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Introduction
The OAKS Capital Improvements (OAKS CI) Application for Access form captures static information related to the user assigned to the project, including the name, contact information and employer information. This information is used for initial user set-up and assignment to the project, including the user’s role(s) in the project. This form should be completed and signed by the user and submitted to the project coordinator or project manager assigned to the project. 

Below is the description of each section or field on the Application for Access form:

OAKS CI User Agreement

· User Information – the name, title, work phone, mobile phone, fax number and e-mail address of the user.
· Employer Information – the user’s stakeholder type and employer’s name and address
· State of Ohio User ID – the employee identification number (if employed by the State of Ohio)
· OAKS CI Vendor No. – the vendor identification number of the employer (if known) 
· State of Ohio IT Policies – the state’s information technology (IT) policies governing OAKS CI users
· Applicant Signature – the user’s signature agreeing to abide by state IT laws and policies. User may type name if e-mailing application to the project coordinator or project manager assigned to the project.

Request for OAKS CI Project Permissions
· Project Permissions – the group(s) or role(s) assigned to the user for participation in the project
· Project Name – the name of the construction project
· Project Number – the number assigned to the project in OAKS FIN
· Architect/Engineer – the person responsible for providing professional design services and construction contract administration for the Project as provided in the Contract Documents
· Design-Builder – the party responsible for providing professional design and construction services for the project
· Design-Build A/E of Record – the party responsible for providing professional design and construction services for the Project as provided in the Contract Documents, who serves as the final signatory on the Drawings and Specifications
· Criteria A/E – establishes criteria on a design-build project
· Construction Manager – the person responsible for providing administration, management, and related services as required for scheduling the Project, coordinating the Contractors, and providing other services as provided in the Contract Documents
· Contractor – the firm, which is party to the Contract for the performance of Work on the Project in accordance with the Contract Documents
· Consultant – the person engaged by the construction manager, design builder or a subcontractor to provide professional services of various types for the Project
· Owner – the owner’s representative assigned to this project
· Owner Financial – the owner’s financial representative. This person enters purchase orders and vouchers into OAKS CI and likely an authorized user in OAKS FIN for the same purpose
· Owner View – the permissions group allowing the user to view information but not participate in the project
· Owner’s Agent – the person assisting the owner on construction-related issues, including estimating, document reviews and budgetary/financial activities 
· Professional Services Financial – the person responsible for preparing Professional Services Pay Requests
· Contractor Financial – the person responsible for preparing the Certified Payroll and the Contractor Pay Request
· Schedule Manager – the person responsible to create and keep current the Construction Progress Schedule and schedule of submittals for the Project
· Commissioning Agent – the person identified by the Contracting Authority who leads, plans, schedules, and coordinates the commissioning team to implement the Commissioning Process for the Project
· K-12 Permission Group – the group which best represents the user on K-12 construction projects
· Agency/University Permission Group – the group which best represents the user on agency/university projects

Sponsor Information
· Sponsor – the project manager or project coordinator authorizing the user access to OAKS CI
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	OAKS CI User Agreement

	User Information
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	State Agency
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	Title
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The Ohio Facilities Construction Commission has the right to deny or restrict OAKS CI access at its discretion.

Access to OAKS CI is provided solely to facilitate the recipient’s participation in one or more state-sponsored capital improvement projects.  

Use of OAKS CI is governed by various laws and policies including, but not limited to, the State of Ohio IT Policies which can be viewed at http://das.ohio.gov/Divisions/InformationTechnology/StateofOhioITPolicies.aspx. Failure to abide by current State 
laws or policies may result in loss of OAKS CI access.
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	By submitting this request for OAKS CI access, I agree to use OAKS CI solely to participate in state-sponsored capital improvement projects and to adhere to State laws and policies regulating use of information technology resources.  I understand that I may not allow others to share my access and will report any security concerns related to my access to the OAKS Help Desk.

	

	Applicant Signature*
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	*NOTE: For your electronic signature, TYPE your name and 
e-mail this Word document directly to the Project Manager or Project Coordinator assigned to your project.

	
	
	

	

	Request for OAKS CI Project Permissions (See page 1 for group definitions)
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	  Permissions Group:
	
	   K-12 Only:
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	Sponsor Information

	Sponsor’s Name
	[bookmark: Text34]     
	
	Sponsor’s Role on Project
	     

	

	[bookmark: Check31]|_|
	This applicant has a bona fide need to participate in the project’s OAKS CI environment.  By submitting this request for OAKS CI 
access, I authorize OAKS CI Administration to grant the permissions requested to the applicant in OAKS CI.
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