
Handling Miscellaneous 
Expenses
K-12 Cloud
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Miscellaneous Expenses
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We are currently using 3 miscellaneous expense business 
processes within OAKS CI:

‣ Miscellaneous Commit: Acts as a contract in OAKS CI for vendors 
whom will not hold a contract in OAKS CI (e.g. utility supplier). The 
commit must have a supporting Purchase Order recorded in OAKS CI

‣ Miscellaneous Invoice: Acts as an application for payment in order 
to pull money from the Miscellaneous Commit (e.g. Invoice from the 
Utility Supplier). The Miscellaneous Invoice must have a supporting 
Voucher recorded in OAKS CI

‣ Miscellaneous Change Order: This workflow will allow the user to 
update the Miscellaneous Commit due to changes in amount



District Process
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District Staff, Owner’s Agent, PM or PC create Miscellaneous Commit

Miscellaneous Commit Task comes to District Staff for “Funding Certification”

District Staff open task, plug in PO into Miscellaneous Commit record then 
send task to END

PM reviews and approves 
Miscellaneous Commit

District Staff create PO
then record PO in OAKS CI

District Staff, Owner’s Agent, PM or PC create Miscellaneous Invoice

Miscellaneous Invoice Task comes to District Staff for “Payment Processing”

District Staff open task, plug in Voucher into Miscellaneous Invoice record then 
send task to END

District Staff create Voucher (check)
then record Voucher in OAKS CI

PM reviews and approves 
Miscellaneous Invoice



Miscellaneous Commits 
and 

Purchase Orders
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District Process

5

District Staff, Owner’s Agent, PM or PC create Miscellaneous Commit

Miscellaneous Commit Task comes to District Staff for “Funding Certification”

District Staff open task, plug in PO into Miscellaneous Commit record then 
send task to END

PM reviews and approves 
Miscellaneous Commit

District Staff create PO
then record PO in OAKS CI

District Staff, Owner’s Agent, PM or PC create Miscellaneous Invoice

Miscellaneous Invoice Task comes to District Staff for “Payment Processing”

District Staff open task, plug in Voucher into Miscellaneous Invoice record then 
send task to END

District Staff create Voucher (check)
then record Voucher in OAKS CI

PM reviews and approves 
Miscellaneous Invoice



Creating a Miscellaneous Commit

6

‣ To create your 
Miscellaneous Commit 
in Oaks CI navigate to:

‣ Logs -> Miscellaneous 
Commit K-12

‣ Click Create



Add Information
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‣ Click the General tab to expand the upper form



Add Information
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‣ Complete information in the General section
‣ Required information is marked with a red *

‣ Enter Amount in Additional Information



Add Line Items
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‣ Click the “Line Item List” tab to add line items



Add Line Items
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‣ Click Add to begin adding line item information

‣ Click the arrow next to WBS Code to select an appropriate code



Choose WBS Code
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‣ Click Collapse to simplify the list



Choose WBS Code
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‣ Choose a WBS code by clicking the plus sign then highlighting the 
appropriate WBS code
‣ Note: If you don’t know which WBS code to choose, consult with your 

Project Coordinator or Project Manager

‣ Click Select



Add Line Items
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‣ WBS Code will populate

‣ Add a short description, 
Amount, LFI Percent (if 
necessary)

‣ Add any additional 
information 

‣ To add another line, click 
“Save & Add New”

‣ To finish, click “Save & 
Close”



Miscellaneous Commit
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‣ Line Item will be populated in the Line Item List

‣ Total Amount is reflected below



Miscellaneous Commit
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‣ Line Item total populates in the upper form

‣ Difference should always be $0



Complete the Record
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‣ Add attachments if necessary
‣ Then, click Action Details tab



Complete the Record
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‣ Verify Workflow Action
‣ Notice the Action details pane populates with recipient of the record
‣ Click Send



District Process
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District Staff, Owner’s Agent, PM or PC create Miscellaneous Commit

Miscellaneous Commit Task comes to District Staff for “Funding Certification”

District Staff open task, plug in PO into Miscellaneous Commit record then 
send task to END

PM reviews and approves 
Miscellaneous Commit

District Staff create PO
then record PO in OAKS CI

District Staff, Owner’s Agent, PM or PC create Miscellaneous Invoice

Miscellaneous Invoice Task comes to District Staff for “Payment Processing”

District Staff open task, plug in Voucher into Miscellaneous Invoice record then 
send task to END

District Staff create Voucher (check)
then record Voucher in OAKS CI

PM reviews and approves 
Miscellaneous Invoice



Now: Create the Purchase 
Order in your own financial 

system of record
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Next: Record your PO in OAKS CI

‣ For Miscellaneous Commits:

‣ When the Miscellaneous Commit reaches the “Funding 
Certification” step and you receive a task, you will create your 
Purchase Order in your financial system then record it in OAKS CI 

‣ For Contracts and Change Orders:

‣ When the contract or change order reaches the DocuSign step in 
OAKS CI, you will receive a notification that you have been copied 
on the record. 

