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Click the Home button from 
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Miscellaneous Expense

Creation
(OFCC Fiscal Officer)

PM Review and 
Approve

Payment Processing 
(Owner Financial)

Workflow Steps:

Click the boxes to navigate directly to each section
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Create Miscellaneous Expense
(OFCC Fiscal Officer)
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Create Miscellaneous Expense

1. Click Logs to expand

2. Select the Miscellaneous Expenses BP

3. Click Create

1

2

3
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Complete General Tab
Fill out required information in 
the General tab:

a) Enter Title
b) Click the Select button to 

choose “Ohio Facilities 
Construction Commission”

c) Highlight Vendor Record
d) Click Select
e) Add the appropriate Invoice 

Number 

If Vendor Record is not available, 
follow instructions on the next slide

a

c d

b

e
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Complete General Tab
Fill out required information in 
the General tab:

f) If the OFCC Vendor Record is 
not available, type “Ohio 
Facilities Construction 
Commission” into the 
Vendor Name field

g) Add the appropriate Invoice 
Number 

f
g
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Complete General Tab

g) Scroll down to the Cost Summary section

h) Enter the appropriate Amount ($)

h

g
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i) Add Attachments if necessary

j) Add Comments if necessary

k) When the record is ready to 
move forward, click Send

For instructions on adding comments, follow 
the link above then return to this slide

Complete Record

i

k

j
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Send Record

‣ Verify the Workflow Action

‣ If  record is ready to move forward to 
PM Review and Approve:

‣ Select Submit
‣ Click Send
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PM Review and Approve
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Receive Task – PM Review and Approve

‣ PM receives an Email

‣ Click on the “Unifier Login” button to 
access the task
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‣ Click Accept to begin 
work on the record

Accept Task – PM Review and Approve
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a) Review information in the 
General tab, scrolling 
down as necessary

b) Review any Attachments

PM Review and Approve

a

b
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‣ If comments are needed, 
click the Comments tab to 
add them to the record

‣ If the record has been 
reviewed and is ready to 
move forward, click Send

PM Review and Approve

c

d

For instructions on adding 
comments, follow the link 
above then return to this slide
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Send Record

‣ Select the Workflow Action

‣ If  record is correct and ready to move 
forward to Payment Processing:

‣ Choose Accept
‣ Click Send

‣ If record must be returned for Update:

‣ Choose Return for Clarification
‣ Add a General Comment. See General 

Comments section for instructions.
‣ Click Send
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Payment Processing
(Owner Financial)
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Receive Task

‣ Owner Financial receives an Email

‣ Click on the “Unifier Login” button to 
access the task
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‣ Click Accept to begin work 
on the record

Accept Task
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‣ Click the Standard tab to 
add the Cost Code and 
Fund Codes to the record

Add Cost Code and Fund Codes
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a) Click Add
b) Click the Select button 

in the WBS Code field

Add Cost Code and Fund Codes

a
b
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c) Click Collapse
d) Expand OR-00-00
e) Select OR-OT-OT
f) Click Select

Add Cost Code and Fund Codes

c

d

e

f
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g) Add a Short Description
h) Click Select next to Fund Code
i) Choose the Fund Code
j) Click Select

Add Cost Code and Fund Codes

h

i

j

g
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a) Click the Purchase Order tab

b) If the PO has already been recorded 
in OAKS CI and tied the 
Miscellaneous Expense, verify that it 
appears appear under the Purchase 
Order tab. Once verified, skip ahead 
to the Voucher Instructions section.

c) If the Purchase Order has not been 
recorded yet, click Create

Record Purchase Order

a

b

c
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d) Fill out or select the required 
fields including:

‣ Title
‣ Status -> Dispatched
‣ PO Purpose -> OFCC Fees
‣ Financial System of Record -> 

(Select appropriate system)

Record Purchase Order

d
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e) Click the Select button next to the 
Vendor field

f) Choose Ohio Facilities 
Construction Commission *

g) Click the Select button

If there is no active Vendor for the Ohio Facilities 
Construction Commission, follow the instructions 
in the Create Project Vendor section of this 
document, then return to this slide.

Record Purchase Order

e

f

g

*
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h) Click PO Distribution Lines 
tab to add Fund Codes

Record Purchase Order

h
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i) Click the Select button next to 
the Fund Code field

j) Select the Fund Code

k) Click the Select button

l) Fill out required fields:

‣ Short Description
‣ Amount ($)
‣ Financial System of Record

m) Click the Save button

Record Purchase Order

i

l

m

j

k
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The added line item will 
display on the record 

n) Click the General tab to 
add the PO Details 

Record Purchase Order

n
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‣ Scroll down to PO Details Section

o) Enter the OAKS PO Number 
(from your financial system of 
record), OAKS PO Amount, OAKS 
PO Date, and Date Dispatched

p) Click the Submit button to 
complete the PO

‣ (This closes the window and returns to 
the Miscellaneous Expense record)

Record Purchase Order

o

p
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a) Click the Voucher tab

b) If the Voucher has already been 
recorded in OAKS CI and tied the 
Miscellaneous Expense, verify that it 
appears appear under the Voucher 
tab. Once verified, skip ahead to the 
Send Record section.

c) If the Voucher has not been recorded 
yet, click the Create button

Record Voucher

a

b

c
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Record Voucher

d) Complete required fields in 
the General tab

‣ Enter Title
‣ Select Status -> Paid
‣ Select Financial System of 

Record 

d
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Record Voucher

Scroll down to Voucher Line 1

e) Click the Select button next to 
OAKS PO Name

f) Choose the appropriate PO

g) Click the Select button 

e

f

g
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Record Voucher

h) Enter Voucher Details
(from your financial 
system of record):

‣ OAKS Voucher ID
‣ OAKS Payment Date
‣ OAKS Payment Method
‣ OAKS Payment Amount

h
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Record Voucher

i) When the Voucher is 
complete, click Submit i



36

Record Voucher

‣ The window will close and 
the Voucher will be 
attached to the record
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Send Record

‣ When the all steps have 
been completed and the 
record is ready to move 
forward, click Send
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Send Record

‣ Select the Workflow Action

‣ If  record is complete:

‣ Choose Paid
‣ Click Send

‣ If record must be returned for Update:

‣ Choose Return for Clarification

‣ Add a General Comment. See General 
Comments section for instructions.

‣ Click Send
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Add OFCC Vendor to Project

1. Click Data Manager to expand

2. Select the Project Vendors BP

3. Click Create

1

2

3



40

Add OFCC Vendor to Project
1. Click the Select button in the 

Vendor field

1

2

3

4

5

4. Choose the Vendor
5. Click the Select button

2. Click the Search button
3. Enter your OAKS Business 

Unit and “Ohio Facilities”
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Add OFCC Vendor to Project

‣ Fields will auto-If you see any 
information that appears incorrect, 
please contact the OAKS CI Help Desk

6. Change the Status field to Active
7. Click Submit

6

7

mailto:OAKSCI@ofcc.ohio.gov
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‣ Comments are a good way to communicate with team members about a specific record

Adding Comments

❶ Click the Comments tab located in 
the right pane of the record

❷ Type your comment in the Text Box

❸ Important: uncheck Hide to make 
the comment visible to everyone 
working in the record

❹ Click the Post button

❺ Your comment will be added to the 
record and display below

1

3

2

4

5
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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