
OAKS Capital Improvements (CI) 

Create a Purchase Order and 

Apply to Contract or Misc. 

Commit 
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Contracts  
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Contracting 

The District Treasurer will receive a 
Task notification indicating that a: 

Contract 

Or Miscellaneous Commit 

Is awaiting review 
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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 



Contracting 

 Log into your 
District or building 
where the Contract 
or Msc. Commit is 
pending 
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Building/District Project Home Page 

- Click 

Collaboration 

-  Click Tasks  a 

b 



Treasurer  
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Treasurer  

A purchase order must be 

recorded in OAKS CI prior to 

moving the contract forward if 

this has not been yet,  skip to 

slides 19-26, then come back to 

slide 8  
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Treasurer  

 Treasurer –What happens at this step? 

 

 Review the Contract  and attachments 

 Sign the Contract and attain signature from 
Board President 

 Upload signed contract into OAKS CI 
document manager  (slide to 28) and attach 
to Contract Record 

 Obtain funding and Board Resolution 
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Treasurer  

 Treasurer –What happens at this step? 

 Purchase Order must first be created in your 
own system of record  
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Treasurer Board Resolution and Funding   

 Accept 
Task 
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Treasurer Board Resolution and Funding   

 Review 
instructions 

 Print 
Attached 
Contract 
and sign, 
attain 
signature 
from Board 
President 
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Treasurer Board Resolution and Funding  

Click 
General tab 
to expand 
upper from 

Scroll down 
page  
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 Type in the 
Board 
Resolution 
number and 
date 

 
 Click Select 

next to PO1 and 
plug in the 
appropriate 
Purchase Order 
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Treasurer Board Resolution and Funding  

a b 

c 
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 Click Save on this 
record and Close 
if you are not 
ready to move the 
record forward to 
the next step. 

 Click Add 
Attachment to 
attach the signed 
contract to record 
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Treasurer Board Resolution and Funding  
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 To move the 
record forward: 

 Choose workflow 
action 

 Click Send 
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Treasurer Board Resolution and Funding  
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Purchase Orders 
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Create a New Purchase Order 
Record 

 In Oaks CI 
navigate to: 
Your Project 
> Logs 
> Purchase Orders 
>Click New 
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a 

b 

c 
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Purchase Order Details 

 
 

 

 

 Complete the 
General Block – 
Required fields  
* 

 The PO must be 
in “Dispatched” 
status  

 Under PO type 
Select the 
appropriate 
record type 
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Purchase Order Details 

 
 

 

 

 Scroll down screen 
 PO Details- ensure that 

you plug in the  purchase 
order number into 
record. Choose OAKS or 
District for financial 
system used.   

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

 If you choose you 
choose to notify others 
of the creation of this 
record 

 You may attach any 
supporting 
documentation 
directly to this record 
without first 
uploading to 
document manager 
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Purchase Order Details 

 Click PO 
Distribution tab 
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Fund the PO 
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Click 

Add 
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Fund the PO 

Select Fund Code and 

enter all required fields* 

then click OK  (if you do 

not see funds in 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 
amount next to 
PO number that 
you plugged in the 
lower form. 
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Finish the PO 
 

Go to top 
of page 
and click 
Finish 
Editing. 
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Document Manager 
 

 Prior to Uploading 
into Document 
Manager 

 Go to upper right 
screen  

 Click Preferences 

 Click Options 

 Change File Transfer 
Option to : Basic 
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Document Manager 
 

Go to left side of screen 

 Click Document 
Manager: 

 Documents 

 Choose District 
Internal Folder 

 Contract-
(subfolder) 

 

 Click Upload 
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Document Manager 
 

 Click -Browse 
Documents to 
Document 
Manager: 

 Find Signed 
Contract and 
highlight 

 Click Open 
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Document Manager 
 

 The Browse field is 
now populated 

 Click -OK 
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Questions? 

 Call or Email the OAKS CI Support Desk 

 

614.644.2211 

oaksci@ofcc.ohio.gov 
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