‣ When you receive that notification, you will create your Purchase 
Order in your own financial system, then log into OAKS CI and 
record the Purchase Order
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Recording a Purchase Order
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‣ To record your 
Purchase Order in 
Oaks CI navigate 
to:

‣ Logs -> Purchase 
Orders K-12

‣ Click Create



Record a Purchase Order
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‣ Complete the 
General block

‣ All required fields 
are marked with a 
Red *

‣ The PO must be in 
“Dispatched” status

‣ Select PO Purpose

‣ Under PO Type 
select the 
appropriate record 
type (only pick one) 
then click select to 
choose your record



Record a Purchase Order
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‣ In the PO Details 
section- Ensure you 
plug in the Purchase 
Order number into 
the Record. Choose 
OAKS or District for 
financial system used. 

‣ Do NOT plug in the 
PO amount yet!!

‣ Under Notification 
you can choose to 
notify additional users

‣ Attach any necessary 
documentation

Not Yet!



Fund the PO
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‣ Click the PO Distribution Lines Tab

‣ Click Add



Fund the PO
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‣ Click Select to choose the appropriate fund code

‣ Note: If you do not see any funds to choose from, call OAKS CI

‣ Enter a Short Description and Dollar Amount

‣ When finished entering information, click OK



Fund the PO
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‣ When all lines are added, your lines will show up in the PO Distribution 
Lines tab



Finish the PO
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‣ Go back to the 
upper form by 
clicking the 
General tab

‣ Now, type in the 
dollar amount of 
your PO that you 
entered into the 
Line Item

‣ The difference 
should be $0

‣ Click Finish Editing



District Process
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District Staff, Owner’s Agent, PM or PC create Miscellaneous Commit

Miscellaneous Commit Task comes to District Staff for “Funding Certification”

District Staff open task, plug in PO into Miscellaneous Commit record then 
send task to END

PM reviews and approves 
Miscellaneous Commit

District Staff create PO and 
record PO in OAKS CI

District Staff, Owner’s Agent, PM or PC create Miscellaneous 
Invoice

Miscellaneous Invoice Task comes to District Staff for “Payment Processing”

District Staff open task, plug in Voucher into Miscellaneous Invoice 
record then send task to END

District Staff create Voucher 
and record Voucher in OAKS CI

PM reviews and approves 
Miscellaneous Invoice



Now: Add the Purchase Order 
to the Miscellaneous Commit 

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

Commit task awaiting “Funding Certification”

‣ Click the “Unifier Login” button to access your task
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Task Location
‣ You can also find your task under “Tasks” in the dark gray menu on 

the left hand side of your screen

‣ You can click the Gear icon to open
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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, the District Treasurer will end the record

‣ Select Workflow Action: Approve

‣ Click Send
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You have now successfully:

 Created a Miscellaneous Commit

 Recorded a PO in OAKS CI

 Added the PO to the Miscellaneous Commit
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What’s Next?

‣ Once the Miscellaneous Commit 

record has been created and 

funded with a Purchase Order, a 

Miscellaneous Invoice can be 

created. 

38



Miscellaneous Invoices 
and 

Vouchers
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District Process
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District Staff, Owner’s Agent, PM or PC create Miscellaneous Commit

Miscellaneous Commit Task comes to District Staff for “Funding Certification”

District Staff open task, plug in PO into Miscellaneous Commit record then 
send task to END

PM reviews and approves 
Miscellaneous Commit

District Staff create PO and 
record PO in OAKS CI

District Staff, Owner’s Agent, PM or PC create Miscellaneous 
Invoice

Miscellaneous Invoice Task comes to District Staff for “Payment Processing”

District Staff open task, plug in Voucher into Miscellaneous Invoice 
record then send task to END

District Staff create Voucher 
and record Voucher in OAKS CI

PM reviews and approves 
Miscellaneous Invoice



Creating a Miscellaneous Invoice
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‣ To record your 
Miscellaneous Invoice 
in Oaks CI navigate to:

‣ Logs -> Miscellaneous 
Invoice K-12

‣ Click Create



Add Information

42

‣ Click the General tab to expand the upper form



Add Information

43

‣ Complete information in the General tab
‣ Required information is marked with a red *

