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What does OAKS CI do for you?

» Tracks your project progress

» Automates workflows (based on Ohio Facilities Construction Commission
forms and procedures)

» Allows for improved project communication and collaboration

» Housed in the Cloud so you can utilize any browsing tool to access (Chrome
recommended)

» Now includes DocuSign for OFCC Administered Projects, which minimizes
time spent in OAKS ClI
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Navigation




Browser Information

»  When using the OAKS CI system, we recommend using
Google Chrome or Mozilla Firefox. These browsers will
give you the best user experience in the system.
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Navigate to OAKS CI

2 Navigate to: https://ohio-unifier.oracleindustry.com/bluedoor

»  Enter your assigned Username and Password
Note: Please ensure

4 Click ”Sign In” that your pop-up
blocker is disabled for
this site
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»  The Home button

your projects

Home Page

A

Quick Links-

e AllTask’s

¢ All Notifications- Records for which you have been cc’d (no action required)
e All Umails- internal project mail sent to you

r..f'a Primavera - Cloud Portal % '\:\ Primavers Unidier
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is located on the left hand side of project tabs
»  Your Home Page allows you to see all tasks (your work) for any of
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Finding your Project

»  To locate your project, click on the Plus sign to the right of the
project tabs

»  When the second screen pops up, type your project number or type
the Project Name then click the magnifying glass to search

»  Click the appropriate project to select it

(@/=7:\alH=4N PRIMAVERA Unifier (Development) Katie Tutle v # (2 Sign Out
L
2
All Locations Key Locations Recent Locations
Record Details  Workflow Prog &
Hlassic View
| ocl| 5 -
. General
Number “ Name Location =
— - Organization Record Number
OCI-080001 OAKS Cl Training 1 IAgency/OAKS Cl Training R Depariment of CO-0034
0CI-080002 OAKS CI Training 2 IAgency/OAKS CI Training [ n Administrative
on Senices
QCl-090001 Agency General Projects Test IAgency/Ohio Facilities Construction Commiss... -
0CI-020003 OAKS CI Training IAgency/OAKS CI Training SICEIIR D < Ealny
| L OCI-090004 Katie Tuttle
OCl-090004 OAKS Cl Training 4 IAgency/OAKS Cl Training 40
!
0CI-090005 OAKS Cl Training 5 IAgency/OAKS Cl Training Lotor Project Name Creation Date
OAKS Cl Training 4 08/29/2017 08:03
0CI-100001 SAO Consultant List IAgencyiOhio Facilities Construction Commiss._ e
ng ... AM ( -8)
OCI-170001 Payment Request Test IAgency/OAKS Cl Training
ocio1 OAKS Ol Traini M Project Location  Status
/ raining Agency RO... 4200 Surface Road Pending
pin- Title Trade
R... GMP Distribution  General Contractor
Total: 9 Contract Reference Contractor Name
e v 10 R. W. Setterlin
< > Building Company
Total: 223 Change Order Type EDGE Certified
pan s s PHIME? &




School District Project Home Page

» From your Project Home Page, you can navigate to your work and
information

»  In the Main Menu, you will use: Tasks, Mailbox, Drafts, Document
Manager, and Logs (most of your work will be completed in Tasks and Logs)
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LN R School Faciiies > OAKS CI District . > Oak Hills Local §
A Aerts File Edit View Help

Tasks Oak Hills Local SD Building 2 - Home

™ Drafts J Summary

B Mailbox <=} | Image &= (0| | ltems Requiring Your Attention
Tasks
@ Information ——
Notifications:
O EmilEEre Draft Records:
W Data Manager uMails
I Document Manager
B3 Logs
B
Details &(=[0]| | Links
MNumber: SFC-169999.99 OFCC
Name: Oak Hills Local SD Building 2
Description: Test building project
Administrator Barbara Taylor
Currency: United States Dollar (USD)
Status: Active

Email Address: ohio_unifier_dev+1088@eoracleindustry.com




Tasks— Switch to Standard View

»

Click Tasks in the dark gray menu to the left
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ORACLE Primavera Unifier (Development)

. KT

0OAKS ClI District >

Projects

Oak Hills Local 5

Oak Hills Local SD B...

School Facilities >

Aleris File Edit View Help
Tasks Qak Hills Local SD Building 2 - Home
Drafts Summary
Mailbox | Image &(=(0)| | Items Requiring Your Attention
Tasks
Information o
Naotifications:
Cost Manager Drait Records:
Data Manager ulails:
Document Manager
Logs
Reports
Details &i(=|[B]| | Links
Number: SFC-169999.99 OFCC
MName: Oak Hills Local SD Building 2
Description: Test building project
Administrator: Barbara Taylor
Currency: United States Dollar (USD)
Status: Active

Email Address: ohio_unifier_dev+1082@oracleindustry.com




Tasks (Your Work)

»  Tasks are records that come to you for your review or approval

» An example of a Task could be, a Submittal that was created in Logs by the Contractor and submitted to the

A/E for review

»  Double Click on the Task to open

(@ =7NalW=3 PRIMAVERA Unifier

OAKS CI District...

