
Getting into your Project –Creating a 
Submittals Log (CMR-DB) 
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 Open Internet Explorer 
 Navigate To  
  

 
 Username:  
 your assigned user name 
 Password:  
 your assigned password 
 Click “Login” 

 
 
 

2 

https://oaksci.osfc.ohio.gov 

Presenter
Presentation Notes
POI – You can access OAKS CI from any high speed Internet link
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Projects/Buildings with Active Tasks 

Announcements 
Cross 
project tabs 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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District and Building Level Project  Access  

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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District view will allow you to view  
all School Districts you may access  

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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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 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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Building/Project Specific Home Page 

Presenter
Presentation Notes
The Cross project landing page is the page that a user is sent to upon login.  At this level, the user can see an overview of all the projects they have access to – all Tasks and Messages across all projects. It shows a cross project tally of items requiring attention. Primary navigation is down the left column.Announcements are controlled by the company across all projects.Overview:Projects -  the number of projects that the user can access.Tasks - the number of tasks across all the projects that the user has. (A task is an action that has been sent to the user.)  Total tasks, New tasks, and Late tasks are not additive, each is independent of the other.Messages – the number of messages that a user has across projects.  (A message is an action that a user has been carbon copied on.)Projects with Active Tasks:This is a list of the user’s projects that have active tasks.
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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 

Presenter
Presentation Notes
Logs are the primary areas where work is done in the application.  In the next slides we will be discussing the types of logs and how to use them.



 The Submittals Log workflow allows the 
CMR or DB to import submittal 
information,utilizing a spreadsheet, 
directly into OAKS CI. These submittal 
request’s can then be distributed to 
specific subcontractors for review and 
response. 

l Today l Tomorrow l 
Together l 9 



Log into your 
project 
Navigate to : 
 Logs > 
Submittals 

 Click File 
 Choose Export 

Template CSV 

l Today l Tomorrow l Together l 
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l Today l Tomorrow l Together l 
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This spreadsheet can be populated from your 
own submittal log system.  
 Notes:  Column A should be populated  with the 
letter H. Column C must be populated with your 
Contract Title exactly the way it appears in OAKS CI.  
Each date entered must have an ‘ , and have the 
following format ,ex. ‘mm/dd/yyyy. Ensure you 
have 2digits for month, two digits for day and 4 
digits for year. Each line added will create a 
separate submittal record . 
For assistance contact OAKS CI at 
oaksci@ofcc.ohio.gov or 614.644.2211 



l Today l Tomorrow l Together l 
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Once complete, save the spreadsheet to your 
computer 



 In your Project 
 Click Import 
 Choose the 

Imported CM-R 
Initiated Submittal 
workflow, then click 
OK. 

l Today l Tomorrow l Together l 13 



 Click Browse 
 You will now view your 

files, double click on the 
spreadsheet that you 
recently saved 

 Click OK. 
 If successful a message 

will appear indicating 
that the system is 
processing the request 
and will email you once 
complete (should take 
no longer than a minute 
or two) 
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 When process 
is complete: 
◦ Click 

Collaboration 
◦ Click Tasks 

 Highlight the 
new 
submittals 

l Today l Tomorrow l 
Together l 15 



 Click Bulk 
Actions 
 

 This will open 
the first record 
to be updated 

l Today l Tomorrow l 
Together l 16 



 Choose 
Workflow 
Action: 
Request 
Submission 

 Click the To: 
box and 
choose the 
Subcontractor 

l Today l Tomorrow l 
Together l 17 



 Click Send 
 Once you click 

send the next 
record will open 
automatically, 
continue this 
process until all 
records have 
been submitted 
for fulfillment  

l Today l Tomorrow l 
Together l 18 



l Today l Tomorrow l 
Together l 19 

 If you are unable to view the subcontractors 
you wish to submit the request to, or if you 
have any other issues , please contact OAKS 
CI at oaksci@ofcc.ohio.gov or call 
614.644.2211 
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