it and save again.

What the rules do
The column shows a shield next to its name. Point at it to read its rules.

The rules are checked whenever a task enters the column: when someone drags it there, creates it
there, or moves it there from the task. If a field is missing, the task stays where it was and a
message says what to fill in. If the person may not move tasks into the column, the message says
who can.
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E=OK|DO Q Search across documents, SOPs, tasks, and runs i
Horizon Creative Agency s ¢ Luxury Hotels Website Redesign 5 @ 0
Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversight.
(@) Dashboard 16 tasks 4 Horizon Creatie Agancy
& Inbox (5] /iy 1 milestone at risk View milestones -
The remaining work, based on estimates and dependencies, no longer fits before the milestone date.
s Al
& FARNIFCS Design concepts approved Due Oct 30: some tasks are due after this date
O Paybook
List Board Calendar Gantt Agents Forms _ All tasks W Filter 14 Sort: Due Data 1 £ Group m
® Runs 2]
[ Projects # @ToDo = H # @ InProgress 2 : # @ Client Review @ o # @ Done ©0Done
Milestones
‘Write homepage and about page Wireframe homepage and
: @3 ks o«
LD Sprints copy ing flow
A Tom 0'Brien B3 10/28/2) To Do & James Liv (5 10/20/2028
22 Teams
= + Add Task .
i Reports Design room listing page m
templates Design mood boards (3 (o )
& James Liu B 10/31/2028 ToDo directions)
& James Uy B 10/24/2026
Photography direction _
o g srecor QD
brief
Add Task
& SerahChen [ 11/02/2028  TaDe ol Fen
Client presentation of design Q
concepts
& Marcug Johnson (3 11/04,/2026
® Suppon
To Do
Theme &% & B ® iOnly Marcus Johnson can move tasks into Client Rewew] *

Organization owners and admins can always move tasks into the column, but the required fields still
apply to them. Al agents can never move tasks into a column that limits who may move tasks in.
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Import tasks from Asana, Trello, Jira, Monday or ClickUp

Bring tasks over from Asana, Trello, Jira, Monday.com or ClickUp into a project with the import

wizard.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Moving to OKiDO from another tool? Export your board or project there as a JSON file, and the
import wizard turns it into tasks. It recognizes exports from Asana, Trello, Jira, Monday.com and
ClickUp, and OKiDO's own export. Organization owners and admins can import.

Import into a project

1. Inthe other tool, export the board or project as a JSON file.

2. Open the OKIDO project the tasks should go to and choose Import.

£20KiDO Q Search across documents, SOPS, tasks, and runs

Horizon Creathe Agency v ¢ Client: Bloom Café Rebrand (EI®

®@ P @8 %0 e

@

E
©

& C ¢

A $ @Tobo : i @ InPragress ¢

1

& Make private = 5 0

7 Filter 11 Sort: Due Date 1 £ Group

# @ Client Review @Done ¢

3. Drop the file on the wizard, or click there to pick it. Choose Detect Format.

OKiDO user guide - October 2026

60



Projects

4. Check that the wizard picked the right tool, then choose Preview Import.

1.9 KB

Clickup

. Jira

8l Okido (Own)

s @

5. Check the preview: how many tasks, subtasks and people come over, and the columns they go
to. Choose Run Import.

Import D
mport projects and ta: rom othe 2 previous Okido export
Upload Detect
[ = L
ojects a Subtacks
Praojects

Client: Bloom Café Rebrand

To Do

« Back

Preview

[=3]
[ail

5 tasks

coree @

6. When the wizard shows the result, choose Close.

Import Data

mport projects and tasks from other tools or

a previous Okido export

Upload

Detect

Preview Import

@ import completed successfully!

1 project updated. 5 tasks, O subtasks created

Projects

Details per Project
Project

Client: Bloom Café Rebrand

i 0

Stages
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The tasks are now in the project. Each one lands in the board column with the same name as its list
or column in the other tool, and the wizard adds a column for any name the project does not have
yet. Checklists become subtasks, and start and due dates come along.

People named in the file who are notin OKiDO get placeholder accounts in your organization. They
cannot sign in until you connect their real accounts.

Import into new projects

To create projects from the file instead, choose Organization in the sidebar, open the Data tab
and choose Import Data. The wizard works the same way. Each board or project in the file
becomes a project with its name, or adds its tasks to an existing project with that name. See Import
data into your organization.

Tip: Importing the same file into the same project again does not create the tasks twice: tasks
already there are skipped. Imported into another project, they are linked to it instead of
copied.
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Reuse a project as a template

Build a template project with relative due dates and start new projects from it with Clone.

Available on: Pro - Business | Who can do this: Everyone in the organization

Do you run the same kind of project again and again, such as a website launch for each new client?
Build it once as a template. Its tasks get due dates relative to the project's start or launch date, and
every new project you start from it gets real dates.

Create atemplate project

Choose Projects, then New Project.
Enter a name, choose Template Project, then choose Create Project.

Open the new project from the project list.

The project has a Template badge and a Clone button. Add columns and tasks as in any project.

Count back from a launch date

A template plans fromits start date at first: "5 days after start". For launches, events and deadlines,
count back fromthe end instead: "10 days before launch". Organization owners and admins can
change this.

In the template, choose the project settings button (the pencil) at the top right.
On the General tab, set Plan dates from to Launch or end date.

Choose Update Project.

Give tasks relative due dates

Open a task in the template.

Under the due date, enter a number of days. In a template that counts back from launch, also
choose days before launch or days after launch.

Due (days from [gunch)
3 > days before |z v]

[ Project

The task cards now show the relative due date instead of a calendar date.
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#20KiDO

Horizon Creative Agency

Q) Search across documents, SOPs, tasks, and runs

v ¢« Template: Client Website Launch

) Horizon Crestive Agenc

(@) Dashboard
List Board Calendar antt Agents Forms m All tosks % Filter 11 Sort: Due Date | £ Group

£ Inbox e
2 A i @ToDo = # @ InProgress o i @ Client Review ©Done
0 Piaybook

Hickoff call with the client

[ vedun ] o o
® Runs 2] £ 30 days before oy To Do
[ Projects
+ Add Task + Add Task

Collect brand assets and m
@ Milestones logins
0D Srint £ 26 days before lsun To Bo
-]
~

Sitemap and page list Medium

Reports
\I_II d To Do
+ .

> Labels
O AuditLo Design homepage and key

pages
8 Organizatior £ 14 days before launc To Do

Write and proofread page m

copy

B 10 days To Do
@ Suppo Build pages in the CMS m

1 6 days betore launch To Do
Ther & & 3

Start a project from the template

1. Open the template and choose Clone.
2. Enter the Project Name.

3. Pick the date the template counts from: the Launch / end date, or the start date (optional:
without one, today is the start).

4. Choose Create Project.

Create Project from Template

1 on this template. All stages and

he new project

Project Name

Bloom Café Website Launch

Launch / end date

12/05/2026 (=]

s @

OKiDO opens the new project. It is a regular public project with the template's columns, tasks,
labels and default labels, and each task has a real due date worked out from the date you picked.
The template stays as itis, ready for the next one.
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Archive or delete a project

Archive a finished project to hide it from the project list, or delete a project with all its tasks for
good.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

When a project is finished, archive it to keep the project list short. Delete a project only when you
want it and everything in it gone. Only organization owners and admins can archive or delete
projects.

Archive a project

1. Open the project and choose the archive button (the box) at the top right.

2. Choose Archive Project.

Archive Project

> this project? You can rest
view
o @

OKiDO takes you back to the project list, and the archived project no longer appears in it. lts tasks
are kept.

Tip: OKIiDO has no list of archived projects yet, so you cannot bring one back from the app.
Archive only projects that are really finished.

Delete a project

1. Open the project and choose the red delete button (the bin) at the top right.

2. Choose Delete Project.

Delete Project

The projectis deleted with all its tasks and columns. This cannot be undone.
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Give new tasks default labels

Choose the labels every new task in a project starts with, in the project settings.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

When every task in a project should carry the same labels, such as Client Work for a client project,

make them default labels. Every new task in the project then starts with them, whoever creates it.

People can still remove a label from a single task.

The project owner chooses the default labels: the person who created the project, or an

organization owner or admin. Everyone else can look at them.

Choose the default labels

1. Open the project and choose the project settings button (the pencil) at the top right.

Project settings

Settings for Luxury Hotels Website Redesign

1
General Reguest forms

Project Name *

Luxury Hotels Website Redesign

Description

Complete website redesign for a luxury hotel group. Includes UX research, visual design, content

strategy, and development oversight.

Status

Active

Start Date

mm /dd /yyyy =]

2. Open the Labels tab.

3. Choose Add a label and pick a label. Repeat for each label.

x
Project settings
Settings for Lusury Hotels Website Redesign
General Labels Request forms
Default labels
Every new task in this project starts with these labels ove them from a task.
i K
® Client Worl & 3
3 finkds
Desi
® _ ‘s'g" + ¢ X
3 fiekds
Add a label

v ] + Create label
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Every change is saved right away. The labels apply to tasks created from now on: tasks already in
the project keep the labels they have.

Change the default labels

» Use the arrows nextto a label to change the order.
e Choose the cross nextto a label to remove it.

» Need a label that does not exist yet? Choose Create label, fill in the label and save. ltis
created for the whole organization and added to the project's default labels. See Create a
Smart Label.

Tip: Default labels also come along when you start a project from a template. See Reuse a
project as a template.
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CHAPTER 4

Tasks

Create atask

Break a task into subtasks

Comment, mention people and check activity
Follow, share or print a task

Attach files and record a briefing

Add Smart Labels to a task

Make a task wait for another

Request an approval

Make a task repeat

Track time on a task

Move a task to another project or organization

Hand a task to an Al agent

Read this chapter online

okido.io/en/docs/tasks

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Tasks

Create a task

Add a task to a project and fill in who does it, its status, priority, dates, sprint and description.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Every piece of work in a projectis a task. A new task opens as soon as you add it, so you can give
it a title and fill in the details right away.

Add a task

1. Open the project and choose Add Task at the top right. The task is added to the first column of
the board.

2. To add a task to another column instead, choose Add Task at the bottom of that column.

S8 0KiDO Q Search across documents, SOPs, tasks, and runs o' e

Horlzon Creathve Agency v ¢ Client: TechVenture Product Launch Ampot B B 0O

Full preduct launch campaign for TechVenture's new B2B SaaS platform: landing pages, social media, email nurture, and paid media.

7 Filter 14 Sort: Due Date 1 =1 Gmup@

Dashboard 20 tasks @ Horizon Creative Agency

Inbox [7] List Board Calendar Gantt Agents Forms

F®8 %D P

2 ®@ToDe 11 i # @ InProgress wSpimt 3 H # @ Done ODone
Runs [4) Write email nurture sequence (5 m Build landing page in CMS m
emails) No t
5 Emiy Rodriguer [ 10,22/2026
Proje & Tom O'Bren B 10/28/2026 To Do m
Milesto + Add Task
Set up tracking pixels and UTM  @T00 .
Sprints T Create hero video st oard
BD Sin Pamatart oo (D)
2. Sarah Che 0/24,2026
2 Teams & Dig A Patel .
i oo L s Progsa
| Reports
Design ad creatives (3 sizes -+
Configure Google Ads P ) @ @ems)  QED
campaigns B Crestive Team 2 James Li
£ 10/30/2026 ToDa
+ Add Task ]
Configure Linkedin Ads m
campaigns
A Digital & A
£ 10/3 To Do
® Suppo
Client review of all assets Urgent
Ther & & 2 . = TR
8 Marcus Johnson (3§ 11/01/2026

3. The new task opens with its title selected. Type a title and press Enter.

Fill in the details
Everything you change in the task saves right away.

1. Under Assign To, choose who does the work: a person, a teamor an Al agent. Type a few
letters to find them.
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& AssignTo

Unassigned ~

Q [ Priya ]
Members
T!_ Priya Patel J

mm /dd / yyyy o

[ Project
2. Atthe top of the task, choose its Status and Priority.

3. In the panel on the right, set the Due Date. Set a Scheduled Date as well if you plan to work
on it on a particular day.

4. Under Sprint, choose the sprint the task belongs to if the project works in sprints.

5. Click the box under Description and write what needs to be done. The description saves
while you type. Choose Done when you are finished.

Prepare launch-day status update for TechVenture = o f O O - X
® Priya Patel v ]
scription

f$ Scheduled Date

Collect the live campaign links, the first ad results and any open issues, and send one short update to the client before the end of the day. ’ 10/29/2026 (3

By Due Date
(0 Comments (0) 0 Activity &3 Al work 10/30/2026 ]
B I 5 < H H H = i = 9 & & B = | @& |=n [ Project

Client: TechVenture Product Launch

> Labels

Sprint
No comments yet
Sprint 2 (Oct 18 = Nov 1, 2026) ~

@ Milestone

Close the task to go back to the board. Its card shows the title, the assignee, the due date, the
priority and the status.

Tip: Click the title at the top of an open task to rename it at any time.
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Break a task into subtasks

Split a task into smaller steps, put them in order and tick them off as the work gets done.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

When a task has several steps, add them as subtasks. Everyone can see what is left, and the card
on the board counts how many steps are done.

Add subtasks

1. Open the task and choose Add subtask (the list icon at the top of the task).
2. Type the title of the first step and press Enter, or choose Add.

o= Subtasks (0)
i Medium rectangle (300 x 250) @ Cancel

3. For the next step, choose Add subtask below the list and repeat.

Put them in order

Drag a subtask up or down the list by its handle on the left. The new order is saved as soon as you
let go.

Tick them off

Click the circle in front of a subtask to mark it as done. Click it again if you need to reopen it.

~ 9= Subtasks (3)

192
CIQ) =
e

O Medium rectangle (300 x 250)

# () Skyscraper (160 x 600)

=+ Add subtask

The card on the board shows how many subtasks are done, for example 1/3, and turns green when
all of them are.

Tip: A subtask is a task of its own. Click its title to open it and give it an assighee, a due date
or a description. The name of the main task at the top takes you back.
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Comment, mention people and check activity

Discuss a task in its comments, @mention people or Al agents, and read the log of every
change.

Available on: Starter - Pro - Business |Who can do this: Everyone in the organization

Talk about the work where it happens. Comments stay with the task, so whoever picks it up later
can read the whole discussion, and the activity log shows everything that changed.

Add a comment

1. Open the task. The Comments tab is open below the description.

2. Write your comment in the box. Use the toolbar above it to format the text or to add a link, an
image or a file.

3. Choose Add Comment.

Create hero video storyboard

Priya Patel just now Fa ]

Jo

Looks great. Can we get a 15-second cut for the LinkedIn ads too? @Sarah Chen  could you eheck if frames 5 to 8 work on their own?

Sarah Chen ust now

Ja

First pass of the storyboard Is in the shared folder: 12 frames, 45 seconds. The product demo starts at frame 5.

James Liu 41m ago

Jo

On it. | will add two versions of the opening frame to this task tomorrow morming.

2 Sarah Chen 41m ago

Yes, that works better for a B2B audience. @James Liu can you sketch the new opening frame by Thursday?

Your comment appears at the top of the list. While it is the newest comment on the task, you can still
change it with Edit comment or remove it with Delete comment (the pencil and the bin next to it).
Once someone else has commented, it stays as it is.

Mention someone

1. Inthe comment box, type @ and the first letters of a name.

2. Choose the person from the list.
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Create hero video storyboard = = @ 84 2 - X
Status:  In Progress Priority:  Medium ~ Stage: # In Progress v & AssignTo
® sarah Chen ~
Description
L) Followers (2)
Click 1o add a description.
A Sarah Chen A James Liu

E& Scheduled Date

[ Comments (4) D Activity g3 Al work mm/dd /yyyy [a]

Due Date
B I S ¢ HW k| = E B ¢ & BB - 6 & = ™ 9

10/24/2026 0
Looks great. Can we get a 15-second cut for the Linkedin ads too? @Sar

[ Project
m (= Client: TechVenture Product Launch
© Labels
o Sarah Chen just now
i + Add label
First pass of the storyboard is in the shared folder: 12 frames, 45 seconds. The product demo starts at frame 5.
[ Sprint

Sprint 2 (Oct 18 — Nov 1, 2026) ~

3. Finish the comment and choose Add Comment.

The person you mentioned gets a notification and starts following the task. Al agents appear in the

same list, marked with a roboticon: an agent you mention reads the comment and replies in the
comments.

Check the activity

Choose the Activity tab to see who created the task, who assigned it, and every change since,
with the most recent first.

o Priya Patel added a comment
Just now

@ Sarsh Chen added a comment
Just now

@ James Liu added a comment
41m ago

@ Sarsh Chen added a comment
41m ago

fo) Mareus Johnson added a comment
41m ago

Sarah Chen assigned to a sprint
]
41m ago

@ James Liu task label added
aim ago

James Liu created this task
41m ago
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Follow, share or print a task

Follow a task to hear when it is done, ask the assignee for an update, copy its link, print it or
create a follow-up task.

Available on: Starter - Pro - Business |Who can do this: Everyone in the organization

Keep an eye on work that matters to you without doing it yourself. Follow the task, nudge the
person who does it, or pass the task on with a link.

Follow a task

1. Open the task and choose Follow task (the bell at the top of the task).

1
Client presentation of design concepts = 6 g wm X

As: Te
Status: To Do v Priority:  Urgent w Stage: » To Do v A =gnIn
® Marcus Johnson v
Description
L Followers (1)
Click to add a description,.
A Marcus Johnsan
Ea Scheduled Date
© Custom Fieids mm /dd /yyyy (=]
Client name Ej Due Date
11/04/2026 (m]
Bucdget
[ Project
3
[ Luxury Hotels Website Redesign
Billable
[} Enable this option © Labels
(O Client Wark x :l (®© urgent Deadline x )
+ Add label
[ Comments (1) ) Activity g3 Al work

0O Sprint

- - - as s — = ome L E Y ~ -

The bell turns blue and your name is added to the followers in the panel on the right. You get a
notification when the task is completed or reopened. To stop, choose the bell again (Unfollow
task).

£ Followers (2)

& Marcus fohnson @ Sarah Chen

People you @mention in a comment start following the task as well.

Ask for an update

Choose Request update (the circular arrows at the top of the task). The person assigned to the
task gets a notification asking for an update. This works on tasks assigned to someone else.
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Copy the link, print or follow up

1. Choose More actions (the three dots at the top of the task).

. —_—
= o & & O - X

e Copy task link

a
| '[Q Create follow-up
l Create approval
=)
request

OF
¥ 2 Move task
AN

@ Convert to milestone

B8 s

£ Make recurring
3

| @ Delete task

11/04/2026 A

2. Choose what you need:

e Copy task link copies a link to the task. Paste it in a chat or an email: a colleague who
opens it lands on this task.

e Create follow-up adds a new task in the same column with the same priority, named after

this one. Its description links back to this task. The new task opens right away.

e Print opens your browser's print window for the task.
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Attach files and record a briefing

Attach files to a task and record a short video of your screen and voice that explains the work.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Give the person doing the work everything they need in one place. Attach the brief and the
examples to the task, and record a short briefing in which you show your screen and talk them
through it.

Attach files

1. Open the task and choose Add attachment (the paper clip at the top of the task).

2. Pick the file on your computer.

The file is listed under Attachments in the panel on the right, with its size. Click it to openitin a
new tab. Repeat the steps for every file you want to attach.

Attachments (2)

B Room listing mock-up.png ’
53.5 KB

B Room listing brief.pdf ’
~ DBKB

Tip: To put an image or a file inside the description or a comment, use the upload button in its
toolbar.

Record a briefing

1. Choose Record briefing (the camera at the top of the task).

2. Leave Microphone Audio onto record your voice, and choose your microphone if you have
more than one.

3. Choose Start Recording. Your browser asks which screen, window or tab to share: choose
one and confirm.

Record Briefing
Record your screen for Design room listing page templates

Screen Share
(] R
ou'll be asked to select which scroen or window to recor

g, Microphone Audio
9 o wil be recordea

Salect Microphone

g
4 Built-in microphone w

Sk @
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4. After a countdown of three seconds the recording starts. Show the work and explain it. Choose
Pause if you need a moment, and Stop Recording when you are done.

5. Watch the preview. Give the briefing a title, add a description if you like and choose Save
Recording. Not happy with it? Choose Re-record to start again.

The briefing now sits next to the task's description, ready to play for everyone who opens the
task.

Ch Briefing

Room listing templates: what we need
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Add Smart Labels to a task

Put Smart Labels on a task and fill in the custom fields they bring along.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Labels group related work across all projects, such as everything for clients or everything that
needs a design. A Smart Label can bring its own fields along, for example the client's name and the
budget: put the label on a task and fill themin.

Add a label

1. Open the task. Under Labels in the panel on the right, choose Add label.

2. Tick each label the task should have. Type in the search box to find a label quickly. A number
after a label's name tells you how many fields it brings along.

3. Choose Done.

Manage labals 2 selects @

+ Add label

Each label you tick is saved right away and shows on the task in its color. Click the x on a label to
take it off again.

Fill in the custom fields

When a label brings fields along, they appear under Custom Fields, below the description. Fill
them in: every change is saved straight away.

© Custom Fields

Client name

Grand Azure Hotels

Budget

$ 4500

Billable
Enable this option

When two labels on a task have a field with the same name, the field shows only once.
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Tip: Owners and admins create labels and their fields on the Labels page: choose Manage
labels at the bottom of the label list. See Add custom fields to a label.

OKiDO user guide - October 2026

79



Tasks

Make a task wait for another

Mark which tasks block a task, spot date conflicts and see blocked work on the board and the
dashboard.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Some work can only start when other work is finished: the campaigns can only go live once the ads
are set up. Mark those other tasks as blocking it, and everyone sees what the task is waiting for.

Mark what blocks a task

1. Open the task that has to wait. Under Blocked By in the panel on the right, choose Add
blocking task.

2. Search for the tasks that have to be finished first. The search covers every project, so a task
can wait for work in another project.

3. Click each task that blocks this one, then choose Save.

® Blocked By 2

Q1 Configure

+ Configure Linkedin Ads campaigns

jent; TechVenture Product Launch  To Do

» Configure Google Ads campaigns

ent: Techventure Product Launch  To Do

)
|
|

The tasks you chose are listed under Blocked By, with their project and status. Click one to openit.
That task lists the waiting task under Blocking.

When a blocking task is completed, it leaves the list. When the last one is done, the person
assigned to the waiting task gets a notification that the work can start.

Spot date conflicts

When a blocking task is due after the task that waits for it, the plan cannot work. The blocking task
then shows Due date conflict: blocker due later in red. Move one of the two due dates to solve
it.
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& Blocked By

Configure Linkedin Ads -

Client: TechVenture Produc
i sunc T0 DO

Configure Google Ads c--
S Chient: TechVentue Product T0 DO

+ Edit blockers

To change the list later, choose Edit blockers.

See blocked work

On the board, a blocked task has a red no-entry sign in front of its title. On the dashboard, the
Blocked Items widget lists every blocked task with the tasks it waits for.

Blocked Items

() Launch campaigns
= Product
S aunc| i
gy

Tip: No Blocked ltems widget on your dashboard? Choose Customize, then Add Widget.
See Customize your dashboard.
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Request an approval

Ask one or more people to approve a task. The task completes when everyone has approved.

Available on: Starter - Pro - Business |Who can do this: Everyone in the organization

Use an approval when a task needs a sign-off before it counts as done, for example a design the
creative director has to accept. Everyone you ask has to approve, and only they can decide.

Request approval

1. Open the task, choose More actions (the three dots at the top), then Create approval
request.

Design mood boards (3 directions) = o # O O - X

2> Copy task link
2 A

Status:  In Progress Priority:  High ~ Stage: e InProgress w [Ty Create follow-up
1
& Create approval ¥
Description Tequast

i
@ 2 Move task

mn
[ Convert to milestone

Click to add a description,.

=1 5 Make recurring
© Custom Fieids

10 & Print
Format (& Delete task
Presentation v D Project
[ Luxury Hotels Website Redesign
Size
1 Is
1920x1080 Labe!
(© Design %) (
Deadline
+ Add iabel
10/24/2026 14
> Sprint
No sprint v
[0 Comments (0) D Activity g3 Al work
@ Milestone

2. Selectthe people who should approve and add a note for themiif you like.

3. Choose Send request.
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Request approval

Che
apr

Search people

[ Leo Martins

Marcus Johnson

[] Mia Novak

[[] Nina Kowalski

[_] Priya Patel
Sarah Chen

[ Tom O'Brien

2 peopie selected

who needs to

approve. Everyone you choose must

Three mood board

for the client ion on

Friday. Please pick the ones we can show.

== @

The task now waits for approval. On the board it gets an amber border and an icon that shows who

still has to approve. The task keeps its assignee.

20KiDO
Horizon Creative Agency

Dashboard

=D B

[0 Piaybook

® Runs (2]
[ Projects

Milestones

B> Serints

2 Teams

L Reports

® Suppon

~

Inbox @

Therme % & H

Q Search across documents, SOPs, tasks, and runs fa o
¢ Luxury Hotels Website Redesign Ampot B T O
Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversight.
16 tasks i Horizon Creative Agency
/4 1 milestone at risk View milestones 3

The remaining work, based on estimates and d

ndencies, no longer fits before the milestone date

A iF'9 Design concepts approved Due Oct 30: some tasks are due after this date

List Board Calendar Gantt Agents Forms m All tasks 7 Filter 14 Sort: Due Date 1 g Group m

# @Tobo o ] # @ InProgress 2 H i @ Client Review © o H i @ Done @Done
Write homepage and about page m Wireframe homepage and @
copy booking flow Mo tasks M
8 Tom O'Brien B 10/28/2026 ToDo & James Lu £ 10/20/2028

[ - Proes + AddTash + AddTask

Design room listing page m
templates 2
® D.eslgn mood boards (3 @
5 James Liu @ 10/31/2026 To Do directions)
& JamesUu [ 10/24/2028
Photography direction
o v oo QD
brief
2 Sarah Chen [ 11/02/2026 ToDo + Add Task

Client presentation of design
concepts

& Marcus Johnson [ 11/04/2026

Approve, reject or request changes

The people you asked find the request in their Inbox, under Approvals Pending.
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2 O0KiDO

Horizon Creative Agency

o All tasks and run steps assigned to you across organizations (EEITERD
Dashboard
1

& Inbox [22] £ All tems [) Assigned to You [@ Requests @ Approvals Pending
§ Ml 3 Reopened £ Runs
[0 Piaybook

Horizon Creative Agency
® Runs (2]
[ Projects ¢

I James Liu reques our approval on: Design maod boards (3 direct: oﬂs-]
Milestones T Llocry Hotels W e Redesign
LD Sprints

I () Agent needs your approval
2 Teams @copilot wants to run "create_project” and is paused until
i Reports

I Agent needs your approval
O Labels @copilot wants 1o run "create_project” and |s paused unti
QO Audit Logs
& Organizatior I ] Agent needs your approval

@copilot wants to run "create_project” and Is paused unti
I ] Agent needs your approval
@copllot wants to run "create_project” and ls paused untl
® Suopon I ] Approval Required
) “Creative director sign-off” in run "New Client Launch: GreenLeaf Organics” requires your approval

Theme & & B

@ Search across documents, SOPs, tasks, and runs

~

Approval Requested

Open the task from the inbox.

Add a note if you like, then choose Approve, Request Changes or Reject.

(1) Approval Reguired  Waiting

Requested by James Li

sOmeone approves or rejects it.

SOMEonE approves of rejects it

SO0meone approves or rejects it

someone approves or rejects it

Three mood board directions for the client presentation on Friday, Please pick the ones we can show,

Everyane listed must approve

sc Sarah Chen

Wadting

M Marcus Johnson  waiiing

When everyone approves, this task (s completed and the tasks waiting on it are released,

@ Approvals Decided

Directions 1 and 3 are ready for the client.

B¢ Ask again

(%) Request Ch

£7 Refresh ~& Mark All as Read

@ Mentions @ Completed

E3 Unread Only

18m ago

19m ago

25m ago

25m ago

25m ago

When the last person approves, the task completes on its own. One rejection decides the task,

even while others have not answered yet.
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| Approval Required

Requested by James Liu
Three mood board directions for the client presentation on Friday. Please pick the ones we can show.

Everyone listed must aporove
sc SarahChen Approved (Oct 21, 6:31PM

Directions 1 and 3 are ready for the client.

wmy Marcus Johnson  Approved  Oct 21, 6:31 PM

Change my decision 2+ Ask again

Tip: Made a mistake? Choose Change my decision in the task to answer again. After
changes, the person who asked can choose Ask again to start a new round.

OKiDO user guide - October 2026

85



Tasks

Make a task repeat

Give a task a schedule, so that it comes back by itself with the next date each time you
complete it.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Work that comes back every week or every month, such as a monthly report, needs only one task.
Give it a schedule: each time you complete it, it reopens with the next date on the schedule.

Set a schedule

1. Open the task, choose More actions (the three dots at the top), then Make recurring.

2. Under Schedule, describe when the task comes back, for example Every month on the 1st,
or click one of the suggestions below the box. Write the schedule in English, like the
suggestions.

3. If the schedule should only start later or end on a date, fill in the Start Date and the end date.
4. Check the dates under Next occurrences.

5. Tick Reschedule automatically when completed: this is what brings the task back. Then
choose Save Schedule.

= Recurring Schedule

Set a natural language schedule for this task
Schedule

Every month on the 1st

Every day  Everyweckday  Every Monday

3 Every Monday and Friday Every other woek

Every month on the 1st | Every month on the last workday

Every second Friday of the month
Start Date End Date (optional)

mm /dd / yyyy (=] mm /dd /yyyy o

Sun, Nov 1, 2026
Tue, Dec 1, 2026
Fri, Jan 1, 2027
Mon, Feb 1, 2027
Mon, Mar 1, 2027
Thu, Apr 1, 2027

%Rcs:ncnblc automatically when completed

o @

The schedule now shows under Scheduled Date in the task.

£ Scheduled Date

10/21/2028 0
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Complete arepeating task

Mark the task as done when the work is finished. It comes straight back with the status To Do, and
its scheduled date moves to the next date on the schedule.

Change or stop the schedule

Click the schedule under Scheduled Date, or choose Edit recurring schedule in the task menu.
Change the schedule and save it, or choose Remove to stop the task from repeating.
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Track time on a task

Estimate a task, log time with one click or your own entry, and run the timer while you work.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Write down how long a task should take and how long it really took. Log time afterwards with one
click, or let the timer run while you work.

Estimate the task

1. Open the task. Time Tracking is in the panel on the right.

2. Click Est., type the estimate in minutes and choose Save estimate (the check mark).
Log time

Choose one of the quick buttons (15 minutes, 30 minutes, 1hour or 2 hours) to log that time for
today.

© Time Tracking > Stan timer
Est. Add Actual Om
Size XS 5 " L X
1 a2
5 | s3om  san

For any other amount, choose Custom, type the minutes, change the date if the work was on
another day, add a note if you like and choose Log.

Every entry is listed with who logged it and when. Actual adds them up and shows the difference
from the estimate. The bar under it turns amber when you get close to the estimate and red when
you go over.

© Time Tracking > Start timer

1

= ¥ 5 M L xu

10/21/2026 A m

Notes {opticnal)

45m Oct 21, 203 PR

Tom O'Brie

1h Oct21,2026 - Tom O'Brien 2 @&

To correct an entry, choose Edit entry or Delete entry next to it.
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Run the timer

1. Choose Start timer. The timer appears at the bottom right and keeps running while you move
around OKiDO.

2. Working on several tasks at once? Open another task and choose Add to timer. The time is
shared equally between the tasks on the timer.

3. When you finish a task, choose Stop and log this task (the check mark next to it) to log its
time. The other tasks keep running.

Est. 12h Actual Sh var. 3h

® RUNNING =

E 01:25
) 1
Write: Linkedin od copy for launch week
Hs i

Write case study narratives
a1s e »

4. To finish everything, choose Stop all. Check the minutes for each task, add notes or mark time
as billable, then choose Confirm & log.

Choose Pause for a break. The minus sign at the top tucks the timer away in the header, where
you can open it again.
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Move a task to another project or organization

Move a task and its subtasks to another project, column or organization, and see who would
lose access before you do.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Added a task to the wrong project, or does the work belong somewhere else now? Move it. Its
subtasks go with it.

Move atask to another project

1. Open the task, choose More actions (the three dots at the top), then Move task.
2. Under Project, choose the project the task moves to.

3.
4

Under Stage, choose the column it goes into.

. Choose Move Task.

2 Move Task

with it, and other task f

Organization

Harizon Creative Agency

roject

Social Media Calendar Q2
tage

In Progress

]
-]

The task and its subtasks are now in the other project, in the column you chose. Everything else

about the task stays the same. If the column has rules the task does not meet, OKiDO tells you what
is missing and the task stays where it was.

Move a task to another organization

When you belong to more than one organization, the dialog also asks for the Organization.

1.
2.

Under Organization, choose the other organization, then the project and the column.

Read the warning before you move. It names everyone involved in the task who is not a
member of the other organization: they lose access to the task. It also lists what stays behind,
such as the assignee, the sprint and the labels, because they belong to this organization.

Choose the move button, which names the other organization.
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2 Move Task

Choose a new projec

. Its

with it. and other tas

Organization

Lumen Partners

Project

X

sublasks move

[ Lumen Website Refresh

Stage

To Do

£ Moving to Lumen Partpers

These people aren't members of Lumen Partners and will lose access

1o this task
James Liu - assignee
Not carried over: the assignee. the sprint.

1 subtask moves alang with it.

— m

The task leaves this organization. Switch to the other organization to find it in its new project.
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Hand a task to an Al agent

Assign a task to an Al agent or @mention one in a comment, then follow its runs, results and
approvals on the task.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Your organization's Al agents can take on tasks the way a colleague does: a copywriting agent
drafts the emails, a QA agent checks a deliverable. Assign the task to the agent, or mention the
agent in a comment, and follow what it does on the task itself. Everyone in the organization can
hand tasks to agents.

