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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.

‣ In order to add a user as a Proxy they MUST currently have access to  
OAKS CI

‣ When someone Proxy’s in as you, they can do work on your behalf, 
however, they will not have access to change your password and 
there will be an audit trail of all transactional work they perform 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:
‣ (a) Click your name in the upper right hand corner

‣ (b) Click Preferences 

‣ (c) Click Proxy

‣ (d) Click the + under, Users who can act as my Proxy
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‣ (a) Click the Select button next to Grant Proxy Access To*

‣ (b) Select the person you would like to grant Proxy access

‣ (c) Click Select
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‣ (a) You have the option to choose and start and end period

‣ (b) Or you may simply set them to Active

‣ (c) Click OK
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‣ Proxy in as another OAKS CI user:

‣ Log into OAKS CI using your username and password

‣ (a) Click your name in the upper right hand corner

‣ (b) Click Proxy For – Choose Person
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211


