OAKS

Capital Improvements

Attaching Documents
K-12 Cloud

B




»  When using the OAKS CI system, we
recommend using Google Chrome or Mozilla
Firefox. These browsers will give you the best
user experience in the system.




Attach Documents to your Record

»  To attach documents to your record, click Add Attachment and

choose My Computer




» A new window will appear for you to add files
»  Click Browse to choose files for upload
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»  Find the folders and/or files your computer you want to upload
»  Drag and Drop the documents into the Upload Files window

Choose your folder of Documents
or Select Multiple Documents

Drag and Drop the

documents into the \

Upload Files window




»  If all folders and files have been added, you will see a green
“Success!” screen




»
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You should see all of your documents in the Upload Files
window

Click Upload button
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»  When all documents have finished uploading, you will see a
100% bar at the bottom of the screen




»  You can view the attachments at the bottom of your
record




Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211




	Slide Number 1
	Browser Information
	Attach Documents to your Record
	File Upload Window
	Drag and Drop files
	Adding Documents
	Upload Documents
	Upload Documents
	View Attachments
	Questions?