Assign a task to anagent

1. Open the task.

2. Choose the Assign To field on the right and pick an agent under Al Agents. Type part of its
name to find it faster.

T =
Q[ copy ]
Al Agents

? & @copywriter-bot — Copywriter Bot ]

The agent starts at once. Below the field you see what it is doing: queued, working and for how
long, and when it is done. When it finishes, its reply appears in the task's comments, and the files it
made are saved on the task.

An agent can stop and wait for a person's approval, for example before it sends something outside
OKiDO. The line below the field then says it needs approval.

Mention an agent ina comment

In a comment, type @ and the first letters of the agent's name, choose the agent and add the
comment. The agent reads the comment and replies in the comments, the same way as when you
assign it the task. See Comment, mention people and check activity.

Follow the Al work on a task

1. Open the task and choose the Al work tab. The number on the tab shows how many runs and
files there are.

Each run shows its status, the agent, when it ran and who asked. Below a run you see the actions
that needed approval, with who approved or rejected them and when, and the files the agent
made. Choose Open run to see the whole run under Al, and a file's name to open it.
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Done | @copywriter-bot (O Oct 21, OT:50 PM asked by Marcus Johns

B Run summany

Done | @copywiter-bot GLoct 2

(® request human approval'| Approved by Marcus Johnson, Oct 21, 07:50 P

Cone | @copywritar-bot (@ Oct 21, O7:50 PM asked by Tom 0'8rien

(& save artifact - Dona
B Run summary
[B [EMAIL_DRAFT] Write email nurture sequence (5 emails]: draft

Opening runs and files needs the Advanced Al features: owners and admins have them, and

members get them from an owner or admin (see Change a member's role or Advanced Al access).
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CHAPTER 5

Approvals and request forms

Follow up on an approval you asked for
Create a request form

Share a request form with people outside your organization
Send a request through a form

Handle incoming requests

Read this chapter online

okido.io/en/docs/approvals-forms

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Follow up on an approval you asked for

See who still has to decide, get notified when the approval is decided and ask again after you
have made changes.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Once you have asked people to approve a task, the task shows where things stand: who has
approved, who still has to decide and what someone asked you to change. OKiDO tells you when
the approval is decided, and after you have made the changes you can ask again. To ask for an
approval in the first place, see Request an approval.

See who still has to decide

On the board, a task that waits for approval has a colored border and a shield icon in front of its
title:

* Amber: people still have to decide.
e Orange: someone requested changes.

* Red: someone rejected it.

When everyone has approved, the border goes back to normal and a green check shows in front
of the title. Point at the icon to see the names, for example who requested changes.

. .
;=°K|D° Q Search across documents, SOPs, tasks, and runs o 5
Horizon Creathve Agency v ¢ Luxury Hotels Website Redesign Slmpot B B 0O

Complete website redesign for a luxury hotel group. Includes UX research, visual design, content strategy, and development oversight.

(@) Dashboard 16 tasks i Horizon Creative Agency

£ Inbox @ % 1 milestone at risk View milestones &
T ining work, based on estimates a ! ate
: A

:e’ Design concepts approved Due O

g P
List Board Calendar Gantt Agents Forms m All tasks W Filter 14 Son: Due Date ! g Group

® Run [2]

[ Projects # @ToDo s H t @ InProgress 2 H i @ Client Review ©
@ Miestones

Write homepage and about page ({15 Wireframe homepage and
LD Sprints copy booking flow No tasks
2 Tom 0'Brien B 10/28/2026 ToDo & JamesLu (5 10/20/2028

0 Teams
=0 &

+ Add Task + Add Task
teports pra—

\'—I' Fop Design room listing page 4 »

tempkatog Design mood boards (3 ‘:~:‘u
B 10/31/2026 To Do directions)
-3 1024 /2026
Photography direction m m
brief
o a TR Add T
& Sarah C B 11702/ To Do
Client presentation of design
concepts
5 Marcus Johnson  [8 11,/04,/2026
® Supeo
To Do
Ther # & 3

Open the task for the details. The Approval Required panel lists everyone you asked, with their
decision (Waiting, Approved, Changes requested or Rejected), the date they decided and the
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note they left.

Get notified when it is decided

You get a notification as soon as the approval is decided: when the last person approves, or as
soon as one person requests changes or rejects it. The person the task is assignhed to gets one

too. An approval while others still have to decide shows in the task, without a notification.

1. Choose Inbox in the sidebar.

2. Choose Approvals Decided.

-y H Search across documents, SOPs, tasks, ar g 2
I-OKlDO Q) Search across documents, SOPs, tasks, and rur 2
Horlzon Creathe Agency ~ I b

nbox &4 Refresh & Mark All as Read
@ All tasks and run steps assigned to you across organizations (R

Dashboard
1

£ Inbox @ & Al items [ Assigned to You @ Requests [0 Approvals Pending @ Approvals Decided 4# DT Input Requests @ Mentions @ Completed
R 3 Reopened f& Runs
03 Playbook

Horizon Creative Agency
® Runs [2)
GO Projects ") Approval Changes Needed

I Sarah Chen requested changes on: Photography direction briet
@ Milestone xufy Holels Website Redesigr
C> Sprints
2 m mail signature template
|y Reports
® Suppo

3. Choose a notification to open its task.

When everyone has approved, the task is completed on its own and the tasks waiting for it can

start.

Ask again after changes

1. Make the changes, then open the task.

2. In the Approval Required panel, choose Ask again.
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d by James Liu
Shot list and lighting notes for the hotel photo shoot, ready for review.

Everyone listed must approve.
mi Marcus Johnson  Approved  Oct 21, 6:06 PM

Fits the client's budget and shot list.

sc Sarah Chen  Changes requested  Oct 21, 6:08 PM
Please add reference shots for the spa and the pool, and plan the exteriors for golden hour.
1

Bs Ask again

3. The people you asked last time are already selected. Clear anyone who does not need to look
again, select anyone else who should, and add a note about what you changed.

4. Choose Send request.

Everyone you selected has to decide again, including the people who approved before. They get
a new request in their inbox, and the task waits for approval again. People you cleared are no
longer asked.

Only the person who asked for the approval, or an organization owner or admin, can ask again.
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Create a request form

Build a form whose answers become tasks in a project, with the labels, column, assignee and

priority you choose.

Available on: Starter - Pro - Business |Who can do this: Everyone in the organization

Arequest form collects requests in one shape, so nobody has to chase the details later. Each

request someone sends becomes a task in your project, with the fields of the smart labels you

chose already filled in. The Design label, for example, asks for the format, the size and the

deadline.

Organization owners and admins can create request forms in every project. Members can create

them in the projects they created themselves.

Create the form

1. Open the project and choose the Forms tab.

E;oKiDo (Q Search acrass documents, SOPs, tasks, and runs

Horlzon Creative Agency v ¢ Social Media Calendar Q2

Plan, produce, and schedule all social media content for Q2 across Instagram, Linkedin, TikTok, and Twitter/X.

11 tasks 0 Horizon Creative Agency

Inbox (0] A, 1 milestone at risk

ning work, based on estimates and

April eontent ready Due Oct

1
Ust Board Calendar Gant ;gu-.h

Share a form to collect requests. Each request becomes a task in this project.

milestone date

ing days too late

@ P @8 %D B

> Serints Mo request forms yet
2 Teams

| Reports

© Labels

() Audit Logs

@ Organizatior

® suepo

2. Choose New form.

o, Import

|| 3|8

View milestones 3

3. Give the forma Name and, if you like, an Intro text. The intro text is shown above the form.

4. Under Smart labels, search for a label and click it to add it. lts fields are added to the form,

and every request gets the label.
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x
New request form
Each request creates a task in this project with the chosen labels filled in.
MName

Social graphics request

Intro text

MNeed a graphic for a post? Tell us the format, the

Smart labels

size and the date you need it Q1 Design
Ny e lab t i
Column for new requests
2t it Form fields
First column Title *
Description
Who can use it Format Choica
Members of this organization Size Tex
Deadline Date

Cnly sigred-in members of this organization can send a request

Accept requests
Assign new reguests to

Nobody v

Priority

Default {(Medium) w

Message after sending

Thanks, we will get back Lo you socon.

5. Set what happens with each new request:
¢ Column for new requests: the board column the new task goes to.

* Who can use it: Members of this organization, or Anyone with the link to share the
form outside your organization.

* Assign new requests to: a person or a team.
o Priority: the priority the new task gets.

* Message after sending: what people read after sending.

Name

Social graphics request

Intro text

Need a graphic for a post? Tell us the format, the
size and the date you need it.

umn for new requests

To Do v]
can use it

Members of this organization - ]

Only signed-Tn members of this organization can send a request

Accept requests
SIgEn new requests to
Creative Team v ]
ority
Hign ]

Message after sending

Thanks! We add your graphic to the content
calendar and get back to you within two working
days.
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6. Choose Create.

The formis now on the Forms tab, with the column its requests go to and who gets them. Copy
internal link copies the link to share with your colleagues. On the board, the form also shows as a
button under its column, so anyone in the project can fill it in from there.

The form always asks for a title and a description first, then the fields of each label, in the order of
the labels. Use the arrows next to a label to change the order. File fields are not asked on a form.

Change a form

On the Forms tab, choose the pencil next to the form, change what you need and choose Save.
Clear Accept requests to stop taking requests for a while.

Next: Send a request through a form and Share a request form with people outside your
organization.
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Share arequest form with people outside your organization

Open a request form to anyone with the link, so customers can send requests without signing in.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

A public request form lets customers and other people outside your organization send you a
request without an account. Put the link on your website or in an email, and every request lands as
a task in your project, with the sender's name and email.

Only organization owners and admins can make a form public, on a paid plan.

Make the form public

1. Open the project, choose the Forms tab and choose the pencil next to the form.

2. Under Who can use it, choose Anyone with the link.

Name

New project inquiry

Intro text

Tell us about your project.

Column for new requests

First column ~

o can use it
Anyone with the link v]
Ariyone w

TIh The Nink can Send a request wINoUT SIEAINg 1. 1hey

Accep! requests
Assign new requests to

Marcus Johnson

Priority

High v

Message after sending

Thank you for your inquiry. We will get back to you
within one business day.

3. Choose Save.

The form now has the Public badge. To make it internal again, choose Members of this
organization in the same place. The public link then stops working.

Share the link

1. Choose Copy public link on the form.
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New project inquiry active £ @
@ Punlic

Tell us about your project

Iy Copy public link

2. Paste the link where your customers find it, for example on your website or in an email.

Copy internal link is for your colleagues: it opens the form inside OKiDO, for people who are
signed in.

What your customers see

The link opens the form on its own page, without signing in. It shows the form's intro text and asks
for the sender's name and email, a title, a description and the fields of the form's labels.

Your name * Your email *

Olivia Grant olivia.grant@northwind.example

Title *

Mew packaging and website for our coffee roastery

Description

We are launching a range of single-origin coffees in the spring and need new
packaging. a preduct page for each coffee and a launch campaign.

@ Client Work

Client name

Northwind Coffee Roasters

Budget

15000

Billable
[ Yes

=

When they choose Send request, they see the form's message after sending, and OKiDO creates
the task in your project. The task shows who sent it, with their email address, so you can reply. The
person who made the form and the project's owner get a notification in their inbox.

Tip: Clear Accept requests on the form to stop taking requests for a while. The link stays the
same, and people who open it read that the form s closed.
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Send a request through a form

Fill in a colleague's request form from its link or from a board column, then open the task it
creates.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

When a team takes work in through a request form, use the form instead of a message or a hallway
chat. The form asks for everything the team needs, and your request becomes a task on their
board that you can follow.

Fillin a form from its link

1. Open the link a colleague shared with you. You need to be signed in to OKiDO.
2. Enter a Title and, if you like, a Description.

3. Fillin the form's other fields. Fields marked with a red star are required.

Creative request

25 a task In Q1 Brand Refresh Campalgn (Horlzon Creative Agency)

Ask the Creative Team for a design
Title *
Header image for the November newsletter
Description

One wide image for the top of the newsletter, in the new brand colors, with room for the
headline on the left.

@ Design

Farmat

Web banner -
Size

1200x400

Deadline

10/31/2026 [m]

=

4. Choose Send request.

You see the form's message after sending. Choose Open the task to see the task your request
became, or Send another request to send one more.
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©

Reguest sent

Thanks! The Creative Team picks up new requests within two working

days.

1
Send another request

Fillin a form from the board

Every active form of a project shows as a button under the column its requests go to, below Add
Task.

1. Open the project and find the form under its column.

. .
:;oKIDo Q Search across documents, SOPs, tasks, and runs o a
Horizon Creative Agency v & Q1 Brand Refresh Campaign &impot @ B N

Complete brand refresh for Horizon Creative including updated visual identity, messaging framework, and rollout across all channels.

(@ Das 15 tasks i Horizon Creative Agency
& Inbox o List Board Calendar Ganit Agemts Forms %7 Filter 14 Som: Due Date 1 2 Group
# Al 8 Sarah Chen |3 11/05/2026 To Da
b
m P

Banner for the TechVenture
® (-] webinar
Web banner f

[

@ Milestones
LD Serint

Instagram story template for
~ client quotes
I Report ma
8 James LiL To Da
Header image for the D
November newsletter
je image for the top of the
in the new brand colors, w
To Do
+ Add Task
@ suppert T [3 Creative request ]
Ask the Creative Team for a desig

2. Choose the form, fill it in and choose Send request.

3. Choose Open the task to open the new task right there.

You can also choose Fill in on the formin the project's Forms tab.

What happens next

The new task is in the form's column, with the form's labels and the values you filled in. It shows
which form it came from and who sent it. If the form assigns new requests to a person or a team,
they getit right away, and the person who made the form gets a notification.
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Handle incoming requests

Find new requests in your inbox, see which form each came from, and pause or delete a form.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Each request sent through one of your forms is a task in your project, ready to plan like any other.
OKiDO tells you when one comes in, and each task shows where it came from and who sent it.

Find new requests

When someone sends a request through a form, the person who made the form and the project's
owner get a notification. The person the form assighs new requests to finds the task among their
assignhed work.

1. Choose Inbox in the sidebar.

2. Choose Requests.

0 L
:}oKIDO Q Search across documents, SOPs, tasks, and runs a 2
Horlzon Creative Agency ~ | b

nbox &3 Refresh & Mark All as Read

All tasks and run steps assigned to you across organizations (SIS

@ Das
1

& Inbox @ & Al items Assigned to You @ Approvals Pending @ Approvals Decided L# DT Input Requests @ Mentions @ Completed
§ Al &% Reopened f§ Runs B Unread Only
[0 Piaybook

Horizon Creative Agency
® Runs (-]
[ Projects [ MNew Request T

I Sofia Marino s tts bsite for our new boutigue hotel” via New project inguiry
@ Milestones
CD Sprints

[5) MNew Request Lam oge

Laura Becker submitty

"Spring launch campaign for three new snack lines"” via New project inquiry

Je

TechVenture Product Laum
| Reports
Labels "
© Labels 2 New Request =
I Aisha Wil *Instagram story template for client quotes® via Creative request
Q) Audnt Logs
W
@ Organizatior
[ New Request 1m ago
I Marcus Johnson submitted "Banner for the TechVenture webinar® via Creative request
in @1 Brand Refresh Campaign
® Suppo

3. Choose arequestto open its task.

See where arequest came from

The task of a request shows the form it came from and who sent it, under its title. For a request
through a public form, that is the sender's name and email address, so you can get back to them.
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The values the sender filled in are in the label fields of the task. Change them like any other field,
and plan, assign and move the task as usual.

Pause or delete a form

Open the project and choose the Forms tab. Each form shows how many requests it received.

o Pause: clear Active on the form. It gets the Paused badge, its button on the board disappears
and people who open its link read that it is not accepting requests. Select Active again to
reopen it.

Event phot ;! request bﬂi\.e g o\
eed ventor a
? her 8.

[y Copy intemnal link

» Delete: choose the trash can on the form, then Delete form. Its links stop working right away.
The tasks it created stay in the project.

Only organization owners and admins, and the person who created the project, can pause or
delete its forms.
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CHAPTER 6

Planning: milestones, sprints, reports

Create a milestone

Track milestones and spot risk
Plan a sprint

Follow and close a sprint

Run a sprint meeting

Run a time report

Export a report to CSV

Read this chapter online

okido.io/en/docs/planning

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Create a milestone

Turn a task into a milestone and link the tasks that lead up to it.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

A milestone marks a moment your project works toward, such as the client approving the designs
or the website going live. Link the tasks that have to be finished first: the milestone shows how
many of them are done, and OKiDO warns you when the remaining work no longer fits before its
date.

Turn a task into a milestone

1. Open the task that stands for the moment, for example "Booking flow signed off". Give it a Due
Date: that is the date of the milestone.

2. Choose More actions (the three dots at the top), then Convert to milestone.

Booking flow signed off = o @& 4 o - X
<> Copy task link

2 A

Status:  To Do v Priority:  High w Stage: » To Do v l‘g Create follow-up
Un: G Create approval o2

Description request

B s

Click to add a description,. 2 Move task

1
[ Convert to milestone

=1 % Make recurring

[0 Comments (Q) © Activity  £5 Al work 11 6 Print
& Delete task
B I 5 ¢ W W W = E E @8 4 & B - @ & v m~ 03 Project

[ Luxury Hotels Website Redesign

© Labels
<7 Add Comment + Add label
[ Sprint
No comments yet
No sprint -
@ Milestone

The task is now a milestone. On the board it has an amber border and a targeticon, and in the task
a Milestone panel shows its progress.

Link the tasks that lead up to it

1. Open a task that has to be finished before the milestone.
2. In the panel on the right, under Milestone, choose Add to milestone.

3. Choose the milestone.
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® Add to Milestone

Q) Filter milestones-

@ Design concepts approved

[ Oct 30, 2026 4 tasks

Website live
B Nov 25,2026 4lasks

Booking flow signed off

0 tasks

+ Create new milestone

Repeat this for each task that leads up to the milestone. A task belongs to one milestone at a time.

The button in the task now reads View milestone: choose it to link the task to another milestone, or

choose Remove from milestone to unlink it.

Tip: No milestone yet? In the same list, choose Create new milestone, type its name and
choose Create & Add. OKiDO creates the milestone and links the task in one go. Give the
new milestone a due date afterwards.

Follow its progress

Open the milestone. Its Milestone panel shows the share of its tasks that are done, with the tasks

listed below it. Click a task in the listto open it.

( Miestone ) Booking flow signed off 2 o @ 84 5 -
o
Status:  ToDo v Priority:  High w Stage: e ToDo v A fasgnTo
Unassigned
Description
E& Scheduled Date
Click to add a description...
mm /dd / yyyy B
[ Due Date
Milestone 11/08/2026 B
Progress 50%
[ Project

[ Luxury Hotels Website Redesi
~ @ Milestone Tasks (2) ' ign

(© information-arehitecture-and-aiteman @© 10t m O Labels
+ Add label
() Write booking flow microcopy o« (EED
(O Blocked By
([ Comments (0) D Activity & Al work Add blocking task
B I S ¢ W W W = = 9 6 BB - @ & = ~

Created: Oct 21, 6:23 PM

Every milestone fromall your projects is also on the Milestones page, with a warning when the
remaining work no longer fits before its date. See Track milestones and spot risk.
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Track milestones and spot risk

Follow every milestone's progress on the Milestones page and act on at-risk and late warnings.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

OKiDO keeps checking every open milestone against the work that still has to happen before it.
When the remaining work, based on estimates and dependencies, no longer fits before the
milestone's date, it warns you while there is still time to act.

See all your milestones

Choose Milestones in the sidebar.

. L]
f}oKIDO Q Search across documents, SOPs, tasks, and runs a i
Horizon Creative Agency v Milestones
@ Every milestone across your projects, with the progress of its tasks.

Das i
& Inbox (5] n Upcoming ~ Overdue  Atrisk  Completed All All projects v Target date, soonest first
% A
Showing 3 of 3 milestones
[ Playbe
® Runs o @ April content ready
g Proje [ Social Media Calendar Q2 g3 Target: Oct 19, s overdue) & Aisha Williams
£ The milestone date has passed with 2 tashs st naining work needs until Oct 22
@ Miestones
of 3 tasks dane 33%
bk Se
2 Teams > Show 3 tasks
i Reports
@D
O Labels @ Design concepts approved Upcoming
[ Luxury Hotels Website Redesign [ Target: Oct 30, 20286 (in 9 days &, Marcus Johnson
0O Audit Logs 3
A 3 tasks are due after the milestone date
€ Organization
0 of 4 tasks done o
> Show 4 tasks
@J Website live Upcoming
Support
@ i [ Luwury Hotels Website Redesign [ Target: Nov 28, 2026 (in 35 days) 2 Marcus Johnson
Theme & & O 0 of 4 tasks done [

Each milestone shows its project, its target date with the days left or overdue, the personitis
assigned to and a bar with how many of its tasks are done. A milestone with a warning shows At
risk or Late, with the reason. Choose the button under the bar to see its tasks, the title to open th
milestone, or the project name to open the project.

Filter and sort

1. Choose a status at the top: Open, Upcoming, Overdue, At risk, Completed or All.

2. To see one project only, choose it in the list next to the statuses. The other list sorts by target
date, soonest or latest first.
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= 1 Search across documents, SOPs, tasks, and runs 2
2 0KIiDO Q Search across documents, SOPs, tasks, and rur o 2
Horlzon Creative Agency Milestones
@ Every milestone across your projects, with the progress of its tasks.
Dashboard
& Inbox [15] Open  Upcoming Mrdue@ Completed  All Al projects v Target date, soonest first v
A
= 2 milestones
[0 Piaybook
® Run 2] @ April content ready
[D Projects [ Social Media Calendar Q2 5 Target: Oct 19, 2026
2 The milestone date has pa
@ Milestones
of 3 tasks done 33
LD Serints
o Tear » Show 3 tasks
|y Report
O Lavels @ Design concepts approved 3 tpeoming
[ Luxury Hotels Website Redesign [ Target: Oct 30, 2026 (in 9 days) 2 Marcus Johnson
O Audtt Log
A 3 tasks are due after the milestone date
8 Organizatior
0 of 4 tasks done o%
» Show 4 tasks
® Suppo
Ther & & B

At risk shows both kinds of warnings: milestones at risk and late milestones.

Act on a warning
There are two warnings:

* Atrisk: the remaining work needs more working days than are left before the milestone's date,
or some of its tasks are due after that date.

» Late: the milestone's date has passed and some of its tasks are still open.

The project shows the same warnings in a banner above its tasks. Click a milestone's name in the
banner to openit, or choose View milestones.

2

work, based on estimates and dependencies, no longer fits before the milestone date.

Design concepts approved |Due Oct 30: some tasks are due after this date

To get the milestone back on track, open it and look at its tasks: move due dates that fall after the
milestone, add estimates where they are missing, hand work to someone with more time, or move
the milestone's own date. A task without an estimate counts as no work, so the warning also tells
you how many tasks have no estimate.

OKiDO checks every milestone once an hour, and again shortly after one of its tasks changes.
When a milestone becomes at risk or late, the person it is assigned to and the project's owner get
a notification in their inbox.
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Plan a sprint

Put tasks into a sprint from the task itself, and mark the board column that holds the sprint's
work.

Available on: Pro - Business | Who can do this: Everyone in the organization

A sprint is a short, fixed stretch of work, for example two weeks. Plan it by putting the tasks your
teamtakes on into it. Each project gets its sprints from your organization's sprint cadence; to set
that up, see Set the sprint cadence.

Put a task into a sprint

1. Open the task.

2. In the panel on the right, choose a sprint under Sprint. The list shows the project's sprints with
their dates.

Sprint
fsarlm 3 (Nov 2 — Nov 15, 2026) v]

The task is now part of that sprint's work on the Sprints page. Choose No sprint to take it out

again.

Mark the sprint column

On the board, one column can hold the work of the current sprint, for example In Progress. It has
the Sprint badge. Every task that moves into that column joins the current sprint, so the sprint fills
up as your team picks up work.

1. Onthe board, choose the menu (the three dots) at the top of the column.

2. Choose Set as Sprint Stage.

OKiDO user guide - October 2026 12



Planning: milestones, sprints, reports

i20KiDO
Horlzon Creative Agency

Dashboard

B B

Inbox

# u

Playbook

m
® FRuns
@

Projects

£ Sprints
2 Teams
Ll Reports
Q Labels
O Audt Logs
81 Organizatior

® Ssuppont

Theme &

iments, SOPs,

( Search across ¢ snd runs

¢ Social Media Calendar Q2

Plan, produce, and schedule all social media content for Q2 across Instagram, Linkedin, TikTok, and Twitter/X.

11 tasks i Horizon Creative Agency

A 1 milestone at risk

The r

aining work, based on estimates and dependencies, no longer fits before the milestone date.

April content ready Due Oct 19: work needs until Oct 22, 3 working days too late

Lst Board Calendar Gantt Agents  Forms m Al tasks

2 @Tobo s H # @ InProgress mspint 2

Draft May content calendar

Create April carouse! graphics m

2, Digital & 8 W 2 am 2 James Liy
Creale Reels/TikTok concepts @ Write April captions and m
16 videos) hashtags

A Aisha Williams & Tom O'Brien [ 10/24/2026

B
g

Add Task
Draft June content calendar  (ERENED =g

& Asha Wiliams B

Menthly analytics report
{(Aprily

v Filter

+ Add Task

& Make private

14 Sort: Due Date 1

% @ Ready for review 0o

+ Add Task

<» Collapse

[0 Merge Right

B Delete Stage

Qimpot @ a

View milestones 3

% @ Done @Done

A [# Edit Stage M
(> Set as Sprint Stage

(@ Set as Done Stage

+ Add Task

The column now has the Sprint badge, and the tasks already in it that have no sprint join the

current sprint.

='=°K|DO Q Search across documents, SOPs, ¢

Horizon Creative Agency v ¢ Social Media Calendar Q2

Plan, produce, and schedule all social media content for Q2 across Instagram, Linkedin, TikTok, and Twitter/X.

() Dasn 11 tasks D Horzon Creative Agency
& Inbox [20] /1 1 milestone at risk

o

Playbook

Runs.

E @ B

Projects

Milestones

@

Sprints

g

2 Teams
i Reports
Labels

Audit Logs

Organizatior

& o ¢

® Suppon

Theme & &

List Board Calendar Gantt Agents Forms

The remaining work, based on estimates and deg

19: work needs

April content ready Due Oct

# @ToDo 3 H

Draft May content calendar m

2 Digital & § 2 A
To Do
Create Reels/TikTok concepts @ Write April captions and
{6 videos) hashtags
% Aisha Willams 2 Tom O'Brien B 1
To Do

Add Task
Draft June content calendar m =

% Aisha Willams [3 1.

@ April content ready m

All April posts are designed, wiitten and

scheduled,

& Aisha Williams T Do

cies, no longer fits before the milestone date.

ntil Oct 22, 3 working days too late

All tasks

@&
<D +
[ i Proowss ]

A Aish

W Filter

i @ Ready for revie

Manthly analytics report
(April)

Add Task

& Make private

Williams

14 Sort: Due Data 1

Lmpn @ B0

View milestones 3

% @ Done ©Done

+ Add Task

To undo it, choose Remove Sprint Stage in the same menu. The tasks keep their sprint.

OKiDO user guide - October 2026
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Only organization owners and admins can mark a sprint column. Everyone who can edit tasks can
put a task into a sprint.
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Follow and close a sprint

See the sprint work for you, your teams or one project or team on the Sprints page, then close
the sprint and carry unfinished tasks over.

Available on: Pro - Business |Who can do this: Everyone in the organization

The Sprints page shows the work of the current sprints in one table: your own, your teams', or
everything in the sprint of one project or team. When a sprint is over, close it there, and the tasks
that are not finished move on to the next sprint.

See your sprint work

Choose Sprints in the sidebar. The page opens on Me: the tasks and run steps assignhed to you in
the current sprints of all your projects.

='=°KIDO Q Search across documents, SOPs, tasks, and runs a 2
1
Horizon Creative Agency v LD Sprints 2 Me ~
@ b i My items from current sprints 7 jtems %‘;“u\ all sprint
ashboard
i I Columns Group: Status ~
&3 Inbox @ 7 items [ U Group: Stal
LA Title Type Status Priority Assignee Project / Run Scheduled Due
N P
[0 Piaybo
Create April carousel graphics ask In Progress H % James Liu Social Media Calend-- Det 23
Design mood boards {3 directions) In Progress Hig 2 James Liu Lusury Hotels Websi- et 24
0 Design ad creatives (3 sizes) 2 James Liu lient: TechWenture -
il
[ Aisha Williams: Could we also
_ [ Tom O'Brien: the headiine opti
bD  Sprints
i3 Design social media templates Tashk In Progress 2 lames Liu Q1 Brand Refresh C: Oct 26
22 Teams
Ll Reports
Design room listing page templates asl To Do Hig % James Liu Luxury Hotals Websi- Oct 31
Create submission video reels W To Do % James Liu Annual Awards Sub-- Oct 28
v DONE {1
(= Create email signature templates sl Dane & lames Liu 04 Brand Refresh C Dct 28
® sueo
There & & @

The items are grouped by status. Use the buttons above the table to group them differently or to
choose the columns. Click a task to open it. Select Show all sprints to see your work in every
sprint, not only the current ones.

Choose whose work you see

1. Choose the button at the top right that shows whose work you see.

2. Choose Me, My Teams, a teamor a project.
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#20KiDO
Horlzon Creative Agency
Dashboard
Inbox

Al

Playbook

@ 8 %D B

Runs.

Projects

Milestones

®

L Sprints
Teams

=]
™

Ll Reports

Q Search across documents, SOPs, 12

LD Sprints

My items from current sprints 7 item

7 items

v IN PROGRESS (4)

] Create April carousel graphics

o Design mood boards (3 directions)

] Design ad creatives (3 sizes)

B Aisha Williams: Could w ta

[ Tom O'Brien: the headir

0 Design social media templates

v TODO (2

0 Design room listing page templates

u] Create submission video reels

v DONE (1)

] () Create email signature templates

1sks, and run:

Type

Status

In Progress

In Progress

In Progress

Done

Priority

Assignes

% James Liv

% James Liu

&, James Liu

% James Liv

% James Liu

% James Liu

%, James Liv

Project / Run

Social Media Calend

ury Hotels Webs

lient: TechVenture -

PERSONAL
2 Me

2 My Teams

TEAMS

Digital & Strategy
Account Management
Creative Team
PROJECTS

New Client Onboarding

Q1 Brand Refresh C-

3. For ateamor a project, choose a sprint in the list next to it. The sprint that runs today is chosen

for you.

For a team or a project, the bar above the table shows the sprint's dates, its status and how many

tasks and run steps it holds. On the right, the meeting notes of the sprint open; see Run a sprint

meeting. The button with the panel icon at the top right hides them, to give the table more room.

Close a sprint

1. Choose the project or team and the sprint.

2. Choose Close Sprint.

OKiDO user guide - October 2026

16



Planning: milestones, sprints, reports

= i Search across documents, SOPs, tasks, and runs
|-OK|D° Q Search across documents, SOPs, tasks, ar
Horlzon Creative Agency ~ o Sprints

(@) Dashboard Sprint 2 Oct 18 — Nov 1, 2026 Cument

Inbox [15] i

Title
~ IN PROGRESS (2

Runs (-] 1 Create April carousel graphics

B ® 8 % D

‘Write April captions and hashtags

8 ®

Sprints
22 Teams
| Reports
Labels

Audit Logs

& O O

Organizatior

Status

In Progress.

In Progress

Priority

Social Media Calendar Q2 (Projec

Assignee Project / Run
A James Liv Social Media Calend
2 Tom 0'Brien Social Media Calend

OKiDO closes the sprint and moves its unfinished tasks to the next sprint of the same project or
team: the first active or planned sprint that starts after this one ends. Finished tasks stay in the
closed sprint, and a closed sprint can no longer be chosen in a task's Sprint field.

Only organization owners and admins can close a sprint.

OKiDO user guide - October 2026
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Run a sprint meeting

Take standup, retrospective or catchup notes, record and transcribe the meeting, and email the
notes to the team.

Available on: Pro - Business |Who can do this: Everyone in the organization

Every sprint has a place for the notes of its meetings: the daily standup, the retrospective at the
end and a weekly catchup. Take the notes together during the meeting, or record it and let OKiDO
turn the recording into a meeting report. When the meeting is over, send the notes to the whole

team.

Open the meeting notes

1. Choose Sprints in the sidebar.

2. Choose the project or team at the top right, then the sprint. See Follow and close a sprint.

3. The meeting notes open on the right. Choose the title of the notes to switch between Daily
Standup, Sprint Retrospective and Weekly Catchup.

