
SFC-130888 DPE Consultant Process: 
 Accepting a Work Assignment  
 Creating an Application for Payment 
 Uploading to Document Manager 
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You will receive an Email  
Notification from OAKS CI 
indicating that you have a 
pending Work Assignment 



Open Internet Explorer 
 Navigate To  
  

 
Username:  
 your assigned user name 
Password:  
 your assigned password 
Click ‘Login’ 

 
 
 

3 

https://oaksci.ohio.gov 
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Announcements 

Projects with Active Tasks 

Choose 
Agency tab 



Accepting a Work Assignment 
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Double click on your project, if you do 
not see it below, click the 
Projects tab above 



 You are now on 
your project 
home page 
 
◦ Click 

Collaboration 
◦ Click Task’s 
◦ Double click 

on your 
pending Work 
Assignment 
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 Click Accept 
Task to open 
record  
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 Click 
General Tab 
to open 
upper form  
 

9 



 Review upper 
form 

 Click Standard 
tab to review 
lower form  
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 Once review is 
complete 

 Click the arrow 
down next to 
Workflow 
Actions 

 Choose : 
 Sign Work Assignment  
 or 
 Return for Clarification 

 Click Send 
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Request for Payment 
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Supporting Documentation 
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• 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 
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-Click Document  
Manager 

 
    -Documents 
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(a) Choose 
folder 

 
(b) Click 
Upload 



 Click Add 
 Choose 

document or 
folder to 
upload 

 Click Open 
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 Document or 
folder is 
populated into 
Upload list 

 Click Upload 
 Box will pop up 

indicating the 
upload is 
Complete 
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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 (Broadmoor 

Elementary) 
 

• Type in Item Quantity 
(square footage ) 
 

• Type in Unit Cost 
 

• 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 RPC, please cc: 
Janice Parker 



Payment Request 
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• Click Send 



Questions? 
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Call OAKS CI @ 
614.644.2211 OR Email 
oaksci@ofcc.ohio.gov 
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