OAKS Ci

Capital Improvements (Management System)

Creating Work Assignments




Log into OAKS CI

(= Unifier@https://oaksci.training.ohio.gov - Windows Internet Explorer

ORACLE' Primavera Unifier e

‘Community Bookma Preferences Support Logout

I Home Company Workspace ° Projects

User Mode [ | File Edit View Help
= & Open &

Announcements: Items Requiring Your Attention:
Title: Welcome

2 Welcome to the OAKS CI Training Environment. HENTE ] S 2l

Title: Security Motification
1D OAKS-Cl is a State of Ohio computer system, which may be accessed and used only for official state business by suthorized
persons. Unsuthorized access or use of this computer system may subject violators to criminal, civil andior administrative action

Tasks or Hew uMails:

Mumbzr Mams uMails | Company Name

WS5U Test Projet  Wright State Test Project State of Ohio

UCN-120001 UC Training State of Ohio
OFCC Specislty Consultant List State of Ohio

Agency General Functional Training 1 Mew  State of Ohio

OCI-100001 SAD Consultant List 3 Nzw  State of Ohic
OCI-090002 OAKSE CI Training 2 State of Ohio
OC|-050002 KEU Projects Test State of Ohio
OC|-050001 Agency Genersl Projects Test State of Ohio
OCI-080D02 OAKS CI Training 2 & Mew State of Ohio
OCI-080001 OAKS CI Training 1 12 New State of Ohio
MUN-100001 Miami University Training Project 35 Total, 34 New, 2 1 New State of Ohio
CLS-110001 Clzvel tate Training Froject 16 Total, 15 Mew, 7 State of Ohio

— . w—




Cross Project Home Page

RHome . Company Warkspace | Projects

A
User Mlode B\ File Edt View Help
o 38 Home Biew (@ 0pen & Find
EE ;aesszsages [ R— Items Requiring Your Attention;
- Title: Sun Java lssue . ‘ . S o , - Tasks: 285 Total, 263 New, 18 Lat:
Eﬁ Drafe I8P lease he aware that e highestversion of Sun Java thatis cumenty supported by Skire Unifieris version 1.6.7 Sun has recently released a newversion thatis currenty not supported and will resultin.- ——
E-Ly ublail an errarwhen youtry to upload or download documents, Ve will post a notification on this site when [ater versions can be used. Messages; 16 New
jtla- Sacurity Hotification Oraft Records: 52 New
o (Ohio computer system, which may be accessed and used only for afficial state business by authorized persans. Unautharized access oruse of this computer system may subject
CIICk the CrOS andlor administrative action bfails: 11 New

project’s tab

Tasks or New ulfails:

Number Mame Tasks Ullails | Company hame
OCI-100001  5AQ Consultant List 240 Total, 242 New, 0 Late 2New  State of Onio
0C-080002  OAK3 CITraining 2 10Total, 3 New 3 Late AMew  State of Onio

QCHI300m (AKS Cl Training 1 26 Total, 16 MNew 13 Late AMew  State of Onio




Project’s Tab

oaksci.training.chio.goy,; - Unifier@https:/ 'oaksci.training.chio.goy - Windows Internet Explorer

ol P - 0ef25/2009 - Sh a Hooks
5l‘-’.IrE1 Unlﬂer auna Hoo

B Home Company Workspace Projects

User Mode - (€] File Edit View Help

EI@ Projects (Standard}) EF Mew @ Open & Find
Projects - Current View: All
G htemis)
Mumber - Froject Mame Company MName
CQZ1-100001 SA0 Consultant List State of Chio
COCl-080002 K2SLU Prajects Test State of Ohia
CiZI-080001 Agency General Projects Test State of Chio
QC-090000 Training Documents Project State of Chio
CiCI-080002 CAKS Cl Training 2 State of Chio
CiZI-080001 CAKS CIl Training 1 State of Chio

Double click on the appropriate project




Project Logs

oaksci.training.ohio.gov/ - Unifier@ i ing.ohio.goy - Windows Internet Explorer
12/0942009 - Shauna Hooks

