
Create and Amend Work Assignments
RPC Consultants
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Process

2

Step 1
RPC 
Creates Work 
Assignment in OAKS 
CI

Submit to:
Planner

Step 2
Planner
Review Work Assignment

Submit to:
Consultant 

Step 3
Consultant

Review and 
Accept Work 
Assignment

Submit to: 
End

Step 4
RPC 
Has the ability to 
Amend the Work 
Assignment if 
necessary

Step 5
- Contract is 
initiated by the 
Project 
Coordinator for 
GC, CMR, or DB 
- Initiation by the 
OA, AE, CX for 
professional 
service contracts



Creating a Work Assignment
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‣ In Oaks CI 
navigate to:
‣ Logs -> Work 

Assignments

‣ Click Create



Form Completion
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‣ Enter all relevant 
information into the 
general form

‣ Items with a red * are 
required

‣ Scroll down to complete 
the remainder of the 
general form

‣ Complete the Start and 
Completion date

‣ Plug in the amount of 
the Work Assignment



Form Completion
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a) Click the Standard tab to identify the work to be assigned
b) Click Add

a

b



Add Line Items
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‣ The first line you will add will be 
the deduct line, this is to take 
money away from the original 
contract line and give it to the 
Work Assigned line. This will 
balance the work assignment.

c) Click the Select button next 
to Reference

c



Add Line Items
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‣ The first line you will add will be 
the deduct line, this is to take 
money away from the original 
contract line and give it to the 
Work Assigned line. This will 
balance the work assignment.

d) Choose the line item (the line 
should be labeled, Not 
Billable or SOV Pending)

e) Click the Select button next 
to Reference

d

e



Add Line Items
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‣ Information about the chosen 
Reference line will populate in 
the form

f) For Item Quantity, enter “1”

g) For Units, select “Amount”

h) For Item Unit Cost, enter the 
deduct amount of the Work 
Assignment (If the work 
assignment is for $15,000 then 
enter -$15,000)

i) Click Save & Add New to add 
the other Work Assignment 
line

i

f

g

h



Add Line Items
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‣ You have now added the line you are pulling  from in order to 
fund the work assignment
‣ Now it is time add the Work Assignment Line item/s



Add Line Items
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a) This time, click the arrow next to WBS code

a



Add Line Items
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‣ You will see a large list of WBS codes

b) To simplify, click the Collapse button

b



Add Line Items
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c) Click > next to CS-00-00

d) Choose appropriate code

Click Select



Add Line Items
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‣ Complete appropriate fields
Click Save and Add 
New to add additional 
lines 

or
Click Save 



Add Line Items
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‣ The work line is now populated in the Standard tab

‣ Your Total Amount should now reflect $0.00
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Add Attachments
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Upload all documents to 
Document Manager prior to 
attaching documents

1) Under the Attachments
tab on the right side of 
the record, click the 
attachments button 

2) Choose Document 
Manager

3) Navigate to the folder 
where the document is 
stored; select the 
document you wish to 
attach

4) Click Select

3

4

https://ofcc.ohio.gov/Portals/0/Documents/OAKSCI/Introduction_to_OAKS_CI.pdf#page=18


The Document Manager 
screen will close:

The added attachment(s) 
will be updated and 
display under the 
Attachments tab  

‣ When the record is 
ready to move 
forward, click Send

Add Attachments



Submit Record
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‣ Verify Workflow Action: Submit
‣ You must now choose the person to send the record to
‣ Click the Select button and choose the appropriate person
‣ Use the arrow button to move the name from available to selected
‣ Click Done



Submit Record
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‣ Click Send



Work Assignment Amendment
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Work Assignment Amendment
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‣ If a Work Assignment was created in error or amounts need 
updated, a Work Assignment Amendment can be created.



Amend a Work Assignment
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‣ In Oaks CI 
navigate to:
‣ Logs -> Work 

Assignments

‣ Click Create
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‣ When filling out the form, 
put the word “Amended” 
in with the Original title

‣ In the “Request Type” 
section, choose 
“Amended”

‣ Scroll down screen-
Complete all required 
fields

▸ If you require a change to a Work Assignment, you will create a new Work 
Assignment, repeating the process described in this job aid with a few important 
differences:

Amend a Work Assignment
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‣ Scroll down screen-
Complete all required 
fields

Amend a Work Assignment



Form Completion

24

a) Click the Standard tab to modify original work assignment line 
items

b) Click Add

a

b



Amendment Form Completion
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In the upcoming example I will remove money from the Champion High 
School  assignment and give it back to the SOV/Contract (Not Billable line)



Add Line Items
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‣ The first line I will remove 
money from Champion High 
School

c) Click the Select button next 
to Reference

d) Choose Line

e) Click Select

c

d

e



Add Line Items
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‣ Scroll down and complete form, 
in my example I am taking 
5,000 away from Champion 
High School

‣ Click Save and Add New



Add Line Items
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‣ I will now give money back to 
the Contract /SOV (Not Billable 
line)

f) Click the Select button next 
to Reference

g) Choose Line

h) Click Select

f

g

h



Add Line Items
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‣ Scroll down and complete form, 
in my example I am now giving 
the 5,000 dollars that I 
previously took from Champion 
High School and giving it to the 
Contract/SOV line

‣ Click Save



Submit Record
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Click Send



Submit Record
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1) Click Select button

2) Double Click User

3) Click Done

4) Click Send

1

2
3

4



Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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