Oak Hills Local ... OAKS CI Trainin. ... —I-

School Facilities

WUUSTORIE L REL R oency > OAKSCITraining >  OAKS Cl Training 4
o
Tasks
Tasks
Notifications =+ Create Actions w | View | All Tasks v gy X T

Drafts

IlQuigin Business Drocess  Becond Number Litle Bacord D

e OAKS ClITraining4  Action liems AI-00164 test 1 0510172017
Information Lor TR e 1 T T i) X Rl T
Cost Manager OAKS CI Training 4 Contractor Pay Re_. CPR-0037 Stored Materials T
Data Manager OAKS CI Training 4 Subcontractor/Su... SSD-0143 PPH
Document Manager OAKS Cl Training 4 Action ltems Al-00159 Katie Marie 04182017
Logs OAKS Cl Training 4 Design Reviews DR-0020
Reports OAKS Cl Training 4 Action ltems AlFD0157 katie 04132017

OAKS CI Training 4 Design Reviews DR-0019 3

OAKS CI Training 4 Design Reviews DR-0012

OAKS Cl Training 4 Design Reviews DR-0013

OAKS CI Training 4 Design Reviews DR-0014

OAKS CI Training 4 Design Reviews DR-0015

OAKS CI Training 4 Design Reviews DR-0016

OAKS CI Training 4 Design Reviews DR-0017

OAKS CI Training 4 Design Reviews DR-0018

OAKS CI Training 4 Professional Serv... PSPR--0009 Project- Firm - Ap..

OAKS CI Training 4 Professional Serv... PSPR--0005 Katie's Consulting...

Record Details ~ Workflow Progress

General

Organization
Department of Administrative Services

Project Number
OCI-090004

Project Name
OAKS ClI Training 4

Project Location
4200 Surface Road

Title
test 1

Assignee
Meeting Minute
Action

Action Requested

test

Response

Katie Tuttle ~ o

—
2

Aftachments

Record Number
Al-00164

Creator
Shauna Hooks

Creation Date
04/24/2017 09:15 AM (UTC-8)

Status
Pending
Priority
Medium

Due Date
05/01/2017 09:14 AM (UTC-8)

Sign Out

2

(¥ ]
3"

10



Mailbox

> Your mailbox houses:

» Notifications - any records that you’ve been Carbon Copied on
8 Example - **Meeting Minutes will always be found in your Notification box**
» Project email- any email messages sent and/or received by you in OAKS CI

[=] Primavera - Cloud Portal X \<E Primavera Unifier x \<E Primavera - Cloud Portal X \<E Primavera - Cloud Portal X >/E Primavera Unifier X WY b
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& OAKS Cl District Trai... School Facilities >  OAKS Cl District ... >
A Alerts File Edit View Help
Tasks OAMRS CI District Training Project 1 - Home
™ Drafts ; Summary
B Mailbox Image &=/ (0| | items Reg
o Information Tasks
MNotificatior
== Cost Manager Draft Reco
W Data Manager /E Primavera - Cloud Portal X \<E Primave uldails
Im Document Manage o
& (v | @ Secure | https;//ohio-dey
B3 Logs
B Reporis &[0 | Links
: ORACLE Primavera Unifier ( SFC-080001 OFCC
QAKS CI District Training Project 1
Proj ects QAKS CI Di Renovate Berkshire Middle to house 999 6-8 students in a 140,859 square foot facility
Kaylie Ruff
OAKS Cl District Trai... School Facilities United States Dollar (USD)
Active
Alerts File Edit Vie_____ ohio unifier dev=1084@oracleindusinv.com
Tasks OAKS CI Distric
I S
Drafts ‘ Summary Fage of 1
Mailbox, | Image Setup Date Setup T Status |
Iding 2 03/07/2016 OSFC Building CMR Template Active
Drafis 1 Project 07/22/2015 OSFC Building CMR Template Active

Inbox

Notifications

Sent ltems

Project Mailbox

Nelated tems w

OAKS Code:




rafts

»  Drafts are any unfinished records that you have created and saved for later

»  You can delete any drafts you no longer need

/E Primavera - Cloud Portal X \<E Primavera Unifier X \<E Primavera - Cloud Portal X \<E Primavera - Cloud Portal X y@ Primavera Unifier x \§ \
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ORACLE Primavera Unifier (Development)

w Projects Oak Hills Local ... +

B Ll School Facifties >  OAKS Cl District... >  Oak Hills Local §...
s File Edit View Help
Tasks Oak Hills Local SD Building 2 - Home
i Drafts ( Summary ]
Mailbox Image & =/(3l| | ltems Requiring Your Attention
Tasks:
Information
Nofifications:
Cost Manager Drait Records:
Data Manager ulMails:
Document Manager
Logs
Reports
Details {B/(=) (3| | Links
Mumber: SFC-169999.99 OFCC
Mame: Cak Hills Local 5D Building 2
Description: Test building project
Administrator: Barbara Taylor
Nurrancs Initad Qtatac Mallar 71120
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Drafts and Timeout

OAKS ClI times out after 60 Minutes of Inactivity

»  Allunsaved work will be lost
> No warning will be given

Use “Save” if needed to save work as a draft

ESend(Save ;VSpeIIing.. Il Add Attachment - ',-'_i_-.-Discussion [E]lsov [HE] Close Window

File Edit View Actions Help Workflow Actions | -Select- v

) Gener; Applications for Payment K12

General

Project Name: |Miami Trace-LSD-FAY-CFAP-2014 Record Number:
Froject Mumber: |SFC-160389 Creator: Katie Tuttle

¢ Action Details

Complete the General, Certified Payrall, and Previous Pay Request blocks; then complete the Pay Request Details on the lower form by clicking Add.

