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apital mprovements



‣ 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 CI
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What does OAKS CI do for you?



System 
Navigation
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‣ 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.



 Navigate to: https://ohio-unifier.oracleindustry.com/bluedoor
 Enter your assigned Username and Password
 Click “Sign In”
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Note: Please ensure 
that your pop-up 

blocker is disabled for 
this site



‣ The Home button         is located on the left hand side of project tabs
‣ Your Home Page allows you to see all tasks (your work) for any of 

your projects
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Projects with Active Tasks

Quick Links-
• All Task’s
• All Notifications- Records for which you have been cc’d (no action required)
• All Umails- internal project mail sent to you

Review Tasks by Business Process
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‣ 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



‣ 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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‣ Click Tasks in the dark gray menu to the left
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Today  Tomorrow 
Together  10

‣ 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
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‣ Your mailbox houses:
‣ Notifications - any records that you’ve been Carbon Copied on

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

‣ You can delete any drafts you no longer need



OAKS CI times out after 60 Minutes of Inactivity
‣ All unsaved work will be lost
‣ No warning will be given

13

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

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



‣ Click Document Manager -> Documents in the dark gray 
menu to the left
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 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: http://ofcc.ohio.gov/OAKSCI.aspx
◦ If you have any questions about where to store documents please contact your OFCC OR Agency Project Manager or Project Coordinator

15

http://ofcc.ohio.gov/OAKSCI.aspx
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‣ 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
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‣ In Logs, choose Record type, click on specific Record
‣ The basic status can be viewed in the “Record Details” preview
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‣ Click “Workflow Progress” in the preview screen to view the step-by-step 
information about this record



Create a 
New Record 

In Logs
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Today  Tomorrow 
Together 
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‣ Click on the Record Type you wish to create then click the 
“Create” button
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‣ Fill out all required information in the General Tab
‣ Required information is marked with a red *

‣ Attach any necessary documentation
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‣ 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



‣ Verify Workflow Action
‣ Click Send
‣ This record now becomes a Task for users in the “To” box
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These recipients will receive a Task



‣ 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 (oaksci@ofcc.ohio.gov) 
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mailto:oaksci@ofcc.ohio.gov


Working with 
Tasks
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Today  Tomorrow 
Together 
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‣ When you have a task to complete in OAKS CI, you will receive a 
notification via Email

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

Click here to access 
your Task



Today  Tomorrow 
Together 
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The link will take you to your task list within the appropriate project

‣ Double click to the Open the Task 



Today  Tomorrow 
Together 
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Click to Accept Task (if not already accepted)

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



Today  Tomorrow 
Together 
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‣ Click all tabs and complete any necessary sections and required 
fields (denoted with a red *) or simply review the record



Today  Tomorrow 
Together 
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‣ If a Workflow Action isn’t already populated:

‣ Choose a Workflow Action from the dropdown menu

‣ Click Send button                   to submit the record



‣ For additional reference materials visit our website ofcc.ohio.gov
‣ Click:  OAKS CI -> Choose an Appropriate training 

31



‣ 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.
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‣ 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)
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a
b

c
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‣ 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)
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b

c



‣ You have the option to choose and start and end period (a)
‣ Or you may simply set them to Active  (b)

‣ Click OK (c)

35

a

b
c



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

‣ Proxy in as another OAKS CI user:
‣ Click your name in the upper right hand corner (a)
‣ Click Proxy For – Choose Person (b)
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a

b
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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