K-12 Intro to OAKS Cl, Legacy



Job Aids

» For additional reference materials visit our websiteofcc.ohio.gov

» Click: OAKS CI -> Choose an Appropriate training




What does OAKS CI do for you?

Tracks your project progress

v

v

Automates workflows (based on Ohio Facilities Construction Commission
forms and procedures)

v

Allows for improved project communication and collaboration

v

Housed in the Cloud so you can utilize any browsing tool to
access

v

Now includes DocuSign which minimizes time spent in OAKS Cl




Navigating OAKS CI



Navigate to OAKS CI

e Open Internet Explorer (Must use Version 9 or earlier)

e  Navigate to: https://oaksci.osfc.ohio.gov

e Enter your assigned

Username and Password

e Click “Login”

Note: Please ensure that your
pop-up blocker is disabled for this
site




Cross Project Home Page

Cross project tabs

\A nnnnnnnnnn ts

Projects with Active Tasks




District and Building Level Access

\

District and Building Level Project Access




District Level Access

District view will allow you to view all
School Districts you may access

N\

Double Clicking the District will take you
to the district homepage




Building Level Access

Building Project view will allow you to view

all School Districts you may access

\ Double Clicking the Building project will
take you to the Building project’s homepage




Building Project Home Page

D Most work is completed
in 3 areas:
P — Collaboration- Your Work

Document Manager-
Your supporting
documentation

Logs- Where records are
housed and created
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Collaboration- All About You!

Collaboration houses:
- Tasks

- Messages

- Drafts
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Tasks (Your Records)

Haome | Company Workspace | Projects
User Mode [®]  File Edit View Help
=i Projects (Standard) Ef New - [ Open ‘A Find
E-E CAKS ClTraining 2-Home | Tasks - Current View: All
.
=@ Summary 10 Item(s)
-/ Alerts
- ukaail
@ C;IIahDratiDn Type |Mumber | Title |Record Due  |From | Sent for |Task Due |Received ~
==l Action [tem Al-00066 indigo 09/30/2009 Shauna Hook Response 09/23/2009
El"ﬁEl Tasks Action temes AIFODDES Visit 08/30/2009 Shauna Hook Response 08/23/2009
E-F=1 Mey Requestfor RFI-00007  HVACA Consultant St Response Acc 09/07/2009% 08/31/2000
=4 Drals Action Iltem Al-00054 dsds 09072009 Consultant 5t Review 08/31/2009
Infar Action Item Al-00015 Hew Action 0v7rzo/zo09* Shauna Hook Response 071132009
Cost Mnager Change COrc CO-0004 Bruce's and Rita's Jaks Student CM Review aFioarzo008
Action ltemes AILDDD12 Froject Cne 0892009 Caks Student Response Q8220009
Data lMqpager Contract Sc CSOV-0004 General Prime - ¢ Fred Holcomt Associate Apg 04/16/2009
Docurndgt Manager Subcontrac S50-0009 TP Mechanical C Oaks Student Associate Dec 04/19/2009% 04/1G/2009
Schedul@Manager (Basic) | Subkcontract 330-0008 FM Caks Student Associate Dec 04/19/2000% 04/16/2009
Logs
Repors

Tasks: Any work that comes
to you for approval or review
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Messages

R Home Y Company Workspace | Projects
User Mode - [¥]  File Edit View Help
=-[Ef Frojects (Standard) Efl Mew ~ [ Open @& Find ¥ Delete
E-E ©AKS CITraining 2-Home | Messages - Current View: All
W =
= SUmmarn 12 Item(s)
=/, Alerts
=Ly ulail
EE Callabkoration Type From Subject Received Dal
&ﬂ Tasks Subcontractor/ Supplier Declaration Steve Mayo,s500 S550-0001: Approved Componete & 09M1M14/2009
= - Action ltems Consultant Students,s  Al-00039: George's Visit 08M3/2008
E|"' Messages Subcontractor/Supplier Declaration Steve Mayo,s00 S5D-0023: Waterspout Widgits 07/21/2009
=7 Drafts Submittals Fred Holcomb,soo SUB-0002: Fred Submittal #1 05/26/2009