Create New Applications for Payment K12

To... | Z:Task Notes:
Ce... |

Send For:
=] Pay Request Details
Current View: All
Scheduled Freviously Earned This

No. | WBS Cod C it Short Descripti % Labor C let
] ode ommit Short Description Value Eamed Peariod abor Complete

=F Add | Cop';ul |'_.irln‘|p0rt | i Remove | G, Find | Total Amount:

0 ltemis) Page |1 of 1 Display

m]

100 ¥ | ltems Per Page

% Materials Complete

$0.00

Attachments (0) Linked Records (0) ( General Comments > Linked Mail {0}

Note: Typing General
Comments is not
recognized as accessing
the system and the
system will time out after
60 minutes. If you're
typing extensive notes,
first type them in a Word
doc then copy and paste
into General Comments

————
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Document Manager

»  Click Document Manager -> Documents in the dark gray
menu to the left

x \<E Primavera - Cloud Portal X \<E Primavera - Cloud Portal X yE Primavera Unifier

x \)

/E Primavera - Cloud Portal X \<E Primavera Unifier

ecure | https://ohio-dev-unifier.oracleindustry.com/bp/route/13/i?__uref=uuus49875198#
& C | &s http hio-d ifi leindustry. bp/ 13/i? f 649875198#

ORACLE Primavera Unifier (Development)

K

School Facilies > OAKS Cl District ... >  Oak Hills Local 5.

w Projects
A

0ak Hills Local SD Bui__

Alerts
Tasks
Drafts
Mailbox

Information

File Edit View Help

EH New + [ Open @ Find Xy Upload % Download ¥ Delete [%, Check Out ~ @@ Comments [&% Permissions [} Properties

Current Phase ™

=] @ Documents
{71 Action Items
L | Applications for Payme

Documents - Current View: All

18 ltemis)

Pa

O & | & Ref | BP |Name

COwner

Title

-1 Vendor Information
# Recycle Bin

Purchase Orders

Request for Interpretation

Barbara Taylor

BEarbara Taylor

I Schedules Barbara Taylor
SM3D Earbara Taylor
Submittals Barbara Taylor

i Ga Action Items Barbara Taylor

Cost Manager 1 certified Pa\,'mll.s . i

{1 Contracts - Modification | 1 Applications for Payment Barbara Taylor

Dala Manager {1 Design Reviews [ Certified Payrolls Barbara Taylor

1 Field Reports :

Document Manager 1 Locally Funded Initistiv [ Contracts - Modifications Barbara Taylor
Documents i | Meeting Minutes ] Design Reviews Barbara Taylor
Recycle Bin g Misc Commits - Invoice|| [ Field Reports Barbara Taylor

R Ientcuchers [} Locally Funded Initiatives BEarbara Taylor
Unpublished Docum... (1 Procurement ——
3 Punch Lists [} Meeting Minutes Barbara Taylor

Logs [ Purchase Orders [ Misc Commits - Invoices Barbara Taylor

Reports 3 Request for Interpretat [ Payment Vouchers Barbara Taylor

{71 schedules
1 smsD [} Procurement Barbara Taylor
1 submittals Ga Punch Lists Barbara Taylor
Ga
(e |
e
e
G
(=]

Vendor Information

Barbara Tavlor
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About Document Manager

» Document manager houses all supporting documentation for the project
» The utilization of Document Manager will differ based on your particular project

» For more information on uploading and attaching documents, please refer to the
Document Manager Job Aids on our website: hitp://ofcc.ohio.gov/OAKSCl.aspx

° If you have any questions about where to store documents please contact your OFCC OR Agency Project Manager or Project Coordinator

/ E Primavera - Cloud Portal 3 E Primavera Unifier » E Primavera - Cloud Portal X E Primavera - Cloud Portal X E Primavera Unifisr X W

&« C | @& Secure \ https://ohio-dev-unifier.oracleindustry.com/bp/route/13/1?__uref=uuubd9875198+

ORACLE Primavera Unifier (Development)

