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Property Acquisition Training Material 
                                                         [Existing Property/Lease] 

1) How to enter a Property Acquisition for a property (owned/leased) already approved by OSF:  
 

a) District Facilities Data Entry User - Select the “Property” tab, then “Property Acquisition” and Select “Create New Acquisition” 

 
Figure 1: Create New Acquisition Button  
 

b) District Facilities Data Entry User - Complete the “Description”, “Utilities” and “Completion” tabs 

 
Figure 2: District Facilities Data Entry User Tabs to Complete 
 

c) District Facilities Data Entry User – “Completion Tab” - Contact your local county if help is needed to answer the following: 

 
Figure 3: Actual Purchase Information 
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Property Acquisition Training Material 
                                                  [New Purchase/Lease] 

2) How to enter a Property Acquisition for a property (owned/leased) seeking OSF approval:  
 

a) Select the “Property” tab, then “Property Acquisition” and Select “Create New Acquisition”                         

 
Figure 1: Create New Acquisition Button 
 

b) District Facilities Data Entry User – Complete the “D

 
Figure 2: District Facilities Data Entry User Tabs to 

escription” and “Utilities” tabs                         

Complete 
 

c) OSF User to Evaluate the Property – Complete the “Site Visit”, “Demographics” and “Comments” (if desired) tabs 

 
Figure 3: OSF User Tabs to Complete 
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f) Board Chair – Review the information and complete the “Comple

 
Figure 6: Board Chair Tabs to Complete & Submit to OSF 

 
 

 
d) District Facilities Data Entry User – Complete the “Comments” (if desired), “Upload” and “Completion” tabs and submit to 

Superintendent 

 
Figure 4: District Facilities Data Entry User Tabs to Complete & Submit to Superintendent 
 

e) Superintedent – Review the information and complete the “Completion” tab to submit to the Board Chair  

 
Figure 5: Superintendent Tabs to Complete & Submit to Board Chair 
 

tion” tab to submit to OSF 
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g) OSF Director – Review and Approve or Reject Property Acquisition 

 
Figure 7: OSF Director Tabs to Complete & Submit for Approval 
 

h) District Facilities User – Complete the “Completion” tab f

 
Figure 8: Actual Purchase Information 

or when the property was purchase, purchased amount and number of acres. 
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Property Acquisition Approval Flowchart 
[New Purchase/Lease]

 
Figure 9: Property Acquisition Approval Flowchart for New Purchase/Lease 
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