
Creating Work Assignments 
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Log into OAKS CI 
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Click the Cross 

project’s tab 
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Double click on the appropriate project 
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• Filing Cabinet for Project Records 

Click Logs 



 Click- Work 
Assignments  

◦ Click-New 
at the top of the 
screen 
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 Each section 
of the record 
requires 
entry of 
relevant 
information. 
◦ *Every line 

with an 
asterisk is a 
mandatory 
field and 
must be 
completed 
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 Scroll 
down 
form and 
complete 



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

 Click the Select 
next to 
Reference 
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 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 
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 In Units choose 
Amount 

 In Item Unit Cost 
deduct the total 
dollar amount of 
this work 
assignment, so 
if this is a 
35,000 work 
assignment the 
total dollars will 
be -35,000 

 Click OK 
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 Click Add 

 Click the Arrow 
next to WBS 
Code 
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 Click Collapse 
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 Click + 
next to 
CS-00-00 
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 Click + next to 
appropriate 
service codes 
(the fields will 
expand) 

 Double click on 
appropriate 
code 
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 Enter a Short 
Description 

 Choose District 
if applicable 

 Complete 
remaining 
open fields 
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 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. 
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-35,000.00 CS Ed SOV Pending 

0.00 
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-Choose 
Workflow 
Action 
 
-Click To 
box and 
choose  
Consultant 
 
-Click 
Send 
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The Task recipient will 
receive an Email Notification 
from OAKS CI indicating a 
pending Work Assignment 