Skire™ Unifier™

B Home | Company Workspace | Projects

User Mode - |E:| File Edit View Help
= Projects (Standard) o New ~ Copy = oOpen A Find [®Import [E Export Template ~
E-E CAKS Cl Training 2 - Home Design Reviews - Current View: All
= Summary -
EI& Alerts g temi(s)
+]- uldail :
E Collaboration Recaord Mo » Stage gt?ampslemn Creation Date  |Est Construction Cost () |Status
@0 Information DR-0008 Design Development Final 12/04/2008 0.00 Pending
Ei CostManager DR-0007 Schematic Design 50% (CD Only) [10/M19/2009 0.00Pending
Data Manager DR-0008 Program Verification 85 - 95% (CD Or10/08/2009 0.00Pending
Document Manager DR-0005 Design Development 50% (CD Cnly) 10/08/2009 0.00 Accepted
lanager (Basic) DR-0004 Schematic Design 50% (CD Only) 100752009 400,000.00 Pending
DR-0003 Program Verification 50% (CD Only) 10/07/2009 0.00FPending
72 Hour Motice DR-0002 Program Verification Final 12/08/2008 13,233.00 Pending
Action ltems DR-0001 FProgram Verification Final 120502008 12,000.00 Accepted

Advertisements
Associate AE BEvaluation
Budget - Initial

Budget - Revisions
Change Order -
Closeout - Contractor CI I C k L O g S
Closeout - Professional Services
Contract

Contract Schedule of Values
Contractor Evaluations

Contractor Fay Request

Desian Reviews
Forrms &ccnnnts
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Creation

@ Unifier@https://caksci.chio.gov - Windows Internet Explorer

Shauna Hooks on behalf of Shauna Hooks iLest login: 12282012 11205 AN

oRAcCLE Primavera Unifier

A Home | Company Workspace | Projects
User Mods - @ | Fie Edit View Help
} Click B Frograms F Mew ~ BmCopy » [ Open & Find ~p Filtered By + [# Import
— B ﬁ Projects (Standard) i . o
= [§ OFCC Spesiaity Consultants Weork Assignments - Current View: Al
=] Summany D Item{s) Page |1 of 1
=1, Alerts N
& ubdsil Wemndar District Contract Reference Amount (3} | Start Date
-
H Collaboration
> Click-Ne
I W Informaticn

7 A

Cost Manager

at the top of the
screen

Diata Manager

Document Manager

Logs
Fund Allecation
Fund Releass
Fund Transfars
Professional Services Agl
Professional Services Am

:‘

:‘
) (L ElEE & B

m

Professional Services Par
Purchase Ordars
Vouchers

1]
(T ST T T A

I Work Assignments
-{=] Reports




Work Assignment-

» Each section
of the record
requires
entry of
relevant
information.

> *Every line
with an
asterisk is a
mandatory
field and
must be
completed

-

= Work Assignments - Educational Planning Services Fy14 - Project Mo, SFC-130888 - Windows Internet Explo... EI =] @

File Edit View Actions Help Workflow Actions  -Select- -
iZiSend [§] Save I Speling.. ] Add Attachment + @h sov  [E] Close Window
& General X Waork Assignments
-]
General |;|
Organization: Record Mumber:
Project Number: [erc_qaness Creator: Shauna Hool
Project Mame: [OFGC Specialty Consultant List Creation Date:
Title! |Educational Flanning Services FY14 = Status:
Reguested BY: [ghauns Hooks
Agresment
Contract Reference: \oansyitant Name-Froject Mumber sslea |* Reguest TYP2! Griginal -
Wendor Name: [amzring Architectural Inc. Type of Services: Educational Planning - *
EDGE Certified Prime?; [Ng Sarvice Category. _Sslact- - |
Contacts
District: Allen East Local SD -
Bausikding Mame{s): Bryant Elementary
District Location: [Bryant City
District Contact: Amy Clauss District Contact Fhone: 514 5E5 ERRE
OFCC Contact: [Shouna Hooks *  OFCC Contact Phone: (514 555 7777 -
CM Contact: CM Ciontact Phone:
AE Contact: AJE Contact Phone:
=
23 Action Details o
=l Standard
m]
Attachments (0) Linked Records [0} General Comments Linked Mail [0}

-




Work Assignment form...

‘-;—; Work Assignments - Educational Planning Services FY14 - Project Mo, SFC-130888 - Windows Internet Explo... E (=] @

} SC rOII File Edit View Actions Help Workflow Actions  -Select- -

d iZSend [§] Save F Speling.. ] Add Attachment - $n SO Close Window
5 -

O W n vl General : Work Assignments )

Enter upto 4000 characters. For kenger descriptions, drawings, or spreadsheets use an Attachment. tl

fo r I I I a n d RDEEHE“ of|cut and paste information from original work assignment or type in |:|
equestad

Caonsulting

complete

Budget and Schedule Details
Budgeted amount must slso be entered on the lower form to make work assignment availsble on the vendors pay request.