Submittals Fred Holcomb,soo SUB-0002: Fred Submittal #1 05/26/2009
ontract Schedule of Values Steve Mayo,s500 CS0OV-0003: Plumbing Prime - Oak 04152009
ontractor’ Supplier Declaration Fred Holcomb,soo 55D-0003: Fred Sum Dec 1 041072009
ctor/ Supplier Declaration Fred Holcomb,soo S550-0002: Approved Componete & 04/04/2009
[Supplier Declaration Fred Holcomb,soo S550D-0002: Approved Componete & 04/04/2009
of Values Fred Holcomb,soo CsS0OV-0002: General Prime 2 - San 04/04/2009
Wl Declaration Steve Mayo,s00 S5D-0001: Approved Componete & 04/02/2009
laration Steve Mayo,s00 550-0001: Approved Componete & 04/02/2009

- Information

CostManager
Data Manager
Document Manager Subcontra
Schedule Manager (Basic) | Contract Sche

Logs Subcontractor/ Sup
Reports Subcontractor/ Supplier

Messages: Any tasks you
have been carbon copied
on, no action required
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Drafts

Home | Company Workspace | Projects

UserMode - ¥ File Edit View Help
E F'mjects [Standard} @NEW - ﬁ@pen Q\ Find }( Delete
= OAKS ClTraining 2-Home | prafts - Current View: All
=+ summary 11 ltem(s)
=0 Alerts
[+ Uil
® ? Cgllabnratinn Type Number Title Last Saved
Sl Meeting Minutes 09/21/2009
=-Ey Tasks Action Items 08/21/2009
=B Messages Action Items shauna 09/21/2009
EI-- Drafts Design Reviews D&/28/2009
2@ Informatior Sm—— sk Plumbing. 0811972005
ubcontractor/Suppli aks Plumbing
z-£] CostManager Contractor Pay Requ 06/25/2009
-- Cata MEIrIEIgEF N 05M 22008
9 Document Manager shooks 01M5/2009
EI@ 3chedule Manager (Basic) JEH 11/06/2008
Actian tems blah 11062008

- Logs
&= Reports

Drafts: Unfinished records you
have created and saved
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Drafts and Timeout

OAKS CI times out after 60 Minutes of Inactivity

> All unsaved work will be lost

> No warning will be given

Use “Save” if needed to save work as a draft
D

Note: Typing General
Comments is not
recognized as accessing
the system and the
system will time out after
60 minutes. If you're
typing extensive notes,
first type them in a Word
doc then copy and paste
into General Comments

> o




Logs

Logs house Business Processes or “BPs” (Records)

» A BPis any Record that has been created (i.e. Pay Requests, Submittals, etc.) and
submitted through a workflow for review or approval.

oaksci.training.ohio.gov - Windows Internet Explorer

12/1092009 - Shauna Hooks

Company Workspace 7 Projects

User Mode @] File Edit View Help
EI--- Projects (Standard) @'New - Bz Copy ﬁOpen A, Find I'j_'lmpnrt %"ExpnnTemplate M
= ©AKS CITraining 2 - Home Design Reviews - Current View: All
=g Summary
! 2 ltemis)
=y Aleris
=By ulail .
% Collaharation Record No = Stage gtgzzglemn Creation Date  |Est. Construction Cost(§) |Status
=) Infarmation DR-0008 Design Development Final 1210412009 0.00 Pending
[.'] CostManager DR-0007 Schematic Design  50% (CD Only) 10182009 0.00FPending
- ﬁ Data Manager DR-0006 Frogram Verification |85 - 95% (CD Or10/08/2009 0.00 Pending
- 9 Document Manager DR-0005 Design Development 50% (CD Only) 10/08/2009 0.00 Accepted
chedule Manager (Basic) DR-0004 Schematic Design  |50% (CD Only) 10/07/2009 400,000.00 Pending
DR-0003 Frogram Verification (50% (CD Only) 100072009 0.00 Pending
=72 Hour Motice DR-0002 Frogram Verification  Final 12/05/2008 13,333.00 Pending
DR-0001 Frogram Verification Final 121052008 12,000.00 Accepted

& . Action tems

= Advertisements

E--- Associate AIE Evaluation

=-[E] Budgst-Initial

=-[&] Budget-Revisions

=& Change Order

=-l& Closeout- Contractor

E--- Closeout - Professional Services

=B contract Users will see the types of BPs

=& Contract Schedule of Values (Records) for which they have
EI--- Contractor Evaluations S

=& Contractor Pay Request permissions
=[] Design Reviews

o B Ecrrow dernnnte
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How do Records Work?




