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Purpose

» Custom Prints

» Custom Prints provide a way to use data from a single OAKS Cl record to create a
Microsoft Word document.

» The resulting document may then be edited and saved for use in executing the
overall record.

» With the initiation of DocuSign (electronic signature), the Project Coordinator
uses the Custom Print to create the DocuSign Document

» Print a copy of a Record

» You can also print a copy of a record either directly to a printer or to a PDF
document
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Create Custom Print

» To begin, choose a record you want to use to create a

custom print in Logs or Tasks.

» Click the gear icon #:+ next to the record you want to use

and then click Open
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Create Custom Print

» At the top-right of the record,
click the blue Menu button

» Choose File -> Print -> Custom
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Create Custom Print
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reate Custom Print
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Edit Custom Print
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- OCI Test General
4200 Surface Rd
Columbus, Ohio 43228
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[Date]

Notice of Intent to Award
123456

~ Agency General Projects Test
Department of Administrative Services

Dear Mr. Test:

This letter serves as notice that the Chio Facilities Construction Commission (“Contracting Authority™) has determined
your firm to be the lowest responsive and responsible Bidder for the referenced Contract. This Project will be
administered using the State's Web-based Project Management System known as OAKS Capital Improvements
(OAKS CI). All major transactions will be performed through OAKS CI, which requires training and password access
for each employee that will interact with the system. Sharing of usernames and passwords is not permitted.

OAKS Capital Improvements Access and Training

e o
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Create Custom Print

» At this point, the next steps for the custom print depend
on the type of record with which it is associated.

» Some custom prints are created by the Project Coordinator
and serve as a DocuSign document.

» Other custom prints will need to be signed, scanned back
into the computer, and attached to the OAKS Cl record.

» For more specific information regarding the specific
procedures for using custom prints, please discuss with
your Project Manager, Project Coordinator, or OAKS Cl
Support Staff.
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Print a Copy of a Record

» To begin, choose a
(@ =7NalH =3l PRIMAVERA Unifier (Development) Katie Tutlle v W (@ Sign Out
re .CO r-d yo u Wa n t to ‘h School Facilities Oak Hills Local +
prl nt In LOgS Or EITEELETE School Facilies » OAKS ClDistrict T.. >  Oak Hills Local Bu 2

Drafts

L%,

Contract K12 Record Details ~ Workflow Progress  Attachments i

Ta S kS uMail e —
. . . 8
e -+ Create » Actions ¥ View| AllRecords v | (5| = @ X General

Information ¥V | | 5
. A § N Project Number Record Number
} C I C t e ge a r Cost Manager SFC-080001.01 CON-001
Data Manager ) contract No. - Contractor Name Title
Project N; Creat:
I Document Manager Contractor SOV Test2 Bob Network Co. Contractor SOV Test! roject Name LTy
I C O n n ex O e - I Oak Hills Local Building Project Kaylie Ruff
123456 Joe General Contractor Test Contract 3

Logs
0 072215 Joe General Contractor Test - CMR Organization Name Creation Date

Action Items K12 )
07/22/2015 08:02 AM (UTC-8
re CO rd yo u Wa n t to Open Steve's Electrical Contracting Morris Test ( )

Advertisements K12

Copy with Attachments Facility Name Status

u S e a n d t h e n C I i C k Sepleaons T FRYmER S Copy without Attachments / . AL AL

Certified Payrolls K12
Print - HTML .. Title Contract Type

M Closeout - Contractor K12
rl n - O r Print - PDE... Test - CMR CM at Risk

Contract K12

Print - Custom... Contract No. PS Acquisition Reference

M Contract Modification K12 )
rl n = Transfer Ownership 072215

Contract Schedule of Values K12 .
Terminate Record

ign Reviews K

Contractor Information

Contractor Name Vendor Legal Name

Joe General Contractor

Federal Tax ID Vendor Address 1
< >

Total- 4 Vendor Contact Vendor Address 2

https:// ohio-dev-unifier.oracleindustry.com/bp/mod/bp/log?model=uck&uuu_dataPickerDe=&src_model= &bulk=8logtype= bplog&iconsolidate=8irestr_status=S&datapickerDe=&uconfigBplogType= &_ uref=uuul4dinavigator-2&admin_updates=# v




Choose Print Options

» Select which items you wish to Print Options )
view on your print
4 CIICk Print Show All
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Print a Record
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If you chose PDF, the file
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y General
. Project Number: SFC-080001.01 Record Number: CON-001
O e n O r S ave It Project Name: Oak Hills Local Building Project Creator: Kaylie Ruff
Organization Name: Creation Date: 07/22/2015 08:02 AM (UTC-8)

Contract K12

Facility Name: Status: Final_Approved
Title: Test- CMR Contract Type: CM at Risk
Contract No.: 072215 P Acquisition Reference:
Contractor Information

. Contractor Name: Joe General Contractor Vendor Legal Name:
} I f O u C h O S e HT M L O u W I I I Federal Tax ID: Vendor Address 1
y ) y Vendor Contact: Student 1 Vendor Address 2:
Veendor Contact Phone: Vendor City:

. Vendor Contact Fax. Vendor State: Ohio
S e e t h e S C re e n to t h e r I g ht Vendor Contact Email: oci1@das state oh.us Vendor ZIP:

Trade: CM atRisk EDGE Certified Prime?: Yes

Other Description Joint Venture: No

.
a n d yo l I Ca n p r‘I n t yo l I r‘ Drug Free Work Place Verified?: Yes Clean Search of State Auditors Database?:

Contract Infarmation

EDGE Waiver:No Award Date
OC l I l I I e nt ro I I l e re EDGE Goal Percent. 5.0 Proceed Date:
EDGE Commitment (%). 0.0 Contract Time (Calendar Days). 365

Original Contract Completion

Date
Notes:
Bonds Detail
Surety Company: Surety, Inc. Amaount (8): $100,000.00
Bonds Number: 001 Address Line 1:222 E. Broad Street
Surety Agent Name: John Smith Address Line 2: Suite B
Surety Agent Title: City: Columbus
Surety Agent First Name: John State: Ohio
Surety Agent Last Name: Smith ZIP: 43215
Phone Mo :614-555-1234
Surety Agent's Power of Attorney Date: Fax No.:614-555-4321
Ohio Department of Insurance Certificate Surety Email: surety@suretyinc.com

Expiration Date: v




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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