
CLONING A WORKER’S EXISTING CASE  

 ~ 10 ~ Rev. Date:5/2/2013 
 

This job aid will serve as a guide on how to clone a worker’s existing case in PeopleSoft CRM 
9.0. 
 
The Clone Case feature allows quick creation of a new case from an existing case and copies 
all information, including the worker information.  Use these steps to quickly establish a new 
case for a worker from an existing case.  This feature is useful when the current problem is the 
same or similar to a previous case and can be used whenever you would like most of the 
information cloned.  Keep in mind that a notification will be sent immediately upon the clone to 
the workers name who appears when the case is cloned.  
 

 Before beginning the steps below, navigate to https://myohio.oaks.ohio.gov and log in 
with OAKS User ID and password. 

 Have the existing case number ready. 
 

Step-by-Step Screen 

1. Click Launch Application link in the 
Customer Relationship Mgmt. row in 
the OAKS Quick Access section 

 
 
The OAKS Customer Relationship Management (CRM) screen will appear. 
 

 
 

 

 

  

https://myohio.oaks.ohio.gov/
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Step-by-Step for Cloning a Worker’s Existing Case 

 

Step-by-Step Screen 
 
 
 
 
2. Click on HelpDesk. 

 
 
 
The HelpDesk page is displayed. 
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3. Click on the Search Cases link. 

 

 

 
 
 
 

4. Enter the existing Case number or 
Employee ID, Employee, etc.   

 
5. Click Search.   
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6. Look under Summary and see if there 
is a similar or same case problem. 

   
7. Click on the Case number that best fits 

the information you would like to have 
cloned.  

 
 
 
The Case page displays with the Case ID number that will be cloned.  
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8. Click on the Clone Case icon. 

 

9. Click OK to verify the case was cloned, 
noting the case numbers. 

 

 
 
A new Case page window opens.  All the original information has been cloned to a new Case 
ID. 

 



CLONING A WORKER’S EXISTING CASE  

 ~ 15 ~ Rev. Date:5/2/2013 
 

 
 

 The only field NOT cloned will be the SMS/ITSM field on the Dev/Tech tab.  This field is 
used by Tier 3 only. 

 
 
 

10. Click on Search Again to assign the 
cloned case to a different worker. 
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11. Enter as much information about the 
new worker as possible.  

 
12. Click Search. 

 

13. Click on the Last Name or First Name 
link. 

 

The Employee Information fields now 
reflect the new employee information.   

 

14. Enter any other dissimilar information 
as needed into the Inquiry and/or Case 
Information sections of the Case page. 
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15. Click Save. 

 
 
 
 
 
 

 Clicking Save Case at the bottom of 
the Case page performs the same 
function.   
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