Document Manager



About Document Manager

»

Document Manager houses all of your supporting
documentation

All documents must be uploaded into Document
Manager first before they can be attached to a
recor

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



Upload into Document Manager

Before uploading, check your
File Transfer Preferences by
clicking your name at the right
hand corner of your page and
choose Preferences

Under the Options Tab, select
Intermediate for your File
Transfer Option




Document Upload

Choose folder
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Document Upload- Intermediate

Click Add
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Choose your
document and
click Open
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Document Upload- Intermediate

You should see

/ your document
here

Click Upload. You will now
have your document

available in Document
Manager.




Document Upload

You should see
your document
here

» Now that your documents have been uploaded into
Document Manager they can now be attached to Records
(BPs)




Document Upload-Basic

» If you get an error message or a blank screen when
attempting to upload your documents, you may need to
change your File Transfer Option to Basic in your Preferences.

» With Basic upload, you can only add one document at a time
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Questions?

OAKS CI Support Desk Contact Info:

oaksci@ofcc.ohio.gov

614.644.2211
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