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Purpose and Process

‣ The Project Milestone BP tracks the milestones for the 
entire life of the project.

‣ The data collected is used to run reports for calculating 
metrics.

‣ The Project Milestone BP should be continuously 
updated throughout the life of the project. 

‣ One Project Milestone record should be created for 
each building or demo building project.

‣ This BP is housed under Data Manager and is a non-
workflow record.
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Milestones Creation
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‣ In Oaks CI navigate 
to:
‣ Data Manager -> 

Milestones

‣ Click Create



Complete Upper Form
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‣ Fill out all information in the General section

‣ Note: The “Stage” box should be updated as needed throughout the project. 



Complete Upper Form
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‣ Fill out all date information in the Project Dates section



Update Status and Stage
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‣ Note: Once you have entered the Actual Project End date in the Project 
Dates section, change the Status and Stage in the General section to 
“Completed”



Complete Upper Form
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‣ Fill out all date information in the Design Milestones section



Complete Upper Form
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‣ Fill out all date information in the Construction Milestones section



Complete Lower Form
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‣ Use the lower form, Additional Milestones, for additional milestones for 
each public bid or GMP in project.  

‣ Click Add

‣ Choose Detail or Summary Line Item



Complete Lower Form
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‣ Fill out line item information

‣ Click OK 



Complete Lower Form
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‣ Line Items will show up in the Additional Milestones section



Finish Editing
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‣ When you’re finished entering all information or updating the record, click 
Finish Editing

‣ Reminder: The Milestone record should be updated throughout the 
project as necessary. 