:=OK|D° Q) Search across documents, SOPs, tasks, and runs n: a
Horlzon Creative Agency i [D Sprints Client: TechVenture Product Launch (pre v Sprint 2 (Current) « ED
(@) Dashboard Sprint 2 Oct 18— Nov 1, 2026  Cument 3 tasks - O steps T Close Sprint
nbox 1
& ntex D i @ Comms  Group: Satus | (St Nres +)
s
A
# Title Type Priority Assignes roject / Rur Scheduled Due Finafired (reac only & Edit
[ Playbe N PROGR! 3
(e).:Rains 12} | Build- Tas) In Progress Hig ;g‘:gm i Tec Daily Standup
& Pro 0 Emiy Roariguer: Done ; | @ What did we accomplish
[ Priya Patal: the tracking pixels go five together with the landing page or the Linkedin insight Tag in the
i Priya Pats tracking pixels go five toge o taom for inkedin Insigh h yesterday?
DD Serints | Design - Task Ty e - J:;ﬂes T "‘_' ¢ James finished two of the three ad sizes.
« Emily published the landing page draft for
G Teams [ Alsha Wililams: Could we ais0 get a vertical version for Instagram Stories? a 5-word headiing would be ideal there review:
R [ Tom 0'Brier:: the headiine options are in the brief. The short one fits the 3003250 banner best :
¢ Marcus confired the launch date with
|h  Reports o
Create--- Tash in Progress 5 g::h Gllent: TechVenture > TechVenture.
© Labels
o o @ What are we working on today?
Audit Logs fo Thurs
0 « James: the last ad size (160x600).
3 Organizatior * Emily: landing page fixes from the review.
* Priya: tracking pixels and UTM parameters.
%% Blockers & impediments
¢ The final copy for the email nurture
sequence is still missing. Tom sends it by
Thursday.
® Ssuppo

Next to the title is the planned length of the meeting. Type your notes in the editor: mention
someone with @ and link a task or document with #. Notes are saved automatically every minute;
choose Save now to save themright away. Everyone who opens the same sprint sees the same
notes.

The button with the panelicon at the top right hides the notes and shows them again.
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Record and transcribe the meeting

Choose Record above the notes.
Choose the language of the meeting, or leave Auto-detect.

Choose Record and allow your browser to use the microphone.

B Retrospective Notes ~

Sprint Retrospective

What went well?

= The strategy deck was approved in the first
round.

The positioning copy and the wireframes
were ready before their due dates.
“., What needs improvement?

+ Client feedback came in late twice, which

cost us two days on the wireframes.

* Too many status calls: the board should
answer most of these guestions.

When the meeting is over, choose Stop.

OKiDO transcribes the recording and adds a meeting report to the notes, under Meeting report.

Check it and change what you need.

While you record, the notes are read-only for everyone else. When the meeting runs longer than

planned, you hear a short beep.

Send the notes to the team

Choose Finalize & Email to Team below the notes.

OKiDO user guide - October 2026

19



Planning: milestones, sprints, reports

B Retrospective Notes ~

1
o natied ceac oty #ean
% Meeting report

Progress

+ Ad creatives: two of three sizes finished,
the last one tomorrow (James).

« Landing page: in review, waiting for the
tracking tags (Emily).

* Tracking tags: go live today after lunch
(Priya).

Blockers

* Final copy for the email sequence is still
missing.

Decisions

* The client review stays on Monday.

Action items
* Tom: send the final email copy by Thursday.
» Priya: add the tracking tags today.

* James: finish the last ad size tomorrow.

OKiDO emails the notes to the members of the project or team. The notes are now Finalized
(read-only). To change them later, choose Edit, then Re-finalize & Email to Team to send the
new version.
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Run a time report

Pick one of the six time reports, set its filters and read the results.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

The Reports page turns the time your teamlogs and the estimates on your tasks into six ready-
made reports. Use themto see where the hours go, how well your team estimates and whether a

sprint goes to plan. The reports cover the whole team, not only your own time.

Pick areport

1. Choose Reports in the sidebar.

2. Choose areporton the left.

#20KiDO

Horlzon Creative Agency ~

@ F @8 %D P

g

L

=
F
B
7

® C ¢

Report

Sprint Summary

Team Efficiency

Project Variance

Qs T focumen " fa) o
Reports
Preset time-tracking reports. Swap between presets in the sidebar
@ Sprint Summary Sprint 2
Execulive overview of one sprint 10/18/2026 — 11/1/2028 tioa
&1 Team Efficiency
Hours + billsble % ERTIMATED LOGGED COMPLETION VARIANCE THRESHOLD
16h 7.25h 0/2 20%
™ Project Variance i3
2 in progress, O remaining Lasks above this are flagge
Estimate vs actusl with scope-creep
I~ Bumdown Comparison TASK
Overlay the last N sprints
Task Assignee Status Est Actual
( Rescurce Utilization
Capacity (40h/wi] vs logged hours per Write April captions and hashtags Tom O"Brien In Progress Gh 3h -50.0%
antributor
Create April carousel graphics James Liu In Progress 10h 4.25h -57.0%
3= Estimation Accuracy
e it <y by complexity

All projects v

Sprint id (blank for Iatest)

20

Apply

What it shows

One sprint at a glance: estimated and logged hours, how many tasks
are done, and each task's estimate next to the time logged on it.

Per person: hours logged, the billable share and how close their time
came to the estimates.

Per project: estimated against actual hours, and the tasks that took
more than 50% longer than estimated.
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Report

Burndown
Comparison

Resource

Utilization

Estimation

Accuracy

Set the filters

What it shows

The burndown of your last sprints in one chart, with the velocity of

each sprint.

Per person: hours logged against a capacity of 40 hours a week, with
who has too much or too little work.

How close finished tasks came to their estimate, by task size, and

whether your team tends to estimate too high or too low.

Under the reports, each report shows only the filters it uses:

Date range: the first and last day to include.

Project: one project, or All projects.

Sprints to compare: how many recent sprints the burndown compares, up to 10.

Variance threshold %: how far a task may be off its estimate before itis flagged.

Include non-billable hours: clear it to count billable hours only.

The report updates as soon as you change a filter. Choose Apply to build it again with the latest

time entries.

20KiDO

Horizon Creative Agency

@ @8 %D e

g

Je

E

& C ¢

o

Q Search actoss documents, SOP: ins A
Reports
Preset time-tracking reports. Swap between presets in the sidebar
@ Sprint Summary OTAL HOURS BILLABLE CONTRIBUTORS
Executive overview of ona sprnt
' i 45.75h 38h 5
2, Team Efficiency 3% of tote
Houts + billable % + estimate accurscy
per contributor
PER CONTRIBUTOR
" Project Variance
Estirate s actunl with sncpe-ceen Name four Billable % Tasks uracy
James Liu 17.75h en—— 80.3% 2 +6.3%
|~ Burndown Comparison
Overlay the last N sprints Marcus Johnson 9,50 en— 100% 1 £5.0%
(¢ Resource Utilization Tom O'Brien 7.5h e— 100% 1 +6.3%
pacity {4 vs logged hours per
o Emily Rodriguez 6.75h em— 100% 1
2 EmtimaioniAcy Sy Sarah Chen 4.25h em— o% 1
FILTERS
[ Date ¢
mm /dd /yyyy (m] mm,/dd /yyyy (]
? Client: TechVenture Product Launch V]
Include noerbillabie hours
Apply
& Export CSV
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The Sprint Summary shows the current sprint of the project you choose, or the last finished one

when no sprint is running.

Read the results

Each report starts with its totals at the top, followed by a table. In Team Efficiency, for example, a
higher estimate accuracy percentage means the time logged was further off the estimates. In
Burndown Comparison, each line is one sprint: the steeper it falls, the faster that sprint's work was

BURNDOWN OVERLAY

SPRINT DETAILS

Sprint

Sprint 1

Sprint 2

Status
Completed

Active

f=0K|D° @ Search across documents, SOPs, tasks, a
Hovizon Creative Agency w R
eports
Preset time-tracking reports. Swap between presets in the sidebar
(@) Das rd
£ Int @ @ Sprint Summary
Executive overview of ang sprint
£ A
2, Team Efficiency
[0 Piaybook Hours ble % + estimate accuracy
per coi
Runs
@ o (" Project Variance
Estimate vs actual with scope-creep
[ Projects t ..I " i
Milesiones |~ Bumdown Comparison
Overtay the last N sprints
bD  Sprints
(& Resource Utilization
2 Teams Capactty {40h/wi} vs logged hours per
can
Ji Reports
L 3t Estimation Accuracy
© Lobels Completart task sccuracy by complesiy
O Audit Lo
il
@ Organizatior
Client: TechVenture Product Launch v
Sprints 10 compare
&
Apply
® Suppon
Ther % & B & Export CSV

Sprint progress (¢

Estimate

38nh

To take a reportinto a spreadsheet, see Exporta reportto CSV.
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28.25h

17.5h

Velocity

3 tasks

0 tasks

Compistion

100%
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Export a report to CSV

Download the report you are looking at as a CSV file for a spreadsheet or an invoice.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Every time report can go to a spreadsheet: exportitas a CSV file, with the same filters you see on

the page. Thatis handy for an invoice, a client update or your own calculations.

Export areport

1. Choose Reports in the sidebar and open the report. See Run a time report.

2. Setthe filters, for example a date range, one project and only billable hours (clear Include

non-billable hours).

#20KiDO

Horlzon Creative Agency

Playbook

Runs

Projects

@ F @8 %D P

Milestones

=

Sprints

Je

Reports

E

Labels

& C O

Organizatior

Reports

Preset time-tracking reports. Swap between

@ Sprint Summary

Executive ovenview of ane spr

2 Team Efficiency

Hours +

per cont

™ Project Variance

Estimate vs act

(& Rescurce Utilization

|~ Bumdewn Comparison
Overday the last N sp L

nt

able % + estimate accuracy

ih/wk] vs logged hours per

3= Estimation Accuracy

10/21/2026

groject
Client: TechVenture Product Launch V}
z Jinchusse no biatle ho

o, Export CSV

Apply

3. Choose Export CSV under the filters.
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presets in the sidebar

TOTAL HOURS BILLABLE
33h 33h
100 of 1
PER CONTRIBUTOR
Name Hours
James Liu 14,250 em—
Tom O'Brien T.5h en—
Emily Rodriguez 675N em—
Marcus Johnson 451 —

o

CONTRIBUTORS
4
Billable % Tasks
100% 2
100% 1
100% 1
100% 1

D
Jo

+6.3%

+6.3%

+55.0%
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@ Sprint Summal

Executive overview of one sprint

= o
2 Team Efficiency
Hours + billable % + estimate accuracy
per contributor

7 Project Variance
stimate vs actual wit

|~ Burndown Comparison

Overiay the last N sprints

& Resource Utilization
Capacity (40nwi) vs o
contributor

3% Estimation Accuracy
C eled-1ask accuracy by complexity

FILTERS
B Date range

10/07/2026 (=] 10/21/2026
Project

Client: TechVenture Product Launch v
] Inciude ron billable hours

Apoly

?& Export CSV ]

Your browser downloads the file, named after the report and today's date, for example report-

team-efficiency-2026-10-21.csv . It holds one line per row of the report's table, such as one line

per person or per task.

Openitin a spreadsheet such as Excel, Numbers or Google Sheets.
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CHAPTER 7

Teams and Smart Labels

Create ateam

Add people to ateam

Create a Smart Label

Add custom fields to a label
Organize labels into categories

See all tasks with a label

Read this chapter online

okido.io/en/docs/teams-labels

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Teams and Smart Labels

Create a team

Create a team to group people for assignments, project and Playbook access, and filters.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Ateam groups the people who work together, such as the creative team or account management.
Assign a task to a whole team, give a team access to a private project or a Playbook folder in one

go, and filter a project's tasks by team. Organization owners and admins create teams; everyone

can see them.

Create ateam

1. Choose Teams in the sidebar, then New Team.

:=OK|DO Q Search across documents, SOPs, tasks, and runs

Horlzon Creathe Agency v

Teams

Manage teams and organize members within your organization

o Digital & Strategy 5 o Account Management
A =)

A 2 members T —

Media planning, social media, and analytics Client relationships and project delivery

PlLA MIN

@ P @ 8 %0 B

E %8

& o O

o Creative Team
~

4 members

2. Enter the team name and, if you like, a Description of what the team does.

3. Choose Create Team.
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Create New Team
Team Name *

Video Production

Description

Shoots, edits and delivers video for campaigns and social media J

foree! @

The team appears first in the list, with no members yet. Next, add people to the team.

Rename or delete ateam

¢ To rename a team or change its description, click the team, choose Edit, make the change and
choose Save Changes.

* To delete a team, choose the menu button on its card, then Delete Team, and confirm with
Delete. This cannot be undone.

Teams are part of the STARTER, PRO and BUSINESS plans.
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Add people to a team

Add people to ateam as Member, Lead or Admin, change their team role and remove them
again.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Ateamis only as useful as the people init. Add everyone who works in the team, and mark who
leads it. Organization owners and admins can add and remove team members. Anyone in the
organization can be in several teams.

Add a person

1. Choose Teams in the sidebar and click the team.

Creative Team

Team Information

Design, copywriting, and creative strategy

-
l . X

Members (4} 8¢ Add Member

5 Sarah Chen LEAD @

E Emily Rodriguez
iy, @Horizan, de

; MEMEER 0]
"

3 James Liu e a
s iorkan dai

T Tom O'Brien

MEMEER |0
tom.o@horizon.dema

Choose Add Member.
Under Select User, choose the person.

Under Role, choose Member, Lead or Admin.

o B w DN

Choose Add to Team.
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Creative Team

Team Information & Edit

Design, copywriting, and creative strategy

Members (4) » Cancel

elect User
Aisha Williams v]

ole

Member -

Sarah Chen :
BRI =D @

Emily Rodriguer
emily rhorizon.deme

MEMBER (3]
MEMBER W

James Liu

Tom O'Brien
tom.o@horizon.demo

MEMBER

The person now appears in the team, with their role next to their name. Only people who are
already in your organization can be added: invite new people first.

Remove a person

1. Click the team.
2. Choose the bin next to the person.

3. Choose Remove.

The person leaves the team. They stay in the organization and keep the tasks assighed to them.

Change someone's team role

Ateamrole cannot be changed in place. Remove the person fromthe team, then add them again
with the new role.
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Create a Smart Label

Create a label with a name, color, category and description to put on tasks, documents and SOP

templates.

Available on: All plans |Who can do this: Owner, Admin

Labels mark what work is about, such as a client, a type of work or a deadline. One set of labels
serves the whole organization: put them on tasks, documents and SOP templates, and filter by
them. Labels in OKiDO are Smart Labels: besides a hame and a color, they can carry their own
fields, see Add custom fields to a label.

Organization owners and admins create and change labels. Everyone else sees them read-only.

Create alabel

1. Choose Labels in the sidebar.

iments, SOPs, tasks, and runs Q.

t20KiDO PR

Horlzon Creative Agency ~

Manage labels and custom field schemas for your organization

(G Dasnboare
& Inbox [2:]

P (' Client Work (3) ) External client deliverables 17 tasks 250Ps (&

] Show archived labels

m Playbook -_". Content ) Content creation and publishing 16 tasks - 250Ps (&
® FRuns -] Requires creative director appraval 6 tasks - 1S0P (B

[Q Projects ({© Desig Visual design deliverables otasks (4

@ Milestones

Ll Reports
© Labels

O Audit Logs
% Organizatior

Choose Create Label.

Enter a Name.

Choose a Category if you group your labels, or keep None (Other).
Add a Description that says when to use the label.

Pick a Color, or choose any color with the color field below the swatches.

N o o & w N

Choose Create Label.
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Teams and Smart Labels

Create Label

Create a new |abel with optional custom fields

ame *
? Photography ]

Category

None (Other) v

Description

Photo shoots, image selection and retouching

Color

e0 0000

Custom Fields + Add Field

No custom fields yet, Click "Add Field" to create one.

— @

The label appears on the Labels page, marked "Not used yet" until it is on a task, document or
SOP template. Two labels in the same category cannot have the same name.

Change alabel

1. Onthe Labels page, choose the pencil next to the label.

2. Change what you need, then choose Update Label.

The change shows everywhere the label is used. To stop using a label, archive it: see Organize
labels into categories.
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Add custom fields to a label
Give a label its own fields, such as text, an amount, a date or a choice, to fill in on every task that
carries the label.

Available on: All plans |Who can do this: Owner, Admin

A label can bring its own fields. Give the Client Work label a client name, a budget and whether the
work is billable, and every task with that label gets those fields to fill in. Organization owners and
admins set up the fields.

Add fields to a label

Choose Labels in the sidebar, then the pencil next to the label.
Under Custom Fields, choose Add Field. A new field opens.
Enter the Field Name.

Choose the Field Type, for example Text, Number, Currency, Date, Select (Dropdown) or
Checkbox.

Select Required field if the field must always be filled in. Add a placeholder or help textif it
helps people fill itin.

Repeat for each field, then choose Update Label.

1

Custom Fields + Add Field

i Client name (Text) * w i o]
i Budget [Curren v t 1 |

i Billable (Checisox ~ @

Field Name *

(= )

Field Type *

Checkbox ~

% Required field

Placeholder (Optional)

NV-1234

Help Text (Optional)

Helpful description for users

Click a field's name to open or close it. Use the arrows to change the order of the fields, and the
bin to remove one.

Offer a list of choices

For a Select (Dropdown) or Multi-Select field:
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1. Choose Add Option under Options.
2. Enter what people see in the first box, and the value to store in the second.

3. Repeat for each choice.

# Contract type (Seiect (Dropdown)) a1 i}
Field Name *

Contract type
Field Type *

Select (Dropdown) ~
(] Required field

Placeholder (Optional)
2. INV-1234
Help Text {Optional)

Helpful description for users

1

Options + Add Option

Retainer retainer 0]

One-off project [ project. ] 0]

For a number or an amount, you can also set the lowest and highest value. For text, set the shortest
and longest length.

Where the fields show up

On the Labels page, the label shows its number of fields. Every task that carries the label shows
the fields under Custom Fields in the task, where they save as you type. See Add Smart Labels to
a task.

Alabel field can also be required before a task enters a board column. See Add rules to a column.
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Organize labels into categories

Group labels into categories, put the categories in order and archive the labels you no longer
use.

Available on: All plans |Who can do this: Owner, Admin

As the number of labels grows, categories keep them easy to find: one for the type of work, one
for clients, one for brands. Labels are grouped by category on the Labels page and when
someone picks labels for a task. Organization owners and admins organize the labels.

Create a category

Choose Labels in the sidebar, then New category.

Enter the name and choose Create category.

New category

iroup related labels, such as Brands, Tools or Partners,

Mame *

[ Work type ]
i @

The category appears on the Labels page, still empty.

Put a label ina category

Choose the pencil next to the label.
Choose the Category.
Choose Update Label.

The label moves under its category. Labels without a category are listed under Other. Two labels
can have the same name when they are in different categories.

Put the categories inorder

Use the arrows next to a category's name to move it up or down.
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f20KiDO O Serc o dumerts, S0P, o, 00

Horlzon Creative Agency M Labels + New category

Manage labels and custom field schemas for your organization

Da i

e I 7] Show archived labels

&3 Inbox (23] , .

[0 Piaybook (€ Content ) Content creation and publishing ks 250ms @

@ Run ° { > Desigy ] Visual design deliverables & IS

[ Projec CLIENTS = /B

@ Miestone ofs [ T

CD Sprints B o

OTHER 3 inels without a category
Lt Reports ( Requires creative director approval " P B T
Last summer's sale campaigr " %

(& urgem Deadiine ) Hard external deadline approaching ¥ ©

Rename or delete a category

e Choose the pencil nextto a category's name to rename it.

* Choose the bin nextto a category's name, then Delete, to delete it. Its labels move to Other
and stay on their tasks and documents.

Archive a label

Archive a label you no longer use, such as last year's campaign.

1. Choose the archive button (the box) next to the label.

2. Choose Archive.

Archive Label

Are you Sure hive the label

rom active use

ot @

The label leaves the list and is no longer offered for new tasks and documents, but it stays where it
is already used. To see archived labels, select Show archived labels.

20257 This

existing assignments
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Tip: An archived label cannot be brought back from the app, and its name stays taken in its
category. Archive only labels you are done with.
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See all tasks with a label

Open a label's page to see every task that carries it, across all projects.

Available on: All plans | Who can do this: Everyone in the organization

Every label has its own page that brings together the tasks carrying it, from every project. Use it to
see all the design work in the agency, or everything for one client, in one place. Everyone in the
organization can open it.

Openalabel's page

The Labels page does not link to a label's page yet, so open it by its address: your OKiDO address
followed by /labels/ and the label's name in lowercase, with dashes instead of spaces. For
example, the page of the Design labelis at /labels/design . For a labelin a category, the
category's name comes first, as in /labels/work-type-design .

What the page shows

At the top are the label, its description, the number of items that carry it and the label's custom
fields, if it has any. Below is the list of tasks, each with its project, assignee, status and priority.

£20KiDO ( Search scross documents, SOPS, tasks, and runs Jaul}

Horizon Creative Agency ~

(@) Das 1
e °
%A
Custom Flelds
Pla
oy Format | (Draps Size (e Deadline
® Runs o
2
B Projects 2=|Tasks (19)
@ Milestones
Audit existing brand assets Done  High
Sprint
oo Project: Q1 Brand Refresh Campalgn = Assigned to: James Liu
[} I
~
Ll Reports Design new logo variations Done  High
Project; Q1 Brand Refresh Campalign = Assigned to: James Liu
Create color palette and typography system Done  High
Project; Q1 Brand Refresh Campalgn = Assigned to: James Liu
Design landing page wireframes Done  High
Project: Client: TechVenture Product Launch « Ass Enec t James Liu
Update website with new branding TobDo  High
Suppo
@ - Project: Q1 Brand Refresh Campaign = Assigned to: Emily Rodriguez
Ther % & 2
Design branded merchandise mockups ToDe Low

Click a task to open its project. Choose Back to Labels to go to the Labels page.

To put a label on a task, see Add Smart Labels to a task.
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CHAPTER 8

Playbook

Organize the Playbook with folders and processes
Give teams access to a folder

Write a document

Review and publish a document

Compare and restore document versions

Record your screen

Read this chapter online

okido.io/en/docs/playbook

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Organize the Playbook with folders and processes

Create folders and processes, rename and move them, and add documents, SOPs, recordings
and decision trees to a process.

Available on: All plans | Who can do this: Owner, Admin

The Playbook holds how your organization works. Folders group the areas of your work, such as
client operations. A process inside a folder describes one way of working, such as onboarding a
client, and holds its documents, SOP checklists, recordings and decision trees.

Only owners and admins can create, rename and move folders and processes.

Create afolder

Open the Playbook and choose New Folder.

Type the Folder Name. To decide right away which teams may work in it, add them under
Team Permissions (see Give teams access to a folder).

Choose Create Folder.

[ Create New Folder

a new lop-level folder 1o arganize your piaybook cor

older Name
Freelancer Network ]

Q) Team Permissions

Salect team... - View Only

e @

Add a process

Click the folder to open it, then choose Add below its contents.
Choose Process. You can also add a subfolder here (Folder) or a system.

Type the Process Name and choose Create.

Add documents, SOPs, recordings and decision trees

Click the process to open it, then choose Add below its items.

Choose what to add: a Document, an SOP Checklist, a Recording or a Decision Tree.
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+ Add to Process

Choosa what to add to "Freelancer Onboarding”

@ Document

Create a wikl-style document page

+— S0P Checklist

Create a standard operating procedure checklist

Recordin,
e ;
Add a video or screen recording

@ Decision Tree
Create a guided question flow

Cancel

OKiDO then opens the editor or the recorder for the new item. See Write a document, Record your

screen, Create an SOP template and Build a decision tree.

Rename and move

* To rename a folder or a process, right-click it and choose Rename. Type the new name and

choose Rename again.

 To move a folder into another folder, drag it onto that folder. Drag it just above or below
another folder to change the order instead.

* To move a process to another folder, drag it onto that folder. Drag it onto another process in
the same folder to change the order.

Jo

ﬂOKIDO Q Search acrass documents, SOPs, tasks
Horizon Creative Agency ~
Playbook
Your organization's structured knowledge base and processes

(@) Dashboard
& Inbox

~ [ Client Operations

= Al
35’ v [ Freelancer Network
[0 Playbook ¥ ing and
T Add
® Runs " ”
» LF Quarterly Business Review
[@ Projects 3 |¥ Client Onboarding
» L¥ Quality Review
Milestones
#» New Client Launch

LD Sprints + Add

» [ Content & Creative
22 Teams

» [ Intemal Operations
| “Repors » [ Vendor & Partner Management

O Labels
O Audit Logs
&

Organization
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Give teams access to a folder

Choose which teams can only read a Playbook folder and which can change what is in it.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Owners and admins can change everything in the Playbook. Other members can read it all, but they
can only change what their team has been given access to. Give the team that runs a process full
access to its folder, so they can keep its documents and SOPs up to date.

Only owners and admins can manage access.

Give ateam access

1. Open the Playbook, right-click the folder and choose Manage Access.

- i Search across ments, SOPs, tasks, ar 5 o
£20KiDO G Somch stossdoumens, 30 sk, o o
Horlzon Creative Agency
Playbook
Your organization's structured knowledge base and processes
(@) Dashboard
& Inbox @
= 3 [T Client Operations
s
& Content & Creative
[0 Piaybook > [ Internal Operations P
O Manage Access
» [ Vendor & Partner Management
® FRuns -] -
[ Projects
@ Milestones
6o s
3] ms
o
|.h  Repart
> Labels
O AuditLo
8 Og l
® Suepo
T C =}

2. Under Team, choose the team.
3. Under Role, choose View Only or Full Access.

4. Choose Grant.
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(O Team Access

Manage which teams can access "Client Operations”

Team Role

Select a team “ View Only « Grant

Teams with access (2

o Account Management a
™ 2 members

o
o, Greative Team View a
N 4 fsrrbes Only =

The teamis added to the list with its number of members. Repeat the steps for every team.
What the access means for the members of a team:

* View Only: they can open and read everything in the folder's processes.

* Full Access:they can also create and change documents, SOPs and decision trees there.

Someone in several teams gets the highest access of their teams.

Change or remove access

Open Manage Access again. In the list, choose another access for a team, or choose the bin next
to it to take its access away.

Tip: You can give access to a single process in the same way: right-click the process instead
of the folder. lts members then get the higher of the two.
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Write a document

Create a wiki-style document in a process and write it with the rich-text editor.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Documents hold the knowledge behind a process: guides, checklists, agendas, style rules. Write
them once in the Playbook, and everyone finds them next to the process they belong to.

Owners and admins can write documents everywhere. Other members need full access to the
folder through their team (see Give teams access to a folder).

Create a document

1. Open the Playbook, then the folder and the process the document belongs to.
2. Choose Add below the process, then Document.

3. Type the title at the top, where it says Document title....

4

. Write the document in the editor below. Use the toolbar for headings, lists, tables, images and
links. Type # and a few letters to link to a task, another document or an SOP.

5. Choose Create Document.

{30KiDO R T SR 2 8

Horlzon Creative Agency v ¢ Back / Playbook / New Document

=
o
=
o
=
]
@
(@]
=5
D
o
=
=
—
—
g

@ D
8 o
# Al Status: Draft 2 No reviewer ¢ f& Mo recurring review
b
[0 Playbo
® Runs 2] B I 5 ¢ W H H = I E W ¢ & BH- @ & =
D Proj
@ Miesiones Before the call
o * Send the agenda and the brand questionnaire two days ahead
Sprint
» Book 45 minutes and invite the account manager and the creative director
= i
During the call
LI Reports
+ Agree on the first deliverables and their dates.
Labels
© #Client Onboarding Guide
() Audit Logs
81 Organizatior
® sup
Then E A CI =

The document opens as readers see it. It starts as a draft: to have it checked and published, see
Review and publish a document.
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Change a document

1. Open the document and choose Edit.

2. Make your changes in the editor. You can change the title as well.

3. Choose Save.

:JOKIDO Q Search across documents, SOPs, tasks, and runs
Horlzon Creative Agency b & Back / Playbook / Client Operations / Client Onboarding
ashbos i i * Cancel
@ Dasnboard Kickoff Call Checklist @
£ Int [ 15] Version 1 by Marcus Johnson
.# A 3 + Add label
[0 Piaybook
Status:  Draft 2 Mo reviewer fi  No recurring review <7 Submit for Review
B I S ¢ W W H = 121 # o & BB - &
Before the call
o)
L L + Send the agenda and the brand questionnaire two days ahead
| Reports + Book 45 minutes and invite the account manager and the creative director
Labels .
©  Labels During the call
O Audit Logs ree on the first deliverables and their dates
@ Organizatior » | Share the recording of the call with the whole team afterwards
#Client Onboarding Guide
® Support
Tharn % & Q

Every save that changes the text adds a version to the document's history, so nothing is lost. See

Compare and restore document versions.
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Review and publish a document

Send a document for review, approve it, publish it for readers and set how often it must be
reviewed again.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Before a document becomes the way your organization works, someone checks it. A new
document is a draft. Once itis approved you publish it: from then on, readers see the published
version, while you can keep working on the next one.

The review bar at the top of the document shows its status and the next step. You see it when you
may edit the document.

Choose areviewer and a review cycle

Open the document. In the review bar, choose the reviewer where it says No reviewer.

Next to it, choose how often the document must be reviewed, for example Every 90 days.
The bar then shows the date of the next review.

Send it for review

Choose Submit for Review. The status changes to In Review, and the reviewer gets a notification.

3
Status:  Ovaft o Sarah Chen v ] fEl|  Every 80 days v ] Ne 18,2027 < Submit for Review

Approve it or ask for changes

The reviewer opens the document and reads it.

They choose Approve, then Confirm. If something has to change, they choose Request
Changes instead, and the document goes back to Draft.

Approve Document
This will mark the document as approved. You can then publist

— @

Anyone who may edit the document can approve it; the reviewer is the person who is asked to.

Publish it

Once the document is Approved, choose Publish, then Confirm.
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The bar now shows the published version, and the document is locked against changes. Members

who may only read the document see this published version.

«20KiDO
Horizon Creative Agency

(@) Dashboard
Inbox

Al

%=

Playbook

Runs

Projects

@ B

@
E

LD Sprints

22 Teams

| Reports

Labels

©
(O Audit Logs
9

Organizatior

e

Q) Search across documents, SOPs, tasks, and runs

& Back / Playbook / Client Operations / Quarterly Business Review

Client Feedback Survey Guide

Version 1 by Marcus Johnson
+ Add label

=4 2

& Unlock. T Deprecate

@ View Published

f&  Every 90 days

& Locked

D History

Back to Playbook

Send the feedback survey two weeks after every delivery. Keep it to five questions and always ask how likely the client is to

recommend us.

Jo

To work on a new version, choose Unlock and confirm. The document becomes a draft again, but

readers keep seeing the published version until you publish again. Until then the bar shows

Unpublished changes, and Compare shows what changed since the published version.
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Compare and restore document versions

Open a document's version history, compare a version with the current text and restore an older

one.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Every time someone saves a change to a document's text, OKiDO keeps the version before it. See

who changed what and when, and go back to an earlier version if a change was a mistake.

Open the version history

1. Open the document and choose History.

2. The Version History opens on the right, newest version first, with who saved each version and

when. The version you are reading is marked Current, the one readers see is marked
Published.

t30KiDO

Horlzon Creative Agency

(@) Dashboard
£ Inbox
3

[ Playbook
® FRuns

[D Projects
@ Miestones
DD Sprints

i Reports
© Labels

O Audi Logs
& Organizatc

3. Click a version to read it as it was. Choose Exit Preview to go back to the current text.

& Back Playbook Content & Creative / Content Publishing

Content Style Guide

1

@ et Bk t Pk

Version 3 by Sarah Chen

st

atus: Approved

# Add label

% No reviewer f& Mo recurring review H Deprecate

Content Style Guide

Voice & Tone

Our writing voice is confident, warm and clear. Write for the reader, not for the client's intermal team. Use

active voice and keep sentences under 20 words
Formatting Standards
Use sentence case for headings. Break content into scannable sections with H2/H3 headers. Include a

meta description (155 chars max) and 3-5 focus keywords per piece.

Image Guidelines

All images must be 1200x630px minimum for social sharing. Use brand colors for infographics. Alt text
is required on every image. Compress to WebP format for web.

Inclusive language

Use gender-neutral words, avoid idioms that do not translate well and describe people by what they do,

not by who they are.

Compare a version with the current text

Point at a version in the history and choose Compare. The comparison lists the text line by line:
lines that were added since that version are green, lines that were removed are red and struck

through.
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Compare Versions E'

Version 1 - Current (v3)
# Content Style Guide
## Voice & Tone

- it i ;i £ident el 4 | ledeeabl id
& Ee 1 BRE—aPE B &

s § o g £ i T
1arg 55 ) SEFY

+ Our writing voice is confident, warm and clear. Write for the reader, not for the client's internal team. Use active voice and kee

#4 Formatting Standards

Use sentence case for headings. Break content into scannable sections with H2/H3 headers. Include a meta description (155 chars ma

i Image Guidelines

All images must be 1268xG38px minimum for social sharing. Use brand colors for infographics. Alt text is required on every image.

#4 Inclusive language

+ Use gender-neutral words, avoid idioms that do not translate well and describe people by what they do, not by who they are.

Restore anolder version

1. Point at the version you want back and choose Restore.

2. Confirm with Restore.

The text of that version becomes the current text, as a new version. The versions in between stay
in the history, so you can always go forward again. A published document is locked: unlock it first
(see Review and publish a document).
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Record your screen

Record a video of your screen with your voice in a process and watch it back.

Available on: All plans | Who can do this: Everyone in the organization

Showing is often faster than writing. Record your screen while you talk someone through the work,
and keep the video in the process where people look for it.

Record a video

1. Open the Playbook, then the folder and the process the recording belongs to.

2. Choose Add below the process, then Recording.

3. Leave Microphone Audio on to record your voice, and choose your microphone if you have
more than one.

4. Choose Start Recording. Your browser asks which screen, window or tab to share: choose
one and confirm.

Create Screen Recording
Record y screen for Client Onboarding

Screen Share
You'll be asked to select which scroen or window to record

g, Microphone Audio

Salect Microphone

(]

Built-in microphone w

sl @

5. After a countdown of three seconds the recording starts, and the window shows what is being
recorded. Choose Pause if you need a moment, and Stop Recording when you are done.
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Recording...

& REC 0:05

Lo | )

Watch the preview. Give the recording a title, add a description if you like and choose Save
Recording. Not happy with it? Choose Re-record to start again.