Create a Record

» In Logs, navigate to the record type you wish to create
»  Click New

~

-
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Add Information

»  Fill out all required information in the General Tab
> Required information is marked with a red *
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Add Attachments

» Note: Documents must first be uploaded to Document Manager

» To add any additional documentation

» Click Add Attachment
» Choose Unifier Folder and locate your documents
» Click Open then Click OK

~




Send the Record

»  Choose a Workflow Action
»  Click Send

Bob Smith

This record is now going to be Bob Smith’s TASK.

21




Working with Tasks




Receive an Email
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Reviewing a Task

A Home Y Company Workspace | Projects
User Made » %] | File Edit View Help
=8 Projects (Standard) ~|| B New - @& Open X Find
=@ OAKS ClITraining 2 - Home Tasks - Current View: Al Choose the task you need to
=8 summany 104 Htem(s) review and double click to open Page [1
-\ Alerts '
E’J u”a” Type er | Title Record Due  |From Sent for Task Due Received »
Design Reviews DR-0009 Shauna Hook Initial Review 12112/2009  12/09/2009
Design Reviews DR-0008 Shauna Hook Initial Review  12107/2009%  12/04/2008
S = Professional Services {  Amend-001 oci090001-amen Consultant St Amendment P 12104/2009
EI-- Drafts Professional Services/  Amend-001 OCI090001-Ame Consultant 5t Amendment P 12104/2009
&) Information Professional Services {  Amend-001 OCi-090001- Ame Consultant St Amendment P 12104/2009
2 FJ CostManager Professional Services £  Amend-000 OCI-099 Amend 1 Shauna Hook Amendment P 12104/2009
- Subcontractor/Supplier  S5D-0077  ben and jerrys cc Consultant 5t PM Declaratio 1210472009
= #2] Data Manager Subcontractor/Supplier  $5D-0076  Ben and Jerry's « Consultant St PM Declaratio 1210412009
9 Document hlanager Subcontractor/Supplier  §50-0075  Benand Jerry's ( Shauna Hook PN Declaratio 1210472009
5@ Schedule Manager (Basic) Subcontractor/Supplier 5500074  Benand Jerry's ( Consultant 51 PM Declaratio 1210412009
=@ Logs Action ltems A-00241 12104109 Visit 12M11/20089 Shauna Hook Review 12104/2009
EI--- 72 Hour Notice :cn_orll_tems_ o :IFDIJ.:Eg T-Jd_a-,?nsn 1210/2009 .Liha‘unna H-Jo_k RESF?”SE N 1;93£DD9
= Subcontractor/SupplierL  330-0073  Benand Jemry's Caks Student Associate Dec 11272009 11242008
EI"- Action ftems Subcontractor/Supplier  $5D-0072 Ben and Jerry's Oaks Studen! Associate Dec 11/27/2009*  11/24/2009
= Advertisements Subcontractor/Supplier  $50-0070  Benand Jerry's Shauna Hook Associate Dec 11/27/2009%  11/24/2009
EI--- Associate AE Evaluation Professional Services A agree-0010 Hasenstab Archit Oaks Student Technical Prof 11M19/2008
EI--- Budget - Initial Professional Services /  agree-0008 oec Daks Student Technical Proj 11/19/2009
EI--- Budget - Revisions Professional Services A agree-0007 Firm Mame Shauna Hook Technical Prof 1119/2008
= Professional Services{ agree-0006 firm name Oaks Studen! Technical Proj 111972009
=+ Change Order Contract Schedule of Vi CSOV-0023 Test Shauna Hook Associate Ap 1111912008
EI--- Closeout- Contractor Action ltems ALOOZZT 111902008 Field 11/26/2009*  Caks Student Response 111872008
EI--- Closeout - Professional Senvices Professional Services !  agree-0005 DYS 0999-5ands Shauna Hook Contract Prep 11/119/2009
EI--- Contract Submittals SUB-0014  Link record to 5u Daks Studen! Associate Rev 12/03/2009*  11/19/2009
: o ' - | ' V11210 * M8l
2 8 Coscuiatvanes || et emenl RLAMT vy Oake Ster Assocye o a0ty 1118008
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Reviewing a Task

