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Log into OAKS CI 
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Click the Agency 
tab 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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a. Double click on the appropriate organization 
b. Double click on the appropriate project 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.



 Click- Logs 
 Click- Work 

Assignments  
◦ Click-New 

at the top of the 
screen 
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Presenter
Presentation Notes
Emphasize that all forms are consistent – Learn how to use one form and you know how to use them allExamples will be given later in the presentation



 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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Click the Tab to 
expand the area 

Presenter
Presentation Notes
State of Ohio's BPs were coded and designed by Skire and the CIMS Core Team to electronically duplicate the State's processes
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 Scroll 
down 
form and 
complete 

Presenter
Presentation Notes
State of Ohio's BPs were coded and designed by Skire and the CIMS Core Team to electronically duplicate the State's processes



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

 
 
 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 Click Add 
 Click the Arrow 

next to WBS 
Code 

 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 Click Collapse 
 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 Click + 
next to 
CS-00-00 

  

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



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

 Double click on 
appropriate 
code 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 Enter a Short Description 
 Choose District 
 Complete remaining open 

fields 
 This example is identifying 

the quantity as 1, Units will 
be Amount and Item Cost 
will be the estimated cost 
of work for this school 
district 
 

 Click OK 
 

See page 23 for contract 
reference 

 
 
 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
useful, add another slide how this rolls upneed to use a different WBS code, do not select Budget items, use a different WBS code



 Continue adding 
lines to identify all 
schools and 
printing fees. 

 One district per 
work assignment 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 Now that you have added all of your cost’s 
you must pull the money from the original 
contract amount. This will balance the work 
assignment. 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
redundant



 Click Add 
 Click the Select 

next to 
Reference 

 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 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 
 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 
 Item Quantity: 

Negative dollar 
amount 
 

 Units: Amount 
 

 Item Unit Cost: 
1.00 
 

 Click OK 
 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 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. 

 Today  Tomorrow  Together 
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Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 



 Today  Tomorrow  Together 
 

21 

-Choose 
Workflow 
Action 
 
-Click To box 
and choose 
your Planner 
contact with 
OFCC 
 
-Click Send 

Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 
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Presenter
Presentation Notes
Review Phase:In the Review Phase the task is received and reviewed.  While in the Review phase, the content of the task can only be viewed.  Once the user has decided what action to take, they accept the task then select the action.  By selecting an action, the step is moved into the Response phase.  Response Phase:In the Response Phase the user performs the specific action, i.e. Approval, Review, Resubmit, etc., that the task was sent to them.  The all changes/updates/approvals are entered into the form.  The user must click send to move the response to the step in the workflow.Highlight:Review the task (first half)Choose an Action (first half)Enter the response (second half)Send the response (second half)
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The Task recipient will 
receive an Email Notification 
from OAKS CI indicating a 
pending Work Assignment 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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Exhibit B - Consultant’s Scope of Services 
State of Ohio Professional Services Agreements for Public Facility Construction 
M130-13v0912 Page 1 of 2 
A. Assessment for School Facilities Projects. The Consultant will assess the condition of each facility in 
an assigned district, evaluate the overall building needs of the district, estimate costs and assist to develop 
a district-wide master plan, according to procedures more fully described in the Assessment Consultant 
General Scope Guidelines and Commission policies as updated from time to time. 
1. Assessment services for a K – 12 School District will be compensated at the rate of 10 cents per 
square foot, which shall include all the Consultant’s fees and expenses for assessment services, 
including subconsultant fees and expenses. If the Consultant is assigned a school district with 
135,000 or less square feet of total facilities space, the Consultant will be compensated at a 
minimum fee of $13,500. 
2. Assessment services for a JVS District or the career technical square footage of a 
comprehensive high school will be compensated at the rate of 11 cents per square foot, which 
shall include all the Consultant’s fees and expenses for assessment services, including 
subconsultant fees and expenses. 
3. The Consultant shall submit invoices for services at the completion of the following phases of the 
work: 1) Submission of Draft Electronic Assessment Report and one (1) printed copy of the 
Assessment Report, 2) Completion of all revisions to the Assessment Report; and 3) Delivery of 
Final Electronic Assessment Report. The services shall be compensated in accordance with the 
following percentages: 
Submission of Draft Electronic Assessment Report 65% 
Complete Revisions to Assessment Report 20% 
Delivery of Final Electronic Assessment Report 15% 
4. The Consultant will be compensated $35 per building for all printing costs associated with 
providing one (1) copy of a report with color photographs and six (6) flash drives. 
5. The Consultant agrees to review and evaluate supplemental information, which does not 
involve errors in the original report, at the request of the Commission regarding the Assessment. 
The Consultant will provide a written report and one (1) copy of inserts for the Assessment 
Report and six (6) flash drives at the conclusion of the re-evaluation process. The Commission 
agrees to compensate the Consultant in the amount of $65.00 per hour for such professional 
services, which shall include all fees, expenses and printing costs for re-evaluation services. The 
Consultant may invoice for re-evaluation services on a monthly basis. 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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Complete form as you 
did in the initial Work 
Assignment 
Request Type : choose 
Amended 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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Click: Standard tab 
Click :Add 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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Click: Reference 
Choose line you wish to 
change 
Click: Select 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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Sample: 
I am taking away 2,000 
dollars from the original  
Work Assignment 