Projects Oak Hills Local __ -

w
PO L) R School Facilities > OAKS ClDistrict.. > Oak Hills Local S...
A Alkrts File Edit View Help
Tasks EF Mew - [ Open 4 Find = & Upload 4 Download % Delete [%, Check Out - & Comments [ Permissions [ Properties
™ Drafts Current Fhase Documents - Current View: All
B Mailbox =25 Documents 18 Item(s)
=1 Action ltems & . :
© Information £ Applications for Payme | O & Ref. | BF MName - Size |Upload Date Owner Title
... H ] Action ltems Barbara Taylor
o8 Cost Manager ] Certified Payrolls
{1 contracts - Modificatiol | 3 Applications for Payment Barbara Taylor
i Data Manager -1 Design Reviews ca Certified Payrolls Barbara Taylor
Im Document Manager L1 Field Reports =
g -2 Locally Funded Initiativ Contracts - Modifications Barbara Taylor
Documents =3 Meeting Minutes o Design Reviews Barbara Taylor
. =0 Misc Gommits - Invoice|| (3 Field Reports Barbara Taylor
Recycle Bin £
[+ Payment Vouchers A
[ Locally Funded Initiatives Barbara Taylor
Unpublished Docum... {1 Procurement
=-1 Punch Lists [ | Meeting Minutes Barbara Taylor
{3 Purchase Orders s Misc Commits - Invoices Barbara Taylor
&L Request for Interpretat @ Payment Vouchers Barbara Taylor
E-1 Schedules [ = i Emasan
i rocuremen arbara Taylor
-0 Submittals [ Punch Lists Barbara Taylor
=-_1 Vender Information = Purchase Orders Barbara Taylor
# Recycle Bin ! [ ] Request for Interpretation Barbara Taylor
I s Schedules Barbara Taylor
@ SMSD Barbara Taylor
[ Submittals Barbara Taylor
[ie=] Vendor Information Barbara Taylor
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http://ofcc.ohio.gov/OAKSCI.aspx

Logs

»  Logs houses All Records for your project

»  Any record that you have access to View and/or Create will be available under
Logs

»  To view a specific record, click the record and a preview will show on the right
hand side

PRIMAVERA Unifier Katie Tuttle v % (@ Sign Qut
School Facilities OAKS CI District... Oak Hills Local ... OAKS CI Trainin. .. —l-
OAKS Cl Training 4 - Home Agency > OAKSCITraining > OQAKS Cl Training 4 L
Alerts ) - - KA
Action ltems Switch to Classic View Record Details  Workflow Progress se
Tasks e —
Nofifications + Create Actions v | View| All Records v o2 || XK General
= s Y| @ Organization Record Number
uMail 34 Department of Administrative Al-00165
P ... Record No . Title Assi Due D TEULER
Al-00165 Test Action ltem 05/0 Project Number Creator
Cost Manager )
AL0D164 tast 1 05/0 OCI-090004 Katie Tuttle
Data Manager :
. AFDD163 test 1 05/0 Project Name Creation Date
Document Manager 400162 | Civis Hare " OAKS Cl Training 4 05/0212017 10:20 AM (UTC-8)
Logs e N 7 :
. Al-DD1S Carol Amistadi _ PPH 04/ % Project Location
12 Hour Notice . ALOD160 Winnie Agbalevu 04/1 4200 Surface Road
fELETS . AMOD159 Katie Marie 0471 e S
Advertisements  Al-OD158 Ben Posey D4M Test Action ltem Pending
Budget - Initial .. AOD157 katie 041 Assignee Priority
Budget - Revisions | ALDD156 DAVE BILLS D4/1 Medium
Change Order A-00155 Emily Rinear nan. Meeting Minute Due Date
Closeout - Contractor Al-00154 Katie Tuttle 041 05/09/2017 10:05 AM (UTC-8)
Closeout - Professional Serv... ——— e
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asic Record Status

»  In Logs, choose Record type, click on specific Record
»  The basic status can be viewed in the “Record Details” preview

PRIMAVERA Unifier Katie Tutle + W (& sign Out
School Facilities OAKS CI District. .. Oak Hills Local ... OAKS Cl Trainin._ .. —l—
AAEE M=l E Agency > OAKSCITraining > OAKS ClTraining 4 s
Alerts . ) o - R A
Action ltems Switch to Classic View Record Details  Workflow Progress =
Tasks _————
Nofifications -+ Create Actions ¥ | View| All Records SREAL=RE- 4 General
Ll T 7 Organization Record Number
uMail £ Department of Administrative AlI-DD165
. - Services
e Record No o Title Assignee Due D
Al-00165 Test Action ltem 05/0 Project Number Creator
Cost Manager )
Al-DD164 tast 1 05/0 OC-090004 Katie Tuttle
Data Manager :
_ AlD0163 test1 Project Name Creation Date
Lrzimeri doiigs L0045 Chris Hare OAKS Cl Training 4 05/02/2017 10:20 AM (UTG-8)
Logs s ) ) -
.. Al-DO1S Carol Amistadi _ PPH oject Location
72 Hour Notice .. AFDD16D Winnie Agbalevu 041 420
GrEfe . ALDD159 Katie Marie 04/1 Title Status
Advertisements ~ A-DD158 Ben Posey 04/ Test Action ltem Pending
Budget - Initial ___ Al-DD157 katie 0411 Assignee Priority
Budget - Revisions ___ AlDD156 DAVE BILLS D4 Medium
Change Order Al-00155 Emily Rinear 041 Meeting Minute Due Date
Closeout - Contractor Al-D0154 Katie Tuttle 04/ 05/09/2017 10:05 AM (UTC-8)
S e ALNN4RY STIINFNT 4 N




orkflow Progress

»  Click “Workflow Progress” in the preview screen to view the step-by-step

information about this record

PRIMAVERA Unifier
R Shearaciies | Agensy ;