/= https:,// oaksci.training.ohio.goy/?task_id=29561%&parent_id=0&viewOnly =0&project_id=1009 - Design — Windows Inte =101 =]
| File it  View Acticns  Help
( Accept Task! %5 Decline Task
T eenara Design Reviews =

— eneral

Click Accept
Task

Project Name: [DAKS Cl Training 2

0 Record Mumber

Lollege

Frije

Project Location: |S|_||-face Road |

Est Construction Cost(5): | EI.EIEI| Owner Mame

e

=i Task Details

Creator:
| Creation Date:

Status:

: [DR-0002 |

Note: Click to add a temporary note
12rd that will go only to the next person
in the workflow

[Penl .

Sha

" [North Central State ge |

(=

Task Due Date: 12M12/2009
Task Status: Mot Stared

From: Shauna Hooks:

Toc
CC.
SentFor:

Project Manager:Becky Bessell: 12 Mare..

Initial Review

- Task Nates (0)

O

e —
=l Design Reviews )

Attachment Index : (3}

Display Attachments with Comments by

|

[

f Al

Mew Rename WMove Delete 3 ltem(s) Page of 1 Display Im items per page
5 Attachments =
@™ | @ | [ [File Name [Type |Status |
Design Drawings Submitted -
Design Shop Drawing Submitted
Design Infarmatianal Accepted =
4] 3

= Cnmmentsl éannload &, Find

Linked Records (0} General Comments

Linked ulails {0}
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Responding to a Task

/2 https:/ foakscitraining.ohio.gov, ?srcid=26&model =udr&fromcostlog=1&project_id=1009 - Design Rev - Windows In

File Edit Yiew Aclions Help Select Workflow Actions [)Select-
=] HE: : - i ; ) -Select-
(=] 5end Save ¥ Spelling.. P Discussion Approprlate Return For Clarification
«Z General Workflow Action Send For Detailed Review |
F
— General =
Organization: |north Central State College | Record Number: |DR-0008 |
Project Mumber: |OCI—EIEEIEIEIE | Creator: Shauna Hooks
Project Name: |gAKS CI Training 2 | Creation Date: 12/04/2009 01:40 PM Local (GMT-5) |
Project Location: |5,_“-fa.39 Road | Status: |Pending | —
Est. Construction Cost (51 | I:I.I:ID| Owner Name: |Nnrth Central State College | -
£ Action Details |:|
(Click here to view latest content)
T | [ | S Task Notes:
e I | |
Send For Note: Click to add a general comment that will be
B oo - permanent to the record
O
Attachment Index : (3} Display Attachments with Comments by |.AII j
Mew Rename Move Delete 3 itemn(s) Page af 1 Display |1|;|E| & ioms per page
=3 Aftachments
@ = 3 File Mame Type Status
done. ted Energy Analysis  Submitted -
ane.bd Energy Analysis  Submitted
ell.sdr Drawings Submitted <
4] >
=t Add | - | |'_,~ivlmp0rtA| M Remove | = Commentsl 5 Download 4, Find
Linked Records (0} ( General Comments > Linked ullails {0}
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Responding to a Task

/= https:/foaksci.training.ohio.gov/?srcid=262model=udr&fromcostlog=1&project_id=1009 - Design Rey — WindowsIn oy ] [ |
File Edit View Actions Help Waorkflow Actions | Send For Detailed Review;l
_ g—
( Send Save ¥ Spelling.. $ Discussion
=ral Design Reviews -
Action Details =
Send For Detailed Review (Click here to view latest content)
To... Becky Bessell, Consultant Student! Consultal  Task Due: 12/19/2009 T Task Notes:
Cc... | |
Send For: Detail
Send Click the “To” box and choose the
next person to get the task
Note: When Workflow action is selected the Action
Details (To: box) tab updates
= pesign Reviews
O
Linked Records {0} General Comments Linked ulails (0}
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What if | want to know the status
of my Record?
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Finding the Record Status




