
K12 OAKS CI Basics  
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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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Projects/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  

Double Clicking on the District will take you to the district home page 
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Building Project 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/Project 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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Collaboration 

houses, Tasks, 

Messages and 

Drafts 



l Today l Tomorrow l 

Together l 

User 

Tasks 

Late Tasks 

Unopened 

Tasks 

Opened Tasks 
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Messages: any 

tasks you have 

been carbon copied 

on, no action 

required 
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Unfinished 

records you have 

created 
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OAKS CI times out after 60 Minutes of Inactivity 

•Must touch server within 60 minutes 
•All unsaved work lost 
•No warning given 

l Today l Tomorrow l 

Together l 13 

Use Save to save 

a draft to the 

server if needed 



Users will see the types of 

records for which they have 

permissions 
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 Predefined Activity 

 Consists Of: 

•Forms---record created by user 

•Workflows 

•Data 
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Used To: 
• Create and store 

information in 
OAKS CI  

• Review 
information 
throughout 
project lifecycle   
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Attachments 
•Shows count of files attached from upper form 
•Click to open and view attachments 

Linked Records 
•Shows count of other business process records linked 

to this record (example: Request for Interpretation) 
•Click to open and view linked records 

General Comments 
• Indicates if general comments or discussion group 

comments have been added 
•Click to open and view comments 
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 Predefined Activity 

 Consists Of: 

•Forms 

•Workflow---record is received by 
user as a Task 

•Data 
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Review Response  

Accept Task  

Enter data,  
select an action,  

choose To/CC 

Send 
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Temporary note that 
will  go only to the 
next person in the 
workflow 

Click to Add a 
Task Note 
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General comments will be 
permanent to the record 

Click to Add a 
General 

Comment 
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Note: When Workflow action is 

selected the Action Details (To: 

box) tab updates 
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l Today l Tomorrow l 

Together l 
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Document Manager 

Features and Functionality 

l Today l Tomorrow l 

Together l 28 



 Provides a platform for maintaining a wide 
variety of files and documents 

 Ensures that project participants are always 
working on the most current versions 

 Provides ready access to all documents 
from anywhere at any time 

 Integrated with business processes and the 
user-defined reports module 

 Files uploaded into the Document Manager 
are stored on the OAKS CI file server 
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Documents and 

folders within 

folders 



 Supports searches for data within data and 
keyword search within documents 

 Supports search based on file content 

 Search includes earlier versions 
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 Document Upload  
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• Prior to uploading 

ensure that your 

Preferences are 

correct 

 

• Intermediate or 

Basic file transfer 

option 
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1) Choose 

folder 

2) Click 

Upload 
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3) 
Click 
Add 

4) Choose 
document 
or Folder 

5) Click 
Open 
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6)  File or 
folder is 
populated 
into 
Upload list 

7)  Click 
Upload 
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Please contact OAKS CI 
Support Desk: 
 
OAKSCI@OFCC.OHIO.GOV 
or 
614.644.2211 