Agency » OAKS ClTraining » OQAKS ClTraining 4

OAKS Cl Training 4 - Home

Aleris

Contract

AC“OH Items Switch to Classic View
Tasks
Nofifications ~+ Create | | Actions v | View| AllRecords « ||| |2 | X || T || @
i Drafis
e Record No . Title Assignee Due Date F
S  ALDD165 Test Action ltem 05/00/2017
Information . ALDD154 test 1 05/01/2017
Cost Manager . A-DD163 test 1 05/01/2017
Data Manager ... Al-DD162 Chris Hare 041972017
Document Manager ... Al0D161 Carol Amistadi _ PPH 04192017
et . A-0D160 Winnie Agbalevu 041402017
72 Hour Notice _ AlDD159 Katie Marie 04192017
Action ltems _ Al-DO158 Ben Posey 04M8/2017
Y— _ ADO1ET katie 041372017
_ Al-DD158 DAVE BILLS 041372017
Budget - Initial
Al-00155 Emily Rinear 04122017
Budget - Revisions
Al-00154 Katie Tutlle 04142017
Change Order
Al-00153 STUDENT 4 03/30/2017
Cl t- Confract
oseout-Lonfiacion A00152 Student 2 Student 1 0412712017
e A-00151 Student6 0373012017

Katie Tuttle v W (2 sign Out

/ ’G
Record Details ~ Workflow Progress =k

L& |

Workflow Progress View Graphic...

Title Record Number  Current Step BP Setup Used
Test Action ltem Al-00165 Response Action ltems
Step Name Assignee Status Action
Creation Katie Tuttle Completed Send
Response Steve Mayo Not Started
Response Oaks Instructor Not Started
Response Bill Schwertfager Not Started
Response Rita Nichaols Mot Started
Review

Response Support
Delegate Response

End
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Create a
New Record
In Logs




Create a New Record

»  Click on the Record Type you wish to create then click the
“Create” button

@/ E7 e M=l PRIMAVERA Unifier (Development) Katie Tuttle « sign Out
Agency OAKS CI Trainin. .. +
| Training 4 - Home Agency » OAKSClTraining » OAKS Cl Training 4 }ﬂ
XAM Patien
A
Alerts
as -+ Create tions + | View| All Records Olle || XY
Motifications
T Record No « Title Assignee Due Date Priority Creation Date  Status
yrafts
A-00165 Test Action Item 05/09/2017 Medium 05/02/2017 Pending R
uMail
A-00164 test1 050112017 Medium 04/2412017 Pending
Information
A-00163 test1 05/01/2017 Medium 04/24/2017 Pending
Cost Manager X i
A-00162 Chris Hare 04/19/2017 04/12/2017 Pending
a0 Al-00161 Carol Amistadi _ PPH 041912017 Medium 041212017 Pending
Document Manager A00160 Winnie Agbalevu 041412017 Medium 041122017 Pending
) Logs A-00159 Katie Marie 04/19/2017 Medium 04/12/2017 Pending
72 Hour Notice A-00158 Ben Posey 04/19/2017 Medium 04/12/2017 Pending
Action tems A-00157 katie 04/13/2017 04/06/2017 Pending
Advertisements A-00156 DAVE BILLS 041312017 Medium 04/06/2017 Pending
Budget - Initial A-00155 Emily Rinear 0411212017 Medium 04/05/2017 Closed
Budget - Re Al-00154 Katie Tuttle 0411412017 Medium 04/05/2017 Closed
AlLANARY QTILINERNT 4 n2anmn17 N2U2ANA7T Mncad 7
Total: 165

aee
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Add Information to the Record

»  Fill out all required information in the General Tab

> Required information is marked with a red *

»  Attach any necessary documentation

@ Action Items - Test Action ltem - Project Mo, QCI-090004 - Mozilla Firefox - m} *
'ﬁjﬂ https://ohio-dev-unifier.oracleindustry.com/bp/process/newlcopy = 1 &fromModel=uai8tfromSource=text8fromModelld=1010&8module_name=ua
File Edit View Actions Help
Workflow Actions |Send ~| iI=18end Save {7 Spelling.. =7 Undo AcceptTas( 0 Add Attachment - Close Window
2 Action ltems Action items N - .
General
Organization: [Department of Administrative Services | Record Number. | |
Project Number: |0|3|_ngggg4 | Creator. Katie Tuttle
Project Name: |DAKS Cl Training 4 | Creation Date: | |
Project Location: (4200 Surface Road |
Title: Test Action Item | = Status: | |
Assignee: | | Priority: | Medium «|
Meeting Minute: | select.. | Due Date: [07/05/2017 10:48 AM (UTC-8) | ]~
Action
Action Requested: Please review the document and add any comments as necessary *
% Action Details =
=l collaboration
[m|
Linked Records (0) Linked Mail {0}




Add General Comments

» General Comments are a good way to communicate with team
members about a specific record
» Click the General Comments link located on the bottom of the record
» Click Add
» Enter Comments and Click OK

» General Comments become a permanent part of the record

Subcontractor/P.O. Amount §: 0.00 MBE:

£ Action Details

Create New Subcontractor/Supplier Declaration

To... | E Task Notes:
Ce... |

Send For:

Attachments (0) Linked Records (0} General Comments

E General Comments - Google Chrome

& https://ohio-unifier.oracleindustry.com/bp/sharcgllitGC?model=usd&task_id=908990&id=0&process_id=877308&re