Finding the Record Status

/= https:/ foaksci.training.ohio.gov f ?srcid =500&model=upspréfromcostlog=1&project_id=1009 - Profess - Windows Intern ;Iglil
File Edit View Acticns Help
3 Accept Task 3k Decline Task  [3] S0V Close Window
£F General Professional Services Pay Request =
— General —

Organization: Morth Central State College

Project Mumber: |oc|_gsnnnz

Project Location: |Su|-fa|:e Road

|
|
Project Name: [gAKS Cl Training 2 |
|
|

Title: |Garys Arch. PR#1

i

-5 Task Details

Record Mumber: |F-SPR_|:||:|02 |

Creation Date: [12/09/2009 11:34 AM Local (GWT-5) |

Internal Ref. Mumber: | |

Creator: Shauna Hooks

Status: |.Appr0ved |

From: Shauna Hooks: Task -
To: Owner Financial:Becky Bessell 1B More(C Task Status: Mot Started
\

Cc:
Sent For.  Payment Process

=l pay Request Details

O

S Task Notes (0)

1 ltemis)

Page of 1

[m|
Show Currency in: | Transaction Currency |

Display IWU "I iterns per page

Mo,  «WBS Code |Code Mame |Shart Description

[ Amount |

oo AE-BS-DD AE Design Development Service Redesign

1|

7.500.00 —

&, Find |

Total Amount: § | 7,500.00

Attachments (0) Linked Records {0}

General Comments

Linked ulails (0}
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Finding the Record Status

/7 https:/ /oaksci.training.ohio.gov,/?processId=2010&selected_node_id=1544 - BP Progress - Windows Inte - |E||£|
Workflow Progress
Title: Garys Arch. PR#1 Current Step: Payment Process
Record No: PSPR--0002 BP Setup used: Professional Services Pay
Request
Cue Date:
Step Mame Completion Rule Status
Creation Any Llser Completed
P Approval Any User Completed
Updates Any User Mot Started
PM Supenisor Approval Any User Mot Started
Dwners Representative Payment Authaorizal — Any User Completed
Payment Request Validation Any User Completed
Payment Process Any User Hot Started
End Any User Mot Started

Tasks for the selected@step:

Assignee Company Status Action Due Date Completion Date
Shauna Hooks 500 Completed Recommend Appraov: 12092009 11:38 AW |
Zhauna Hooks 500 Closed Return for Clarificatio 121092009 11:37 AM

—> View Graphic... Close




Graphic View of Workflow

/= https:/ foaksci.training.ohio.go¥,/?model=upspri&currentstep=3&workflowid =workflow.3 - Workflow De - Windows Internet Explore - |I:I|5|
& Print Close Windaow
Withdraw Updates
Resubmit Return for
Return far tarificatian
Clarification
PM Approval Payment Req
> > Reqguest
Submit ;R.ecnmrrend Validation
Approva
A A
Recommend
Approval
Return for
Clarification
Return for
Clarification
Owners PN Supervisor
Representative Approval
Payment Approve
1 _ J _>I_I




Document Manager



About Document Manager

»

Document Manager houses all of your supporting
documentation

All documents must be uploaded into Document
Manager first before they can be attached to a
recor

Provides a platform for maintaining a wide variety
of files and documents

Ensures that project participants are always
working on the most current versions

Provides ready access to all documents from
anywhere at any time
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Preferences

Note: Intermediate level does not appear to be compatible with IE or
Chrome, however, Firefox appears to be successful.

Before uploading, check
your File Transfer
Preferences by clicking
Preferences at the right
hand corner of your
homepage

Under the Options Tab,
select Intermediate for

< I \ your File Transfer

Option

35




Document Upload

}ck Upload

-

Choose folder




Document Upload- Intermediate

Click Add

/
-

Choose your
document and
click Open

v
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Document Upload- Intermediate

rd

You should see
your document
here

Click Upload. You will now
have your document
available in Document
Manager.
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Document Upload

You should see
your document
here

» Now that your documents have been uploaded into
Document Manager they can now be attached to Records
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Document Upload-Basic

» If you get an error message or a blank screen when
attempting to upload your documents, you may need to

change your File Transfer Option to Basic in your Preferences.

» With Basic upload, you can only add one document at a time

-
/
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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