
OAKS Capital Improvements (CI)
Create a Misc. Commit

Create a Purchase Order

Apply a Misc. Commit to a 
Purchase OrderPurchase Order
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Misc. Commit 

If you are not responsible for creating the Misc. 
C it    ill b   ibl  f    i  it  Commit you will be responsible for  approving it, 
creating the Purchase and applying the PO to the 
Commit

The following will walk you through:
Misc. Commit Creation     Pg. 4Misc. Commit Creation     Pg. 4
 Create  a Purchase Order   Pg. 24
Misc  Commit  Approval  and Apply Purchase Misc. Commit  Approval  and Apply Purchase 
Order  Pg. 33

Today  Tomorrow  Together 
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Misc CommitMisc. Commit 

The District Treasurer will receive a 
Task notification indicating that a:Task notification indicating that a:
Miscellaneous Commit is  awaiting 

i   review  
or
Will create the Misc. Commit record
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District and Building Level Accessg

District and Building Level Project  Access 
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District Access

District view will allow you to viewDistrict view will allow you to view 
all School Districts you may access 
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Clicking on the district project
will take you to it’s home page



Building Accessg

Building Project View will allow you building Level Access

6

Clicking on the building/project
will take you to it’s home page



Contracting

 Log into your 
District or Building 

 If the Misc. Commit 
will span several will span several 
buildings it will be 
created in the  
Di t i t  j tDistrict project
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Building/District Project Home Pageg/ j g

- Click Logs (a)
- Misc. 

Commit (b)

c

Commit (b)
- Click New  (c)

a

b
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b



Click General tab
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a)
b)

d)
Title record

b)

c)

f) c) Identify Prevailing wage
d)Ed  P i  Y /N

Complete the upper form : 
a) Press “Select…” to pull in Vendor 
information. 
OR

d)Edge Prime: Yes/No
e) Dollar amount of commit
f) Description of commit

OR
b) If Vendor is not available to pull in 
type the Vendors name in the open 
field

e)
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Click the Line item list 
tab

11



Click Add
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Click 
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Click CollapseClick Collapse 
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Highlight the 
appropriate 
code and click 
SelectSelect
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Complete 
the fields to 
i l d LFIinclude LFI 
percent if 
applicable

Click OK
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Click - OK



Add 
additional 
lines if

Once complete 
Click – General Tab 
to view upper form

lines if 
necessary
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Note there should 
be a zero dollar 
difference
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Attach any 
supporting 
d t ti bdocumentation by 
clicking Add 
Attachment  then 
My Computer

You will then see this secondary 
i d li k b d hMy Computer    window, click browse and choose 

the document you would like to 
attach
Click OKClick OK
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Note that theNote that the 
Attachments link 
now reflects 1 
Attachment  
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Choose-
Workflow Action-

Submit

21



Cli k th A tiClick the Action 
Details tab
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Once the To box 
has been filled:

If the OFCC Project

Click :  Send

If the OFCC Project 
Managers name is 
not automatically 
populated, click the p p
To button and plug 
them in 
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Treasurer 

After the Project Manager hasAfter the Project Manager has 
reviewed the Misc. Commit it 

ill t th di t i twill come to the district 
treasurer for Funding g
Certification, however, a 
purchase order must bepurchase order must be 
recorded in OAKS CI prior to 
Funding the Misc. Commit 
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Purchase Orders

Today  Tomorrow  Together 
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Create a New Purchase Order 
Record c

 Within the 
District project or p j
Building Project in 
which the Misc. 
Commit is housed 

a

Commit is housed 
Go to:
> Logs
 P h  O d> Purchase Orders

>Click New

Today  Tomorrow  Together 

b
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P h O d D t il
Leave Vendor Field blank unless available in drop down

Purchase Order Details
 Complete the  Complete the 
General Block –
Required fields  
**

 The PO must be 
in “Dispatched” p
status 

 Under PO type 
S l   h  Select the 
appropriate 
record typeyp

Today  Tomorrow  Together 
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Purchase Order Details

 Scroll down screen
 PO Details‐ ensure 

that you plug in the 
purchase order 

b  i t   d  number into record. 
Choose OAKS or 
District for financial 
system used   system used.  

 Do not plug in the 
PO amount until 
you complete slides you complete slides 
22‐24

Today  Tomorrow  Together 
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Purchase Order Details

 Click PO C c O
Distribution tab

Today  Tomorrow  Together 
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F d th POFund the PO

Click 
Add

Today  Tomorrow  Together 
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Fund the PO
Select Fund Code and 
enter all required fields* q
then click OK  
(if you do not see funds 
in this block contactin this block contact 
OAKS CI)
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Finish the PO
 Go back to upper 
form by clicking 
the General tab 

 Type in dollar 
t  t t  amount next to 

PO number that 
you plugged in y p gg
earlier in the 
process.

Today  Tomorrow  Together 
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Fi i h th POFinish the PO

Go to top 
of page of page 
and click 
Finish Finish 
Editing.

Today  Tomorrow  Together 
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Mi C itMisc. Commit
Now you may go to your Misc . Commit Task y y g y
Double Click to Open

Call or Email the OAKS CI Support Desk

614.644.22114 44
oaksci@ofcc.ohio.gov

Today  Tomorrow  Together 
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Misc. Commit
Click Accept Task

Today  Tomorrow  Together 
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Misc. Commit
Click General Tab

Today  Tomorrow  Together 
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Misc. Commit
Click Select next to PO1 Number—Double click on 
Purchase Order

Today  Tomorrow  Together 
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Misc. Commit
Choose Workflow Action then Click Send

Today  Tomorrow  Together 
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Q ti ?Questions?

 Call or Email the OAKS CI Support Desk

614.644.2211
oaksci@ofcc.ohio.govoaksci@ofcc.ohio.gov

Today  Tomorrow  Together 
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