OAKS CI

Capital Improvements (Management System)

Locally Funded Initiative MOU




Roles and Responsibilities

» 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




Create the LFI MOU

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

» 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
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Create the LFI MOU

» Complete all open fields

o] & (==

(= Create New Locally Funded Initiative MOU - Project No. OCI-130101 - Windows Internet Explorer

File Edit WView Actions Help Worflow Adtions -Select- *
=l send Save '.,'f Spelling.. w2 L[l Add Attachment = Q} Close Window
WE LFI mou Locally Funded Initiative MOU -
Use the LFI MOU Breakdown Spreadsheet to calculate the amounts. Complete the data fields and save the record as 8 draft, oreate a custom print for = |
signatures, upload the spreadsheet and custom print to the document manager and attach to this record.
General
Project Number: (o0 130101 Record Mumber:
Project Name: | School Facilities Training 1 Creator: Shauns Hooks
Scheol District: Creation Date:
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Custom Print

» Once record is complete
» Click> File> Print Preview>Custom Print
» Highlight Title, Click> OK

2 Lecally Funded Initiative MOU - Project No. OCI-130101 - Windows Internet Explorer =] @ ==
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Custom Format Printing

» Click Open in the File Download window to
open the Word document.

» Save the document(s) to your computer.

File Download [-E_;'J

Do you want to open or save this file?

iiﬂ j Mame: C110-01v06R08-AEAgrmnt.doc

Type: Microsoft Office Word 97 - 2003 Documen t
From: oaksci.dev.ohio.gov

Open $| Save || Cancel |

| While files from the Intemet can be efl ome files can pote nt II',I
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Custom Format Printing

» Many OAKS CI custom format c

contain “[ ]” to identify va
be populated from the se

» These must be edited by

ues t
ected

nand

ocuments
nat could not
record.

orior 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.




Custom Format Printing

Form Agreement — Local Funded Initiatives
Ohio School Facilities Commission Forms and Documents

LFl Stage sD

School District: Toronto City School District

County Name: Jefferson

Building Name: High School-Toronto

OSFC Scope of Work: District purchased additional square footage In

-Include values from LFI media center and 10 classrooms.

Worksheet Lines A, M. S, and T Edit where
Local Initiative Scope of Work and necessary
Project Name: UAT 5 Rel 1 - Toronto




Document Saving Instructions

» Print the LFI MOU document
» Sign
» Scan into your computer

» Upload the document to the Contract’s
Document Manager.




Upload to Document Manager

» Navigate to Document Manager > Project
Documents.

User Mode - ] | File Edit View Help
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Uploading to Document Manager

» 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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Uploading to Document Manager

» The Upload Files and Folders window opens.

I‘] Upload Files and Folders

Upload Files and Folders
Drag and drop files and folders from the local computer o the Lipload List area, or click Add bution to browse.

Upload List
FilefFolder Source Path

Add Remove

Cancel




Upload to Document Manager

» Click Add to select the document(s).

» Browse for the files on your local system and

click Open.

l‘] Upleoad Files and Folders

Upload Files and Folders
Orag and drop files and folders from the local comprte
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Upload to Document Manager

» Click
Upload.

I‘] Upload Files and Folders [l = |
Upload Files and Folders
Crag and drop files and folders from the | computer to the Upload List area, or click Add button to browse.
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Upload to Document Manager

» Click Close

t

o return to
ne project
irectory and
ne display of
ne

ocuments.

n Upload Files and Folders
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Upload Status

The Upload Status window shows the

completed upload percentages, and a

detailed log of documents that were
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Attach to LFI Record

r

oRACLE Primavera Unifier

B Home " Company Weorkspace | Projects

=) Unifier@https://oaksci.training.osfc.ohio.gov - Windows Internet Explorer
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Attach to LFl Record

Click Add Attachment> Unifier Folder

= Locally Funded Initiative MOU - Project No. OCI-130002 - Windows Internet Explorer

(=] © s

General
Project Number: |oc)-130002

Froject Mame: |UAT & Rel 1 - Toronto
School District: | Teronto City School District
Facility Mame: |High School-Toronto
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Status: | Accepted

Stage: 5D
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Attach to LFI Record

> Go to folder and subfolder previously uploaded into
highlight document

= Locally Funded Initiative MOU - Project No. OC1-130002 - Windows Internet Explarer
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Attach to LFl Record

> Note the Attachments link updates to (1)

=) Locally Funded Initiative MOU - Project No. OCI-120002 - Windows Internet Explorer

(=] @ =]

County: | lefferson

Title: |Intregal Square Foot Stage: |50

OSFC Scope of Work
Include values from LF| Worksheet Lines A, M, 5, and T

C5FC Soope of District purchesed additicnal sguare footage in the student dining, gym, medis center and 10 classrcoms.
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Submit LFI MOU

» Choose the Workflow Action Submit
» Click Send

=) Locally Funded Initiative MOU - Project No. OCI-120002 - Windows Internet Explorer
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Title: |Intregal Square Foot Stage: |50

OSFC Scope of Work
Include values from LF| Worksheet Lines A, M, 5, and T

C5FC Soope of District purchesed additicnal sguare footage in the student dining, gym, medis center and 10 classrcoms.
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NEED ASSISTANCE

OAKSCI@OFCC.OHIO.GOV
OR
614.644.2211