Start Date: [ga>4 /2012 | Completion Date: |
Budget Estimate (Mot 45,000.00
to be Excesdad):
Aurthorization
These fields are autopopulated based on workflow actons.
OFCC Signature: OFCC Action: OFCC Action
Crate:
Consultant Consultant Action: Consultant Acticn
Signature: Diate:
23 Action Details |
[=] standard
|

Attachments [0} Linked Records (0} General Comments Linked Mail [0}




Add Line Items

= Create New Work Assignments - Project No. SFC-130838 - Windows Internet Explorer

» Click the
Standard tab
to identify the
Work to be
Assigned.

(=] @ el

Fie Edit View Actions Help Workflow Actions  -3=kct- L
Z5end []Save VF Speling. ] Add Attachment Q} 5oV [E Close Window
Nork Assi 5
7 General Work Assignments
&
General =~
Organization: Record Number:

Project Number: [orr_13nass

Froject Name: (OFCC Speciatty Consultant List

Creator: Shauna Hooks

Creation Date:

Title: x Status:
Requested By:
Agrzement
Contract Reference: bz yitant Name-Project Number | Sekt |* Request Type:
Vendor Nams: [ar7ing Architectural Inc. Type of Services:

EDGE Certified Prime?: [yg

Contacts
District: -Salast-
Buikding Mame(s):
District Location:
District Gontact:
OFCC Contact:

CM Contact:

AJE Gontact:
\n Details

= Standard

Bervice Category:

District Contact Phone:

#  OFCC Contact Phone:

CM Contact Phone:

AE Gontact Phone:

-Belent-
-Belect-
-Sekect-

Attachments (D) Linked Records (0]

General Comments

Linked Mail (0]




Adding Line Items

» The first line you will add will be the deduct
line, this is to take money away from the
original contract line to then give to the Work
Assigned line. This will balance the work
assignment.




Adding deduct line

» Click Add

L
} ( I I C k t h e S e I e Ct (=) Create New Professional Services Agreemy = Line ltem - Windows Internet Explorer ol B = b |
¥ Spelling... | Attach - < Delete Line Item
File Edit Wiew Actions Help : § lect- =
Waork Assignments Line Item:
n e Xt tO i=] Send Save 7 Spelling.. () Add 4 Genarsl =]
= B . 4>
w General ﬂ &
Reference
% Action Details Code Name: O
Short Description: *
=l Agreement Details
a8
Current View: All District: _Selept- -
o Item Quantity:
0 ltemis) L.
Units: _Saleqt - * ek
Mo, ~|WBS Code Code Mame | N
tem Unit Cost:
Amaount {3): 0.00 |:|
Description: r‘
1
Reporting
EDGE Certified Prime?:
Attachments (0] Linked Records (0
OK Cancal
N7 | r
gl Add | Bay Copy =~ | E Import | T Remave | [ Grid | &, Find Total Amount: § 0.00
Attachments [0} Linked Records [0} General Comments Linked Mail {0}




Add Line Items

» Highlight the
Reference line

» The reference
line will be the
original contract
line, you are
removing money
from this line to
give to the work
assignment

» Click Select

= Commit Line Item Picker - Windows Internet Explorer

»
@ Select 4, Find [5F] Cffsa Window

Commit Line Item Picker

'WES Code

| 1 (1

mer ¢ Description

Contract Amaunt (ot Billianle Lintll Asskgnment)

i
b




Add Line Items

} I n U n its C h OO S e i-;—',' Line Item - Windows Internet Explorer EI = @

w Spelling... (] Attach ~ ¥ Delete Line Item

A m O u n t Weork Assignments Line ltem:

General

» In Item Unit Cost —— L

d e d U Ct t h e total Code Name:[cg | egal SOV Pending
Ehort Description: | Contract Amount (Mot Billsble Until Assignment) | *
dollar amount of
District: Agams County/Ohio Valley Local -

this work
assignment, so \ ]

—~2  Item Unit Cost: -35, 000,100

if this is a
35,000 work -
assignment the
total dollars will -

be -35,000 | o

} C I i C k O K Attachments (0 Linked Records [0}

= Ok Cancel




Add Work Assignment Line Items

(2! Line Item - Windows Internet Explorer

» Click Add

» Click the Arrow
next to WBS
Code

=]

