
K-12 District Staff 
Welcome to OAKS CI
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Job Aids
‣ For additional reference materials visit our website ofcc.ohio.gov

‣ Click:  Resources -> OAKS CI -> K-12 Training -> Choose Job Aid
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OAKS CI 
(Capital Improvements Management System)

‣ Lifecycle management of capital projects
‣ Collaborative management tool that includes all of 

the project team
‣ Dynamic change management functionality that 

feeds budget management and project scheduling
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What is OAKS CI?



‣ Improved project communication and collaboration
‣ Reduced potential for litigation
‣ Housed in the Cloud so you can utilize any browsing 

tool to access
‣ Automates workflows
‣ Automation of contract management and change 

order processing
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Benefits



The OAKS CI system: 
‣ automates your manual processes
‣ Tracks your  project progress 
‣ is based on Ohio Facilities Construction Commission forms and procedures
‣ Gives you the ability to run reports in order to track vital information within your project

Contracts, Applications for Payment and other project 
records are created and processed within OAKS CI, however, 
purchase orders and vouchers (checks) are recorded in OAKS 
CI and still processed in your own financial system.

Some documents still require the pen and ink touch
• Agreements and Amendments
• Contracts, Field Work Orders, and Change Orders 

(electronic signature coming soon)

5

Where do we fit in?
- School District Roles



School District staff currently have 5 roles available in the OAKS 
CI system:

‣ Treasurer role will see all records in OAKS CI, however, will touch the 
following:

‣ Contracts and Amendments--provide resolution information and funding 
information will also attains signature from Superintendent or Board President

‣ record  Misc. Commits (purchases made outside of the current contracts 
housed within the project) and Misc. Invoices 

‣ record Purchase orders and Vouchers (checks)
‣ Attach Voucher (check) to Application for Payment
‣ provide funding certification for Change Orders 
‣ LFI MOU Funding Plan information
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School District Roles



‣ District Representative role will see all records in OAKS CI, however, will 
touch the following:
‣ approve Applications for Payment

‣ Owner Financial role will see all records in OAKS CI, however, will touch 
the following:
‣ Record Purchase Orders and Vouchers (checks)
‣ Attach the Voucher (check) to Applications for Payment
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School District Roles



‣ District Superintendent role will see all records in OAKS CI, 
however, will touch the following:
‣ Contracts and Contract Modifications in OAKS CI, however, will sign 

them outside of the system
‣ provide District Acceptance for Change Orders
‣ LFI MOU District Signature

‣ Owner View role:
‣ This role allows members of the organization to view a project 

without being an active participant
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School District Roles



• OAKS CI is now housed in a cloud-based system at the following 
URL: 

• https://ohio-unifier.oracleindustry.com

• Passwords for OAKS CI are now housed in a separate system called 
Oracle Identity Manager (OIM) which can be accessed here: 

• https://ohio-oim.oracleindustry.com/oim 
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Using OAKS CI in the Cloud
- Important Links



 To reset your password or to set your security questions, login to the 
OIM website:
https://ohio-oim.oracleindustry.com/oim

• Type in your Username and Password. This is the same as the login 
information you use for accessing OAKS CI. 

• Click “Sign In”
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Oracle Identity Manager (OIM)



• Once logged in, the system will prompt you to reset your password (if this is 
your first log in) and set your security questions

• Please be aware that your password will expire every 60 days and the system 
will not send you a reminder. 

• Type in requested information and Click “Submit”. Then Click “Sign Out” to log 
out of OIM
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Oracle Identity Manager (OIM)

Submit

Note: You will only utilize this site to change your password. No other OAKS CI functions will 
take place here.



Introduction to OAKS CI 
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• Open any web browser 
Note: While testing we found that Google Chrome works best for us

• Navigate to: https://ohio-unifier.oracleindustry.com

• Enter your assigned 

Username and Password

• Click “Login”
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Navigate to OAKS CI

Note: Please ensure that your 
pop-up blocker is disabled for this 

site
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Cross Project Home Page 

Projects with Active Tasks

Announcements

Cross project tabs



Locating your Project
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Type in the name of the organization or 
project and click on the name of the project to 
open it



District Project and Building Project(s)
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Within your District Project, you 
will be able to locate your 
Building Project(s). 



17

Project Home Page

Most work is completed in 3 areas:

Collaboration- Your Work

Logs- Where records are housed 
and created

Document Manager- Houses 
supporting documentation



Collaboration- All About You!
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Collaboration houses: 
- Tasks 
- Messages
- Drafts



Today  Tomorrow  Together 
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Tasks (Your Records)

Tasks: Any work that comes 
to you for approval or review



Messages 
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Messages: Any tasks you 
have been carbon copied 
on, no action required



Drafts  
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Drafts: Unfinished records you 
have created and saved

Katie Tuttle



Drafts and Timeout
OAKS CI times out after 60 Minutes of Inactivity
‣ All unsaved work will be lost
‣ No warning will be given
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Use “Save” if needed to save work as a draft

Note: Typing General 
Comments is not 
recognized as accessing 
the system and the 
system will time out after 
60 minutes. If you’re 
typing extensive notes, 
first type them in a Word 
doc then copy and paste 
into General Comments



Logs
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Users will see the types of BPs 
(Records) for which they have 

permissions

Logs house Business Processes or “BPs” (Records)
‣ A BP is any Record that has been created (i.e. Pay Requests, Submittals, etc.) and 

submitted through a workflow for review or approval.



How do Records Work?
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Create a Record
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‣ In Logs, navigate to the record type you wish to create
‣ Click New



Create a Record
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‣ Fill out all required information in the General Tab
‣ Required information is marked with a red *



Create a Record
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‣ Attach necessary documents by clicking Add Attachment and choose My Computer 
‣ Click Browse in the File Upload Window
‣ Choose a document from your computer and click open
‣ Click OK



Create a Record
‣ Choose a Workflow Action
‣ Click Send
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This record is now going to be Bob Smith’s TASK. 

Bob Smith



Working with Tasks
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Reviewing a Task
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Choose the task you need to 
review and double click to open



Reviewing a Task
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Click Accept 
Task

Note: Click to add a temporary note 
that will go only to the next person 
in the workflow



Responding to a Task

32

Select 
Appropriate 
Workflow Action

Note: Click to add a general comment that will be 
permanent to the record



Responding to a Task
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Click Send

Note: When Workflow action is selected the 
Action Details (To: box) updates with the next 
person in the workflow



What if I want to know the status 
of my Record?
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Finding the Record Status
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Finding the Record Status
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Finding the Record Status
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Questions?
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OAKS CI Support Desk Contact Info:

oaksci@ofcc.ohio.gov

614.644.2211
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