The recording is now listed under the process, with a red video icon.

Watch arecording

Click the recording in the Playbook. It opens with its player, how long it is, who recorded it and
when.

- . -
£20KiDO QS cross s, 509, e, Q" A
Horlzon Creative Agency v ;

« How we run the kickoff call

Client Onboarding
i 4+ Add labe!
& it [ 15 ] 0— - -
o {20KiDO o oA
M Pa
® Runs 2] Client Onboarding Guide @ e DMy Gack o Mook
o ! =
® e -
Db Sprint * -
™ Client Onboarding Guide
L Repon " Kickoff Meeting Agenda
0 HtLog Brand Asset Collection
Project Setup
Create project workspace, shared drive folders, Slack chi Ll nd project board. Upload all received assets and tag them by
|

® suw
] 1, =1
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Tip: To explain a single task, record a briefing on the task itself. See Attach files and record a
briefing.
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CHAPTER 9

SOPs and runs

Create an SOP template

Add checklists, files and variables to steps
Add an approval gate to a step

Assign steps to teams and Al agents

Start a run

Complete the steps of a run

Approve a step inarun

Track and manage runs

Schedule a recurring run

Share a run with a customer

Read this chapter online

okido.io/en/docs/sops-runs

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Create an SOP template

Create an SOP checklist in a Playbook process, add its steps and publish a version your team
canrun.

Available on: All plans |Who can do this: Owner, Admin

An SOP template is the checklist for work your team does again and again, such as onboarding a
client or wrapping up a campaign. You create itinside a process of your Playbook, add its steps
once, and fromthen on anyone can start a run fromiit.

Only owners and admins can create SOP templates.

Create the template

1. Open Playbook, then open the folder and the process the SOP belongs to.
2. Under the process, choose Add, then SOP Checklist.

+ Add to Process
Choosa what 1o add to "Social Media Campaigns

@ Document
reate a wiki-style document page

~— SOP Checklist
¥= Create a standard operating procedure checklist

Recording

Add a video or screen recordin

® Decision Tree

Create a guided question fiow

Cancel

3. Enter a name under SOP Name and choose Create SOP.

The new SOP template opens in the editor. It has no steps yet.

Add the steps

1. Choose Add Step. The new step appears in the list on the left and opens on the right.

2. Replace the title under Step Title with what the step is about. Add a short Description if it
helps, and detailed instructions under Rich Content.

3. Repeatfor every step, in the order people should do them.

OKiDO user guide - October 2026 154



SOPs and runs

i20KiDO

Horlzon Creative Agency ~ & Back 1o Playbook

Campaign Wrap-up Checklist

ent & Creative — Media Campaigns

vi 3 steps

+ Add label

Al {} © vari s

E® 8 %D B

( Search across documents, SOPs, tasks, and

ep Title
TCollect the final campaign metrics

Description

Export reach, engagement and conversions from every channel

aybood

Runs (-]

5 + Add Step Rich Content
)jects

Fess B I 5 © Hi  Hz Ha = E = 00 > & BB - ()
@ Milestons # 1 Collect the final campaign metrics
C> Serints
= 2. Archive the campaign assets @}
o N
2l
= 3. Send the results report to the client B
|y Reports
Labels :
Q &, Publish New Version
QO Aud
2 Organizatior
Attachments & Links X, Upload File

Assign to Team

& Mo team assigned

Al Apent.

¢@ Link Document.

You don't have to save: your changes are saved a moment after you stop typing. To edit a step

later, selectitin the list.

Publish a version

When the steps are ready, choose Publish New Version at the bottom of the step list.

& Back to Playbook

Campaign Wrap-up Checklist

nent & Crestive — Social Media Campaigns
@ e

+ Add label

{} O variables

+ Add Step
i 1. Collect the final campaign metrics 0§
i 2. Archive the campaign assets &

iz 3. Send the results report to the client ®

? &, Publish New Version ]
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The version number under the name goes up by one. Each run shows the version of the template it
was started from, so you can tell which runs started before a change.

Next, add checklists, files and variables to the steps or start a run.
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Add checklists, files and variables to steps

Give the steps of an SOP checklist items, files and linked documents, and add variables that
people fill in during a run.

Available on: All plans | Who can do this: Everyone in the organization

A step often needs more than a title: a few things to tick off, the file or guide people work from, and
the details that change every time, such as the client's name. You add them once in the SOP
template, and every run started from it gets them.

Owners and admins can edit every SOP template. Members can edit an SOP template when their
team has edit access to its process; otherwise they see it read-only.

Add checklist items

1. Open the SOP template fromthe Playbook and select a step in the list on the left.
2. Under Checklist Items, choose Add Item and type the item.
3. Tick Required next to the items that must be ticked before the step can be completed.

4. Repeat for the other items.

1
Checklist tems + Add Item

[%f Use the branded welcome email template %Uqulmd 0]
[  Include the kickoff meeting link I3 Required 17
E ud ichoff g a &

[¥i Copy the account manager [[] Required i

The list of steps shows how many checklist items a step has. In a run, the step can only be marked
complete once its required items are ticked.

Attach files and link documents
Under Attachments & Links:

e Choose Upload File to attach a file from your computer.

e Choose Link Document and pick a document of the same process to link a Playbook page.

Attachments & Links , Upload File @ Link Document

& Welcome email template. pdf x

[ Client Onboarding Guide x

The file and the document are listed under the step, so whoever edits the SOP finds themin one
place.

OKiDO user guide - October 2026 157



SOPs and runs

Add variables

Variables are the details people fillin when they run the SOP, such as a client's name or a kickoff
date. You define them once for the whole template and place them in the text of any step.

1. Under the name of the template, choose the number of variables (for example "0 variables").

2. Choose Add Variable, enter a Name such as CLIENT_NAME and pick a Type, such as Text or
Date.

3. Choose Create Variable. Repeat for each variable, then close the window.

{} Variable Definitions
Define variables that users fill in when running this SOP. Use {{variable}} in step conten
nsert then

# CLIENT_NAME Tax Edit &

# KICKOFF_DATE pate Edit [

T + Add Variable ]

4. Selecta step and click in its Rich Content where the value should go. Type {{, then pick the
variable from the list.

The variable appears as a purple label in the text. During a run it becomes a field: what someone
fills in there is used everywhere the same variable appears. See Complete the steps of a run.
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Add an approval gate to a step

Make a step of an SOP wait for approval from the people you choose before the run can go on.

Available on: All plans | Who can do this: Everyone in the organization

Some steps need a sign-off, such as the final check before a deliverable goes to the client. An
approval gate makes that step wait until enough of the chosen approvers approve it. Until then, the
steps after it stay locked.

Owners and admins can edit every SOP template. Members can edit an SOP template when their
team has edit access to its process.

Turnonthe gate

1. Open the SOP template fromthe Playbook and select the step that needs approval.
2. Tick Approval Gate.

Required Step (T} Must be completed to proceed

[Approval Gate () Reguires spproval to complet
@ Gotes are enforced: the step completes only after the real pprovals, and later steps stay locke
Approvers

] Alsha Williams
| Emily Rodriguez
[] James Liu
] Leo Martins
] Marcus Johnson

7] Mia Novak
Required Approvals
Lt

mber of approvals needed to complete this step

The step now shows a Gate label in the list of steps.

Choose the approvers

1. Under Approvers, tick the people who may approve the step.

2. Under Required Approvals, enter how many of them have to approve. With two approvers
and 1required approval, either of them can give the sign-off.
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£ FUPTUYET Gate (7 REGUIGS SOpIOVET 16 compieta

[ Gates are enforced
selected, the step’

e, its team of an admin can approve.

iep completes only after the required approvals, and later steps stay locked until then

'With no approvers

Marcus Johnson
] Mia Novak

[[] Nina Kowalski
(] Priva Patel
Sarah Chen

[] Tom O'Brien

quired Approvals
of 2
AL
approvers
TIUMBET o BOnrovats Meeged 10 complete T Sien
L intemal Onlv_&_Hiddeo fom nublic oin foks

Your changes are saved automatically. Every run started from the template from now on waits at this

step until it has enough approvals. If you choose no approvers, the step's assignee, its teamor an

admin can approve it.

To learn how approvers decide, see Approve a step in a run.
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Assign steps to teams and Al agents

Decide who does each step of an SOP: a team, or an Al agent that carries the step out on its
own.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

Each step of an SOP template can say who does it. Give a step to a team, and it lands with
someone of thatteamin every run. Give it to an Al agent, and the agent does the step by itself
when a run gets there, such as a QA agent that checks a deliverable for accessibility.

To change a template you need permission to edit it: owners and admins always have it, members

when their team has full access to the folder (see Give teams access to a folder).

Give asteptoateam

1. Open the SOP template and choose the step in the list on the left.

2. Under Assign to Team, choose the team.

ssign to Team
=& Account Management v ]
When & run s created, ste

o will be Bssigned 10 the first member of this team

The change is saved a moment later. When a run is created, the step is assigned to the first
member of the team. Choose No team assigned to take the team off the step again.

Give a step to an Al agent

1. Choose the step in the list on the left.
2. Under Al Agent, choose the agent.
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20KiDO

Horlzon Creative Agency ~

Organizatior

Q) Search across documents, SOPs, tasks, and

& Back to Playbook

Deliverable QA Checklist
Cilent Operations — Quality Review

vi  Esteps

+ Add label

{} O variables

+ Add Step

& 1. Review scope compliance 0]
Required

i 2. Check formatting 0]
Required

= 3. Technical accuracy check ]
Required

i 4. Test functionality B
Required

= 5. Cross-browser/device check o
Required

s 16. Accessibility review ®
e

7. Document findings ®
Required

3. Verity completion criteria are met betore marking as done.

Key Considerations

* Ensure all stakehelders have been notified before proceeding.
+ Document any deviations or exceptions encountered.

+ Escalate blockers immediately to the team lead.

I Tip: Venly deliverable meets accessibilily standards.

Attachments & Links 1, Upload File

Mo attachments yet. Upload files or link documentation pages.

Assign to Team
&, Creative Team

When a run is croat 1o the first member of this team

Al Agent

¢@ Link Document

@aa-checker — OA Checker

4

AEEnt WAl 1250 ThE SIER INSTUCTONS 50 ERECULE AUDMELCANy OUrng & rn

Checklist tems

No checklist items yet. Add some 1o Bulde run executors.
Required Step (7)) Must be completed to proceed
| Approval Gate [5) Requires approvisl 1o complete
[0 Intemal Only @ Hiaden Ir blic: un links

+ Add ltem

The step gets an Al label in the list. In a run, the agent reads the step's instructions and carries the

step out on its own. Choose No agent assigned to give the step back to people.

Tip: Write clear instructions in the step for an agent: it follows them as written. See Create an

SOP template.
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Startarun

Start a run from an SOP template with its own name, priority and due date, and fill in its variables
right away.

Available on: All plans | Who can do this: Everyone in the organization

Arun is one pass through an SOP template, for example the onboarding of one new client. It gets
its own copy of the template's steps, so your team can work through them while the template stays
asitis.

Start arun

1. Open the SOP template in the Playbook. (On the Runs page, Create Run takes you there too.)
2. Choose Start Run.

3. Under Run Name, replace the suggested name with one you will recognize, such as the
client's name.

4. Choose a Priority and, if the run has a deadline, a Due Date.

[> Start New Run

Create a new run from Client Onboarding Checklist w1

un Name

Onboarding: Northwind Bakery ]
Priority Due Date

High - 11/11/2026 =] ]

{} Pre-fill Variables (optional, can atso be filled during the rur

CLIENT NAME Text Enter client_name--

KICKOFF_DATE Date Enter kickoff_date--

(] £ Repeat this run on a schedule

Itomatically on a recusring cadence (e.g. a daily SOP or & monthly repor)

(] & Enable public link for external participants
Senerate a shareabie link so people outside your org can access this rur

e n

5. If the template has variables, fill in the ones you already know under Pre-fill Variables. Leave
the others empty: they can be filled in during the run.

{} Pre-fill Variables (optional, can ateo be filied during the run!
CLIENT_NAME Test i Northwind Bakery ]
KICKOFF_DATE Date Enter kickofl_date:

6. Choose Start Run.
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The run opens with all the steps of the template. The values you filled in already show in the step
text.

80KiDO @ Search across documents, SOPs, tasks, and runs a' s
Horizon Creative Agency ~ < All Runs &
Send welcome email
Onboarding: Northwind Bakery
@ Dashboard Send branded welcome email with next steps and meeting link.
NOT STARTED  ~ [ HigH ~
& Inbox
. «f Share Run
Lo Send welcome email
= 0% complete (0/10 steps
[0 Paybaok nd branded welcome email with next steps and meeting link]Northwind Bakery
aybool
KICKOFF_DATE ]
@ Runs ’ O 1. Send welcome email
Cq Projects 0of3  Required Instructions
@ 1. Review the requirements for this step before starting.
Milestones : kickoff meeting
‘ l 2. Follow the guidelines outlined in the relevant documentation.
L Serints 3. Verify completion criteria are met before marking as done.
2 Teams 0 3. Collect brand assets - :
2 : Key Considerations
Reatliree
i Reparts + Ensure all stakeholders have been notified before proceeding.
. + Document any devistions or exceptions encountered.
+ Escalate blockers immediately to the team lead.
I Tip: Send branded welcome emaill with next steps and meeting link.
ete discovery questionnaire
Checklist
6. Create project plan
equired O use the branded welcome email template *
[J Include the kickoff meeting link *
@ Support
] Copy the account manager
Theme e & 3

1. B. Deliver first artifact

You find the run on the Runs page, under SOP Runs.

Tip: In the same window you can make the run repeat on a schedule or share it with a
customer.
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Complete the steps of arun

Work through a run step by step: fill in its fields, tick its checklist and mark each step complete.

Available on: All plans | Who can do this: Everyone in the organization

Arun lists its steps on the left. Select a step to see its instructions, fields and checklist on the right,
and work through the steps fromtop to bottom.

Openthe run

Go to Runs and select the run.

='=OK|D° Q Seatch across documents, SOPs, tasks, and runs

Horlzon Creative Agency ~ < All Runs

Onboarding: Lakeside Dental

@ NOT STARTED  ~ I HiGH ~
(=
o o2 Share Run
S A
& ?‘J':\ complete (0/10 steps
[0 Piaybook
® FRuns o (O 1. Send welcome email
0of3  Requirsd
[ Projects i
il neetin
(k)]
o)
- ne
L'I. Reports
project w
1 t
-
® supoo
Ther & & g

Send welcome email

Send branded welcome email with next steps and meeling link.

Send welcome email
Send branded welcome email with next steps and meeting link.

CLIENT_NAME

KICKOFF_DATE

Instructions

1. Review the requirements for this step before starting.
2. Follow the guidelines outlined in the relevant documentation.

3. Verify completion criteria are met before marking as done.

Key Considerations
= Ensure all stakeholders have been notified before proceeding.
+ Document any deviations or exceptions encountered.

+ Escalate blockers immediately to the team lead.

! Tip: Send branded welcome email with next steps and meeling link.

Checklist
[ Use the branded welcome email template *
[ Include the kickoff meeting link *

Ml Pamis thn amamimt avanamas

The run opens at the first step that is not done yet. Above the steps you see how far the runis. A

lock in front of a step means it has to wait: the required steps above it come first.

Work through a step

1. Fillin the fields in the step text, such as the client's name or a date. What you enter is saved

right away.

2. Tick the items under Checklist as you do them. ltems with a red star are required.
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20KiDO

Horlzon Creative Agency

%

Playbook

Runs

E ® 8

Projects

Milestones

®

LD Sprints

|y Reports

® Ssuppont

Theme &

Q) Search across documents, SOPs, tasks, and runs

& All Runs

Onboarding: Lakeside Dental

NOT STARTED v I HIGH ~

«f Share Run

o O 1. Send welcome email

303 Required

B. Deliver first artifact

3. Choose Mark as Complete.

The step now shows Completed, with the date, the time and your name. The progress goes up

and the next step unlocks.

Horlzon Creative Agency

B> Serints

2 Teams

i Reparts

® Support

~

Theme ¢ & o

Send welcome email

Jo

Send branded welcome email with next steps and meeting link. Lakeside Dental

2026-10-28

Instructions

1. Review the requirements for this step before starting.

2. Follow the guidelines outlined in the relevant documentation.

3. Verify completion criteria are met before marking as done.

Key Considerations

= Ensure all stakeholders have been notified before proceeding.

* Document any deviations or exceptions encountered.

* Escalate blockers immediately to the team lead.

i Tip: Send branded welcome email with next steps and meeting fink

Checklist

B Ysethebranded-welcon wait-template &

Q Search across documents, SOPs, tasks, and runs

& All Runs
Onboarding: Lakeside Dental

NOT STARTED  ~ H HIGH ~

«f Share Run

10% complete {1/10 steps)
-

@ 1. Send welcome email

30f3  Required

O 2. Schedule kickoff meeting
Required

DU URGHIUGU ISILUIEG GG W1 §IGAL SUSERS G110 TEICTU I 11

Send welcome email

Send branded welcome email with next steps and meeting link. Lakeside Dental 2026-10-28

Instructions

1. Review the requirements for this step before starting.

2. Follow the guidelines outlined in the relevant documentation.

3. Verify completion criteria are met before marking as done.

Key Considerations

= Ensure all stakeholders have been notified before proceeding.

« Document any deviations or exceptions encountered.

= Escalate blockers immediately to the team lead

I Tip: Send bra

Checklist

Btanded-welcome-emai-tempts

inchide-the-kichoff-rmeeting-tink +

Eopy-the-account-manager

Assigned 1o team: Account Management

nded welcome email with next steps and meeting fink.

Jo

@ Completed
10/21/2026, 6:33:30 PM by Nina Kowalski

Mark as Complete stays unavailable while a required checklist itemis not ticked or a required step
above is not done yet. A step with an approval gate completes through its approvers instead, see
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Approve a step in a run.

When the last step is done, the run is completed.
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Approve a stepinarun

Approve, reject or request changes on a run step that waits for your approval, so the run can go
on.

Available on: All plans | Who can do this: Everyone in the organization

A step with an approval gate waits for its approvers. Until enough of them approve, nobody can
mark the step complete and the steps after it stay locked. To set up such a step, see Add an
approval gate to a step.

See what a run waits for

When a run reaches a step with a gate, its approvers get a notification in their Inbox, under
Approvals Pending.

Everyone can see on the run what it waits for. In the list of steps, the step shows how many
approvals it has and needs. Select the step to see who can approve it and the decisions so far.

. L]
20KiDO ) Search acrass documents, SOPs, tasks, and runs o A
Hosrlzon Creathve Agency A QA: TechVenture landing page Approve or rEject

NOT STARTED ~ ~ F HIGH ~
Mark deliverable as approved or retumn with revision requirements.
@ «& Share Run
BR% complete (7 /8 steps *
mplete " Approve or reject
Mark deliverable as approved or return with revision requirements.
@ 1. Review scope compliance
© Requied Instructions
1. Review the requirements for this step before starting.
(%) 2. Check formatting 2. Follow the guidelines outlined in the relevant documentation.
Figyowe, 3. Verify completion criteria are met before marking as done.
CD Sprints o y
3. Technical accuracy check Key Considerations
2, Teams fieguired + Ensure all stakeholders have been notified before proceeding.
Ll Reports * Document any deviations or exceptions encountered.
@ 4. Test functionality N
= Escalate blockers immediately to the team lead,
Reguired
I Tip: Mark deliverable as approved or return with revision requirements.
@ 5. Cross-browser/device check
Required Assigned to team: Creative Team
@ 6. Accessibility review @ Meeds approval (0 of 1)
Required
ide
@ 7. Document findings
Required
® Supoo
Ther & & O

Approve, reject or request changes
Only the approvers of a step can decide.

1. Open the run and select the step that waits for your approval.

2. Add a note if you like.
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3. Choose Approve, Request changes or Reject.

] Meeds approval (O of 1)
\pprovers: Sarah Chen, Marcus Johnson
Decisions

Marcus Johnson (ISR B 107212026, 6:32:20 PN

The hero image still shows last year's logo.

Logo is fixed. Ready for the client.

When the step has enough approvals, it completes on its own and the next steps unlock. If it was
the last open step, the run is completed as well.

Request changes and Reject keep the step waiting. Your decision and note show on the step,
and the person who started the run gets a notification. Changed your mind? Choose another button:
your new decision replaces the old one.
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Track and manage runs

Find runs by status, change a run's status or priority, and cancel or delete runs you no longer
need.

Available on: All plans | Who can do this: Everyone in the organization

All runs of your organization are on the Runs page. There you see at a glance which runs are
under way, which are stuck and which are done.

Find arun

1. In the menu on the left, choose Runs. The SOP Runs tab shows every run as a card, with its
status, the template and version it was started from, who started it, its number of steps and its

due date.
ﬂOKIDO Q Search across documents, SOPs, tasks, and runs o' g
Horlzon Creative Agency v
Runs S
Execute and track SOP checklists and systems
@ Da: hoard s : ?
& Int (] o System Runs
Foa
B v]
[ Piagbaok
o 1]
©® Runs () Vendar review: NOTSTARTED () Onboarding: Harbor NOTSTARTED (3] Q1 QBR: GreenLeaf Organics
[ Prscta PrintWorks Coffee Roasters Template: Client QBR Pracess vi
Template: Vendor Evaluation Process v1 Template: Client Onboarding Checklist v1 Mareus Johnsor 8 steps
LD Serints
@ o
2, Teams Campaign: Spring Collection Onboarding: Northwind NOT STARTED (3] Onboarding: Brightwater ~ NOTSTARTED  [i]
L Repons Launch Bakery Hotels
Te 2: Client Onboarding Checklist v1 Template: Client Onboarding Checklist v1
e Hi Ma 10 step
D 1 11/20:
or
Weekly blog post (2026-  woTsmmiED  [§ Onboarding: Lakeside Dental QA: TechVenture landing page RS
10-21) Template: Cllent Onboarding Checklist vi Template: Deliverable QA Checklist vi
Template: Content Publishing Workdiow v1 10 steps James Liu 8 steps
Emily Rodriguez 8 steps
® Suppon o
Client Onboarding Checklist Q2 QBR: TechVenture NOT STARTED. (3] QA: Luxury Hotels NOTSTARTED  []
Theme = & B (New Client Launch:--+ Inc. Website Mockups
Template: Client Onboarding Chechlist v Template: Client QBR Process v1 Template: Deliverable QA Checklist v1

2. To see only runs with a certain status, choose itin the list above the cards, for example
Blocked.
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==OK|D° (Q Search across documents, SOPs, tasks, and runs 0 2
Horlzon Creative Agency ~

Runs

Execute and track SOP checklists and systems
(@ Das rd 25 : >
£ Inbox [20] ® SOPRuns o System Runs
ﬁ“?’ A

| Blocked v]
[0 Playbook
® FRuns (5] Campaign: Spring Collection
[ Projects Latnch

ate: Campaign Launch Checklist vl
Milestone

b> Sprints
2 Teams
|l Reports
© Labels
O Audt Logs
£ Organizatior
® Suppo
Ther % &

Select a card to open the run.

Change the status or the priority

The person who started a run can change its status and priority, and so can owners and admins.
Everyone else sees them without a menu.

1. Open the run.

2. Choose the status under the run's name, and pick what to do:
e Start Run for a run that has not started yet,

* Mark Blocked when the run is stuck, then Resume Run to carry on,

* Complete Run to finish it.
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D0OKiDO O Search acrass documerits; SOPs, tasks, and nins (a¥g

Horlzon Creative Agency ~ & All Runs

Send welcome email

Onboarding: Harbor Coffee Roasters

—_— = Send branded welcome email with next steps and meeting link.
LT

Send welcome email

/4 Mark Blocked

& ok Send branded welcome email with next steps and meeting link.
mplete Run

CLIENT_NAME

[ ] @ Cancel Run mail
KICKOFF_DATE
© neetir 5
Instructions
Sprints
Lo Spr 1. Review the requirements for this step before starting.
22 Teams £ 3. Collect brand assets 2. Follow the guidelines outlined in the relevant documentation.
o Resort Requined 3. Verify completion criteria are met before marking as done.
LI Reports
© Lavels 4. Set up project workspace Key Considerations
0 » * Ensure all stakeholders have been notified before proceeding.
udit Logs
= Document any deviations or exceptions encountered.
£ Organizatior £y 5. Complate discovery questionnaire « Escalate blockers immediately to the team lead.
I Tip: Send branded welcome email with next steps and meeting fink.
Checklist
® Suppon G - Intemalteam brefing [ Use the branded welcome email template *
Thaiiis % & o [} Include the kickoff meeting link *
B. Deliver first artifact

[C1_Pamitha annaunt manadee

3. To change the priority, choose the priority next to the status and pick another one.

Cancel or delete arun

Jo

* To stop arun you no longer need, open it, choose its status, then Cancel Run. The run keeps

its history and shows as cancelled; its steps can no longer be completed.

* Owners and admins can delete a run that has not started. On the Runs page, choose Delete
run (the bin on the run's card), then Delete Run. This cannot be undone.
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Schedule a recurring run

Let runs of an SOP start by themselves on a schedule, such as every Monday.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

For work on a fixed rhythm, such as a weekly content plan or a monthly report, OKiDO can start the
runs for you. You set up the schedule once, when you start a run.

Recurring runs are available on the Starter, Pro and Business plans.

Set up the schedule

1. Openthe SOP template in the Playbook and choose Start Run.

2. Enter the Run Name and choose the Priority. Every run the schedule starts gets this name,
followed by its date.

3. Tick Repeat this run on a schedule.

7

«
%3 Repeat this run on a schedule
Spawn nuns automatically on & recurring

4. Under Schedule, pick one of the suggestions below the field, or type your own schedule the
same way, in English.

5. If the schedule should start later or stop on a certain day, fill in Start Date and End Date
(optional).

6. Check the dates under Next occurrences: these are the next days a run starts.

o
Mon, Mov 9, 2026

Mon, Nov 16, 2026
Mon, MNov 23, 2026
Maon, Nov 30, 2026

7. To start the first run right away as well, tick Also start a run now.

8. Choose Schedule.

From now on, a new run starts on every date of the schedule, with the priority you chose. If you
ticked Also start a run now, the first run opens right away.
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Share a run with a customer
Give people outside your organization a link to follow and complete a run, with an optional
password and end date.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Some runs involve people outside your team, such as a client who has to send their logo files
during onboarding. Share the run with a public link: they can follow its progress and complete steps
without an OKiDO account.

Only owners and admins can share a run. Public run links are available on the Starter, Pro and
Business plans.

Keep internal steps out of the link

Steps that are only for your team, such as an internal briefing, can be hidden from the link. Do this in
the SOP template, before you start the run:

1. Openthe SOP template and select the step.
2. Tick Internal Only.

The step gets an Internal label in the list of steps. Runs started from the template from now on
leave this step out of their public link.

Share the run

1. Openthe run and choose Share Run.
2. To protect the link, tick Password Protection and enter a password.

3. To make the link stop working at a certain moment, tick Expiration Date and choose the date
and time.

Share Run: Onboarding: Brightwater Hotels

Public Access

Enable public access to allow external users to view and complete this run without Signing in.

% & Password Protection

Require a password to access the run

% B Expiration Date
Set when the public link st

should expire

[ B/ 20/20286, 05:00 PM (] ]

fore m

4. Choose Enable Public Access.
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5. Choose Copy and send the link to your customer, with the password if you set one.

Share Run: Onboarding: Brightwater Hotels =

«® Public Access Enabled

Anyone with this link can view and interact with this run.

nctp:/r‘lucalnust:3129r‘puDlic/runs/ezfmlf?aus?ﬁzf&?m? IE| Copy ]

Public Link Status
Link is active and accessible to anyone

Dizable Public Access

What your customer sees

When your customer opens the link, they enter the password (if you set one), then their name and
email address, and agree to the terms. They then see the run with its progress and all its steps

except the internal ones. They can tick checklist items and mark steps as complete, just like your
team.

Onboarding: Brightwater Hotels

Client Onboarding Checklist]* Guest:

Progress. .
6% Send welcome email

COmpINES ) Send branded welcome email with next steps and meeting link

O 1. Send welcome email

Send welcome email

Send branded welcome emall with next steps and meeting link.
CLIENT_NAME
KICKOFF_DATE

Instructions

Complete discovery questionnaire 1. Review the reguirements for this step before starting.
2. Follow the guidelines outlined in the relevant documentation.

eate project plar 3. Verify completion criteria are met before marking as done.

Key Considerations

* Ensure all stakeholders have been notified before proceeding.
8. Collect feedback + Document any deviations or exceptions encountered.
« Escalate blockers immediately to the team lead.

9. Close onboarding I Tip: Send branded welcome emalf with next steps and meeting link.

Checklist
[T Use the branded welcome email template *

[ Include the kickoff meeting link *

Steps your customer completes show their name in the run.

Turn the link off

Open the run, choose Share Run, then Disable Public Access, and confirm with Disable. The link
stops working right away.
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CHAPTER 10

Systems and decision trees

Build a system

Run a system

Build a decision tree
Run a decision tree

Answer a decision tree for a running system

Read this chapter online

okido.io/en/docs/systems-decision-trees

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Systems and decision trees

Build a system

Chain SOP checklists, approvals, tasks and decision trees into one flow that OKiDO runs step by
step.

Available on: All plans |Who can do this: Owner, Admin

A system links the parts of a bigger process into one flow, for example a client onboarding: first the
onboarding checklist, then the creative director's sign-off, then the kickoff call. When you run it,
OKiDO starts each step as soon as the step before itis done. You build a system once on a canvas,
check it and publish it.

Only owners and admins can publish a system.

Create a system

1. Inthe menu on the left, choose Playbook and open the folder the system belongs in.
2. Choose Add at the end of the folder, then System.

3. Enter a Name and, if you like, a Description.

Create System

Mame

Deliverable Handover

Description

Check the deliverables. get the creative director's sign-off,

then send them to the cllent.
s @

4. Choose Create System.

The editor opens, with a Start node on the canvas.

Add and connect the steps

1. Inthe Node Palette on the left, choose a node to add it to the canvas, for example SOP,
Approval and Task. Add an End node too: every system needs one.

2. Drag the nodes into the order they run in, fromtop to bottom.

3. Drag fromthe dot at the bottom of a node to the dot at the top of the node that comes next.
Start at the Start node and end at the End node.

The buttons in the lower-left corner of the canvas zoom in and out, or fit the whole system on the
screen.
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Set up each step

1. Selecta node on the canvas. Its properties open on the right.

2. Give the node a Label, the name it has in the flow, and fill in its settings:

e SOP:the SOP Template that starts as a run.

* Approval: the Approver (or, under Approver Type, a team) and the number of Required
Approvals.
o Task:the Task Title, the Target Project the task is created in, and its Assighee.

* Decision Tree: the Decision Tree someone answers, and the Assignee who answers it.
Each outcome of the tree gets its own way out of the node.

3. To keep your work without publishing it yet, choose Save Draft.

==OK|D° (Q Search across documents, SOPs, tasks, and runs
[ — - P Deliverable Handover
o Check the deliverables, get the creative dire-
G oa NODE PALETTE
& Inb
L P End
§ A
() Raise Exception
M ria
Run:
@ ° = SOP
[ Proje
B Task
@
© Approval
co
2 Teams
4# Decision Tree
|y Report
% Split
© Labels
1, Join
O Auditio
T Merge
8 Organizatior
O3 Loop
& Gate
Set Variable
+
® Suppo 2=
[ Compute
[
Ther & & B P
Validate and publish

Deliverable Handover « B

Start

®

Quality check

Templste: 16184826

®

@

Creative director sign-off

Send to the clent

Send the final deterables o the chien

End

4

skl - by

2

‘ [ Run |

[ Task Properties

Label

Send to the client

Deseription

Optional descrption.

CONFIGURATION

Task Title

ask description...

Target Project
Luxury Hotels Website Redesign
Priarity
Default
Assignee

Marcus Johnson

Send the final deliverables to the client

1. Choose Validate. OKiDO saves the draft and checks the system: every node needs its settings
and has to be connected. If something is missing, a list shows what to fix.

2. When the systemis valid, the button changes to Publish. Choose Publish.

« Back

Deliverable Handover

Check the deliverables, get the creative dire'

Deliverable Handover v

B

Variables

[%_Taek Dranartiae

The system s published and ready to run: see Run a system.

OKiDO user guide - October 2026

178



Systems and decision trees

Tip: To change a published system, open it and choose Edit System. When you publish
again, the system gets a new version. Runs that have already started keep the version they
started with.
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Run a system

Start a run of a published system, follow it node by node, approve its sign-offs and cancel it
when it is no longer needed.

Available on: All plans | Who can do this: Everyone in the organization

Arun is one pass through a system, for example the launch of one new client. OKiDO works
through the nodes in order: it starts the SOP runs, creates the tasks, and waits wherever a person
has to approve or decide.

Start arun

1. Inthe Playbook, open the folder and choose the system. You see its flow and, on the right, its
Recent Runs.

2. Choose Run System.

& Playbook

i i ety M@
From signed contract to kickoff: the onboz l-“.‘l'-’: checklist, the creative director's SIgn- off, then the kickoff call.

Recent Runs

3. Enter a Run Name, such as the client's name. The newest published Version is already
chosen.

Start Graph Run

w Client Launch

un Name
New Client Launch: Bloom Studio ]
fersion
Version 1 \']
e @

4. Choose Start Run.

The run opens and its first nodes start right away. You find every run on the Runs page, under
System Runs.

