
Getting into your Project and Creating a 
Schedule Approval 

 
Please note that you must have the Schedule 

Manager role within OAKS CI in order to create this 
record, if you find that you do not have access to 

the Schedule Approval Record, please contact OAKS 
CI at 614.644.2211 or OAKSCI@OFCC.OHIO.GOV  
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 Open Internet Explorer 
 Navigate To  
  

 
 Username:  
 your assigned user name 
 Password:  
 your assigned password 
 Click “Login” 
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https://oaksci.osfc.ohio.gov 
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Districts/Buildings with Active Tasks 

Announcements 
Cross 
project tabs 
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District and Building Level Project  Access  
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District view will allow you to view  
all School Districts you may access  
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Building View will allow you building Level Access 

Clicking on the building/project 
 will take you to it’s home page 
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Building Specific Home Page 
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Most work is completed 
in 3 Areas 
 
Collaboration—Your 
Work 
 
Document Manager- 
Your supporting 
documentation 
 
Logs- Where records 
are housed and created 
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IMPORTANT NOTICE:  If you have 
documentation to attach to the new record , it 
must first be uploaded into your projects’ 
Document Manager see slides 19-22 for 
assistance 
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Click Logs 

Click Schedule 
Approvals 
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Click New 

Choose the 
appropriate 

workflow based on 
Contract type 
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Complete fields, all  
areas with an * are 
required 
 
-Clicking on any 
tab will expand 
that area 
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Attach Supporting 
documentation 
 
-Click Add 
Attachment, then 
Unifier Folder 
 
-To add an 
attachment the 
document must 
first be uploaded 
into Document 
Manager (review 
document manager 
walk thru page 19) 
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Find the document 
you previously 
uploaded 
 
Highlight and click 
OK 
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Observe new 
attachment in 
lower form 
 
-If record is 
complete, go to 
upper right hand 
corner and choose 
Submit in Workflow 
Actions 
 
If you wish to Save 
the record for 
completion later 
view slide 16 
Skip to slide 
17 to Send 
record to next 
step 
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Click the Save 
button instead of 
Send, this will 
allow you to 
complete the 
record later. 
 
When you log back 
into your project , 
instead of Clicking 
Logs you will Click 
Collaboration then 
click  Drafts, this 
will take you to 
your Saved records 
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View the Action 
Details tab—it will 
update with the 
name of the next 
person in the 
workflow 
  
Click the Send 
button 



18 

If an Error message 
appears, review 
message and make 
corrections 
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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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Choose 
folder        3 

Click 
Upload  
4 

1 

2 



 New Window 
Opens 

 Click Add 
 Choose file or 

folder to 
upload 

 Click Open 
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5 
6 

7 



 Document or 
folder is 
populated into 
Upload list 

 Click Upload 
 Box will pop up 

indicating the 
upload is 
Complete 
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