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 Creation- Project Manager, will utilize information  

provided to them to create the record 
 

 Funding Plan – District Treasurer will sign and process 
the record 
 

 District Signature- District Superintendent will sign and 
process the record 
 

 OSFC Signature- Project Manager will sign and process 
the record 
 

 Funding Approval-  OFCC Fiscal will approve and 
process record 
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Roles and Responsibilities 



Create the LFI MOU 
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In this step, the PM creates a new LFI 
MOU record, saves it , creates a 
custom print for signatures. The PM 
then submits to the District Treasurer.  



Create the LFI MOU 
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 Log into OAKS CI  
 Choose your Project 
 Click Logs> Locally Funded Initiative 
 Click New 
 Choose the appropriate workflow-if there is no LFI for the 

contract choose zero LFI 



Create the LFI MOU 
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 Complete all open fields 



 Once record is complete 
 Click> File> Print Preview>Custom Print 
 Highlight Title, Click> OK 
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 Click Open in the File Download window to 
open the Word document. 

 Save the document(s) to your computer. 
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 Many OAKS CI custom format documents 
contain “[ ]” to identify values that could not 
be populated from the selected record. 

 These must be edited by hand prior to 
distributing the document. 

 Review the entire document, editing as 
necessary. 

 Save the completed document to your 
computer. 

 Repeat for each of the needed documents. 
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Edit where 
necessary 
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 Print the LFI MOU document 
 Sign 
 Scan into your computer 
 Upload the document to the Contract’s 

Document Manager. 
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 Navigate to Document Manager > Project 
Documents. 
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 Choose appropriate folder 
 Choose the appropriate 

secondary folder 
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 Select the desired file location to place 
documents. 

 Click Upload at the top of the taskbar. 
◦ A window opens up and informs that the upload 

process has begun 
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 The Upload Files and Folders window opens. 
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 Click Add to select the document(s). 
 Browse for the files on your local system and 

click Open. 
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 Click 
Upload. 
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The  Upload Files and Folders window 
opens and displays all of the documents 
that have been selected. 
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 Click Close 
to return to 
the project 
directory and 
the display of 
the 
documents.  
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The Upload Status window shows the 
completed upload percentages, and a 
detailed log of documents that were 
uploaded 
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Go to Left side of screen 
Click > Collaboration>Drafts 
Double click on the LFI that was previously saved 
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Click Add Attachment> Unifier Folder 
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Go to folder and subfolder previously uploaded into 
highlight document 

Click OK 
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 Note the Attachments link updates to (1) 
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 Choose the Workflow Action Submit 
 Click Send 
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OAKSCI@OFCC.OHIO.GOV 
OR 
614.644.2211 