Close Window

Draft Comments

Text Comments Aftachments Hidden Comment

~
ﬂ Add.. I) Modfy.. |  Remowe |
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Send the Record

»  Verify Workflow Action
»  Click Send

»  This record now becomes a Task for users in the “To” box

Create New Action [tems - Project No, QCI-090004 - Google Ch rnny

& Secure | https:y//ohio-dev-unifier.oracleindustry.c W) rocess/new?fromMasterLog=18wftemplate_id=807&module_name=uaillproject_id=1021¢

File Edit Wiew Actions Help [

Workflow Actions | Send
¥Z Action ltems

Action ftems

v | = Sendl Save 4 Spelling. ) Undo AcceptTask |J Add Attachment = Close Window

General

Crganization: Department of Administrative Services |
Project Number: |oc|~ngﬂnﬂ4 |
Project Name: [DAKS ClI Training 4 |

|

i Project Location: [4200 Surface Road
2% Action Details

Record Number: | |

Creator: Katie Tuttle

Creation Date: | |

[m]
Send
To... | [Bill Schwerifager,Oaks Instructor,Rita Nichols,§ B Task Notes:
ce. | | | \ .. . .
SendFor  Response These recipients will receive a Task
[E collaboration
]

Attachments (3)
Linked Records (0}

Linked Mail (0}
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Successful Submission

»  You should receive a notification that your record has been

submitted successfully

»  If you receive an error and need assistance, please contact the

OAKS CI Support Desk ( )

E Create New Action Items - Project No. OCI-090004 - Google Chrome

=EEE=")

8 Secure | https;//ohio-dev-unifier.oracleindustry.com/bp/process/new?fromMasterLog=18&wftemplate_id=807&module_name=uai&project_id=1021¢

File Edit WView Actions Help

Workflow Actions | Send v| ZSend [ Save 5% Spelling. Undo AcceptTask (] Add Attachment = Clase".-‘v'indow

«Zl Action ltems Action tems

General

Organization: Department of Administrative Services Record Number:

Project Number: ([oC-090004 Creator: Katie Tuttle

Project Name: [DAK P P

Project Location: |4200 Notification
2 Action Details

Send
To... | Bill Schwertfager,Oaks s Action ltems Al-00165 has been submitted
successiully.
Cc... |

Send For: Response

= collaboration m

a

Attachments (3)

Linked Records (0} Linked Mail (0
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Task Email Notification

»  When you have a task to complete in OAKS Cl, you will receive a
notification via Email

»  You can click the Unifier Login button to access the OAKS CI system and
your task

Action Items K12 Al-0002 is sent to you for Response. - Message (HTML)

McAfee E-mail Scan J Tell me what you want to do
N Y beeti ol - = " : = ey
G lgnore x i-| Rk g 7 Meeting " GregBuskirk 5 To Manager W 9 Rules B ¢ 1 HI |., aa;) 2 Find ¢
e S5 "1 5 F' dCr:'ulM- [ Taam E-mail v Dane ¥ B Onelote As - S B = [ Related
- - glete Archive Pl epl orwan ™ N > m ove " 5Ign ari ategonze Follow ranslate |
i Junk P T Mare = LS Reply & Delete f Create New 4 - [P Actions~ Palicy = Unread & Up+ = Ly Sed
Delate Respond Cualck Staps w Move Tagt W Editing

Fri 7/20/2018 1:10 PM
U Unifier - shauna hooks, soo <unifier_notifications@oracle.com>
Action Items K12 Al-0002 is sent to you for Response.
o ©Hooks, Shauna

ﬂ If there are problems with how this message is displayed, click here to view it in a web browser,

This is a system-generated e-mail message. Do not reply to sender
Project/Shell: Oak Hills Local SD Building 2

Action ltems K12 Al-0002 is sent to you for Response.

From : shauna hooks

SuikFer: Ressionka Click here to access
your Task

Source Name : Oak Hills Local SD Building 2
Record No Action Items K12 ALL0002
Title : Al 001 - Increase Footing Depth

For Oracla technical aszistance hitp (Awwiw oracke com/us/suppon 26




Task Email Notification

The link will take you to your task list within the appropriate project
»  Double click to the Open the Task

~ Service Requests X E Primavera - Cloud Portal X E Primavera Unifier X E Primavera Unifier x W\

& (@ | @ Secure | https://ohio-dev-unifier.oracleindustry.com/bp/route/2/i-praject_tasks?_uref=uuu939453048m=user&p=10888k=project_tasks&id=196601

ORACLE' Primavera Unifier (Development)

Oak Hills Local Company Work —+

Oak Hills Local SD Bui School Faciliies > OAKS Cl District > QakHills Local S.-

Projects

Alerts Record Details
Tasks Tasks

& b kS

General

Drafts
+ Create Actions w | View | Received inlast7 days ¥ X ICll 2| |Q B
Project Number

Mailbox

SFC-169999.99

Information ® 0 origin Business Proces®" Record Number _  Title Record Due From

Cost Manager Q ) Oak Hills Local SD ...  Actionltems K12  AI-0003 Oracle072018a 07/25/2018 05:00... shaun; Project Name
N - Oak Hills Local SD
Data Manager [C9] Oak Hills Local SDB...  Action ltems K12 Al-0002 Al 001 - Increase ...  07/20/2018 05:00 ... shaunz
Document Manager (O] Oak Hills Local SD B...  Action Items K12 Al-0001 Al 001 - Increase ... | 07/20/2018 05:00 ... Shaun: Organization Nam
Akron CSD Segmer
Logs
Facility Name
Reports.
Title
« Oracle072018a
H
Assignee