Follow a run

The run shows the system with its progress: a green frame around the nodes that are done, and a
pulsing ring around a node that waits for a person. Above it you see the run's status and how far it
has come.
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. L]
f=OK|DO Q Search across documents, SOPs, tasks, and runs i
Horizon Creative Agency v & Back New Client Launch: Bloom Studio New Client Launch v1 & Cancel Run

? C Running O 1 Active (& 2/3 Completed — ]
(®) Dashboard
@ Timeline B anifacts (%) variables @ s
&3 Inbox 23]
s b4 {> Run Created
& w
Start
[ Piaybock . {> Run Started
® Runs (5]
5 Event
[ Projects . L 1
Mijestones Client Onboarding Checklist ) Node Actveted. (SERE
B Serints Template: e6iSfeaT
» + Node Completed start
22 Teams
L Reports o 3 Node Activated onboarding
Creative director sign-off
 Labels 5 Event onboarding
Type: User
O Audit Logs 1 approval required
o .~ Node Completed onboarding
@ Organizatior p 4
]
3 Node Activated sign-off
Kickoff call
Kickoff call with (ICLIENT_NAMEL » Event sign-off
High %
e =1
. .
=]
® Suppon + -
Done -
Theme & & 8 —

The tabs on the right show more:

¢ Timeline: everything that happened in the run, with the time.

e Artifacts: what the run created, such as SOP runs and tasks.

¢ Variables: the values the run works with.

* Blocking: why a node is waiting.

Approve or reject a step

When a run reaches an Approval node, the approver gets a notification in the Inbox, under

Approvals Pending. The notification opens the run.

1. Inthe run, choose the approval hode with the pulsing ring.

2. Add a note if you like.

3. Choose Approve or Reject.

Submit Approval

Node: sign-aff

Mote (optienal)

The onboarding checklist is complete. Go ahead with the
kickoff call.
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After an approval the run goes on with the next node. After a rejection the run stops at this node.

The approver set on the node (or a member of the approving team) can approve or reject it, and
so can owners and admins.

Cancelarun

1. Openthe run and choose Cancel Run at the top.

2. Confirm with Cancel Run.

The run stops and shows as cancelled. Owners, admins and the person who started the run can
cancel it.
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Build a decision tree
Turn a decision your team makes again and again into a guided flow of questions, branches and
outcomes.

Available on: All plans |Who can do this: Owner, Admin

A decision tree asks a few questions and, depending on the answers, leads to an outcome: which
campaign package fits a client, or whether a campaign needs a photo or a video shoot. Everyone
who runs it reaches the same decision in the same way, and every run is logged.

You build a decision tree in a process of the Playbook: questions that store their answers in
variables, outcomes, and branches that lead from one to the next.

Create a decisiontree

1. Inthe Playbook, open the folder and the process the tree belongs to.
2. Choose Add at the end of the process, then Decision Tree.

3. Enter a Name and, if you like, a Description.

Create Decision Tree
Mame
Which shoot do we book?

Description

One guestion that tells the team whether a campaign needs
a photo shoot or a video shoot.

4. Choose Create Decision Tree.

The editor opens, with a Start step on the canvas.

Add a question

Each question stores its answer in a variable, so the branches can check it. Declare the variable
first.

1. Choose Variables, type a key for the answer in capitals (for example MAIN_CHANNEL), and
choose Add Variable. Close the panel.

2. In the Step Palette on the left, choose Question, then select the new step on the canvas.

3. Fillin its Label and its Question Text.
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4. Choose an Input Type, for example Select (single), and under Store in Variable the variable
for the answer.

5. For a choice, choose Add Option for each answer and fill in its label and value.

Where will the campaign content mostly be
shown?

Input Type

Select (single) v

ore In Varfable

MAIN_CHANNEL (string) o

é Required

Instagram feed feed

Reels and TikTok video

+ Aad Optio

Add a question in the same way for every question of the tree.

Add the outcomes

1. Inthe Step Palette, under Result, choose Output for each possible outcome.

2. Select each outcome and give it a Label, such as "Photo shoot". Under Output Fields, fill in the
result it gives.

Connect the steps

1. Drag the steps into place on the canvas: the first question under the Start step, and the
outcomes under the question.

2. Drag fromthe dot at the bottom of the Start step to the dot at the top of the first question.
3. Selectthe question. Under Branches, choose Add Branch for each way the tree can go on.

4. For each branch, choose its Target Step, the next question or an outcome. Under Condition,
choose the variable and enter the value of the answer that leads there.

5. Tick Default on the branch to take when no other branch matches. The first branch you add is
the default.
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6.

Instagram feed feed I

Reels and TikTok video f
+ had Option
VALIDATION

Regex Pattern

Define e tional rout er S1e0S.
Branch 1 @'v“ utt &
Label
Reels and TikTok
Target Step

Video shoot (Qutput) ~

Branch 2 Doefsun &
Label

Instagram feed
Target Step

Photo shoot (Qutput) hd

Condition

MAIN_CHAN ~ = ~ feed

1

Choose Save Draft.

The branches show as lines on the canvas once you save the tree and open it again.

2OKiDO

Horizon Creative Agency ~ & Back

@ B %D

g @

[3]
~

E

& o ¢

Validate and publish

Which shoot do we book?

One question that tells the team whet:

Dashboard STEP PALETTE
Inbox [2:)

® Question
Al
Playbook =

[ Compute
Runs. o
Projects

@ Web Fetch
Milestones

B Database Request
Sprints

£ Integration
Teams
Reparts

{} JSON Extract
Labels

B Text Extract
Audit Logs

[ CSV Extract
Organizatior

</> HTML Extract

ES

) Output
Support

& & 8

Q Search across documents, SOPs, tasks, and runs

o 5

Which shoot do we book? 0 Unsaved changes Variables Save Draft m

Video shoot

£1 Shant

start

@
Main channel

Fesis ana TTok

bestagran feed

Phato shoot

1. Choose Validate. OKiDO saves the draft and checks the tree: every question needs a text, a
declared variable and a branch, and the tree needs at least one outcome. If something is
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missing, a list shows what to fix.

2. When the tree is valid, the button changes to Publish. Choose Publish.

The tree is published and ready to run: see Run a decision tree. A system can also ask someone to
answer it (see Build a system).
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Run a decision tree

Answer a decision tree's questions to reach a decision, and keep the decision log as a PDF.

Available on: All plans | Who can do this: Everyone in the organization

Run a decision tree when you have to make the decision it describes, for example which campaign
package to offer a client. OKiDO asks the questions one by one, takes the branch that fits each
answer, and shows the decision at the end, with a log of every answer.

Answer the questions

1. Inthe Playbook, open the folder and the process, and choose the decision tree. You see its
questions and outcomes, and on the right its Recent Sessions.

£0KiDO Q Search actass documents, SOPs, tasks, and runs a3
Horlzon Creathe Agency ~ & Playbook
& ; Which campaign package fits? @@
Four questions that point a client to the right social campaign package.
& Int e
. 2}
. Recent Sessions
[0 Piaybe
® FRuns o ® o © Session
—— ompleted
GO Profe
@ Milestones ot @ Session
% =z Completed
(0 Spiints pIe—
2 L)
1 © Session
|y Reports 3 Completed
® g
crame
View all sessions +
Stan i
o
T
— oo pscage e — —
@ Supo ’ ]
|
Ther % & B I E .

2. Choose Run Quiz. The first question opens. Above it you see which step you are on and how
far you are.

3. Choose your answer, then Next.
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Question  Monthly budget

What is the monthly media budget?

Under $5,000

(@ $5,000 o $15,000

Over $15,000

=

4. Answer the next questions in the same way. Which questions come next depends on your

answers.

After the last answer you see Decision Complete: the Decision Reached, its Outputs, and the

Decision Log with every question and your answer.

& Back to Decision Tree
Decision Complete
Which campaign package fits? w1

DECISION REACHED
Growth package ]
8 ouTPUTS
package Growth package
T) Session Details
& %)

defaas4a Completed

Which campaign package fits?

10/21/2026, 6:45:35 PM

Priya Patel

10/21/2026, 6:45:37 PM

? Decision Log

Campalgn goal

Monthly budget
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Every run is kept as a session: it shows under Recent Sessions on the decision tree, and you can
open it again to see the decision.

Keep the decision as a PDF

1. Atthe bottom of the page, choose Download PDF. A window with the decision log opens,
together with your browser's print dialog.

2. In the print dialog, choose to save as PDF.

To print the decision log on paper, choose Print instead.
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Answer a decision tree for a running system

When a running system needs your decision, find the request in your inbox and answer the
decision tree so the system can go on.

Available on: All plans | Who can do this: Everyone in the organization

Some systems stop at a decision: for a new campaign request, for example, the account manager
chooses the package before the system creates the matching proposal task. The systemthen
waits until the person it asks has answered the decision tree.

Find the request
When a system needs your decision, you get a notification in your Inbox.

1. Openthe Inbox and choose DT Input Requests.

==OK|D° (Q Search across documents, SOPs, tasks, and runs 0 2
Horlzon Creative Agency ~ |n box

3 Refrash & Mark All as Read
@ All tasks and run steps assigned to you across organizations (EEEE

Dashboard
b 8
& Inbox @ & Al ltems Assigned to You Requests @ Approvals Pending © Approvals Decided 47 DT Input Requests @ Mentions @ Completed
§ A 3 Reopened f3 Runs B Unread Only
m Pa
Horizon Creative Agency
® FRuns (-]
) Ee
(o]
n run "Campaign Intake: Casa Marino Hotel” requires your ﬂ:J'.]

@
Lo Sprints
o8 L)
|y Reports
© Label
O Audit Lo
£ Organizatior
® Ssuppo

2. Choose the request. The run of the system opens. The decision tree that waits for you has a
pulsing ring.
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i20KiDO

() Search across documents, SOPs, tasks, and runs

Horlzon Creathe Agency ~ & Back Campaign Intake: Casa Marino Hotel Campaign Intake vi

C Running C 1 Active @ 1/2 Compieted  em—

(@) Dashboard

& Inbox (1]

Al

%+

Playbook

Runs (-]

Projects

E ® 8

Milestones

g @

Sprints

0

Teams

J

Reports

E

Labels

Audit Logs .
B

& O O

Send the Starter packie 20030l

® Ssuppont

Theme = 06 B

+

I

Organization Stanter proposal

Input P Ciek 10 agmn

enter paange G package LpTe—
.

B

Growth proposal

Send the Giowth packags povossl
Medium

2 o

Done

Answer the decision tree

1. Choose the decision tree with the pulsing ring. lts first question opens.

B

Full launch propesal

Pian the full launch proposal with the

e

S

>

@ Tmeine B Amfacts

Run Created

Run Started

Event

Mode Activated start
Node Completed start
Node Activated package

Event package

2. Choose your answer, then Next. Answer the next questions in the same way.
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€ Back

Step L of 4

Question  Campalgn goal

What is the main goal of the campaign?

Build awareness

0% complote

T (& Generate leads

Launch a product

=

() Vartables

o 8

& Cancel Run

(D Bocki

191



Systems and decision trees

After the last answer you see the decision. The system goes on right away with the step that
belongs to your decision, for example the proposal task for the package you chose. Open the run
again to follow it.

For more about the questions and the decision log, see Run a decision tree.
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CHAPTER 11

Al

Chat with Al

Create an Al agent

See your agents and their org chart
Configure an agent

Set what an agent may do

Set agent budgets and watch Al spending
Make an agent start on its own

Approve or reject agent actions

Review agent activity, artifacts and network logs
Put an agent to work on a project
Connect an MCP server

Import skills for agents

Have @copilot build a capability

Manage what agents remember

Give agents credentials for other apps

Read this chapter online

okido.io/en/docs/ai

where it is always up to date.
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Chat with Al

Ask the Al about your work, bring in an agent with @, point it at a project or task with #, and
approve the changes it wants to make.

Available on: Starter - Pro - Business |Who can do this: Everyone in the organization

Al Chat answers questions about your projects, tasks and runs, drafts text for you and can make
changes in OKiDO for you. Copilot, your organization's Al, answers by default; mention one of your
agents to ask it directly. When the Al wants to make a change that needs approval, such as creating
a project, it stops and waits for a decision first.

Ask a question

1. Inthe menu on the left, choose Al. Al Chat opens, with your earlier chats on the left.

2. Choose New Chat. When you already have chats, choose + nextto Al Chat instead.

{30KiDO Qe s e, 50k, s =y

Jo

Hoetz Creatie Aganey " [@ Chat €3 Agents D Activity ¥ Budget B MCP Servers [y Capabilities o skills B Memory @ Network Logs @] Artifacts
| o

@ Dashboare Alcha ¥

&) Inbox (5]
e on

[0 Playbook

® Runs -]
[ Projects

@ Milestones

LD Sprints

o) Teams
Py 1ed

i
Al Chat

Start a conversation with Al agents that understand your
and S0Ps

|l Reports

3. Type your question. To point the Al at a project, type # and choose the project from the list. For
a task, type #task: and the first letters of its title.

4. Press Enter.

The answer appears under your question, with the name of the agent that answered. The chat gets
a title in the list on the left, so you can find it again later.
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o

20KiDO Search across documents, SOPS, tasks, and runs Jau}

A
Horizon Creative Agency v Al Chat + 5~ New Chat

+ Create hero video storyboard (Sarah Chen, Oct 24)
+ Design ad creatives (3 sizes) (James Liu, Oct 25)

@ Dashboard [0 Project status summary
Bt é o
Coptior)
§ Ml TechVenture Product Launch; 3 of 17 tasks done, 3 in progress, 11 to do,
Nothing is overdue
g Fia :
Due next:
® Runs o + Build landing page in CMS (Emily Rodriguez, Oct 22)
(G}
@

Should | draft a short update for the client?

g

b

Ask one of your agents

In the message box, type @ and choose an agent from the list, for example @copywriter-bot.

Type what you need and press Enter.

That agent answers instead of Copilot, and its name is shown above the answer.

Approve or reject a change

When the Al wants to do something that needs approval, the chat shows the request and the label
Approval needed. The Al waits until someone decides. Owners and admins make that decision.

Read what the Al wants to do and the details below it.

Choose Approve and continue. The Al makes the change and carries on with your request.
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I'm paused and waiting for human approval to continue this workflow. Once approved, | can

resume automatically.

APPROVAL NEEDE
Create Project
Morthwind Coffee Rebrand

Created by Copilot at the request of Sarah Chen.

To stop itinstead, choose Reject, tell the Al why if you like, and choose Confirm rejection. The Al
gets your reason and does not make the change.

Tip: To rename or delete a chat, point at it in the list on the left and choose the pencil or the
bin.
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Create an Al agent

Create a manager or specialist agent with the wizard, step by step from its role to its resource
limits.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

An agent is an Al team member with its own job: a manager that plans work and hands it on, or a
specialist that does one kind of work well. The wizard asks for its role, its identity, how it behaves
and how much it may use, then shows everything once more before you create it.

Owners and admins create agents, and members who have the Advanced Al features (see Change
a member's role or Advanced Al access).

Create an agent

1. Inthe menu on the left, choose Al, then the Agents tab, then Create Agent.

2. Choose the role:
* Manager:reports to @copilot and can have specialists of its own. Under Choose a
template (optional) you can start from a ready-made manager, which fills in the next steps
for you.

* Specialist: does focused work and reports to a manager. Choose the manager under
Reports to.

Department manager. Reports to @copilol. Can create specialists.

fh manager ”

Task-focused agent. Reports to a Manager.

ﬁ Specialist ’

3. Choose Next, then fill in the agent's identity: the Handle you use to @mention it, its Display
Name, a Description and a Color.

Agent Identity

Define the agent's handle, name, and visual identlty.

andle
@  delivery-lead
Lowsrcaso lettora, numbers, hyphens. and underscores only. Used to @mention in chat

Display Name

Delivery Lead

Description

Keeps website projects on schedule and tells the account team about risks early.

Color
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4. Choose Next and write the System Prompt: what the agent is responsible for and how it
should work. Add its Personality, Work Style and Communication Preferences if you like.

Agent Behavior

Define the system prompt and personality for this agent

ystem Prompt

You are the delivery lead for our website projects. Every morning, check the
tasks of each project, flag anything that is late or blocked, and suggest who
can take it over. Ask a person before you change a due date or move work to
someone else.

Personality

Calm, precise and practical

Work Style

Checks the plan every moring and reports once a day

Communication Preferences

[ Short status notes that end with a clear next step ]

Launches active, governed by approvals
€ as s00n as it is assign
jou can tigh b

5. Choose Next and set the resource limits: the Token Budget (per period), and how many tool
calls, steps and seconds one run may take.

6. Choose Next, check the summary and choose Create Agent.

QOKiDO Q Search across documents, SOPs, tasks, snd runs A’

Jo

Lumen Pariners ~

«Bxk @ Create Agent

+ Role + Identity « Behavior - Budget m

Review & Create
Confirm the agent configuration before creating.

Runs

Delivery Lead
Projects R
@delivery-lead

Milestone:
. Role: 0 - )

@
=)
&
[0 Playbook
®
ta}

Sprint
o Budget: 50,000 tokens Max Runtime: 300s
) Tea
~ I Description: Keeps website projects on schedule and tells the account team about risks eary.
L Report
> Labels You are the delivery lead for our website projects. Every morning, check the tasks of
each project, flag anything that is late or blocked, and suggest who can take it over.

0 Ask a persan before you change a due date or move work to someone else.

Audit Lo
@ Organizatior

oo @

® summo

The agent's page opens. The agentis active right away: it starts working as soon as it is given
work, for example a task assigned to it. Changes with a big impact wait for a person's approval,
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depending on its permissions (see Set what an agent may do).

Tip: Made a mistake in an earlier step? Choose the step's name at the top of the wizard to go
back to it.
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See your agents and their org chart

Browse your Al agents as an org chart or as a list, and see who reports to whom.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Your Al agents are organized like a team. Copilot (@copilot) is at the top as the CEO. Managers
report to Copilot and hand work to the specialists who report to them. The Agents page shows
them all, with their place in that hierarchy.

Owners and admins see this page, and members who have the Advanced Al features (see Change
a member's role or Advanced Al access).

See the org chart
1. Inthe menu on the left, choose Al, then the Agents tab.

The page opens with the org chart. Each agent shows its name, its handle and its role. Agents are
indented under the agent they report to, and the dot after the name shows the status: green while
the agentis active, yellow when it is paused. At the top you see how many agents you have, how
many are active and how many runs they did in total.

{20KiDO Q Seach s e, S0P, s, and s 2 s

[P — » [ Chat ¢ Agents D Activity R Budget 5 MCP Servers [ Capabilities o skilis B Memory @ MNetwork Logs &) Artifacts
i 2

@ Dashboard 2 Al Agents —
Manage your organization's autonomous Al agent hierarchy
= o -
LA
6 6 0 37
[I] Playbo Total Agents Active Shadow Mode Total Runs
® fu o
[ Projects ° Copilot = 3
peopilot - CEQ
@ Miestones e
Marketing Lead m
Sprints >
22 Teams
o Copywriter Bot m ;
L Reports Deopywriter-bot - Specialist
0 RS Research Assistant = 3
O Audit Logs Presealch- assisiant Speciaiist
€1 Organizatior ° Social Scheduler m 3
@social scheduler - Specialis
A Checker m N
hecker - Specialist
® Suppo

Choose an agentto open its page.
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Find anagent in the list

1. Choose List. The list shows each agent's status, role and description, the tokens it used out of

its budget, and its number of runs.

ﬂOKIDO Q Search acrass documents, SOPs, tasks, and runs

Horlzon Creative Agency ~

2

@ basnboard £2 Al Agents

[ Chat £3 Agents D Activity ¥ Budget B MCP Semvers [y Capabilities 0 Skilis B Memory @ Network Logs

Q

@] Arifacts

=]
2

st m
Manage your organization's autonomous Al agent hierarchy

3 Inbox g
g 0 37

[0 Piaybook Total Agents Active Shadow Mode Total Runs

»
()]

o]

Search agents by name or handle

® Runs -]
=

CD Sprints

capilot ((EED

copilot « Ge

e platform, help with tasks,

dinate with specialist agents,

o> Teams

|l Reports Marketing Lead (ST cxe

@marketing-lead - Plans campaigns and hands the work to the specialist agents
Labels

©
() Audnt Logs
@

Organizatior

Copywriter Bot (EE) srecwusT

Scopywriter-bot - Drafts on-brand copy: headlines, emails, landing pages and captions.

QA Checker (eIl SPECIALIST

@qa-checker - Checks deliverables against the QA checklist before they go to a client

Research Assistant ()  srecinust

@research-assistant - Researches markets, competitors and audiences, with sources

) © 606 00

social Scheduler @TETNEN  speciusT

4 7,923 / 1,000,000

12 runs

4 30,200 / 150,000

4 runs

2. Type part of a name or handle in the search box (Search agents by name or handle...).

Only the agents that match stay in the list. Choose Chart to go back to the org chart.
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Configure an agent

Change an agent's instructions, model and runtime limits, and pause, activate or deactivate it.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Each agent has its own page with everything about it: what it did, how it is set up and what it may
do. Here you sharpen its instructions, give it another Al model, limit how much one run may take,

and stop it for a while or for good.

Open an agent

1. Inthe menu on the left, choose Al, then the Agents tab.

2. Choose the agent.

The agent's page opens on Overview: how many runs, actions, artifacts and triggers it has, what it
does, who it reports to and which agents report to it. The bar at the top shows how much of its

token budget it has used.

ﬂOKIDO Q) Search across documents, SOPs, tasks, and runs a
Horlzon Creat 0 .
jorizon Creathve Agency v . Marketmg Lead m i P
@marketing-lead
(@ Dashboard
& Inbox o Token Budget 30,200 / 150,000
————
.":,' A
e £ Overview £83 Configuration O Activity (4)  f§ Triggers (0 4> Budget O Credentials & MCP Senvers
® fu o
—_— 4 0
Total Activity Actions
@ Milestones
B> Serint
Description
o) r
) Plans campaigns and hands the work to the speclalist agents
|y Reports
Label!
Q - Reporis To
) Audit Lo @copilot — Copliot
i1 Organizatior
Direct Reports (3)
@copywriter-bot — Copywriter Bot m »
@research-assistant — Research Assistant m H
@ Support @social-scheduler — Social Scheduler m »
T & & 0

Change its instructions, model and limits

1. Choose the Configuration tab.

Jo

2. Change the Display Name, the Description or the System Prompt: the instructions the agent

follows on every run.

OKiDO user guide - October 2026

202



Al

3. Under Model Settings, choose a Model. With Organization default, the agent uses the
models set for your organization (see Choose Al models and auto-recharge). Move

Temperature to the left for precise answers, to the right for more creative ones.

4. Under Runtime Limits, set the Token Budget and how much one run may take: Max Tokens /

Response, Max Tool Calls / Run, Max lterations and Max Runtime (seconds).

5. Choose Save at the top of the page. The button appears as soon as you change something.

E=OKID° Q Search across documents, SOPs, tasks, and runs o
Horizon Creative Agenc v )
: e . Marketing Lead @G <o 1 Paum@
@marketing-lead
(@ Dashboard
& Inbox (2] Token Budget 30,200 / 150,000
——
5 A
[0 Piaybook & Ovenview g3 Configration 19 Activity (4) 5 Triggers (0 4 Budget © Permissions & Capabilities [ Credentials 55 MCP Servers
Runs
@ L o Display Name
[ Projects Marketing Lead
Milestones
@ Description
D Sprints Plans campaigns and hands the work to the specialist agents.
o) Taams
iy PeE
|y Reports
ystem Prompt
Labels
Q o Break campaign work into clear tasks for the specialist agents, check their drafts against the brief and report
O Aud progress to the account team. Escalate anything that touches budget or a client deadline.
Audit Logs
& o i Send the account team a short status every Monday morning.
rganizatior
Mode! Settings
® Ssuppo
Model Temperature (0}
Theme % G 2 OpenAl Luna 6 (In x0.01 / Out x0.08) ®
Precise (0}

The agent uses the new settings from its next run on.

Pause or activate an agent

Choose Pause at the top right. The agent's status changes to PAUSED, and it takes on no new
work until you choose Activate.

1 2
. @ Ve Leadl e ) oo
@marketing-lead

Deactivate an agent
When you no longer need an agent:

1. Onthe Configuration tab, under Danger Zone, choose Deactivate Agent.

2. Choose Deactivate.
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The agent stops working and you are back on the agent list, where the agent stays with the status
ARCHIVED. Agents that reported to it are deactivated as well. To use it again, open it and choose
Activate.
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Set what an agent may do

Allow or block the tools an agent works with, decide which ones need your approval first, and
limit the tool calls of a run.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Agents work through tools: one tool reads tasks, another writes a comment, sends an email or
creates a project. For each agent you decide which tools it may use, and which ones it may only
use after a person approved.

Allow or block a tool, or make it ask first

1. Openthe agent: Al, the Agents tab, then the agent.
2. Choose the Permissions tab.

3. Inthe Allowed column, choose the box nextto a tool to block it (a red cross) or to allow it
again (a green check).

4. Inthe Requires Approval column, choose the box to make the agent ask first (an eye) or to let
it use the tool without asking (a dash).

(o ] i Search across documents, SOPs, tasks, ar 5 LI
I-OKlDO Q Search across docume sd rur V2
Horlzon Creathe Agency v i
SPECIALIST Pause
. Copywriter Bot (Gl 0
@copywriter-bot

(@ Das
£3  Inbox e Token Budget 64,819 / 120,000
A
m pa £5 Overview £33 Configuration {9 Activity (13 fS Triggers (0) & Budget (@) Permissions @ Capabilities  [J) Credentials & MCP Servers
® Runs [5)

Tool Allowed Requires Approval Max Calls/Run
[ Proje

add_label | =
@ Mil

add_project_member )
LD Sprints —

add_sop_step -]
2 Ams 2

add_task_comment )
|y Reports —

add_task_dependency ~]
> Labe =

add_team_member “|
O Audt Log

advance_capability stage il ®
8 Organizatior —

assign task ~|

1

assign_task_to_sprint

attach_document to_task i|

attach_link_to_task 7_|
@ Suppart bind_credential_to_step ‘/l =

Theme w6 B bulk_create tasks Ll

bulk update tasks [~

Each change is saved right away. When the agent wants to use a tool that asks first, the action waits
under Activity until someone approves it (see Approve or reject agent actions). A blocked tool is
not available to the agent at all.
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See what eachtool can change

On the Capabilities tab, the list of tool grants shows the same tools with how much each one can
change in the Mutation column: from Observe (only reads) through Act (low impact) and Act
(high impact) to Admin (changes to the organization itself). Tools that ask first are marked

Required.
ﬂOKIDO Q Search across documents, SOPs, tasks, and runs Q. a2
Horizon Creative Agency ~ £ Tool Grants (129)
Tool Allowed T Approval 1 Mutation ] Max/Run
(@) Dashboard :
add_project_member o Required Act (high impact) o
& it 9 get_run W No Observe
* A list_tasks & Observe =
M e » delete task X Required Admin
® Runs © delete_task_comment v Act {low impact)
(D Projec delete_team v Required Admin
@ e export_project v Mo Observe
LD Sprints find_by_external_ref o ‘o Observe
&\ Teams get_api_limits v No Observe =
Ll Reports get_artifact o o Obsenva
O Labels get_blocked_tasks v Observe
QO Audit Logs get_capability_status v W0 Obsenva =
8 Organizatior get_critical_path v Mo Observe
get_document v Observe
get_folder v No Observe
get_milestone_report v Observe
get_org_stats v o Observe
® Suppo
get_process v Observe
Ther = & B2 %
g@t_pru}sct v Mo Observe

Limit the tool calls of a run

To stop one run from using tools endlessly, set Max Tool Calls / Run on the Configuration tab
and choose Save (see Configure an agent).
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Set agent budgets and watch Al spending

Give an agent a token budget, and follow how many tokens your agents use on the budget
dashboard.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Everything an agent does costs tokens: the Al reads and writes in tokens. Each agent has a token

budget, so one busy agent cannot use up what your organization has. The budget dashboard
shows how much every agent and every project used.

Give an agent a token budget

1
2
3.
4

. Open the agent: Al, the Agents tab, then the agent.

. On the Configuration tab, under Runtime Limits, enter the Token Budget.

Choose Save at the top of the page.

. Choose the Budget tab to check it.

The Budget tab shows the agent's Total Budget, the Tokens Used and what is Remaining. Below,

the Transaction History lists the tokens each run used. The bar at the top of the agent's page
turns yellow and then red as the agent gets close to its budget.

- H <
I}OKIDO Qs d t Fa -}
Horizon Creative Agency ~ %
. Social Scheduler @@ secomwst 00 Pause
@social-scheduler
(@ Das i
g o Token Budget 13,263 / 100,000
N
£ A
m Pa Ho 3 Conf t 0 A 6)  f5 Triggers (1 & Budget (@) Permissions  J® Capabilities () G | 2 M
® * © @
—— 100,000 ] 13,263 86,737
Total Budget Tokens Used Remaining
@ Mile
OO Sprints o‘l’ransaction History
i Type Tokens Description Date
iy Teams
CONSUMPTION 6,663 1
i Rep
CONSUMPTION -1,508 10,
O La
o CONSUMPTION 1,600 10
Audit Log
CONSUMPTION 609 10,
8 Og t
CONSUMPTION -1, 400 10,
CONSUMPTION 1,508 10/
® supoo
The L=

Watch Al spending across agents

1.
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The Agent Budget Dashboard adds up the budgets of all your agents and shows how much of itis
used and what is left. Under Per-Agent Breakdown you see each agent's use against its own
budget, and under Per-Project Usage the projects the tokens were used for. Choose an agent's
name to open its page.

. .
ﬂOKIDO Q Search across documents, SOPs, tasks, and runs o 8
—— s - [ Chat €3 Agents D Activity B Budget B MCP Servers [y Capabilities [P skilis B Memory @ Network Logs & Arifacts

3
W— & Agent Budget Dashboard MMWE
Monitor token consumption across all Al agents
£ Inbox (20}
P 3 Total Budget & Tokens Used u Delegated 2 Remaining
0 Praybook 1.5M 138.2K 510.0K 1.4M
o% of budget
® Runs -]
[} Projects
Usage
Milestones EEE————
LD Sprints
2 Teams ?El Per-Agent Breakdown ]
L Reports ° s 7.9K
Copilot @copilot E °
of 1.0M
© Labels -
Audit Logs Marketing Lead @marketing-lead 30.2K
G P e e o
i Organizatior
° Copywriter Bot @copywriter-bot 481K a
of 120.0K
A Checker @ga-checker B2K o
@ Suepon ° Research Assistant @research-assistant 05K gy

: f 100.0K

Theme & & 3
Social Scheduler @sociakscheduler 13.3K

Choose Ledger at the top right to see every transaction, newest first, with the agent, the amount
and the balance after it.
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Make an agent start on its own

Add triggers so an agent wakes up on a schedule or when something happens in OKiDO.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Without triggers, an agent only works when someone gives it work: a task assigned to it, a mention
or a question in Al Chat. A trigger makes it start by itself, for example every Monday morning, or

each time a task is completed.

Add atrigger

1.
2.

Open the agent: Al, the Agents tab, then the agent.
Choose the Triggers tab, then Add Trigger.

Choose when the agent starts:
* On a schedule: pick a moment from the list, such as Every Monday (08:00 UTC). With
Custom... you type a cron expression for any other schedule. Times are in UTC.

* On an event: pick what happens in OKiDO, for example task.completed when a task is
completed or comment.created when someone comments.

Describe what the agent should do when the trigger fires. This is optional, but it tells the agent
why it woke up.

Choose Create.

On a schedule

Every Manday (08:00 UTC) v ]

Plan next week's posts from the content calendar and list any caption that still needs approval.
Cancel

The trigger is added to the list with its schedule or event and its description.
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E=OK|D° Q) Search across documents, SOPs, tasks, and runs oy R
Houi, Creative Agency "
- Y . Social Scheduler €I scomwst 00 Pause
@social-scheduler
(@) Dashboard
i o Token Budget 13,263 / 80,000
——
.
& A o
[ Piaybook £ Overview g3 Configuration  §D) Activity (6) g Triggers (1) 4 Budget ) Permissions & Capabilites () Credentials & MCP Senvers
Runs
® L] Triggers
[q Projects Wake this agent on a schedule or when platform events happen. Times are UTC
Milestone SCHEDULE © 8 * * 1
5 Disable
& Plan next week's posts fram the content calendar and list any caption that st nee )
b Serints
& Toans e L ST Disable
aily eheck of today's scheduted posts
Ll Reports
> Labels
QO Audtt Lo
83 Organizatior
® supoo
Ther % & 2

Turn a trigger off or delete it

» Choose Disable to pause a trigger; it is marked Disabled until you choose Enable.

* To remove a trigger, choose the bin nextto it, then Delete.

Tip: To make an agent react to what happens in one project only, such as new tasks or
comments there, deploy it to that project and pick its triggers in the project's briefing (see Put
an agent to work on a project).
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Approve or reject agent actions

Review the actions and tool access your agents are waiting for, then approve, reject with a
reason, or grant access.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Agents stop and wait before an action that needs a person's approval, such as creating a project
or sending an email, and when they need a tool they are not allowed to use yet. All of this waits for
you in one place: the Activity tab under Al. A red number on the tab shows how many items wait.

See what waits for you
1. In the menu on the left, choose Al, then the Activity tab.