Facility Assessment 
    CS-FA-FA       

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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In this process, I 
referenced the original 
work assignment line 
that I wanted to change, 
I deducted 2,000.  I will 
now add the 2,000 back 
to the original contract 
line 

FS               Facility Assessment     CS-FA-FA      Facility Assessment 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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Click: Reference 
Choose the original Non 
Billable SOV line 
Click: Select 

I am adding back to the 
contract line the 2,000 
dollars deducting from 
the Work Assignment 
 
Complete the remaining 
fields 
Click: OK 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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    CS-FA-FA      Facility Assessment 
CS-FA-FA                     Facility Assessment SOV Pending 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.



 Today  Tomorrow  Together 
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-Choose 
Workflow 
Action 
 
-Click To box 
and choose 
your Planner 
contact with 
OFCC 
 
-Click Send 

Presenter
Presentation Notes
This level of detailing of the fee and reimbursable cost information is utilized in the Professional Services Pay Request BP 
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You will receive a Task Notification from 
OAKS CI notifying you of a pending DPE 
Pay Request 
 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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The Task recipient will 
receive an Email 
Notification from OAKS CI 
indicating a pending Pay 
Request 

Presenter
Presentation Notes
The Review Phase is a view only look at the task.  This allows review of the task information so the user can determine if they wish to Accept the Task.  By Accepting the Task the task is moved into the response phase where content can be added.The users status moves from Not Started to In Process.
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Log into OAKS CI 
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Click the Agency 
tab 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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a. Double click on the appropriate organization 
b. Double click on the appropriate project 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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Click- Collaboration 
 
Click- Tasks 
 
Double Click on the 
Task 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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Click- Accept Task 
 
 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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Review lower form 
 
If attached documentation is 
expected, review it 
 
 
 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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Choose  : 
Workflow Action: Approve  
 
Click: To box and choose your 
OFCC Planner contact person 
 
Click:  Send 
 
 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.



Request for Payment 

43 



Supporting Documentation 

44 

• If you have supporting 
documentation that must be 
attached to the pay application 
it must be uploaded into 
document manager first, please 
see slides (14-18) 
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• Before Uploading 
•  –Click on 

Preferences (upper right 
of screen)  

• - Click Options 
• -Change File 

Transfer Option to 
Intermediate 

 



46 

-Click Document  
Manager 

 
    -Documents 

Presenter
Presentation Notes
Logs are the primary areas where work is done in the application.  In the next slides we will be discussing the types of logs and how to use them.
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(a) Choose 
folder 

 
(b) Click 
Upload 



 Click Add 
 Choose 

document or 
folder to 
upload 

 Click Open 
 

48 



 Document or 
folder is 
populated into 
Upload list 

 Click Upload 
 Box will pop up 

indicating the 
upload is 
Complete 

49 



Payment Request 
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• Log into your 
project (see page 6) 
 

• Click Logs 
 

• DPE PS Pay Request 
 

• Click New 
 



Payment Request 
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Complete all available 
Fields 



Payment Request 
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Complete available fields 
Click the Pay Request 
Details Tab 



Payment Request 
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Click Add 

Click Arrow 



Payment Request 
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• Highlight the Line for payment  
• Click Select 
• DO NOT USE Line 1,THE SOV LINE 



Payment Request 
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• Pull in District 
 

• Pull in Service Category 
 

• Type in a Short Description 
• Example (John Brown) 

 
• Type in Item Quantity 

(hours ) 
 

• Type in Unit Cost(hourly 
rate) 
 

• Type in Percent Billed 
 

• Click Ok 
 



Payment Request 
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Continue to add lines as 
necessary 



Payment Request 
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• Click Arrow down  to 
attach any supporting 
documentation, this will 
take you back to document 
manager 



Payment Request 
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• Choose  Workflow Action-
Submit 



Payment Request 
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• Click To: button and pull 
in your Planner, please 
cc: Janice Parker 



Payment Request 

60 

• Click Send 



61 

Call OAKS CI 
614.644.2211  
 
or 
  
Email: 
OAKSCI@OFCC.Ohio.gov 
 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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