Meeting Minute

Action

Action Requested
Oracle072018a
Response

Review Response




Click “Accept Task”

»  Once you open your Task, click “Accept Task” to begin work
on the record

r ™
E] Change Order - Test Proposal CI . k k f I d d @Eﬂ
Ick to Accept Task (if not already accepte
@ Secure | https _-"_.-"ohioy p ( y p ) inly=08&project_id=10218&_ uref=uuu838:navigator—+ &
File Edit View geiions  Help
Accept Task G Decline Task  [5] SOV (] Review Close Window
2 General Change Order
a
General e
Organization: Department of Administrative Services | Record Number: [C0O-0021 |
Project Number: |OCI—[]9[]EIU4 | Creator: Katie Tuttle
Project Name: [DAKS CI Training 4 | Creation Date: D5/02/2017 08:12 AM (UTC-8) |
% Task Details
- m
From: Katie Tuttle: Task Due Date: V;Task Notes (0)
To: Contractor: Task Status: Mot Started 3 Workflow Progress
Cc:
Sent For:  Proposal Creation
[= Line Item List
|
Current View: All Show Currency in: | Transaction Currency v
D ltem(s) Page l:l of 1 Display ltems Per Page
No. - Reference WBS Code Code Name Short Description Amount Subcontractor/Supy
1] Grid | & Find | Show Filtered Total Amount  Total Amount: | $0.00)
Attachments (0) Linked Records (0 General Coinments Linked Mail (0 28
.s-yg O O U O H s ”” ” ” »-»-»»»»»”»--'—«—“——————— =




Complete Work

»  Click all tabs and complete any necessary sections and required
fields (denoted with a red *) or simply review the record

o ™
[S] Change Order - Test CO - Project No. OCI-090004 - Google Chrome [ [
& Secure | https://ohio-dev-unifier.oracleindustry.com/bp/process/task/openttask_id=186252&model=uco&project_id=1021&initiateBP=&bulkautoaccept=&fromRefl &
File Edit View Actions H
Workflow Actions |Subm' v | =] Send Save 59 Spelling.. () Add Attachment - Q} Discussion E] SOV | Review Close Window
( .2 General Change Order
=)
General
Organization: Department of Administrative Services | Record Number: [CO-0022 |
Project Number: |OC|_[]9[][][|4 | Creator: Katie Tuttle
Project Name: |[QAKS CI Training 4 | Creation Date: [05/02/2017 08:25 AM (UTC-8) |
Project Location: (4200 Surface Road | Status: Pending |
Title: lTest o) | Trade: |H\.-"AC |
Contract Reference: dps-090004-01-D1 Contractor Name: |R_ W. Setterlin Building Company |
Change Order Type: Proposal Request | EDGE Certified Prime?: Yes |
Change Order No.: |[][]2 | Fee Title: | |
Change Order Details
Description of Work: | gescription of work
% Action Details /
& ]
( =] Line Item List >
O
Attachments (0) Linked Records (0 General Comments Linked Mail (0
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Verify Workflow Action

> If a Workflow Action isn’t already populated:

» Choose a Workflow Action from the dropdown menu

v |

-Select-
£ General ]
- Accept

EE S en d Retum for Clanfication
General Reject

P' ™
[=] Change Order - Test CO - Project No. OCI-090004 - Go’gle Chrome Lo | B
si/.com,.-"I)|:|,-"pl'o-:e::.-':ask_-"n:pen?‘.ask_id =186252&model=ucoflproject_id=1021&nitiateBP=&bulkautoaccept=&1Ff &,

> Click Send button to submit the record \ Workflow Actions. [ Select-

& Secure | httpsy//ohio-dev-unifier.oracleindu

Save % Spelling.. () Add Attachment ~ @ Discussion [§]SOV || Review Close Window
Change Order

File Edit View Actions Help

-

Workflow Actions | Submit

“ed] eneral
(]
&% Action Details =
Submit (Click here to view latest content
To... |  [Archana Atrey, Barbara Taylor,Bill Schwertfager] \>Task Notes:
Ce.. | [ | T3 Workflow Progress

Send For: AE Review

=] Line Item List
|

Attachments (0) Linked Records (0} General Comments Linked Mail (0
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Job Aids

» For additional reference materials visit our website ofcc.ohio.gov

» Click: OAKS CI -> Choose an Appropriate training

-

[ A e

;

/ Eloaksa x4

€ - C' [ ofcc.ohio.gov/OAKSCLaspx Q 7y

Hf Apps () WebEx ServiceNow [®] OAKS Cloud Login  [@] OIM  [@] OAKS Staging Websit | OFCC Website [ myOhiogov [3 OFCC Intranet