‣ Enter Amount in Invoice Information Information



Add Line Items
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‣ Click the “Miscellaneous Invoice Details” tab to add line items



Add Line Items
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‣ Click Add to begin adding line item information

‣ Click the arrow next to WBS Code to select an appropriate code



Add Line Items
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‣ Highlight the appropriate reference line (from the Miscellaneous Commit)

‣ Click Select



Add Line Items
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‣ WBS Code will populate

‣ Add a short description, 
Amount, LFI Percent (if 
necessary)

‣ Add any additional 
information 

‣ To finish, click “Save & 
Close”



Miscellaneous Invoice
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‣ Line Item will be populated in the Line Item List

‣ Total Amount is reflected below



Miscellaneous Invoice
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‣ Line Item total populates in the upper form

‣ Difference should always be $0



Complete the Record
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‣ Add necessary attachments
‣ Click Action Details tab



Complete the Record
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‣ Verify Workflow Action
‣ Notice the Action details pane populates with recipient of the record
‣ Click Send



District Process
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District Staff, Owner’s Agent, PM or PC create Miscellaneous Commit

Miscellaneous Commit Task comes to District Staff for “Funding Certification”

District Staff open task, plug in PO into Miscellaneous Commit record then 
send task to END

PM reviews and approves 
Miscellaneous Commit

District Staff create PO and 
record PO in OAKS CI

District Staff, Owner’s Agent, PM or PC create Miscellaneous 
Invoice

Miscellaneous Invoice Task comes to District Staff for “Payment Processing”

District Staff open task, plug in Voucher into Miscellaneous Invoice 
record then send task to END

District Staff create Voucher 
and record Voucher in OAKS CI

PM reviews and approves 
Miscellaneous Invoice



Now: Create the Voucher 
(check) in your own financial 

system of record
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Creating a New Voucher Record
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‣ To record your 
Voucher in Oaks CI 
navigate to:

‣ Logs -> Vouchers 
K-12

‣ Click Create



Voucher Upper Form
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‣ Title the Record

‣ Set the Record 
Status to Paid

‣ Choose Payment 
Purpose

‣ Choose Financial 
System of Record



Voucher Upper Form
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‣ Plug in the Appropriate Application for Payment



Financial System Data
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‣ Scroll down to 
the Confirmed 
Financial 
System Data 
Section

‣ Plug in: 
‣ Voucher ID 

number 
(Check #)

‣ Payment 
Date

‣ Payment 
Method

‣ Payment 
Amount



Voucher Distribution Lines
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‣ Click- Voucher Distribution Lines Tab



Voucher Distribution Lines
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‣ Click Add



Add a Line Item
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‣ Select a Fund Code

‣ Add a Short Description and Dollar Amount

‣ Click OK



Add a Line Item
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‣ All of your lines will show in the Voucher Distribution Lines tab



Finish Editing
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‣ Attach any 
additional 
documentation, 
if necessary. 

‣ Click Finish 
Editing

‣ Your Voucher 
Record has now 
been created



District Process
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District Staff, Owner’s Agent, PM or PC create Miscellaneous Commit

Miscellaneous Commit Task comes to District Staff for “Funding Certification”

District Staff open task, plug in PO into Miscellaneous Commit record then 
send task to END

PM reviews and approves 
Miscellaneous Commit

District Staff create PO and 
record PO in OAKS CI

District Staff, Owner’s Agent, PM or PC create Miscellaneous 
Invoice

Miscellaneous Invoice Task comes to District Staff for “Payment Processing”

District Staff open task, plug in Voucher into Miscellaneous Invoice 
record then send task to END

District Staff create Voucher 
and record Voucher in OAKS CI

PM reviews and approves 
Miscellaneous Invoice



Now: Add the Voucher to the 
Miscellaneous Invoice record
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Receive an Email
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‣ The District Treasurer will receive an email notification that they have a 
Miscellaneous Invoice sent to them for Payment Processing

‣ Click the “Unifier Login” button to access your task



Task Location
‣ You can also find your task under “Tasks” in the dark gray menu on 

the left hand side of your screen

‣ You can click the Gear icon to open
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Task Action
‣ Click Accept Task to begin work on your task
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Complete Payment Processing Step
‣ Click the General Tab

‣ Scroll to the Payment Information section

‣ Click Select next to Voucher and choose the Appropriate Voucher
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Complete Payment Processing Step
‣ Verify Voucher input

‣ Choose Workflow Action: Vouchered

‣ Click Send
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You have now successfully:

 Created a Miscellaneous Invoice

 Recorded a Voucher in OAKS CI

 Added the Voucher to the Miscellaneous Invoice
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Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211


