
 
 

  

Clarity To Do’s 

Instructions 

Objective 

 
Clarity module that documents action items, 
specific tasks, or activities (To Do’s), assigned to 
an owner with due dates, next check dates, 
priority, status, notes, category, and links to 
supporting documentation 
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Clarity Access Return to top of document  

1. Access Clarity through Okta 
https://discounttire.okta.com/app/UserHome?fr
omLogin=true  

a. Username: 6-digit Employee number 

b. Password: Windows Active Directory 
Password 

c. Select Clarity PPM 
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2. To Do’s may be created in the following modules  
a. Tasks 
b. Risks 
c. Issues 
d. Changes 
a. Investments  (Project level To Do that 

replaces external action log) 

 

 

3. Create To Do’s from a project Task example 
a. Enter Tasks Module 
b. Select the Task 
c. Open the Details Panel 
d. Enter the To Dos menu option 
e. Select the blue plus sign to add a To Do 

 
 

4. Enter Name, Owner, and Due Date for the To Do 
 
Note: Due Date does not update the start and 
finish dates on the task 

 
 

5. Select To Do’s to enter the module 
 

 
6. Use the All To Dos View 
 
Example of the To Do View 

 

Note: If you don’t have credentials, send an email to Support (support@discounttire.com) to create an Incident 
ticket for the password to be provided, or in Service Now enter in a General Request requesting access 

https://discounttire.okta.com/app/UserHome?fromLogin=true
https://discounttire.okta.com/app/UserHome?fromLogin=true
mailto:support@discounttire.com
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7. Create a project level To Do by selecting the blue 

+ icon 

 
8. Data can be Filtered by selecting the filter Icon 

and choosing the + Add filter option 

 
9. View can be Exported to CSV 

a. Select the Export Arrows on the top left 
section of the Staff view 
 

b. An ‘Export in progress” banner will display 
on the top of the view. Select Cancel to 
remove the message. This dismisses the 
message, but does not stop the export 
 

c. Click on the Notifications ‘bell’ in the upper 
right hand corner of the view by your initials 

 
 
 
 

d. Click on the CSV Export Complete – To Do - 
All To Dos View  

 
 

 
 

 
 

 

 