. -
'OHIO FACILITIES CONSTRUCTION COMMISSION /

e
m Services / Programs MNews / Events Opportunities ‘ OAKS CI ’ Resources m

Gloud Login [ ‘ouare here : QAKS CI
K-12 Legacy Login OAKS Capital Improvements (OAKS CI)
Agency-Higher Ed Training OAKS Capﬂal Impro\rements (OAKS CI) is a construction management system for State of Chio-sponsored
: capital improvement projects.
K-12 Training
Agency/Higher Ed K-12 Cloud System K-12 Legacy System
OAKS Cl News
Email OAKS CI Support Agency/Higher Ed K-12 User Login K-12 User Login
User Login

(Cloud System) (Old System)

Agency/Higher Ed K-12 Training K-12 Training
\ Training (Cloud System) (Old System)

Contacts & Forms

0AKS CI Support 0AKS CI Forms Additional Resources
=y OAKSCl@ofcc.ohio.gov  « User Application for Access + OAKS Cl Fact Sheet
\"i@ 614.644.2211 » ‘endor Information Form » Agency/Higher Ed FAQs
- « Proiect Information Form « K_12 Schools FACS v
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Add a Proxy

»  If you will be away from the office for an extended period of time,
you have the ability to add someone, from your organization as a
Proxy. By proxying in as you, they will have the ability to complete
work on your behalf.

32



Add a Proxy

8 If you will be away from the office for an extended period of time, you have the ability to add someone, from your
organization as a Proxy. By proxying in as you, they will have the ability to complete work on your behalf.

> To add someone as a Proxy:

> Click your name in the upper right hand corner (a)
» Click Preferences (b)
» Click Proxy (c)
» Click the + under, Users who can act as my Proxy (d)
padl » CE ol = [ '“;"’W‘— S

Sgn Ot

Preferences X

General Email Subscription Region Format Proxy b

Do not allow Proxies

Late My Proxy | am Proxy Proxy Login History
Not Started
W Is Progrees.

Users who can act as my Proxy

Name Email Proxy Status




Add a Proxy Cont.

8 Click the Select button next to Grant Proxy Access To* (a)
> Click the person you would like to grant Proxy access (b)
, Click Select (c)

Proxy User X
Proxy User Settings ]
User Picker X
*
Grant Proxy Access To
Search | Find on Page
-
| 3
Name First Name Last Name “ Company E-Mail
Start Date/Time @ 0SU External CM osu External CM State of Ohio yu.195@osu.edu
MM/DDYYYY HH E& | @ MUN Facility Contracting MUN Facility Contracting Offi... = State of Ohio xxx@das. state.oh.us
- Richard Feldmiller Richard Feldmiller State of Ohio rieldmiller@ysu.edu
End Date/Time ©
@ MUN Finance & Business MUN Finance & Business Se State of Chio oo @das state oh us
200
L VA ARA i EB | @ CLS Fiscal CLs Fiscal State of Ohio oo @das. state.on.us
Status @ OSU Fiscal Officer osu Fiscal Officer State of Ohio sosa.7@osu.edu
Inactive ® Active @ Cyndi Fout Cyndi Fout State of Ohio fout 9@osu edu
@ Anne Frost Anne Frost State of Ohio anne.frost@ofcc.ohio.goy
@ WSU Fund Manager Wsu Fund Manager State of Ohio ooi@das state oh us
‘ @ 0SU Funding Manager osu Funding Manager State of Ohio sosa.7@osu.edu
Cancel “ @ Supriya Gali Supriya Gali State of Ohio supriya.gali@ofcc.ohio...
@ Shiva Gannerla Shiva Gannerla State of Ohio shiva_gannerla@ofcc.o
@ SAO General Contractor SAQ General Contractor Stale of Ohio x04@das stale.oh.us
(@ uc General Counci uc General Council State of Ohio x@uc.edu
@ Brett Gundlach Brett Gundlach State of Ohio brett gundlach@ofcc.oh
(T Rhanda Hanemever Rhonda Hagemeyer State of Ohio rhonda.hagemever@of...
Total: 310
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Add a Proxy Cont.

, You have the option to choose and start and end period (a)
» Or you may simply set them to Active (b)
, Click OK (c)

Proxy User S

Proxy User Settings

Grant Proxy Access To *
| Supriya Gali Q ';;‘

Start Date/Time

| MM/DD/YYYY HH-MM AM Eﬁ) ‘
End Date/Time

| MM/DD/YYYY HH:MM AM % ‘
Status

Inactive @) Active

o ==l
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Proxy in as a User

y To proxy in as User whom has provided you permission, please see below:

> Proxy in as another OAKS Cl user:
> Click your name in the upper right hand corner (a)
» Click Proxy For - Choose Person (b)

B e % @ @shaunanmks v C—— e

I Get Unifier Mobile App

1,486 I 256 _
. Notifications Mail
Active Total Preferences J
m L] D

Cleveland State +

i
Sara Frestage Proxy For <4 7
4 Workflow Business Processes I

Business Process Last login: 08/28/2018 02:23 PM

4 0AKS CI Traning 1
72 Hour Notice Display ltems Per Pa
Action Items

Change Order

Contract
Contract Schedule of Values 0

W Late Design Reviews »
Not Started

W In Progress Meeting Minutes

o e o o

Professional Services Agresments

- o w 2 =M

0
0
Professional Services Amendments 0
0

@

Professional Services Pay Request




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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