
Fund a Work Assignment 
(Contract Modification or PS Amendment) 

District Treasurer or Owner Financial
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Step 1: Create the Purchase Order in your own financial 
system of record.   

Step 2: Record the PO in OAKS CI by following the “Record 
Purchase Order” job aid located here: 
http://ofcc.ohio.gov/OAKSCI/K-12Training.aspx#1328103-k-
12-district-staff

Then proceed to the “Email Task Notification” 
slide.
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Purchase Order

‣ Prior to funding the Work Assignment, you must 
complete the following steps:

http://ofcc.ohio.gov/OAKSCI/K-12Training.aspx#1328103-k-12-district-staff


Email Task Notification
‣ You will receive an email notification that you have a Contract 

Modification or PS Amendment task awaiting “PO Creation”

‣ Click the “Unifier Login” button to access your task
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Task Action
‣ Click Accept Task to begin work on your Task
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Add the PO
‣ Click the General Tab to expand

‣ Scroll down to the Purchase Order Details section
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Add the PO
‣ Click the Select button to choose the appropriate Purchase Order
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Add the PO
‣ Purchase Order will populate in purchase order details
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End the Record
‣ Once the PO is added, you will end the record

‣ Verify Workflow Action 

‣ Click Send
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Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211