The Active tab lists the actions waiting for approval and, below them, the tool access requests.
Each action shows what the agent wants to do, which agent asks, how big the impactis and when it
asked. Choose View Agent's Reasoning to see the run behind it: what the agent read and did
before it stopped.

f’oKIDO Q Search across documents, SOPs, tasks, and runs a =)
L - [ chat &5 Agents @ Actvity (@) 3 Budget = MCP Servers [ Capabilities [0 Skills @ Memory @ Network Logs oY Atifacts
i ¥
> o
(@) Dashboard O Agent ACtIVIty © Live updates every 35 Updated 7:55:48 PV
Review active agent work and completed history

& Inbox [15]
o o 4% Active @ o History
0 Praybok A Pending Approvals (2)
® R °

O APPROVAL NEEDED
[@ Projects Create Project

GreenLeaf Organics Spring Launch
@ Miestones Created by Copilot at the request of Sarah Chen
LD Sprints equested by Copilat (@copiiot] - High-impact actio
10/21/2026, T:50:36 PM
2 Tear
L' Repart » @ View Agent's Reasoning Create 8 project calied "GreenLeaf Organics Spring Launch” for our new client.
| Reports

© Labels

o * PROVAL NEEDED
O Audit Logs Create Project "

&P Reject
Harbor Bistro Menu Launch
Organization
& Organizatior Created by Copilot at the request of Sarah Chen
Copliot (@copliot) - High

» @ View Agent's Reasoning — Creste s project called *Harbor Sistro Menu Launch® for our new clier

@& Suppont 2 Tool Access Requests (1

Theme 5 &
; # & B ° Copywriter Bot equests access to attach_document ta task E £p Deny
| need to attach the final copy documents 1o tasks, so the designers can pick them up without asking

Approve anaction

1. Choose Approve next to the action.

2. For an action with a big impact, confirm with Approve & execute.

The agent carries out the action right away and continues its work.
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Reject an action

1. Choose Reject next to the action.
2. Tell the agent what to do instead. Your reason is sent to the agent as guidance.

3. Choose Reject action.

Reject agent action
@copilot ts to run Create Project. Your reason is sent back to the agent

as guidance: teil it what to do differently.

Don't create the project yet: the client signs the contract next week.
Remind me then.

5

3

Cancel L] Reject action

i

The action is not carried out, and the agent gets your reason.

Grant or deny tool access

When an agent asks for a tool it may not use yet, the request shows the tool and the agent's
reason.

1. Choose Grant.

2. Under Permission level, choose how much the agent may do with the tool, from Observe:
read-only to Act (high impact): destructive or broad changes.

3. Keep Require my approval for each call ticked if the agent should still ask you each time it
uses the tool.

4. Choose Grant access.

Grant tool access

ach_document _to_task to @copywriter-bot. Choose how much the

rmission level
Act (low impact): routine changes v]
Require my approval for each call

The agent can use the tool from now on, and it appears on the agent's Permissions tab. To refuse
the request, choose Deny instead.
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Review agent activity, artifacts and network logs
See what your agents are doing and have done, open the reports and files they made, and
check every request they sent outside OKiDO.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Every time an agent works, OKIiDO records a run: what started it, what the agent read and did, how
many tokens it used and what it produced. Three pages under Al let you follow this: Activity for the
runs, Artifacts for what the agents produced and Network Logs for the requests they sent to
other websites.

See what agents did

1. Inthe menu on the left, choose Al, then the Activity tab.

2. Choose History. The Active tab shows the runs that are still going and what waits for approval.
3. Narrow the list down if you like: search the runs, or pick a status such as Failed or an agent.
4

. Choose arunto openit.

==OK|D° Q) Search across documents, SOPS, tasks, and runs o 2

Chat Agents =3 Budget 5 MCP Servers Capabilities (0 Skills Memory MNetwork Logs Artifacts
Hortaon Creitiie Agency - [3 chat €3 Age D Activity 3 Budge 5 MCP Serve [y Capabilitie o skl B Memo @ Network Log 2y Artifac

N 'y
@ aibai © Agent Activity & Live updates every 38 | Uniiated 7:80:36 4
Review active agent work and completed history

& Inbox (0]
A & Active 19 History
O Playbook

@earch runs-+
® R )

Failed v]
[ Projects

All agents v
@ Mie
Lo s

i O F z = 12,600 tokens 3
® FAILE Annual Awards Subimissios Collect campaign metric: i
- | e Research Assistant nnual Awards Submission B Collect campaign metrics ane s Py
i Assigned: Collect campaign metrics and results © 10/17/2028, 2:42:28 PM
| Report
Q Lab ?':rrw- The analytics source did not respond within 30 seconds (3 attempts). ]
) Audit Log TAL TOKE ]
12,600 2 1 0 gpt-6.1-sol

@ Org 1 s i

[ LLM it

] Exgerpt M
Input User Assigned: Collect campaign metrics and results
View Agent —

® sup

O Ru
Ther & G

> a ) Record as Failure * Flag for Improvement

An open run shows its tokens, tool calls and saved outputs, what the agent was asked and
answered, and the tool calls it made. A failed run shows what went wrong. To try it again, choose
Retry run (the round arrow next to the run). View Agent — opens the agent that did the run.

The page updates itself every few seconds, so you can watch a run while it works.
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Open what agents produced
Agents save their reports, drafts and data files as artifacts.

1. Choose the Artifacts tab.

2. Choose an artifact in the list. Use the buttons above the list to show only one type, such as
REPORT.

The artifact opens on the right with the agent that made it, when, and its content.

hotel-benchmarks.csv
TEXT  © lcfedefd. .
Content

brand, steps_to_book, total_price_first_screen,direct_booking discount
Brand A,4,yes, 10%
Brand B,6,no0,15%
Brand C,5,yes,18%
Brand D,7,no,none
Brand E,4,yes,12%

Check requests to other websites
1. Choose the Network Logs tab.

The page counts all requests and the Blocked ones, and shows the websites agents visit most.
The list shows each request with its address, the agent that sent it and the answer it got; a red
shield marks a request OKiDO blocked because the website is not on the agent's list of allowed
sites. Choose Blocked to see only those, or type a website in Filter by domain....
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a°K|D° Q) Search across documents, SOPs, tasks, and runs

Horizon Creative Agency e

D B

Inbox [20]
Al 8

Total Requests

%

[ Chat £3 Agents

Dashboard @ Network Logs

All outbound network requests made by Al agents

¥ Activity 3 Budget B MCP Servers [y Capabilities

: |

Blocked

Top Domains

o skilis

analytics. horizon-creative. example (2)

B Memory

o' A

@ Metwork Logs 5] Arifacts

pastebin.com (1)  trends.googie.com (1)

3 Refresh

[0 Piaybook
www.capterra.com (1) www.g2.com (1)  wew.statistacom (1)  www.tripadisor.com (1)
® fums o
[ Projects Filter by domain... . Q wiowed | % Blogked
@ Milestones
: Status Method URL Agent HTTP Latency Time

0D Sprints

Q GET https://analytics.horizon-creative  example/apis/can. @research-assistant 584 undefinedms 2:42:34 PM
2 Teams

{5 GET https://analytics.horizon-creative example/api/cam_ @research-assistant S84 undefinedms 2:42:30 PM
i Repaorts

Q0 GET https:/ fwew.capterra.com/project -softwa_ ch-assistant 288 undefinedms 2:42:34 FM
O Labels

0 BET hEtps://waw.g2. com/categories/project -management @research assistant 200 undefinedms 2:42:30 PM
QO Audit Logs

[ GET https://pastebin.com/raw/hotel-prices @resestch-nssistant F— undefinedms 5:03:42 PM ]
83 Organization

Q BET hetps:/ fwew. tripadvisor.com/Hotels @research-assistant 288 undefinedms 5:03:38 PM

(®] GET https://trends.google.com/trends/explore?g=boutiqu._ @research-assistant 280 undefinedms 5:03:34 PM

0 BET https://wew.statista.com/topics/hotel-industry/ @research-assistant 280 undefinedms S:03:30 P

@ Suppon

Theme & & B
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Put an agent to work on a project

Deploy an agent to a project, brief it with a goal and instructions, choose what starts it and test it
on a sample event.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

An agent works on a project once you deploy it there. The project's Agents tab is where you do
that, and where you brief the agents: a goal and instructions that every agent on the project
follows, and for each agent what makes it start, how often it asks for approval and instructions for
that agent only.

Owners and admins manage a project's agents, and members who have the Advanced Al features.
Everyone else sees the tab without changing it.

Openthe project's agents
1. Openthe project and choose the Agents tab.

At the top you see the Project goal and the Project instructions, shared by every agent on the
project. Below them, under Briefing for, are the agents working here; choose one to see and
change its settings. On the right, Briefing shows what the agent reads before it starts, Memory
what agents remember about the project, and Recent runs what the agent did here lately.

='=OK|D° @ Search across documents, SOPs, tasks, and runs a 2

Horizon Creative Agency v ¢ Client: TechVenture Product Launch QMakepivate  fimpon @ T 0O

Full product launch campaign for Techventure's new B2B Saa$S platform: landing pages, social media, email nurture, and paid media.

Dashboard 1T tasks ) Horizon Creative Agency

1

A 2 Shared by every agent on this project

Project goal Project instructions 182 # 4000
Runs
n o Launch TechVenture's B2B platform with a campaign that brings in 300 gualified Write for operations managers at mid-sized companies. Lead with time saved, back
demo requests in the first month. every claim with a number from the brief, and keep the TechVenture voice: direct,

@8 %0

practical, no hype

&
B> Serints
Brefing for ° Copywriter Bot & B Who starts on what
O3 Teams
iy e
° Only for Copywiriter Bot
Reports i
Lt P Briefing Mamory Test run Recent runs
> Labels What @copywriter-bot can do Agent settings [F
What @copywriter-bot did here lately
v . rafts o ) copy: head rmails, landin es and captions, - Eb

O Audit Logs 4 runs, 140.012 tokens

Yosia
@ Organ|zatior Write email nunure sequence (5 emails)

. : add_label @ add_project member | add_sop_step  add_task_comment add_task_dependency
Other

® add_team_member | @ advance_capability_stage | assign_task  sssign_task_to_sprint e e f

attach_document_to_task  attach_link to_task  bind_credential_to_step = @ butk_creste_tasks | will foll

@ bulk_update_tasks || @ call_mop_tool || @ change_project_type | check_credential_health

complete_run_step  create_folder create_label  create_milestone  create_process Ty Write emall nurture sequence (5 emails)

@ 8 | cleate_project_stage | @ @ Mentioned

. creats_speint - create_task for a 1 A
® supoo : s 3
delete_task_commant | @ delele_team  export_project  fing_by_extemal_ref  get_apd_limits

= 22t S anei i | £ i : g0 Open run

Thar & & O get_artifact  get_blocked_tasks  get_capabillty_status  get_critical_path  get_document  get_folder
b ]
Rl milestons renon | @t OML SIS | MRl DIOCESS ML DOISCt el DrOlect scthity  Ret run Done Write emall nunure sequence (S emails)
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Deploy an agent

1.
2.

Choose Deploy agent.

Choose an agent from the list. It shows your organization's active agents that are not on this
project yet.

Deploy an agent to this project

° Copilot @copilot
General as

platfo
gers agont
[ frol ° Marketing Lead @
Plans campaigns an

narketing-lead
1 hands the work 1o the specialis

agents,
@. QA Checker
W Checks deiiver
they go 1o

Research Assistant &res.
Researches markets. compet;

e Social Seheduler @social-scheduler
Plans anct schecules social pests
went out

and checks that they
yw

i

+ Create a new agent

Other

The agentis added to the project. It starts when it is assighed a task or @mentioned in a comment

on this project.

Brief the agent

1. Fillin the Project goal and the Project instructions if the project does not have them yet.
Every agent on the project gets them.

2. Under Briefing for, choose the agent.

3. Under When it starts working, tick the events that start it: a task assigned to it, an @mention, a
new task, an updated task, a completed task or any comment. Next to each event you see how
often it happened in the project last week.

‘When it starts working Active

A Atask is assigned to it

@ Itis @mentioned in a comment

[ + Anew task Is created

| ¢ Ataskis updated 8

T + Atask is completed ]
| (O Any comment is posted
4. Under How often it asks for approval, choose how careful the agentis, from None (never

asks) to Full (asks before every change).

. Write instructions for this agent only, if it needs any.

Choose Save changes in the bar at the bottom.
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The agent follows the new briefing from its next run on. Choose Who starts on what to see for all
agents at once which events start them.

Test the agent on a sample event

1. Onthe right, choose Test run.

2. Pick an Event and, under About task, a task of the project. For a comment event, type the
comment too.

3. Choose Run test.

Briefing Memary Test run Recent runs

Test @qa-checker on a sample event

It reads the saved briefing and may look things up, but nothing it changes is

Event
A task is assigned 1o it w
About task

Design ad creatives (3 sizes) v

hat it would do, in order
1 save_artifact Would change, not applied
Its answer
QA done: 4 of 6 checks passed. Two images need alt text and
the privacy policy link in the footer is broken. Details are in the

QA report on this task.

Used 32,535 tokens in 1 seconds, Nothing was changed,

You see what the agent would do, in order, and its answer. Nothing it would change is applied and
nothing is posted. The test uses the saved briefing, so save your changes first.

Tip: To take an agent off the project, choose it under Briefing for and choose Remove from
project. Its settings elsewhere stay the same.
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Connect an MCP server

Add an app from the MCP catalog or a server of your own, and give agents access to its tools.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

MCP servers give your agents tools in other apps: send a newsletter in Mailchimp, post a message
in Slack, look something up in your CRM. OKiDO has a catalog of ready-made app connections; you
can also connect an MCP server you host yourself. Then you choose which agents may use it.

Most apps need a login. Store it first as a credential for that app (see Give agents credentials for
other apps).

Add an app from the catalog

1. In the menu on the left, choose Al, then the MCP Servers tab.

2. On the Catalog tab, search for the app. Each app shows how many tools it has and how it signs
in; the apps you already added are marked Enabled.

£20KiDO & Siarch acriss cociménts, SOPs; tasks, and funs Ja -}

Cha 4 Agents ) Activity = Budget . Capabillties T Skills Pam— NSIWOrK Logs —
[pE— - [ Chat 63 Age )] iv 3 Budge 8 MCP Seners [y Capabilitie | skl B Memo @ Network Logs &) Artifac

3 MCP Servers

(m Da rd

Connect agents to tool providers. Use the Catalog for bundled internal apps (REST APIs exposed as MCP tools, shared in-process), or External for standalone MCP server URLS you host
& Inbox [20] elsewhere
oA

& Catalog 4 External
[0 Piaybook
@ R o 0 Slack ]
D Projects All categories e
Milestones 2 aips
LD Serints
Slackbot

o - Communilostio
| Reports

& o ¢

3. Choose Enable on the app.
4. Check the Server Name and choose the credential it signs in with.

5. Choose Enable.
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Enable Slack

Slack s a channel-based messaging platform. With Slack, people can work
together more effectively, connect all their software tools and services, and
find the information they need to do their best work — all within a secure,
enterprise-grade environment.

Server Name

Slack

redential (OAUTH2)
T Slack Horizon workspace (BEARER_TOKEN) V]

TormaT CLALH ACCEOS TOREN

i @

The app is marked Enabled in the catalog, and its tools are ready for your agents.

Give an agent access

1. Openthe agent: Al, the Agents tab, then the agent.
2. Choose the MCP Servers tab.

3. Pick the serverin Select an MCP server to add... and choose Bind.

Jo

EJOKIDO Q Search across documents, SOPs, tasks, and runs i}

Horlzon Creative Agency ~ . o Marketing Lead @ oo ) Pause

@marketing-lead

(@) Dashboard
& Inbox [0 Token Budget 30,200 / 150,000

N
# n
03 Praybook £ Overview g3 Configuration  {D Activity (4) g Triggers (0) 4> Budget [ Permissions  J& Capabilities [ Credentials = §5 MCP Servers
® Runs -] - i i

Bind MCP servers to give this agent access to external tools. Configure which tools are allowed per server.

(D Projects

Select an MCP server 1o add- ~
@ Milestones
0 Sorns T ——E

SSE - 151 tools
2 Teams
Mailchimp

L Reports } W e AT wo API_HEY_HEATER o &

 Lavels
O Audtt Logs
i

Organization

® Ssuppont

Theme = 6 B

The agent can now use the server's tools. Choose the server in the list to see them. Tools that only
read run without asking. Tools that write leave OKiDO, so they wait for a person's approval unless
you tick Run without approval next to the tool. Untick a tool to keep the agent away fromit. To
take the server away fromthe agent, choose the bin next to it.
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Connect a server you host yourself

On the External tab, choose Add Server, fill in the Server Name, the URL / Endpoint and the
Transport, pick a credential if the server needs one, and choose Connect. Then choose the
refresh button next to the server to find its tools. OKiDO only connects to addresses on the public
internet.
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Import skills for agents

Import SKILL.md files that teach agents how to handle a specific kind of work, and give them to
your agents.

Available on: Starter - Pro - Business | Who can do this: Everyone in the organization

A skill is a short instruction file, SKILL.md, that tells an agent how to do one kind of work the way
your team does it: how to write in your brand voice, how to build a campaign report. Anyone in the
organization can import a skill. Owners, admins and members with the Advanced Al features give
skills to agents.

Import a skill

1. In the menu on the left, choose Al, then the Skills tab.
2. Choose Import Skill, then the Paste SKILL.md tab.
3. Choose Upload file and pick the SKILL.md file, or paste its text into SKILL.md Content.

Import Skill X
$ From GitHub B Paste SKILLmd

Source URL (optional)
https://github.com/user/repo,/biob/main,/SKILL.md

-5
SKILL md Content

name: client-onboarding

description: "Welcomes a new client and sets up their first project the Horizon way."
version: 1.8.8

risk-level: low

tags: [clients, onboarding]

# Client onboarding

i @

4. Choose Import.

The skill is added to the list with the status DRAFT. Choose it to read its instructions, then choose
Publish to make it ready for agents. On the From GitHub tab you can also import skills from a
GitHub repository.
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£20KiDO (Q Search scross documents, SOPs, tashs, and runs Y

[ Chat [0 Skills B Memory

Horizon Creative Agency ~

@ Dasrbssa 7 Skills m
Manage SKILL.md files that instruct Al agents how to work in specific scenarios
A Inbox 0 - - 2
. & clentonboording client-onboarding ) sem | o trowien || & Eon
& CHCR-OROOaTanE vI.O.0
0 Paysaok B SHiLLmd [y——
Welcomes a new client and sets up their first project the Horizon way.
® Runs (2] & SHILL.md pp———
[ Projects + Add File 0 Risk Level
low
Milestone
CD Serints ©  clients  onboarding
-] m
~
B Instructions (SKILL.md) & Edit
i Reparts

# Client onboarding

use this skill when a new client signs with the agency.

#¢ Steps

1. Create a project named after the client and the first campaign.

2. Add the kickoff meeting, the brand questionnaire and the first status call as tasks.
3. Save the client's tene of voice and brand colors as project memories.

4. Write a short welcome note for the account manager to send.

## Checks

- Every task has an owner and a due date
The welcome note is under 120 words

You can change a skill you imported yourself until an agent uses it. After that, owners, admins and
members with the Advanced Al features can change it.

Give a skillto anagent

1. Openthe agent: Al, the Agents tab, then the agent.
2. Choose the Capabilities tab, then Add Skill.
3. Choose the skill in the list.

D Skills (1) + Add Skill

alect a skill 1o sdd *
JPETENING (YooK 10 MANSEET SEENTS! MECENe DRIBZATIONS. CECOMPOSE WOMK, MANAZE SPECIASIS, SEErEgate rESUITS, BN repor UpwWar

m Speciallst Execution
" Operst

Iperating playbook for Specialist agents: receive briefs, execute focused work, create quality aiifacts, snd abways report back to their mansger
o client-enboarding
" Welcomes a new client and sets up their first project the Horizon way.

campaign-report
iz nemosionn

n umbers into @ one-page client report

m

brand-voice
@orand-voice

The agent's page loads again on Overview; on the Capabilities tab the skill is now listed under
the agent's skills. The agent follows it from its next run on. To take a skill away from an agent,
choose the cross nextto it.

Tip: Export on a skill's page downloads it as a file, so you can use it in another organization.

OKiDO user guide - October 2026 223



Al

Have @copilot build a capability

Describe a new ability for your agents in plain language, and let @copilot specify, build and test it
before it goes live.

Available on: Pro - Business | Who can do this: Owner, Admin

Sometimes your agents need to do something no tool or skill covers yet, such as fetching
campaign results from your ad accounts. In the Capability Factory you describe what they should
be able to do, and @copilot turns it into a capability: it writes a specification, builds and tests it, and
waits for your approval before agents can use it.

The Capability Factory is part of the Pro and Business plans.

Request a capability

1. Inthe menu on the left, choose Al, then the Capabilities tab.
2. Choose New Capability.

3. Give the capability a Name and describe under What should it do? what it should do, in plain
language.

4. If it works with another app, choose Add Application, search for the app and pick how it signs
in. No passwords or keys are shared; @copilot only learns which fields the login has.

5. Choose Submit Request.

What should your agents be able to do?
e ahility in plain language. @copilat will figure out which tools and skills are needed
Name
Weekly client digest
What should it do?

Every Friday, email each client a short digest of the work finished that weeh.

Required Applications
Y palility connects 1o, The Al will know the creential fish B i e e e

Select apps i
i Malchimp — Mallchimp API (AP1 KEY HEADER) x ]

+ Add Application

e @

The capability is added to the list, and @copilot starts drafting its specification.

Follow and approve the capability

The bar at the top of the Capability Factory shows how many capabilities are in each stage, from
Requested to Live; choose a stage to see only those. Each capability shows its stage and how
many agents use it.
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. L]
E=OK|D° Q Search acrass dacuments, SOPs, tasks, and runs o &
[ Chal Agenits D Activity =3 Budge 2 MCP Servers 0 Skills Memory Metwork Logs Artifacts
I . [ Chat g3 Age ¥ Activit 3 Budge S MCP Serve [ Capabilities 09 skl M Memo @ Network Log 2 Anifac
@ Dashboard [ Capability Factory i Setige m
Describe what you want your agents to do. @copilot will build and test it before it goes lve.
& Inbox @
4= A Progress Stages
[ Piaybock Requested B Drating & Review 2 [y Building © BunaQa O integration & Approval 7 e 1 @ Monitoring D improving
© funs o
[ Projec
Weekly client digest
L = Drafting & Review — Awaiting Review D agents
@ Mi € Every Friday, emall each client a short digest of the work finished that week
Social Post Publisher
Drafting & Review — Awaiting Review 0 agents
Publishes approved posts to Instagram and Linkedin at the scheduled time.
li Repart
Labels i ny
9] . P Campaign Performance Lookup D G O Wnprove
Looks up reach, clicks and conversions for a client campaign and a date range
O Audit Log
® supoo
Theme & & 82

When the specification is ready, the capability waits for you under Drafting & Review.

1. Choose the capability to open it. You see your request, the specification @copilot wrote and its
own review of it.

2. To change something, write your comments under Human Review & Al Iteration and choose
Rewrite Spec with Al, or Save Review to only keep your notes.

3. When the specification is right, choose Approve & Advance.

@copilot then builds the capability, checks and tests it, and asks for your approval once more
before it goes Live. A live capability shows the agents that use it; choose Improve to send it back
with feedback.

Tip: Changed your mind about a request? Open it and choose Delete. A capability that is live
cannot be deleted.
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Manage what agents remember

Add, edit and remove what agents remember about your organization, and pin or archive what
they remember about one project.

Available on: Starter - Pro - Business |Who can do this: Everyone in the organization

Agents keep a memory: facts about your organization, your clients and your projects that they use
on every run, such as your brand colors or a client's tone of voice. Agents add to it while they
work, and you can add, correct and remove memories yourself, so agents start from what your

team knows.

See what agents remember

1. Inthe menu on the left, choose Al, then the Memory tab.

2. Choose a memory in the list to read it.

At the top you see how many memories are short-term, long-term or permanent. Use the buttons

above the list to show only the memories of the organization, a project, a team, a task or a person,
and the list next to themto show one kind of memory. A memory shows how important agents rate
it, how sure they are of it and how often they used it.

#OKiDO

Horizon Creative Agency

Add a memory

1. Choose New Memory.
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2026, 07:50 PM - CR

EATED

L]
Q Search across documents, SOPs, tasks, and runs a =3
- [ chat €3 Agents ¥ Activity 3 MCP Servers [y Capabilities [ skills B Memory @ Metwork Logs 2y Artifacts
@ Agent Memory e m
Tiered memory system with imponance scoring, segments, and decay
Short-term Long-term Permanent
O § memories ave impontance o T 3 memoris - avg oo O s mearca-
1
0o I
All Segments ~
g Table & Grapl
Brand colors & Reinforce 2 Edit
TechVenture tone of voice —
Permanent  Knowledge  ORGANIZATION  ACTIVE
LONgASM  IrCwlecEs  OFGANIZATION
Human created
Horizon tone of voice MPORT, CONFIDE ACEC DECAY RATE
p— — 0 -— 0x 6%
Longtemn  Preference  ORGAMZATION
FRESHNESS
| —
Brand colors m— 50
Posmanent  Knowladge  ORGANZATION 2] Led & M
Horizon's brand colors are deep navy (#1E2A4A), coral (#FFGBSA) and warm sand
(#F4EQDC) . Coral is only for calls to action.
Memory activity
a 8
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2. Choose the Scope: what the memory is about. For anything other than Organization, also
choose the project, team, task or person.

3. Choose how long it lasts under Tier, and what kind of memory itis under Segment.

4. Fillin the Topic and the Content, and move the sliders to set how important it is and how sure
you are.

5. Choose Create.

Create Memory Entry

Scope Tier Segment

Organization - Permanent v Preferences -

Topic

Client feedback rounds

Summary {optional one-line summary)

Brief normalized summary of this memory

Content

Every client deliverable gets two feedback rounds. A third round is billed as
extra work.

importance: 50% Confidence: 50%

b @

Agents use the memory from their next run on. To change a memory, open it and choose Edit; to
remove it, choose Delete.

Manage what agents remember about a project

Agents on a project get the memories of that project with their briefing: the pinned ones and the
most important others, ten in all.

1. Openthe project and choose the Agents tab.

2. On the right, choose Memory.

3. Choose Add, fill in the topic and what agents should remember, and choose Save memory.
4

. Nextto a memory, choose the pin to always send it to agents, the pencil to change it, or the
box to archive it.
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Briefing Memory Test run Recent runs

Project memol
¥ v + Add
What agents leamed here, ranked by importance. Pinned
memories and the most Important others, ten in all, are sent to
evary agent.

3 of 3 sent to agents

== X Launch date o
The TechVenture platform launches on
the first Monday of next month.
Everything client-facing must be approved

a week before

= Approved claims g 2 7 B
Approved claims: saves & hours per
manager per week, and you can set it up
In one afternoon. Use no other numbers
without a legal review

-— & Launch audience £, z / ®
Operations managers at companies with
50 to 500 employees, mostly in logistics
and professional services,

Pinned memories come first in the list. An archived memory disappears from the list and is no longer

sent to agents.
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Give agents credentials for other apps

Store API keys and app logins safely, and choose which agents, projects and SOPs may use
them.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

To work in another app, such as sending a newsletter in Mailchimp or reading survey answers in
Typeform, an agent needs that app's login: an APl key, a token or an app connection. You store
these once as credentials. OKiDO keeps the secret values encrypted and never shows them again;
you decide which agents may use a credential, and in which projects and SOPs.

Add a credential

In the menu on the left, choose Al, then the Credentials tab.
Choose Add Credential.

Search for the application and choose it. When an app offers several ways to sign in, choose
one, for example its API.

Give the credential a Credential Name you will recognize, add a description if you like, and fill
in the key or token the app gave you.

Choose Save Credential.

€ T | New Typeform API BEARER TOKEN

Credentlal Name
Typetorm client surveys
fentity his credential se
Description {optional)

Reads the answers to the client satisfaction survey.

Configuration Fields

Cancel

The credential is added to the list.
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f:oKiDO Q Search across documents, SOPs, tasks, and runs o &
ants =y Activit 3 Budg = MCP Servers fw Capabilities 1 Skills Memory Network Logs Artifacts i
R . ents o Activity o 3 Budget = MCP Servers {1 Capabilitie [0 Skil B Memor @ Netw og ) Artifa ) Credentials
@ Dashboard Credentials
Manage application credentials that Al agents can use to interacl with external services.
i o
28 e Application Credentials m
L Manage AP| keys, lokens, and DAUth2 connections for 350+ applications
[0 Piaybook
Typeform client surveys
G T
® FRuns o BEARERTONEM  Reads the answers 1o the elient sat
[ Projec
20, Slack Horlzon workspace
@ Milestones 8 BEARERTOKEN  Posts agent updites to the camps
CD Sprints
Mailchimp newsletter account
2 Teams @ AP|KEY HEADER  Sends the monthiy client newsletters
i Reports
® supoo
Tr & & O

To change or delete a credential, point at it in the list and choose the pencil or the bin.

Let an agent use a credential

1.
2
3.
4

Open the agent: Al, the Agents tab, then the agent.

. Choose the Credentials tab.

Pick the credential in Select a credential to add... and choose Add.

. Under Project Scope, choose where the agent may use it: All projects, Selected only or No

projects. With Selected only, choose the projects.

Do the same for SOPs under SOP Scope.

» Typeform client surveys
typeform - BEARER_ TOKEN - 1 project - All SOP:

Each change is saved right away, and the line under the credential's name sums up where the

agent may use it. To take a credential away from the agent, choose the bin nextto it.
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CHAPTER 12

Integrations

Connect Claude or ChatGPT

Ask your Al assistant to work in OKiDO
What your Al assistant can do in OKiDO
Create an organization APl token

Create a personal access token

Send events to other apps with webhooks
Export your organization's data

Sync your tasks to Google Tasks

Read this chapter online

okido.io/en/docs/integrations

Scan the code or open the link to read this chapter online,
where it is always up to date.

Iy
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Integrations

Connect Claude or ChatGPT

Connect Claude, ChatGPT or another Al assistant to OKiDO, so it can read and update your work

for you.

Available on: All plans | Who can do this: Everyone in the organization

OKiDO works with Al assistants that support MCP (Model Context Protocol), such as Claude and

ChatGPT. Once connected, you can ask the assistant to create tasks, check on projects or start a

process, and it works in OKiDO with your own permissions.

Copy the server address

1. Open the account menu (the person icon at the top right) and choose Settings.

2. Choose the Al assistants tab.

3. Under MCP server URL, choose Copy.

:=0K|D° Q Search across documents, SOPs, tasks, and rur

Horlzon Creative Agency v

Settings

Manage your account settings and preferences

Inbos (] 2 Profile O Preferences & Securdty (3 Account g Al assistants

Connect an Al assistant

i ) OKIDO works with Al s that support MCP {Model Context Protocol), such as Claude and ChatGPT. Once connected, the assistant can read and
pdate s for you, with your permissions

@ P @B %0DPe

ICP server URL
Milastones https://api.okido.io/mcp
srints

LD Sprint
2 m
i Report Your connections
O Lavels
y Weekly report script
O Audt Log Personal acoess token - Last active 107214202
@ Org t n
Claude (web, desktop and mobile)
1
® Suppo s
Theme & & 2 ChatGPT

1. in ChatGPT, open Settings — Apps & Connectors. Adding a custor

Lower on the tab, OKiDO shows the steps for each assistant. In short:

* Claude (web, desktop and mobile): in Claude's settings, add a custom connector named

OKiDO, paste the address and choose Connect.

Jo

e ChatGPT:in ChatGPT's settings, create a connector, paste the address and choose OAuth as

the authentication. You may first have to turn on developer mode in ChatGPT's advanced

settings.
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+ Claude Code and other MCP clients: add OKIiDO as a remote (HTTP) MCP server with the
same address. For Claude Code, copy the ready-made command from the tab.

Sign inand approve

The assistant opens OKiDO in your browser. Sign in, if you are not signed in yet, and approve the
access. You are then back in the assistant, connected.

Check your connections

Under Your connections, the tab lists every assistant connected to your account, and when each
one was last active. A personal access token that a script or an assistant uses shows here too (see
Create a personal access token). Just connected? Choose Check again to update the list.

2
Your connections £ Check again

Weekly report script
T e, rsonal access token - Last active 10,/21/2026
o disconnect eve stant ce., use Sign out all other devices under Sacurity.

To disconnect every assistant at once, choose Sign out all other devices on the Security tab

(see Change your password and sign out other devices).
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Ask your Al assistant to work in OKiDO

Requests to try in Claude, ChatGPT or another Al assistant connected to OKiDO, from a status
update to new tasks, runs and SOPs.

Available on: All plans | Who can do this: Everyone in the organization

With OKIiDO connected to your Al assistant (see Connect Claude or ChatGPT), you ask for what
you need in your own words. The assistant finds the projects, tasks and SOPs you mean in OKiDO,
reads them and, with write access, makes the changes. Copy one of the requests below into your

assistant and change the names to yours.

See where your work stands

OKiDO What is on my plate today in OKiDO? Include the approvals that are waiting for me.

OKiDO Give me a status update on the Website Redesign project: what is done, what is late

and what is blocked.

OKiDO What changed in my OKiDO projects since Friday?

Plan and organize work

OKiDO Turn these meeting notes into tasks in the Q3 Launch project, each with an owner and

a due date: (paste your notes)

OKiDO Move every open task in the Website Redesign project that is due this week to next
Monday.

OKiDO Create a project for the Acme onboarding from our Client Onboarding template
project.

Run your processes

OKiDO Start a run of our Client Onboarding SOP for Acme and tell me the first step.
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OKiDO Write an SOP in OKiDO for publishing a blog post, with steps for the draft, the review,
the images and publishing.

OKiDO Find our document about expense claims in OKiDO and sum up the approval rules.

Work with your Al agents

OKiDO Ask @copilot to draft this week's status report for the Website Redesign project.

OKiDO Which actions of my OKiDO agents are waiting for my approval?

Tips

Name projects, SOPs and people as they are called in OKIiDO. The assistant looks them up, so
you do not need IDs or links.

* In several organizations? Say which one you mean, or the assistant asks.

» For a large change, such as moving many tasks, ask the assistant to show its plan first and
change things after you agree.

