OAKS CI — Running the Contract SOV Macro

State of Ohio Standard Forms and Documents

The OAKS CI SOV macro automates the formatting of the Excel template into a .csv file for import to OAKS CI. The purpose is

to save time and effort by performing necessary validation and formatting tasks, resulting in less time spent troubleshooting
import errors.

1. After opening the file, your macro settings determine whether macros are automatically enabled (low security),
prompt for enabling (medium security), or are automatically disabled (high security). Macros will need to be enabled,
S0 security must be set to low or medium, with medium being suggested.

2. Excel 2003 uses a popup to prompt you to enable macros. Excel 2007 prompts with an information bar, as illustrated
below. Click the Options button, then select Enable this content.
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_ 2 |Note: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated.
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4 |WBS Code Code Description Short Description Amount ($) Subcontractor/Supplier
5 $0.00
3 |
7 [PA-00-00 Property Acquisition Summary
_8_'PA-PA-DD Property Acquisition General
_9_'PA-PA-BE Property Acquisition Budget
10 [PA-PARC Real Estate Commission
11 [PA-PA-AP Real Estate Appraisal
Microsoft Office Secunty Options -7 |3

@ Security Alert - Macro

Macro

Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path: C:\CI_template.xls

@ Help protect me from unknown content {recommended)

() Enable this content

Open the Trust Center | OK | [ Cancel

3. The macro must be enabled to automatically prepare the interface file. It is not necessary if you will only be entering
data, then saving for later updates.
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4. After all data has been entered and you are ready to run the macro, enable macros as shown above. Then, click the

Prepare Interface file button, highlighted below.
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2 |Note: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated. ;‘
3
4 |WBS Code Code Description Short Description Amount ($) Subcontractor/ Supplier
5 $0.00
6 }
_I_'_'PA-DU—DD Property Acquisition Summary
i’PA-PA—UD Property Acquisition General
_9_'PA—PA—BE Property Acquisition Budget
JQ'PA—FA—RC Real Estate Commission
| PA-PA-AP Real Estate Appraisal
12 [PA-LA-00 Land Acquisition Summary
_13_'PA—LA—BE Land Acquisition Budget
ﬁ'PA—LAfOT Land Acquisition Expense
JﬁV'PA-EA-DD Easement Acquisition Summary
iZPA-EA-BE Easement Acquisition Budget

5.  The macro will run, possibly causing the Excel window to flicker to some degree as the automated processes take
place. When the macro is complete, a screen like the following should be displayed. Note the popup message, and
that the filename has changed to a .csv file.
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1 |Import Business Process detail items
2 |Note: Do not change column structure
3
4D WEBS Codt Short DestAmount (§ Subcontrai Motes
5D CE-00-00~01 77 00- 850000 Imported 8/24/2009
6D CE-00-00~01 65 00 - 28500.00 Imported 6/24/2009
1o CE-00-00~01 3100- 15000.00 Imported &/24/2009
8o CE-00-00~00 72 00- 15000 00 Imported &/24/2009
9o CE-00-00~00 72 00 - 15000.00 Imported 8/24/2009
100 CE-00-00~Bond for 2 18000.00 Imported 6/24/2009
11D CE-00-00~Allowance: 25000.00 Imported 6424/2009
2o CE-00-00~ Move equij 26000.00 Imported &f24/200g | Micteseft Becel =)
13p CE-00-00~Tools and  8000.00 Imported 8424/2009
14D CE-00-00~Prepare or  7500.00 Imported 624/2009 | Process complete. The file will now close.
15D CE-00-00~Material to  4000.00 Imported &/24/2009
16D CE-00-00~00 72 00 C 20000.00 Imported &/24/2009
7o CE-00-00~Existing C  4272.00 Imported &/24/2009
18 |n CE-00-00~Existing C~ 500.00 Imported 624/2009
19D CE-00-00~Labor to in 25000.00 The Painte Imported &24/2009
20D CE-00-00~ Material to 10000.00 The Painte Imported &824/2009
21p CE-00-00~Install met 250000 Imported 8/24/2009
2D CE-00-00~Material to  2000.00 Imported &/24/2009
23 |D CE-00-00~Labor to s¢  3000.00 The Painte Imported 6/24/2009

6. When you click the OK button on the popup message, the file will close, and you can find the .csv file in the same
directory as the Excel file it was created from.

Note: If there is an error in the macro and you are not sure what to do, contact the OAKS Helpdesk.

M140-04-Clv1012

Page 2 of 2