=

& Speliing... ) Attsch » 3 Delate Line [tem
Work Assignments Line ltem:
General sl
Reference: Selen
s . . WES Code: o *
= Create Mew Professional Services Agreements - Prg Code Name: g
File Edit View Actions Help Short Description: * r
ig] Send Save :51 Spelling.. Iﬂ Add Attachmen District: _Salzrt- -
vl General ]
Item CQuantity:
via . .
=4 Action Details Units: _Seimct - * 0
Itemn Unit Cast:
B Agreement Details
Amount (3} 0,00 =]
Current Wiew: All
Description: |—|
0 ltems)
Mo,  +|WBS Ceode Code Mame ]
Reporting
EDGE Certified PrimaT:
Attachments (D) Linked Records (0]
Ol Cancel
N

g Add | %C&p}rA| Elmpﬂrl |ﬁ'HemmrE| HH Grid

| G, Find

Total Amount: §

Attachments [0}

Linked Records (0}

General Comments

Linked Mail [0}




Add Line Items

:-;—,} WES Picker - Windows Internet Explorer

» Click Collapse

(& Select #3Expand =32 Collapse A Find Close Window
Select WES Code A
WES Code WEBS Name
E PA-DI-D0 Property Acquisition Summary
2 B-PaPa0D Property Acquisition General
=] FA-FA-BE Froperty Acquisition Budget
4 PA-PA-RC (=2 WBS Picker - Windows Internet Explorer o] 2 ===
] FA-FA-AF & Select %3 Expand %, Find Close Window
B E-PALADD Select WBS Code
WES Code WES Rem
7 FA-LABE 1 csomn Cansulant Sevicss SuTary ||
& PA-LA-OT
] E-PAEADD
10 PA-EA-BE
1 FA-EA-OT
12| E-Ruo0000
12 E-RM-RM-0D
14 RM-RM-BE
15 R
18 RM-RM-LS
17 (E-LE00-00
18 ELEALE-00
9 LE-LE-BE
0 LELECS
1 LELE-DE
i LE-LE-PA
z LE-LE-BF
24 | E-OR-00-00
5 E-0OR-OR-00
o CR-DR-BE
i E-OR-PL-00
B OR-PL-BE \_Ij

OR-FL-FI

T T TOp=CT TR TRoT




Add Line Items

» Click + /

n e Xt t O @ WBSIicker - Windows Internet Explorer

= 5= *3 Bxpand [ =E5ipEE T A Find Close Window
Select WBS Code
- i 'WES Cooe
1 [H 0-00

.



]
Ad d LI n e Ite I I I ‘= WBS Picker - Windows Internet Explorer

» Click + next to
appropriate
service codes
(the fields will
expand)

» Double click on
appropriate
code

& Select *EEqand ™= Collapse A Find [ Close Window
Select WBS Code /

WEBS Code WES lem
1 | E-cso Consultart Senioes Sumemary
z HCEEN-0D C5 Financlal Senices Summary
7 H-CsE-m 5 Legal Senicss Summary
12 HCE-NF-0 5 Meutral FacliRztion S2nioss Summary
il FCERL00 5 Diameinn Sandnes Soememan
3 B-CeFAD (= WES Picker - Windows Internet Explorer EI [=] @

(& Select *EExpand ™3 Colspse A Find  [H Close Window
Select WBS Code

WES Code
1 |E-cso0m
2 F-Cg-Fn-00

®H

LE-00

12 E-csnr00

13 CENE-SY
14 CENFPE
15 CENTOMS
1

AN

'WES B=m
ConsuRant Services Summary =
CE Francial Senioss Summary
C5 Legal Senvices Summarny
5 Neutral Faclifation Sanices Summary
C-S Faclifstion 50V Pending
C5 Pamnering Faciifstion
o5 Ongantzational Mesting Faclitation

= Crarmese Facliistion

@l

oo Charrefie Faclifstion

)
m

Il Execution Plan Facliiation

)

S GMIP Amendment FacliRation

)

S Omer Faclifstion Sanices
CS Flanning Senices Summary
CS Plarning S0V Pending

CS Masier Planing Sendcs

®

{ CS Educationsl Planing Samice

SRR

8w|s

CF Reghonal Plamning Sendc:

nroliment Projection Sanice

o m

eeshgn Mamual Updsie Sendce
CS Plarning Training or Coscning
€S Program of Reguirements

