
OAKS Capital Improvements (CI) 

Create a Voucher and Apply to 

Application for Payment , Misc. 

Invoice or Contract Modification 
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Application for Payment or other 
Task  
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The District Treasurer  or Owner 
Financial will receive a Task 
notification indicating that a: 

Application for Payment 

Or Miscellaneous Invoice or Contract 
Modification 

Is awaiting Funding 
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Task’s 
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District and Building Level Access 

District and Building Level Project  Access  
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District Access 

District view will allow you to view  

all School Districts you may access  

Clicking on the district project 

 will take you to it’s home page 
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Building Access 

Building Project View will allow you building Level Access 

Clicking on the building/project 

 will take you to it’s home page 



Task Action 

 Log into your 
District or building 
where the Task is 
currently pending 
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Building/District Project Home Page 

- Click 

Collaboration 

-  Click Tasks  a 

b 



Task Acceptance 
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Payment Processing Step 
Owner Financial or District Treasurer 

Creates the voucher to pay the Pay 
Request in their local accounting system 

Regardless of where they are created, all 
vouchers must be recorded in the OAKS 
CI Voucher BP  
 

 Page 13 (Voucher Recording) (must be done 
first) 
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Complete the Payment Processing 
Step 

Open the  Pay Request record 

Click Accept Task 

Scroll to bottom of Task , click Select next to 
Voucher and pull in Voucher 
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Complete the Payment Processing 
Step 

Go to upper right hand corner of Task and 
choose the Work Flow action Vouchered 

 

 

Click Send in upper left hand corner 
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Vouchers 



Voucher Purpose 

The Voucher business process records 
voucher transactions made in the 
district  accounting systems related to 
the project.  
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Recording a New Voucher 
Log into your district or building level 

project where the task is housed 

Click Logs on the left, then click Vouchers 

Go to top of page and click New 
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Recording a New Voucher 
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Voucher Upper Form 
Title the 

record 

Set the 
record 
Status as 
“Paid” 

Choose 
Financial 
System of 
record 
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Voucher Upper Form 
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 Read notes 
in the lower 
form, Go to 
appropriate 
area and 
plug in 
appropriate 
application 
type 



Financial System Data 

Scroll down to 
the Confirmed 
Financial System 
Data 

Plug in Voucher 
id number and 
payment 
amount. 
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Financial System Data 

 Click – Voucher 
Distribution tab 
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Financial System Data 

Click  Add 
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Add a Line Item 
 Select a Fund Code 
 Add a short 

description 
 Plug in the dollar 

amount. 
 Choose the Financial 

System of Record 
 Click Select next to PO 
   Plug in appropriate PO 
 Click OK 
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Finish Editing 
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- Go to top of screen and    

 click Finish Editing  
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Questions? 

 Call or Email the OAKS CI Support Desk 

 

614.644.2211 

oaksci@ofcc.ohio.gov 
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