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Purpose & Procedure
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‣ The Project Manager or Owner’s Agent is 
responsible for the LFI MOU and for ensuring the LFI 
is correctly reflected on Contract SOV records.

‣ Workflow

Created by: PM, OA  Sent to: District Treasurer for 
Funding Plan  Sent to: PM for Signature  Sent to: OFCC 
Fiscal for Approval



Create LFI MOU
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‣ In Oaks CI navigate to:
‣ Logs -> LFI MOU 

‣ Click New

‣ Select Workflow



LFI MOU
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‣ Complete all open fields
‣ Fields marked with a red * are mandatory

‣ Scroll down to continue entering information



Create Custom Print
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‣ Once all of the information is filled in you will create a Custom Print of the record 
for Signature

‣ Click File -> Print Preview -> Custom Print

‣ Highlight Title (K12 LFI MOU) -> Click OK



Edit Custom Print
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‣ Open the word document that is created and save it to your computer. 
‣ Many OAKS CI custom format documents contain blanks that could not be populated 

from the selected record. These must be edited by hand prior to distributing the 
document

‣ Review the entire document, editing as necessary.



Attach Signed Document to Record
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‣ Once you have made all necessary edits:
‣ Save the completed document to your computer. 
‣ Print the LFI MOU document
‣ Sign the document
‣ Scan the signed document back into your computer
‣ Upload the document to Document Manager
‣ Attach the signed document to the LFI MOU record



Submit LFI MOU
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‣ Attached document will show at the bottom of the record
‣ Send the record forward by choosing the Workflow Action: Submit
‣ “To” box will populate with recipient of record
‣ Click Send



Funding Plan Step- District Treasurer
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Receive an Email
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Access Your Project
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Building Project view will allow you to view 
all School District Buildings you may access

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



Task Action
‣ To take action on your Task navigate to:

‣ Collaboration

‣ Tasks

‣ Double-click the LFI MOU to open
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Task Action
‣ Click Accept Task to begin work on your Task
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Print and Sign MOU
‣ Treasurer: Print the attached MOU, sign, and obtain 

signature from District Superintendent
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Double-click to open



Attach Signed Document to Record
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‣ Once you have signed and obtained Superintendent signature:
‣ Scan the signed document back into your computer
‣ Attach the signed MOU to the LFI MOU record
‣ You will also need to attach the Funding Plan documentation



Complete Information
‣ Scroll down to the Proportional Sharing Percentages section

‣ Enter LFI Fund(s) and Cost Center(s) information
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Send the Record
‣ To send the record, choose Workflow Action: Sign MOU and 

Funding Plan 

‣ Record will now go to OSFC for Signature

‣ Click Send
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Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211