* Your assistant may ask you to confirm before it changes something; that depends on the
assistant and its settings.

* The assistant works as you: it sees and changes only what your account may, and what it
changes is recorded in the audit log as your action.

For everything the assistant can do in OKiDO, see What your Al assistant can do in OKiDO.
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What your Al assistant can do in OKiDO

Every tool an Al assistant connected to OKiDO can use, from tasks and projects to SOP runs,
documents and Al agents, and the access each one needs.

Available on: All plans | Who can do this: Everyone in the organization

Once you have connected an Al assistant such as Claude or ChatGPT (see Connect Claude or
ChatGPT), it works in OKiDO through the tools below. You do not call them yourself: ask in your own
words, and the assistant chooses the tools it needs. For requests to try, see Ask your Al assistant to
work in OKiDO.

What the assistant may do

* Your access: the assistant works with your account, so it sees and changes only what you
may. An action that needs an owner or admin, such as inviting people, works only if you have
that role.

* Read or also write: when you connect, you approve the access. With read access the
assistant has the 57 tools marked Read below; with read and write access it has all 123.

» Tokens: a script or assistant that uses an organization APl token gets only the tools its scopes
allow (see Create an organization APl token).

* Your organizations: the assistant can work in every organization your account belongs to.
When you belong to several, it asks or you say which one.

e Your plan: the same limits apply as in the app, for example on the number of projects.

* Arecord of changes: what the assistant changes is recorded in the organization's audit log,
as your action.

Projects
Tool What it does Access
list_projects List organization projects with optional Read
filters.
list_my_projects List the projects you are a member of, Read
in all your organizations.
get_project Fetch a project with its columns, default  Read
labels, dates, status, access and task
counts.
get_org_stats Get high-level organization metrics Read

including open task count, active run
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Tool

get_project_activity

export_project

create_project

create_project_from_template

update_project

change_project_type

create_project_stage

update_project_stage

reorder_stages

list_project_members

add_project_member

remove_project_member
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What it does

count, and pending step count.

Recent audit activity for a project and
its tasks, newest first.

Export a project with its columns and
tasks as JSON.

Create a new project inthe
organization.

Create a project from a template
project, as Use template does in the

app.

Update a project's name, description,
status, dates, or archived flag.

Make a project public (every member
sees it) or private (only the people and
teams you add).

Create a new stage in a project.

Update an existing project stage.

Reorder the stages of a project.

List who has access to a project.

Give a person or team access to a
private project.

Take a person's or team's access to a
private project away.

Access

Read

Read

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read

Read and
write

Read and
write
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Tasks

Tool

list_tasks

list_my_tasks

get_task

get_user_workload

find_by_external_ref

list_task_comments

list_watchers

create_task

bulk_create_tasks

update_task

bulk_update_tasks

assign_task

request_task_approval
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What it does

List tasks with optional filters on project,
assignee, status, priority, or a title substring.

List the tasks assigned to you and the
approvals waiting for your decision, in all your
organizations.

Fetch a task by ID with comments, subtasks,
labels, and activity.

Get open tasks and run steps assigned to a
user, optionally within a due-date window
and/or scoped to one team.

Find tasks and milestones by the reference
they were imported with.

Read the comment thread of a task, with
author names.

List the users following a task.

Create a new task in a project.

Create up to 100 tasks in one projectina
single call.

Update a task's status, assignee, priority,
dates, description, column, estimate or
milestone.

Update up to 100 tasks in one call.

Assign or reassign a task to a user, who is
notified.

Ask one or more people to approve a task.

Access

Read

Read

Read

Read

Read

Read

Read

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write
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Tool

add_task_comment

update_task_comment

delete_task_comment

watch_task

unwatch_task

attach_link_to_task

attach_document_to_task

delete_task

What it does

Post a comment on a task.

Edit a task comment.

Delete a task comment.

Follow a task so the user gets notified of

activity on it.

Stop following a task.

Attach an external URL to a task.

Link an internal Playbook document to a task.

Permanently delete a task.

Dependencies and milestones

Tool

list_task_dependencies

get_blocked_tasks

get_critical_path

list_milestones

get_milestone_report
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What it does
List both directions of a task's dependencies.
List tasks that are currently blocked.

The longest dependency chain in a project,
returned in order with each task's dates.

List milestones with per-milestone rollups of
linked tasks and the launch-at-risk check.

Show the health of each milestone.

Access

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Access

Read

Read

Read

Read

Read
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Tool

add_task_dependency

remove_task_dependency

create_milestone

update_milestone

Sprints

Tool

list_sprints

get_sprint

create_sprint

assign_task_to_sprint

Request forms

Tool
list_request_forms

create_request_form

update_request_form
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What it does

Make one task depend on another.

Remove a dependency between two tasks.

Create a milestone in a project.

Update a milestone's name, target date,
description, or progress percentage.

What it does

List sprints, optionally filtered by project,
team, or status.

Fetch a sprint with its tasks and task count.

Create a sprint for a project or a team.

Put a task in a sprint, or take it out of its
sprint.

What it does
List request forms, optionally for one project.

Create a request form for a project.

Change a request form's name, description,
fields, column, visibility or status.

Access

Read and
write

Read and
write

Read and
write

Read and
write

Access

Read

Read

Read and
write

Read and
write

Access

Read

Read and
write

Read and
write
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Tool

submit_request_form

What it does

Submit a request form as the current user,
exactly as through the form's internal link.

Labels
Tool What it does
list_labels List the organization's labels.

create_label Create an organization label, optionally in a label
category.

add_label Add a smart label to a task, document, or SOP
template.

remove_label Take a label off one task, document or SOP template.

delete_label Delete an organization label for good, from everything
that has it.

SOPs and runs

Tool

list_sop_templates

get_sop_template

list_runs

get_run

list_schedules

create_sop_template
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What it does
List SOP templates in the organization.

Fetch an SOP template with all steps and
variable definitions.

List active and recent SOP runs with optional
filters.

Fetch an SOP run with its steps, variables and
progress.

List recurring run schedules in the organization.

Create a new SOP template with steps.

Access

Read and
write

Access

Read

Read and
write

Read and
write

Read and
write

Read and
write

Access

Read

Read

Read

Read

Read

Read and
write
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Tool

update_sop_template

add_sop_step

update_sop_step

reorder_sop_steps

remove_sop_step

start_run

complete_run_step

set_run_variable

schedule_run

unschedule_run

What it does

Rename an SOP template.

Add a step to an existing SOP template.

Update an existing SOP template step, including
who it is assigned to.

Reorder an SOP template's steps.

Delete a step from an SOP template.

Start a new SOP run from a template, exactly as
the web app does.

Mark a run step as complete, with the same
rules as the web app.

Set or update one or more SOP run variables.
Create a recurring schedule that spawns runs
from an SOP template.

Remove a recurring run schedule.

Playbook: documents, folders and processes

Tool

list_folders

get_folder

list_processes

What it does
List folders in the organization.

Fetch a folder by ID, including its child folders and
processes.

List processes in the organization, optionally filtered
by folder.
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Access

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Access

Read

Read

Read
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Tool

get_process

list_documents

get_document

get_upload

create_folder

create_process

update_document

Search

Tool

search_platform

People and teams

Tool

list_users

What it does

Fetch a process by ID, including its SOP templates,
documents, and recordings.

List Playbook documents in the organization.

Fetch a Playbook document by ID, including its
content and metadata.

Fetch a file orimage attached to a task, a comment
or a Playbook document.

Create a new folder in the organization.

Create a new process inside a folder.

Update the title and/or content of an existing

Playbook document.

What it does

Find projects, tasks, documents, SOP templates, runs,
folders, and processes whose title or name contains the

query.

What it does

List all members of the organization with their

name, email, role, and status.

lookup_user_id_by_name Look up a user ID by their name or email.

list_teams

List the organization's teams with their
members.
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Access

Read

Read

Read

Read

Read and
write

Read and
write

Read and
write

Access

Read

Access

Read

Read

Read
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Tool

invite_user

Create_team

update_team

add_team_member

remove_team_member

delete_team

What it does

Invite a person to the organization by email,

as a member or an admin.

Create a team in the organization.

Rename a team or change its description.

Add an organization member to a team.

Remove a user from a team.

Delete a team.

Notifications and approvals

Tool

send_notification

request_human_approval

Al agents

Tool

list_agents

get_agent

get_agent_org_chart
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What it does

Send an in-app notification to members of
the organization.

Ask members of the organization for an
approval or a decision.

What it does

List the Al agents in the organization with
their handle, status, hierarchy role and
parent agent.

Get one Al agent by handle or ID.

Get the full agent organizational hierarchy
tree for the current organization.

Access

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write

Access

Read and
write

Read and
write

Access

Read

Read

Read
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Tool

get_agent_run_status

get_pending_agent_actions

get_artifact

invoke_agent

request_capability

What it does
Check an agent run.

List the latest agent actions that wait for a
person's approval.

Retrieve a previously saved artifact by its
ID.

Start an Al agent on a task.

Request a new tool or capability that does
not currently exist.

Al memory

Tool What it does

search_memory Search only authorized, relevant Al memories.

save_memory Save a durable, sourced fact in the narrowest
authorized scope.

save_correction Save an explicit correction with high retrieval
priority and long-term retention.

save_preference Save a stated preference with long-term retention.

update_memory Revise an accessible agent-created memory with

new evidence.

reinforce_memory Confirm an accessible memory with new evidence.
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Access

Read

Read

Read

Read and
write

Read and
write

Access

Read

Read and
write

Read and
write

Read and
write

Read and
write

Read and
write
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OKiDO Support

Tool What it does

list_support_tickets List your OKiDO Support tickets, most
recently updated first.

get_support_ticket Read one of your OKiDO Support tickets with
its conversation.

submit_support_ticket Contact OKiDO Support with a ticket, as you
would on the Support page.

Organizations and limits

Tool What it does
list_organizations List the organizations the assistant can work in.

get_api_limits Show the request limits and your organization's plan
limits, so large jobs can be paced.

Visual cards in ChatGPT

Tool What it does

render_projects_carousel Render a carousel of project cards.

render_tasks_list Render a list of tasks with status and priority
badges.

render_task_card Render a single task detail card.

render_kanban_board Render a kanban board with tasks grouped by

project stages.

render_sprint_board Render a sprint board showing tasks grouped
by assignee or status.

render_runs_tracker Render a tracker for SOP runs with progress
indicators.

OKiDO user guide - October 2026

Access

Read

Read

Read and

write

Access

Read

Read

Access

Read

Read

Read

Read

Read

Read
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Tool What it does Access

render_search_results Render search results across entity types. Read

Tools that only OKiDO's own Al agents use (for example to hand work to another agent) are not
offered to assistants and are not listed here.
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Create an organization API token

Create a token with only the access it needs, so scripts and other tools can work with your

organization.

Available on: Pro - Business | Who can do this: Owner, Admin

An organization APl token gives a script, an Al agent or another tool access to this one
organization. Give it only the access the tool needs: a reporting dashboard, for example, only has
to read projects, tasks and runs. For a token that acts as you, in all your organizations, see Create a

personal access token.

Only owners and admins can create and revoke APl tokens. New tokens need the Pro or Business

plan.

Create atoken

1. In the menu on the left, choose Organization, then the Integrations tab and APl Tokens. You

see the organization's tokens, with their scopes, who created them and when they expire.

t20KiDO

Horlzon Creative Agency

®@ P ®8 %0 B

8

-

& o ¢

Organization

Organization Settings

Manage your organization's profile, members, and preferences

& Profile @ Members £ Plans ) Roles & Integrations. B Data IO Sprints & Al Models

1
J& Webhooks | o* AP Tokens
o* APl Tokens
Generate AP| tokens for programmatic access to your organization

Reporting dashboard 0]

2. Choose Create Token.

3. Enter a Token Name that tells you which tool uses it, and the number of days until it expires

(365 at most).

4. Under Scopes, tick what the token may do. A write scope includes reading.
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Create APl Token

Generate a new API token for programmatic access to your organization

Token Name

Client portal sync

piration (days)
i 180 ]

Taken wil expire In 180 days

Scopes

Read Projects
View peojects, their stages and members

[C] Write Projects

Create and modify projects, stages and project members

Read Tasks

View tasks, milestanes. splints and comments
Write Tasks
Create and modify tasks, milestones, sprints and comment
] Read Runs.
i @

5. Choose Create Token.

6. Copy the token and store itin a safe place, such as the settings of the tool that uses it. Then
choose Done.

x
(<) API Token Created Successfully
Save this token securely. You won't be able to see it again.
Token
dit_dfeB323b88f17a3c121890F33alca91dlcac3fica E]
Use this token in the Authonzation header: Bearer {token

Important: Store this token securely. It provides access ta your

n's data. You won't be able to view it again after closing

=

OKiDO shows the token only this once. Tools use it with OKiDO's MCP server, at the address on the
Al assistants tab of your settings: they send it in the Authorization header, as Bearer followed by

the token. The token can then do what its scopes allow, in this organization only.

Revoke a token

1. Inthe list of tokens, choose the bin next to the token.

2. Confirm with Revoke.

Tools that use the token lose their access right away.
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Create a personal access token

Create a token that acts as you in all your organizations, for scripts, integrations and Al
assistants.

Available on: Pro - Business | Who can do this: Everyone in the organization

A personal access token lets a script, an automation or an Al assistant use OKiDO's APl as you,
instead of your password. It can do everything you can do, in every organization you belong to.
For a token that belongs to the organization and can only do part of the work, create an
organization APl token instead.

You can create personal access tokens when at least one of your organizations is on the Pro or
Business plan.

Create atoken

1. Open the account menu (the person icon at the top right) and choose Settings.

2. Choose the Security tab. Your tokens are listed under Personal access tokens.

£ Personal access tokens
Long kens that act as you across all your organizations. Use them for seripts, integrations, and automations instead of

No personal access lokens yet. Create one to access the APl from scripts and integrations

3. Choose Create token.

4. Enter a Token name that tells you where the token is used, and choose an Expiration.

Create personal access token

The token acts with your full permissions in every organization you belong

Token name

[ Content calendar sync ]

piration
& months w ]

5. Choose Create token.

6. Copy the token and store itin a safe place, such as a password manager. Then choose Done.

OKiDO shows the token only this once. After that you see it in the list with its name, when it expires
and when it was last used.
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Use the token in the Authorization header of your API calls: Bearer followed by the token. An Al
assistant that connects with the token shows on the Al assistants tab (see Connect Claude or
ChatGPT).

Tip: Choose an expiration whenever you can. A token with No expiration stays valid until you
revoke it.

Revoke a token

1. Under Personal access tokens, choose the bin next to the token.

2. Confirm with Revoke.

Anything that uses the token loses its access right away. Changing your password revokes all your
personal access tokens as well.
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Send events to other apps with webhooks

Let OKiDO tell another app right away when tasks, runs, approvals or documents change, and
check every delivery.

Available on: All plans |Who can do this: Owner, Admin

A webhook sends an event to another app the moment something happens in OKiDO: a task is
created, a run is completed, an approval is decided. The other app, for example your CRM or an
automation tool, gets a message at an address it gives you, and can actonit.

Only owners and admins can add and manage webhooks.

Add a webhook

1. Inthe menu on the left, choose Organization, then the Integrations tab. Webhooks opens,
with the organization's webhooks and the events each one receives.

(o | H Search across ments. SOPs. taske, ar & [-
I-OK'DO Q Sea rass docume Ps, tas 1 rur 8 B
Horlzon Creative Agency i = &
Organization Settings

@ Manage your organization's profile, members, and preferences

Dashboard
& Inbox o @) Profile 9, Members £ Plans O Roles & Integrations 8 Data 0o Sprints & Al Models
A

Sy Webhooks o API Tokens
[ Praybook
® Runs 2]
B9 Frojects & Webhooks
Send real-time notifications to external services when events occur
@ Milestones
B> Sprints https://hooks.horizon-creative.example/okido/tasks E o Deliveries @ Reveal secret £ Rotate secret 0]
G e a
2 Teams et
|,_|| Reports ] Include events from private projects (cayicads includa their task titles
> Labels
0 Audit Logs
# Organization &2 Verifying deliveries
Every delivery is a POST with H SHAZ56. Each request includes these headel
stes

5 To > {the timestamp, a period, then the body exactly as received) with the signing sacret as the key,

® Suppo ox veries whose timestamp is more than 5 minutes old

2. Choose Add Webhook.

3. Enter the Webhook URL: the address the other app gave you. It has to be a public internet
address.

4. Under Events, tick the events to send. All Run Events, for example, sends every change to a
run.

5. Tick Include events from private projects only if the other app may see the task titles of
private projects.
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Create Webhook

Configure a new webhook endpoint to receive event notifications

‘ebhook URL
https:/ fhooks.example.com fokido/uns

Events

(] Al Task Events
[ Task Created

[ Task Updated

| Task Deleted
% All Run Events

] Run Created
[] Run Updated

[0 Run Completed

U] Include events from private projects

Off by defa dpo
d their p:

6. Choose Create Webhook.

nts from private projects,

oo @

OKiDO shows the webhook's Signing Secret. Copy it into the other app: with it, the app can check
that a message really comes from OKiDO. The section Verifying deliveries below the list explains

how, for your developers. You can show the secret again later with Reveal secret, or replace it

with Rotate secret.

Check the deliveries

1. Onthe webhook, choose Deliveries. You see the recent deliveries, newest first: whether each

one arrived (Delivered) or not (Failed), the event, the answer of the other app, and how many

attempts it took.

2. Choose a delivery to see every attempt and the message that was sent.
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#20KiDO
Horlzon Creative Agency

Dashboard
Inbox

Al
Playbook

Runs.

B ® 8 %D B

Projects

Milestones

g @

Sprints
22 Teams

™

Reports

E

Labels

Audit Logs

& O O

Organization

Q) Search across documents, SOPs, tasks, and runs

Recent deliveries

¥  Retying  task.created getacdrinfo EALAGAIN hooks.horizoncreati

» Relying task.created getaddrinfo EAl AGAIN hooks. horizon cr

>  Relrymg  task.created getaddrinfo EAl AGAIN hooks.horizon creative.example

» FRelryng approval.changes_requested getaddrinfo EAI AGAIN hooks horizon crestive examplie

» Retying task.updated getade

AGAIN hooks.horizancr

o
o
mpts - Oct 21, 6218:08 PM 1D Redeliver
3 attempts - Oct PM ) Red
3 attempts - Oct 21, 8:17:30 P D Redeliver
tempts - Oct 21, 8:17:00 Py ¥ Redeliver
attempts - Oct 17:00PM &) Redeliver

3 Retying  task.updated getaddrinfo EAILAGAIN hooks horizonc attempts - 0 DR

3 Relning  task.updated getaddiinfo EALAGAIN hooks horlzon-creative. example mpts - Dct 16:57PM ¥ Red
1 3

- m task.updated 503 8 attempts - Oct 21, 7:55:58 AM| D Redeliver
Delvery 1D e2e4f17¢-3b53-4b98- B14e- 364054837361
Attompt Time Resuit Duration
#1 Oct 21, 7:55:58 AM 503 10000 ms
#2 Oct 21, 7:56:58 AM 503 10000 ms
#3 Oct 21, 8:00:58 AM 503 10000 ms
#4 Oct 21, 8:10:58 AM 503 10000 ms
#5 Oct 21, 8:25:58 AM 503 10000 ms
#8 Oct 21, 8:55:58 AM 503 10000 ms
#7 Oct 21, 9:55:58 AM 503 10000 ms
"8 Oct 21, 11:55:58 AM 503 10000 ms
Payioad

{

When the other app does not answer, OKiDO tries again on its own, up to 7 times over about 10

hours. Deliveries are kept for 30 days.

Send a delivery again

Fixed the problem at the other app? Choose Redeliver on the delivery. OKiDO sends the event

again: a new delivery appears at the top of the list.

To stop sending events, choose the bin on the webhook and confirm with Delete.
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Export your organization's data

Download your organization's Playbook, with its documents and SOP templates, as a JSON file.

Available on: All plans |Who can do this: Owner, Admin

Keep a copy of your Playbook outside OKIDO, or hand it to another tool. The exportis one JSON
file with:

» the organization's name and plan,
» the structure of the Playbook: its folders and processes,
» the documents of each process,

o the SOP templates with their steps.
Projects, tasks and runs are not part of the export.

Only owners and admins can export the organization's data.

Export the data

1. Inthe menu on the left, choose Organization, then the Data tab.

2. Under Export Organization Data, choose Export as JSON.

- H Search acrass documents, SOPs, tasks, and runs o
#30KiDO G Sserch scrvms doc u g A
Horlzon Creative Agend Z & 3

‘ : Organization Settings @ Hortzon Creative Agency ~

Manage your organization's profile, members, and preferences

(@ Dashboard

Inbox @ Profile 9 Members £ Plans Roles [ £ Data Sprints Al Models

5] 3 Q = 8 (43 &
& A
[0 Playbook Export Data
@ FRuns (-]
B0 Projects & Export Organization Data
Export your organization's structure, documents, and SOPs as a JSON file. This includes:

@ Wiestones C zation profile and settings
> Sprints « Department and pro
2 Teams « SOP e and steps
S s @]
© Labels
Q) Audit Logs

Organization
® Import Data

‘3 Import from File
Import projects and tasks from other tools (Asana, Trello, Jira, Monday.com, ClickUp) or from a previous Okido export, Our wizard will automatically detect the file

® Susmor &, Import Data

Your browser downloads the file. Its name is the organization's name and the date, for example

horizon_creative_agency_export_2026-10-21.json .
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Sync your tasks to Google Tasks

See the OKIDO tasks assigned to you in Google Tasks and Google Calendar, in one list or in a list
per project.

Available on: All plans |Who can do this: Everyone in the organization

Plan your day in Google Calendar? OKiDO can copy the tasks assighed to you into Google Tasks,
so they show up next to your appointments. Changes made in either place are synced both ways.
OKiDO checks Google for changes every 5 minutes.

The sync is personal: it covers the tasks assigned to you, and only you see its settings.

Connect your Google account

1. Open the account menu (the person icon at the top right) and choose Settings.
2. Choose the Calendar tab.

3. Choose Connect Google account.

. L]
==OK|D° Q) Search across documents, SOPs, tasks, and runs 0 2
Horlzon Creative Agency ~ "

Settings

@ Manage your account settings and preferences

Das
£ Inbox ] 2 Profile A Preferences 0 Security () Account ¢ Al assistants @ Referals [ Calendar
P
me £ Google Tasks sync

> Mirror the OKIDO tasks assij t a G I gsich wedul ) d
@ R ° 1 pl polls
[ Proje
@ Mile:
s3] ams
& Team
L Re
® sup
Th Y a

4. Sign in to Google and allow OKiDO to manage your tasks.

You are back on the Calendar tab, which now shows the Google account you connected.

Choose the lists

1. Under Default Google Tasks list, choose the Google Tasks list your tasks go into.
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2. Want a new list for them? Type its name under Create a new Google Tasks list and choose
Create. Then choose it as the default list.

3. To give a project a list of its own, choose the project under Add an override, choose Add, and

pick its list. Untick Sync this project to keep a project's tasks out of Google.

t30KiDO Q search

Horlzon Creative Agency ~

Dashboard

Playbook

@8 %D B

Projects

Milestones

g @

Sprints
22 Teams

(ail

b Reporis

across documents, SOPs, tasks, and runs

B Google Tasks sync

Mirror the OKIDO tasks

either place are synced both ways (Google polls every 5 minutes)

+ Connected as emily.r@horizon.demo

Last pulled from Google: 10/21/2026, B:19:37 PM

Sync is enabled

Default Google Tasks list

signed to you into a Google Tasks list so they show up in Google Calendar afongside your schedule. Changes made in

Disconnect

Jasks for projocts without an ovarride below go inte this fist
T OKIDO tasks

’

Create a new Google Tasks list

e.g. OKIDO tasks

Per-project overrides

Route tasks from specific projects into a different Google Tasks list, or skip syncing for a project entirely. Projects without an ovenide use your default

list above

;LBSWC this project  Social media

39€369ab-

Add an overnde

Pick a project...

vm

Jo

Your settings are saved as soon as you change them. To pause the sync, untick Sync is enabled.

To stop it, choose Disconnect: the tasks already in Google stay there, but no longer change with

OKiDO.
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CHAPTER 13

Organization administration

Edit your organization's profile

Invite people to your organization

Change a member's role or Advanced Al access
Change your plan and billing

Buy extra storage or Al tokens

Choose Al models

Set the sprint cadence

Import data into your organization

Review the audit log

Read this chapter online

okido.io/en/docs/administration

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Organization administration

Edit your organization's profile

Change your organization's name and icon, and see which plan it is on.

Available on: All plans |Who can do this: Owner, Admin

Your organization's profile holds its name, its icon and the plan it is on. Everyone in the organization
sees the name and the icon in the organization menu at the top left.

Only owners and admins can open the organization settings.

Open the organization settings

In the menu on the left, choose Organization. The settings open on the Profile tab.

- H Search across documents, SOPs, tasks, an .
20KiDO Q Search across document ru o' s
Hovizon Creative Agency i 5 & X
Organization Settings €@ Horizon Creative Agency
Manage your organization's profile, members, and preferences
(@) Dashboard e d
& Inbox [17] & Profile 9 Members B Plans [ Roles ) gra B Dat O Sprir £ Al Models
4 A o
Playbook & ” i

m e Organization Profile n
® Runs -]

Organization Name
[@ Projects

Horizon Creative Agency
@ Miestones sig
LD Sprint

on

2 Teams

lcon URL
| Reports

-

© Labels =
0 Audit Logs Business
r@j Organization ]

Under Plan you see the plan your organization is on. To change it, see Change your plan and
billing.

Change the name or the icon

1. Choose Edit.
2. Change the Organization Name.

3. Under lcon URL, enter the web address of an image, or an emoji.
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Organization Profile

rganization Name
Horizon Creative Studio

Siug

Plan

Business

@ e

4. Choose Save Changes.

The profile shows the new name and icon. The organization menu at the top left shows themtoo

once the page reloads.

The Slug is your organization's fixed short name. It cannot be changed after the organization was

created.
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Invite people to your organization

Invite people by email with a role, and resend or revoke invitations that are still open.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Invite colleagues, freelancers or interns to your organization by email. You choose their role when
you invite them, so they have the right access from their first sign-in.

Only owners and admins can invite people. Only owners can invite someone as an owner.

Invite someone

1. In the menu on the left, choose Organization, then the Members tab.

t20KiDO Q searc

Horlzon Creative Agency

Organization Settings

Manage your organization's profile, members, and preferences

@ ba
¥
d A o
01 Paybiook Members
Manag;
Runs
® (2] .
[ Projects s
Milestane
@ . Priya Patel
Sorir P priya.p@horizen.demo
{0 Sprnts joined Oct 21, 202
Py Tear
Emily Rodriguez
| Reports E  emiy.@horizon.demo
vined Oct 21, 2026
> Labels
Q) AuditLo James Liu
J  james.@horizon.demo
83 Organization Jalrzad Dk 2120005
Aisha Williams
“ aisha.we o
4 Oct
Tom O'Brien
) T tom.o@horizon.demo
® Suppo joined Oct 21, 202¢
Ther % & a
Nina Kowalski
N nina kéhorizon demo

2. Choose Invite Member

3. Enter the Email Address and choose a Role.

role can do.
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MCP Servers, Capabilities, Network Logs, Artifacts and Credential

) Roles & Integrations B Data oo Sprints &

N € fack fent 4
O & Advanced Al MEMBER
& Advanced Al MEMBER
[ & Advanced Al MEMBER
O £ advancea Al MEMBER
[0 & Advanced Al MEMBER
[ & Advanced Al MEMBER

Jo

Horizon Creative Agency -~

Al Models

2

Invite
= Member

Member

Member

Member

Member

Member

Member

b

»*

Below the role you see what someone with that
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Invite Member »

Email Address

rachel kim@kim-photography.example

i @

4. Choose Send Invitation.

The invitation is listed under Pending Invitations, with who sent it and when it expires. The person
receives an email with a link to acceptit.

Resend or revoke an invitation

Every open invitation has two buttons under Pending Invitations:

Pending Invitations

rachel kim@kim-photography.example 1 2
wited by Sarah Chen on Oct 21, 2025 kise
Expires Oct 26,2008

mia.novak@example.com

wited by Sarah Chen on Oct 21, 2026 MEMBER C »®
Expires Oct 28, 2026

leo.martins@example.com
nvits

by Marcus Johnson on Oct 21, 2026 MEMBER &) x
Expires Oct 28, 2026

¢ Resend invitation (the circular arrow) sends the email again and gives the invitation a new
expiry date. Use it when someone cannot find the email.

» Revoke invitation (the cross) cancels the invitation after you confirm with Revoke, and
removes it from the list.
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Change a member's role or Advanced Al access

Make someone an owner, admin or member, turn Advanced Al on or off for members, and
remove people from the organization.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Everyone in your organization is an owner, an admin or a member, and the role decides what they
can do. Members can also get the Advanced Al features, such as agents and their budget, that
owners and admins always have.

See what eachrole cando

In the menu on the left, choose Organization, then the Roles tab. It lists the permissions of each
role.

Permissions:

MEMBER
Standard member with access 1o organization content

Permissions:

Change someone's role
Only owners can change roles.

Open Organization and choose the Members tab.

Next to the person, open the role list and choose Member, Admin or Owner.
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£20KiDO Q Search acruss documents, SOPs, tasks, and rur o g
Horlzon Creative Agency ) 5 %
Organization Settings €0 Horizon Croative Agency
Manage your organization's profile, members, and preferences
(@ Das B
& Inbox (7] &) Profile 23 Members £ Plans O Roles & Integrations B Data 0O Sprints £ Al Models
& 4 o
07 Prayoc Members
@ Runs e Manage organization members and their roles N:z:l:cr
Ay unlocks ity Budget, MCP Servers, Capabilities, Network Logs, Artifacts and Credentiols, Owners and admins ahwaya have
\ I B MCP 5 c [ A Cred o
[ Projects .
Mile
@ " Priya Patel
B Sprints P . [0 & Advanced Al MEMBER ~ Member 3
=] ams
~
Lt Reports E [ & Advanced Al MEMBER ~ Member  « =3
© Label
Audit Lo

O A [ ## Advanced Al MEMBER Member &
3 Organization

AN L 5 E— [ 4 Advanced Al MEMBER ~ Member o

Memibe
1 ' e r

T tom.o@horizon.demo [0 & Advanced Al MEMBER &

@ Support £ Owner
ned Oct 21, 202
Ther e B
Nina Kowalski
N nina.k@horizon dema [} @ Advanced Al MEMBER  Member 2

The new role applies right away and shows next to the person's name.

Turn Advanced Al on or off for a member

Owners and admins can give members the Advanced Al features. Owners and admins have them
anyway: their row says Advanced Al included.

1. Onthe Members tab, tick Advanced Al next to the member.

Priya Patel

P priya.p@horizon.demo [ #¥ advanced Al MEMBER Member 8-
Joined Oct 21, 2026
Emily Rodriguez

E emily.r@horizon.dema ¢ Advanced Al MEMBER Member " 2
Joined Oct 21, 2
James Liu

J n.demo [0 & Advanced Al MEMBER Member 2

The member gets the Advanced Al features right away. Untick the box to take them away again.

Remove someone from the organization

1. Onthe Members tab, choose the remove button (the person with a minus sign) next to the
person.

2. Confirm with Remove.

The person no longer has access to the organization. Admins cannot remove owners, and nobody
can remove themselves.
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Change your plan and billing

See your organization's plan and usage, switch plans or to yearly billing, and cancel or check
your billing history.

Available on: All plans |Who can do this: Owner, Admin

The Plans tab shows the plan your organization is on, how much of its limits you use, and what the
other plans offer. From there you manage the subscription: move to another plan, switch to yearly
billing, buy add-ons, cancel, and look up your invoices.

Only owners and admins can change the plan and the billing.

See your plan and usage
In the menu on the left, choose Organization, then the Plans tab.

Under Current Plan you see your plan, its price and your billing cycle, the add-ons you have, and
the buttons to manage your subscription.

faoKIDO Q Search across documents, SOPs, tasks, and runs o 8
Horizon Creative Agency A i %
Organization Settings € Horizon Creative Agency
Manage your organization's profile, members, and preferences
(@ Dashboard e
1

& inbox [17] @) Profil @ Members ) FRoles & Integrations B Daa oo Sprints £ Al Models
ry o
0 Feybook Current Plan
® Runs e Your organization's current subscriptior

Gilling cycle: Monthly

Switch to yearly billing

Save $1,198 /year
9 Teams
b Active Add-ons
\._Il Reports Storage 10gh =
5 Labels Add-ons

Billed a8 3 soparate subscription, Y o Ty

O Audit Logs

Extra storage Guantity
€3 Organization HOOF o TG St e per L p

@ Monthly () Yearly 1

Al execution tokens

1M more Al execution tokens per month per unit
@ Monthly () Yearly 1 n

@ Support i Cancel Subscription i [ Billing History I

Usage

3
@
D

Under Usage you see, for each limit of your plan, how much your organization uses: SOPs,
documents, runs, projects, tasks, members, teams and Al. A warning sign appears from 75 percent
of a limit, and the bar turns red from 90 percent.
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Usage

SOPs 7 / Unlimited
Documents & / Unlimited
Concurrent Runs
——

Total Runs 6 / Unlimited
Projects 6 / Unlimited
Tasks 69 / Unlimited
Members 8 / Unlimitad
Teams 3 / Unlimited
Al Builder Credits (manthly) ) / 100

Al Execution Tokens {monthly) 54.0K / 25M

Need more file storage or Al tokens without a bigger plan? See Buy extra storage or Al tokens.

Switch to yearly billing

Paying monthly? Under Current Plan, Switch to yearly billing shows how much you save in a
year. Choose Switch to Yearly. You keep your plan, and fromthen on itis billed once a year.