CS Omer Planning Sanice

C& Assessment Sendces




Enter Line Item Information

‘= Line Item - Windows Internet Explorer E =] @ ﬁ
o Speliing... ] Attach ~ 3 Delete Line Item
E t S h t Work Assignments Line [tem: _
» Enter a Shor = -
u = Referancs: Salact
Descrl ptl O n WBS Code: | C5PL-ED W *

e W : - -
Code Name: |05 Fducational Planning Service

4 C h O O S e D i St r i Ct > Shont Description: [Description of Service Provided
i f a p p I | ca b I e Il > Distfict ayron City D -

_ > Itemn Quantity:

_— > Units: - *
» Complete —

35,000.00

Fem ai N i N g At 35 35,000.00

. Diescription: ]
open fields
L]

Reporting
EDGE Certified Prime?:

Attachments (0} Linked Records [0}

DK Cancel




Lower Form

» When complete the
form should look
similar to the
example

» Notice that the
Total Amount is
0.00

» This is because we
are simply shifting
money.

‘= Create New Work Assignments - Project No. SFC-130888 - Windows Internet Explorer

(o] ® e

Fie Edit View Actions Help Workflow Actions  -Select- -
FlSend  [g] Save \F Speling.. ] Add Attachment - ',7;} [E]sov  [E) Closs Window
Nork Assi 5
7 General ) Work Assignments
uf
i hetion Details O
=] standard
-
Current View: Al
LliEng Fage |1 o Display 100~ items per page
Mo. =|WBS Code Code Name ‘Short Description Amount {3} District
[17] CE-LE-BV CS Ed SOV Pending sontract Amaount (Ne -35,000.00 Adams Coery.-Dl'r
01 CS-PLED C5 Educational Planning Service Description of service 35,000.00 Adams County/Ohi
[] \ | EE
g Add | 81 Copy = | & Import | [ Remave | [] Grid | @, Find Total Amount 0.00
Attachments (0} Linked Records [0 General Comments Linked Mail (I




Submit Record to Consultant

= Work Assignments - Test - Project No. SFC-130888 - Windows Internet Explorer E = @

_ C h oose \i‘Fila Eit View Actons Help Workfiow Actions-5elect- K
E8end [gSave V7 Speling. () Add Attachment - [F]5ov [ Close Window
WO r kfl OW oI General : = %‘Icrkﬂssignments
I (General F
ACt I O n . Record Mumber:

|

Organization:
Project Mumber: [er e 13nmse Creator: Melanie Drerup
Project Name: (OFG( Speciatty Consultants Creation Date:
C I = k T Titke: [Tast * Status:
iR I C 0 Requested By: El
=1 Action Details 0

b O X a n d | eate New Work Assignments
[ |
choose

\#Task Notes:

Send For:
Consultant
= standard
0
Current
_CI B k 1 ltemis Page |1 of 1 Dispiay 100 ¥ items per page
Ic Mo, v WBS Code Cosde Name Shart Description Ameount {3 E-istri;t .

Send




Once a record is created and submitted it will
become a 7ask for the next person in the
workflow




Task Notification

" 1 I PR ) S T B - iy, - Loy
4 lanore x il i} ._‘5 [El Meeting |14 Move to: 7 o To Manager 3 (5 Rules LJ | W '—][
. . o 2 Team E-mail & Done B )ﬂ OneMote . -
» Delet Reply Reply Forward B pore - . - Mo Assig Mark Catege
& Junk lEte cpYy iﬂ} orward &2 More 4a Reply & Delete 7 Create New = i"e 3] Actions ~ P;Isilcli'n' Unraerad a E'ij
Delete Respond Quick Steps Maove Tags

From: Unifier - Shauna Hooks,soo <unifier @oaksd. training. ohio.gov =
To: Hooks, Shauna
Cc
Subject: Waork Assignments WA-D001 is sent to you for Consultant Acceptance,

This is a system-generated e-mail message. Do not reply to sender.
Work Assignments WA-0001 is sent to you for Consultant Acceptance.

From: Shauna Hooks
Sent For: Consultant Acceptance
Task Due Date:

Source Mame: OFCC Specialty Consultant List
Record Mo: Work Assignments WA-0001

Tite: Hauking Consulants WAT The Task recipient will
pedtenstinformaton receive an Email Notification
from OAKS Cl indicating a
pending Work Assignment

Click here to log into Unifier and take a workflow ac

For technical assistance contact support (@ skire ¢