Switch to another plan

1. Under Available Plans, compare the plans: the price per month, the price per month with
yearly billing, and what each plan includes.

Available Plans

ose the plan that best fits your organization's needs

Starter Pro Business (SN
$79\ onth $249, mont $599_'u-;u|u|

nih billed yeary h bilied year 450, /month

+ 1 workspace

+ 10 active S0Ps
20 documents

+ 10 concurrent runs

+ 5 projects

+ 1 workspace

+ Unlimited S0OPs

~ 50 concurrent runs
v 50 projects

« Extemal participants

+ 1 workspace

« Unlimited SOPs.

w200 concurrent runs

+ Unlimited projects

w Cross-department analytics

Downgrade T Downgrade

2. Choose Upgrade or Downgrade on the plan you want.

3. Choose Monthly or Yearly billing. Yearly billing gives you two months for free. The summary
below shows the total.

4. Choose Confirm, or Confirm Downgrade for a smaller plan.

An upgrade takes effect right away, and you get a credit for the part of the current plan you have
not used. A downgrade takes effect at the end of the current billing period, and you keep
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everything your current plan includes until then. Until that day the tab shows the Scheduled
downgrade; choose Cancel Downgrade to keep your plan after all.

Start a paid plan

Is your organization on the Free plan? Then choosing a plan starts a subscription, with a 14-day
free trial.

Under Available Plans, choose Upgrade on the plan you want.
Choose Monthly or Yearly billing, then Continue.

Enter the Billing Email for your invoices and your company's address. The company name and
VAT number are optional.

Billing Information
rovide your billing address for invoicing and tax calculation

[ - T
Billing Email

grace. mensah@example.com

Company Name (optional)

Fiord Studio
Tax ID / VAT Number (optiona
1372001234, NL123456789B01
Address *
Keizersgracht 120

Address Line 2 (opticnal

ApL, suite, et

City * Postal Code =

Amsterdam 1015 CX

Choose Continue to Payment, enter your payment details and confirm the subscription.

Cancel or reactivate your subscription

Under Current Plan, choose Cancel Subscription. The subscription stops at the end of the
current billing period: until then you keep your plan, and after that your organization moves to the
Free plan. The tab shows until when you have access.

Changed your mind before that day? Choose Reactivate next to the notice, and the subscription
goes on as before.
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See your billing history

Under Current Plan, choose Billing History. You see your recent invoices with their date, amount
and status, each with a link to its PDF or receipt.
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Buy extra storage or Al tokens

Add extra file storage or more Al execution tokens to your plan, as an add-on with a subscription
of its own.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Running out of space for files, or using more Al than your plan includes? Buy an add-on instead of a
bigger plan:

Extra storage: 10 GB more file storage for each unit.

Al execution tokens: one million more Al execution tokens a month for each unit.

An add-on is billed as a subscription of its own, next to your plan. Only owners and admins can buy
add-ons.

Buy an add-on

1. Inthe menu on the left, choose Organization, then the Plans tab.

2. Under Current Plan, find Add-ons. Your organization's add-ons so far are listed above it,
under Active Add-ons.

Billing cycle: Monthly

Switch to yearly billing
Save §1,198/year

Active Add-ons

Extra storage
10 GB moee file 51

! toroge pe
@ Manthly () Yearly

Al execution tokens

1M more Al execution tokens per month per u

@ Monthly () Yearly

Cancel Subscription

B Billing History

At the add-on you want, choose Monthly or Yearly billing.

Enter the Quantity: how many units you need, from1to 100. The price for that quantity shows

above Buy.

Billed as a separate subscription. You can cancel an add-on at any time.

Extra storage

10 GB maregie storege per unit

1

3 Monthly

5. Choose Buy.
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OKiDO takes you to secure checkout to pay for the add-on. When the paymentis done, you are
back on the Plans tab, and the add-on is listed under Active Add-ons with its quantity. From then
on, its storage or tokens are added to your organization's limits.
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Choose Al models

Pick the Al model your organization uses for chats, for agents at work and for agents started
from an Al assistant.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

OKiDO's Al uses a model for each purpose: chats, agents at work, and agents started from an MCP
client. You can choose which model your organization uses for each one.

Only owners and admins can change these settings. Which models you can choose depends on
your plan.

Choose the default models

1. Inthe menu on the left, choose Organization, then the Al Models tab.

2. Under Default Al Models, pick a model in the list next to a purpose.

3 Default Al Models

ose the default mode! for each Al purpose. Agents use these unless a model (s set on the agent's own page. Input and output tokens are weighted separately against your

Chat T 2
I 8.2 / O ®1
S W et n x ut OpenAl Sol 6.1 (In x0.2 / Out x1) v

In 8.2 / Dut *1 OpenAl Sol 6.1 {In 0.2 / Qut x1), default -

In 8.2 / Out x1 OpenAl Sol 6.1 (In x0.2 / Out x1), default v

The new model is saved right away. Agents use these defaults unless a model is set on the agent's
own page.

Nextto each model you see how its tokens count against your monthly token budget. For example,
"In x0.2 / Out x1" means that a token the model reads counts for a fifth, and a token it writes counts
in full. To go back to the model OKiDO recommends, choose Reset.
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Set the sprint cadence

Choose how long your sprints are, the day they start and how long the sprint meetings take, and

create the upcoming sprints.

Available on: Pro - Business | Who can do this: Owner, Admin

Sprints split work into short periods with a fixed rhythm. Here you set that rhythm for your whole
organization: how long a sprint lasts, the day it starts and how long its meetings take. OKiDO then

creates the upcoming sprints for you.

Sprints are available on the Pro and Business plans. Only owners and admins can change these

settings.

Choose the cadence and the meetings

1. Inthe menu on the left, choose Organization, then the Sprints tab.
2. Under Sprint Cadence, choose Weekly, Bi-weekly or Monthly.

3. Under Default Meeting Durations, choose how long each meeting takes, or None for a

meeting you don't hold.

4. Under Sprint Kickoff, choose the day under Sprint starts on. For the retrospective and the

weekly catchup, choose the day under Happens on.

©0KiDO R P PR SR B e o

Horlzon Creative Agency ~

Organization Settings

Manage your organization's profile, members, and preferences

& Profil 93, Members & Plans O Roles

B} Sprint Cadence

&

Configure the default sprint cycle for your organization. This can be overridden per team or project.

@ P e@8B8%DPE

aybook
Runs (-]
Weekly Bi-weekly
Projects AR e vl
stones

D Serint 4> Default Meeting Durations
Set the default duration for recumring sprint ceremonies
2 Teams
Daily Standup
L Report Quick check-in for the team
15 min ~
D La
O Audit Lo
8 Organization
print Retrospective
45 min ~
Friday v
® s

Support
Theme & & =2 @ £ Regenerate Upcoming Sprints

5. Choose Save Settings.

OKiDO user guide - October 2026

Sprint Kickoff

30 min
rint starts on

Monday
Weekly Catchup
30 min

Wednesday

[p Sprints

Manthly

(&) Horizon Creative Agency

Jo

272



Organization administration

Create the upcoming sprints

Choose Regenerate Upcoming Sprints. OKiDO creates the next 10 sprints from your settings,
starting on the next start day.

Upcoming Sprints

Preview of the next 10 sprints based on the configured cadence

Actions
L 202
Sprint 1 Oct 7, 202¢ 1 60m ( | &IE
Sprint 1 Oct 26, 2026 15m 30 Planning |
Sprint 1 Oct 7. 2026 0 ( { g &\
Sprint 1 Oct 7. 2026 Oct 1 C I P |
2 Sprint 2 Nov 9, 2026 il 15m O Planniny 7 W
Sprint 2 Oct 18, 202¢ Nov 1, 202¢ 15m Gom 30m Active -
2 Sprint 2 Oct 18, 2026 &0m C it F B8
Sprint 2 Oct 18, 202¢ n Om ( A A |
Sprint 3 Nov 23, 2026 e 15m 3( Planning 7 @
3 Sprint 3 Nov 2, 202 N Om C Pla 7 B

The table under Upcoming Sprints lists each sprint with its dates, meeting lengths and status. It
also shows the sprints of projects that plan their own sprints. To rename a sprint or move its dates,
choose Edit sprint (the pencil). To remove one, choose Delete sprint (the bin).

Tip: After changing the cadence, choose Regenerate Upcoming Sprints again. Sprints that
have not started yet are replaced by a new series.
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Import data into your organization
Import projects, tasks and people from another tool or an OKiDO export, and check the preview
before anything is created.

Available on: Starter - Pro - Business | Who can do this: Owner, Admin

Moving from Asana, Trello, Jira, Monday.com or ClickUp? Export your board or project there as a
JSON file and importitinto OKiDO. The import recognizes which tool the file comes from and shows
you what it will create before it creates anything.

Only owners and admins can import into the organization. To import tasks into one project, see
Import tasks from Asana, Trello, Jira, Monday or ClickUp.

Upload the file

1. Inthe menu on the left, choose Organization, then the Data tab.

2. Under Import from File, choose Import Data.

- i Search across documents, SOPs, tasks, and s
#2OKiDO 1 Search across cocumens, SOPs, " 2
Horl. Creat . - .
i Organization Settings Hpn gy ¥
@ i Manage your organization's profile, members, and preferences
1

3 Inbox [17] @& Profile S Members B Plans ) Roles & Integratior ‘ 00 Sprints £ Al Models
Y o
M Playboo Export Data
® FRuns o
G Proe &, [Export Organization Data

uments, and SOPs as a JSON file, This includes:
@ Mie
D Sprints
,9""‘ 8
lahi R
© Labels
O Audit Lo
83 Organization

Import Data
& Import from File

Impaort projects and tasks from other tools (Asana, Trello, Jira, Monday.com, ClickUp) or from a previous Okido export, Our wizard will automatically detact the file

forr
2

® Suevort &, Import Data

Drop your export file in the window, or click it to choose the file.
Choose Detect Format.

Check the tool the file was recognized as. If more than one tool is listed, select the right one.

© o kb w

Choose Preview Import.
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Check the preview

Nothing has been created yet. The preview shows how many projects, tasks, subtasks and people
the import holds, and for each project its number of tasks and its stages (the lists or columns of
your old tool).

* A project with the same name as one in your organization is marked Already exists (tasks will
be added).

o Tasks you imported before are listed separately. OKiDO does not create thema second time.

¢ Under User Accounts to Prepare you see the people from the file. Someone with the same
name as a member of your organization is linked to that member. For anyone else, OKiDO
prepares an account that cannot sign in yet.

Import Data
mport projects and tasks from other tools or a previous Okido export
Uplosd Detest Preview Impen
=@ = i o
Ak Subtasks Isers
o 3 tasks will be cross-linked
hase tasks already exist in your organization and will be linked to the new project instead of dupiicated.
Task Already in Project
Book the workshop venug Brand Workshop Series
Draft the workshop agenda
Design the participant workbook Brand Workshop Series
Projects
Brand Workshop Series 5 tasks

ToDo Doing  Dane

User Accounts to Prepare

€ fock Gancel m

Run the import

Choose Run Import. When the importis done, you see what was created for each project and how
many tasks were skipped because they already existed. Choose Close.

The imported projects are on your Projects page, with their tasks in the stages they had.
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Review the audit log

See who signed in and what changed in your organization, and filter the events by action, type
and date.

Available on: All plans |Who can do this: Owner, Admin

The audit log records the security events and changes in your organization: sign-ins, changes to
the organization and its members and invitations, and changes to tasks. Use it to find out who did
what, and when.

Only owners and admins can see the audit log.

Open the audit log

In the menu on the left, choose Audit Logs. The newest events come first, 20 per page. Each row
shows when it happened, who did it, the action and what it applied to.

- . i aroh ki REER e e »
|=0KID° Q Search across documents, SOPs, tasks, and runs a =)
Horlzon Creative Agency v A .

udit Logs

Track all security events and user actions in your organization

% Filters Clear Al

Action Type Entity Type Start Date End Date
[ Paybo

All actions v All entities v mm /dd /yyvy [u] mm /dd /yyyy (]

® Runs o
[ Proje

Timestamp User Action Entity Details
@ Miestones 5

Sarah Chen User

Oct 21, 2026, 07:54:31 PM .
LD Sprints sarah.chen@horizon.demo Leatkog le@d@56¢. .
22 Teams Priva Patel i

Oct 21, 2026, 07:54:31 PM faa ran User Login U -
ldi Reports
T Labels Oct 21, 2026, 07:54:30 PM M?’““E "’""f?'?u User Login e @
O Audit Logs

f ] Oct 21, 2026, 07:50:42 PM Sarah Chen AP| Token Created ®
sarah chen@horizon. demo

€3 Organizatior

Oct 21, 2026, 07:50:28 PM Mepcas Juimaar Comment Added 1:’5:_“ - ®

Oct 21, 2026, 07:50:23 PM S IC""” - Advanced Al Features Enabied ®

Oct 21, 2026, 07:50:22 PM Sarah Chen Marmbar invtaxd ®
® Support sarah.chen@horizon, demo
rhaits & & @ Oct 21, 2026, 07:50:22 PM Matcus: Jored Merrber fnidiad ®

To see everything about one event, choose the eye at the end of its row.

Filter the events
Under Filters, narrow the list down:
* Action Type: one kind of event, such as User Login for sign-ins.

» Entity Type: what the event applied to, such as a user, a membership or a task.
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o Start Date and End Date: only events between these days.

- L]
S20KiDO Q Search across documents, SOPs, tasks, and runs o s
Hovizon Creative Agency ~ A .

udit Logs
Track all security events and user actions in your organization
(@) Dashboard
£ Inbox (7]
% Filters, Clear All
i
g e
ion Type Entity Type tart Date End Date
[0 Piaybook
User Login - All entities - 10/21/2026 0 mm,/dd /yyyy fu]
@® Runs [2]
[@ Projects
Timestamp User Action Entity Details
@ Miestones
Sarah Chen User
. Oct 21, 2026, 07:54:31 PM J i
LD Sprints sarah.chen@horizon.demo sl s Tadcesrs &
2 Teams &
™ Oct 21, 2026, 07:54:31 PM frha Faal T L8 ®
priya.p@horizon demo ScaEsheh
i Reparts
Marcus lohnson User
Oct 21, 2026, 07:54:30 PM
R bells riovoua oo dm e 2094043, . ®
O Audit Logs
£ Organization
® Suppon
Ther & &G 2

The list updates as soon as you change a filter. Choose Clear All to see all events again.
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CHAPTER 14

Your account

Update your profile and working hours
Choose how you get notified
Change your password and sign out other devices

Refer someone to OKiDO

Read this chapter online

okido.io/en/docs/account

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Update your profile and working hours

Change your name, picture and bio, and set your working days, hours and time zone so

reminders reach you at the right time.

Available on: All plans | Who can do this: Everyone in the organization

Your profile is how your colleagues recognize you in OKiDO: your name and picture show up on
the tasks assigned to you and in member lists. Your working hours tell OKiDO when to send you
task reminders.

Change your name, picture and bio

1.

Open the account menu (the person icon at the top right) and choose Settings. The Profile
tab opens.

Under Profile Picture, choose Upload and pick a photo (JPEG or PNG, up to 5 MB). It is saved

right away; Remove takes it off again.

Change your Name, and tell your colleagues about yourself under Bio.

2OKiDO
[T 1
Horlzon Creathe Agency

@ Dasnboarc
& Inbox

# A

[ Piaybook
@ Runs

[ Projects
@ Milestones
LD Serints

O} Teams
2% Team:

| Reports

Settings

Manage your account settings and preferences

8 Profle [ Prefererces @ Securty () Account g8 Alassistants @8 Referals [ Calendar

Profile Information

Update your personal information and profile picture

Profile Picture

Ly
i Roove
PEG or PNG. max SMB

Name

Tom O'Brien

Email

Email cannol be changed at this tn

io

Senior copywriter for hatel and travel brands, Ask me about taglines, web copy and tone of voice,

4. Choose Save Changes at the bottom of the tab.

Jo

OKiDO confirms that your profile was updated. Your email address is your sign-in name and cannot

be changed here.
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Set your working hours

1. Onthe Profile tab, under Working Hours, set your Start Time and End Time.

2. Under Working days, choose the days you work. Highlighted days are on; choose a day again
to turn it off.

3. Choose your Timezone. Type part of a city or region to find it quickly.

(9 Working Hours

t your typical working hours to help team members know when you
Start Time End Time

08:00 AM @ 04:00PM @

forking days

oE@ - - - )

jmezone
Amsterdam (UTG+02:00) v ]

4. Choose Save Changes.

Task reminders now reach you only on your working days, between your start and end time, in
your time zone. Choose which reminders you getin Choose how you get notified.

See your account details

The Account tab shows when you created your account, when it last changed, and your User ID.
The support team may ask for that ID when they help you.

Account Information
unt details and status

Accou reated Last Updated
10/21,/2026 10/21/2026

Iser 1D
d624bbe3d-aBce-4105-9592- f8a7ldad3aee
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Choose how you get notified
Turn email, in-app and push notifications on or off, and choose whether OKiDO reminds you of
open and due tasks.

Available on: All plans |Who can do this: Everyone in the organization

OKiDO lets you know when something needs you: a task assighed to you, a mention, an approval
to give. You choose where those notifications reach you, and whether OKiDO also reminds you of
tasks that are open or due.

Choose your notification channels

1. Open the account menu (the person icon at the top right) and choose Settings.
2. Choose the Preferences tab.

3. Under Notification Channels, check the channels you want and clear the others:
¢ Push notifications: alerts from your browser on your computer or phone, even when
OKiDO is closed (see Turn on push notifications).

¢ Email notifications: emails to the address you sign in with.

* In-app notifications: notifications in your Inbox.

Notification Channels

Push notifications.
weer push alerts on your devices

Email notifications %)
In-app notifications
4. Choose Save Preferences at the bottom of the tab.

New notifications now arrive only through the channels you checked. With In-app notifications
cleared, new notifications no longer appear in your inbox at all, so keep at least one channel on.

Set your task reminders

1. Onthe Preferences tab, under Task reminders, check Outstanding & due task reminders
to get reminders of your open and due tasks, or clear it to stop them.

Task reminders

Outstanding & due task reminders b
2. Choose Save Preferences.

Reminders come through the channels you checked above, and only on your working days, within
your working hours. Set those on your profile (see Update your profile and working hours).
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Change your password and sign out other devices

Change your password, or sign out every other device and connected Al assistant at once.

Available on: All plans | Who can do this: Everyone in the organization

Change your password from time to time, and right away if you think someone else knows it. Lost a
phone or signed in on a shared computer? Sign out all your other devices in one go.

Change your password

Open the account menu (the person icon at the top right) and choose Settings.
Choose the Security tab.

Enter your Current Password, then your New Password (at least 8 characters) and enter it
again under Confirm New Password.

Change Password

Current Password

Choose Change Password.

OKiDO confirms the change, and you stay signed in on this device. To keep your account safe, the
change also signs you out on every other device, disconnects your Al assistants and deletes your
personal access tokens. Sign in there again with your new password, and reconnect your
assistants.

Tip: Forgot your current password? Sign out and use Forgot password? on the sign-in page
(see Reset a forgotten password).

Sign out all other devices

On the Security tab, go to Active Sessions.
Choose Sign out all other devices.

Confirm with Sign out all other devices.
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Sign out all other devices and disconnect Al

assistants?
Signs you out everywhere except this browser a
Al as onnected through the OKIDO MCI

Sign in again

Cancel

Every other browser, phone and app where you were sighed in is signed out, Al assistants
connected through the OKiDO MCP are disconnected, and your personal access tokens are
deleted. You stay sighed in on this device; everywhere else you sign in again with your current

password.
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Refer someone to OKiDO

Share your referral code or ready-made links, and keep track of your referrals and rewards.

Available on: All plans | Who can do this: Everyone in the organization

Know a team that would like OKiDO? Share your personal referral link. When someone signs up
through it and becomes a paying customer, you earn a reward: a $100 gift card, and after your first
successful referral a one-hour strategy session with the OKiDO founding team.

Share your referral link

1. Open the account menu (the person icon at the top right) and choose Referrals. (It is also a tab
in your settings.)

2. Under Your Referral Code, choose the copy button next to your code to copy it.

3. Or, under Quick Share Links, choose the copy button next to a ready-made link: the OKiDO
homepage, the pricing page or the templates.

Jo

==oKiD° Q) Search across documents, SOPs, tasks, and runs o

Horlzon Creative Agency ~

Settings

Manage your account settings and preferences

Inbox (7] 8 Profile O Preferences & Securlty [ Account g8 Al assistants @ Referrals [ Calendar

Your Referral Code

Runs o Share this code with others, When they sign up and become a paying customer, you earn rewards,

@ F @8 %D P

1
—
Append Pref=Bx2vwL to any Okido marketing page URL to share your referral link.
Lo S
3] ams
py oa
Lt Report Quick Share Links
Copy any of these ready-made referral links to share
D L
O Audit Log ¥ Homepage https://okido.io/en?ref=BK2VWL n]
& Organizatior &
o Pricing https:/ /okido.in/en/pricing Pref=BK2VWL B
4 Templates https://okido.io/en/templates Pref=BK2VWL ra}
® sup B Pe A2 Con ® I a
2 1 1 1

4. Paste the link into an email or message to the person you want to refer.

Anyone who opens your link and then signs up counts as your referral. You can also add ?ref=
and your code to the web address of any page on the OKIiDO website.
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Keep track of your referrals

Further down the Referrals tab you see how many people you referred, how many of them are still

Pending and how many Converted (became paying customers), and the rewards you earned.

«20KiDO

Horizon Creative Agency

Q Search across documents, SOPs, tasks, and runs Q, -3

# Templates https:/ /okido. ©

2, f ] A7 Co @ I 8
Your Referrals
Organizatior Status First Visit Co
Northwind Events COMVERTE 9/10/2026 9/10/2026 10/10/2026
Brightside Studio 10/15/2026 10/15/2026

Your Rewards

& From referral of Northwind

$100 Gift Card AVAILABLE
d Events —

Referral Rewards

For each successful referral (when your referral becomes a paying customer), you eam:
« A $100 gift card

= A 1-hour strategy session with the Okido founding team (CTO or COO)

Request Strategy Meeting

Each referral in Your Referrals shows the organization that signed up, its status, and when it first

visited, sighed up and converted.

Claim your rewards

1. Under Your Rewards, choose Redeem next to a gift card.

2. After your first successful referral, choose Request Strategy Meeting to plan your strategy

session.

The OKIDO team follows up with you to send the gift card or schedule the session. Each request
appears as a ticket under Support, so you can follow it there (see Get help from support).
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Appendix

Plans and what each includes
Glossary
Keyboard shortcuts

Frequently asked questions

Read this chapter online

okido.io/en/docs/appendix

Scan the code or open the link to read this chapter online,
where it is always up to date.
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Appendix

Plans and what each includes

What the FREE, STARTER, PRO and BUSINESS plans include, and the limits OKiDO applies on
each.

Available on: All plans | Who can do this: Everyone in the organization

Every organization is on one of four plans: FREE, STARTER, PRO or BUSINESS. The plan sets how
much the organization can create and which features it can use. Organization owners and admins
see the current plan, its usage and the other plans under Organization in the sidebar, on the Plans
tab. To change plans, see Change your plan and billing.

Limits per plan

FREE STARTER PRO BUSINESS

Active members 1 Unlimited Unlimited Unlimited
Teams None Unlimited Unlimited Unlimited
Projects None 5 50 Unlimited
SOP templates 5 10 Unlimited Unlimited
Playbook documents None 20 Unlimited Unlimited
Runs at the same time 2 10 50 200
Completed runs kept Unlimited Unlimited Unlimited Unlimited
Playbook folders Unlimited Unlimited Unlimited Unlimited
File storage 10 GB 10 GB 10 GB 10 GB

Al tokens per month None T million 10 million 25 million

"Runs at the same time" counts the runs that have not started yet, are in progress or are blocked.
Finished runs do not count.

Al tokens are what Al chat, @copilot and Al agents use up. The monthly allowance starts again each
month on the day your billing started, or on the 1st of the month.
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Features per plan

FREE STARTER PRO BUSINESS

Public run links and public request forms Yes Yes Yes
Recurring runs Yes Yes Yes
Private, comment-only and template projects Yes Yes
Sprints Yes Yes
Organization API tokens and personal access Yes Yes
tokens

Al agents that take actions, and capabilities Yes Yes

built by @copilot

Choice of every Al model Yes Yes

On FREE and STARTER, a smaller set of Al models is available. Features that are not in these tables,
such as Smart Labels, Playbook folders and the dashboard, work on every plan.

Add-ons

Paid plans can add extra storage in steps of 10 GB and extra Al tokens in packs of 1 million.
Organization owners and admins buy them on the Plans tab. See Buy extra storage or Al tokens.

Trials and billing problems

A new subscription to a paid plan starts with a 14-day free trial, once per organization. During the
trial, everything in the plan is available.

When a payment is pending, or the subscription is suspended or cancelled, the organization gets
the limits of the FREE plan until billing is sorted out. Nothing is deleted: everything already created
stays, but new items beyond the FREE limits cannot be added.
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Glossary

The words OKiDO uses, from Playbook and SOP to run, system and Smart Label, each with a
short explanation.

Available on: All plans | Who can do this: Everyone in the organization

The words you meet in OKIiDO, in alphabetical order, each with a link to the article that covers it.

Al agent: An Alteam member you can hand tasks to, within the permissions and budget you set.
Agents report to @copilot and can be put to work on a project. See Create an Al agent.

Approval: A request to one or more people to approve a task. The task completes when everyone
has approved. See Request an approval.

Board: The view of a project with a column for each stage of the work. See Switch between List,
Board, Calendar and Gantt.

Capability: Something your agents can do, which @copilot builds and tests for you from a
description in plain language. See Have @copilot build a capability.

Column rules: Fields that must be filled in before a task can be moved into a board column, and
who may move tasks there. See Add rules to a column.

@copilot: Your organization's lead Al agent, set up for you automatically. Other agents report to it,
and it builds capabilities. See Chat with Al.

Custom field: A field a label brings along, such as a client name or a budget, to fill in on every task
with that label. See Add custom fields to a label.

Decision tree: A guided question flow in the Playbook that leads someone to the right answer or
next step. See Build a decision tree.

Default labels: The labels every new task in a project starts with. See Give new tasks default
labels.

Document: A wiki-style page in the Playbook, such as a guide or a policy, with versions and
reviews. See Write a document.

Folder: A container in the Playbook that groups processes and other folders. See Organize the
Playbook with folders and processes.

Inbox: Your list of notifications and requests: approvals, mentions, assignments and more. See Work
through your inbox.

Milestone: A key pointin a project with a target date, which tasks can belong to. OKiDO warns
when the remaining work no longer fits. See Create a milestone.
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Organization: Your company's workspace in OKiDO, with its own members, plan and data. You can
belong to several. See Switch between organizations.

Owner, admin and member: The roles in an organization. Owners and admins manage the
organization, its people, teams and labels; members do the work. See Change a member's role.

Playbook: Your organization's library of how work is done: folders, processes, documents, SOP
templates, systems and decision trees. See Organize the Playbook with folders and processes.

Private project: A project only the people and teams you choose can see. See Control who can
see a project.

Process: An entry in the Playbook for one way of working, such as client onboarding, that holds its
SOPs and documents. See Organize the Playbook with folders and processes.

Project: A place for the tasks of one job, such as a client campaign or a website redesign, shown
as a list, board, calendar or Gantt chart. See Create a project.

Request form: A form people fill in to ask a team for something. Each request becomes a task in a
project. See Create a request form.

Run: A single time that an SOP is carried out, step by step, with its own people assigned to the
steps and its own due date. See Start a run.

Smart Label: A label with a name, color and description that you put on tasks, documents and SOP
templates. It can carry custom fields and belong to a category. See Create a Smart Label.

SOP: A standard operating procedure: a checklist of steps for a task you do again and again. You
start a run from an SOP template. See Create an SOP template.

Sprint: A short, fixed period in which a team plans and finishes a set of tasks. See Plan a sprint.

Stage: A column on a project's board, such as a column for work in progress. See Set up board
columns.

System: A flow in the Playbook that connects steps, SOPs and decisions with conditional logic, and
runs themin order. See Build a system.

Team: A group of people in your organization, such as the creative team. Assign tasks to a team
and give itaccess in one go. See Create a team.

Template project: A reusable project whose tasks have due dates relative to a start or launch
date. See Reuse a project as a template.
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Keyboard shortcuts

Every keyboard shortcut OKiDO supports, from searching with Ctrl+K to formatting text and

sending messages.

Available on: All plans | Who can do this: Everyone in the organization

On a Mac, press Cmd where this page says Ctrl, and Option where it says Alt.

Everywhere
Keys Where What it does
Ctrl+K Any page with the sidebar Opens search. Press it again to close search.
™ and ¥ Search Move through the results.
Enter Search Opens the highlighted resullt.
Esc Search, dialogs and menus Closes them.
Esc An open task Closes the task.

See Find anything with Ctrl+K.

Tasks and projects

Keys Where

Enter A task's title, after clicking it

Enter The field for a new subtask

T, v and A list you can search, such as the

Enter assignee

Enter The name of a new project
Writing text

What it does
Saves the new title.
Adds the subtask.

Move through the choices and
pick one.

Creates a public or template
project.

These work in every text box with formatting: task descriptions, comments, documents, SOP steps

and sprint meeting notes.
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Keys What it does

Ctrl+B Bold

Ctrl+l Italic

Ctrl+Shift+S Strikethrough

Ctrl+E Code

Ctrl+Alt+1, 2 or 3 Heading of level 1, 2 or 3

Ctrl+Alt+0 Normal text

Ctrl+Shift+8 Bulleted list

Ctrl+Shift+7 Numbered list

Ctrl+Shift+9 Checklist

Ctrl+Shift+B Quote

Ctrl+Alt+C Code block

Shift+Enter New line within the same paragraph

Tab and Shift+Tab Indent or outdent a list item; in a table, go to the next or previous
cell

Ctrl+Z Undo

Ctrl+Y or Redo

Ctrl+Shift+Z

You can also type these atthe start of aline: #, ## or ### and a space for a heading, - and a
space for a bulleted list, 1. and a space for a numbered list, [ ] and a space for a checklist
item, > and a space for a quote, and three backticks for a code block. Type --- for a dividing
line. Surround words with ** for bold or * for italic.

Type What happens
@ Pick a person or an Al agent to mention.
# Pick a task, run, document or process to link to.
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Type

{{

What happens

Pick a variable to insert (in SOP steps).

In these lists, ™ and ¥ move, Enter picks and Esc closes the list.

Al chat and support

Keys

Enter

Shift+Enter

@ or #

Ctrl+Enter

Where What it does

The message box Sends the message.

in Al

The message box Starts a new line.

in Al

The message box Suggests an agent, or a project or task, to mention. 1
in Al and ¥ move, Enter or Tab picks, Esc closes.

A reply to a ticket Sends the reply.

in Support

Playbook builders

Keys

Delete

Shift+drag

Arrow
keys

Where

A system or decision tree
you are editing

A system or decision tree
you are editing

A system or decision tree
you are editing

Organizations

Keys Where

Enter The organization menu at
the top of the sidebar
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Deletes the selected step or connection. The
start step cannot be deleted.

Selects several steps at once.
Move the selected step. Hold Shift to move it

further.

What it does

Shows only the highlighted organization.
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Keys Where

Space  The organization menu at
the top of the sidebar

See Switch between organizations.
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What it does

Adds the highlighted organization to, or removes it

from, what you see, and keeps the menu open.
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Frequently asked questions

Short answers to the questions new OKiDO users ask most, each with a link to the full article.

Available on: All plans |Who can do this: Everyone in the organization

Why don't | see Labels or Organization in the sidebar?

Only organization owners and admins have Labels, Audit Logs and Organization in the sidebar.
Members can use labels on their tasks, but not change them. See Create a Smart Label.

Why can't | choose a private project?

Private, comment-only and template projects are part of the PRO and BUSINESS plans. Choosing
who gets access to a new private or comment-only project also takes an organization owner or
admin. See Create a project.

A colleague can't open my project. What do | do?

The projectis probably private. An organization owner or admin can add your colleague, or their
team, under Members, or you can make the project public if you created it. See Control who can

see a project.

Where did the done tasks on my board go?

A project shows All pending tasks at first, which hides done tasks. Choose All tasks to see them.
See Filter, sort and group tasks.

Why won't a task move into a column?

The column has rules: a field must be filled in first, or only certain people may move tasks into it.
The message on screen says which. See Add rules to a column.

Canl get an archived project back?

Not from the app yet: OKiDO has no list of archived projects. Archive only projects that are finished.
A deleted project cannot be brought back at all. See Archive or delete a project.

Can | bring my tasks over from Trello, Asana, Jira, Monday.com or ClickUp?

Yes. Export your board or project as a JSON file and import it into a project with the import wizard.
Organization owners and admins can import. See Import tasks from Asana, Trello, Jira, Monday or
ClickUp.
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How do | give every task in a project the same labels?

Make them the project's default labels. Every new task in the project then starts with them. See
Give new tasks default labels.

How do | start the same kind of project again and again?

Build it once as a template project, with due dates relative to the start or launch date, and start each
new project from it with Clone. See Reuse a project as a template.

How do | change someone's role inateam?

Remove the person from the team and add them again with the new role. See Add people to a

team.

What happens if a payment for our plan fails?

Until billing is sorted out, the organization gets the limits of the FREE plan. Nothing is deleted, but
you cannot add new items beyond those limits. See Plans and what each includes.

Is there a quick way to find something?

Press Ctrl+K (Cmd+K on a Mac) on any page to search across documents, SOPs, tasks and runs.
See Keyboard shortcuts.
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