Create and Amend Work Assignments
RPC Consultants
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Submit to:

Submit to: Submit to:




Access Your Project

» The quickest and easiest way to access your project is
to type your project name or number into the
navigation bar on your Cross Project Homepage




Creating a Work Assignment

» In Oaks Cl
navigate to: -

» Logs -> Work
Assignments

» Click New
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Form Completion

» Enter all relevant information into the general form

» Items with a red * are required
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Form Completion

» Scroll down to complete the remainder of the general form
» Click the Standard Tab to identify the work to be assigned




Add Line ltems

» In the Standard tab, click the Add Button




Add Line ltems

» The first line you will add will be the deduct line, this is to take money
away from the original contract line and give it to the Work Assigned
line. This will balance the work assignment.

» Click the Select button next to Reference




Add Line ltems

» Highlight the Reference line from the original contract that you wish
to deduct the money from and give to the Work Assigned line

» Click Select

N\




Add Line ltems

» Information about the chosen
Reference line will populate in
the form

» For Item Quantity, enter “1”
» For Units, select “Amount”

» For Item Unit Cost, enter the
deduct amount of the Work

Assignment

(If the work assignment is for
$15,000 then enter -$15,000)

» Deduct amount will be shown

in ()
» Click OK

N
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Add Line ltems

» Your deduct line item will populate into the lower (Standard) form
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Add Line ltems

» The second line item you will add is the line for the actual work to be
completed.

» In the Standard tab, click the Add button
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Add Line ltems

» This time, click the arrow next to WBS code

13



Add Line ltems

» You will see a large list of WBS codes

» To simplify, click Collapse
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Add Line ltems

» Now use the (+) buttons to expand the codes

» Choose the appropriate WBS code for the work to be provided and
click Select

-
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Add Line ltems

» WBS Code information wiill
populate into the form

» Enter a Short Description for the
work to be provided

» For Item Quantity, enter “1”
» For Units, select “Amount”

» For Item Unit Cost, enter the

amount of the Work Assignment

(If the work assignment is for
$15,000 then enter $15,000)

» Click OK
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Add Line ltems

» The work line is now populated in the lower (Standard) form

» Your Total Amount should now reflect $0.00
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Attach Documents

» Any necessary documentation must first be uploaded to Document
Manager (refer to Document Manager Job Aid) then it can be
attached to the record

» Click Add Attachment, Unifier Folder, Choose your document, Click
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Attach Documents

» Attachment will populate at the bottom of the record
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Submit Work Assignment

» You will now submit the Work Assignment to the Consultant for their
review and approval

» Choose the Workflow Action: Sign and Submit

» Click the “to” button to choose the Planner you need to send to

~

20




Submit Work Assignment

» Recipients name will now appear in the “to” field
» Click Send

N\
-
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Next Steps

» The Planner will review the Work Assignment and send it to
the Facility Assessor for Consultant Acceptance.

» The Facility Assessor will accept the Work Assignment and
the record will go to the End step.

» To Amend the Work Assignment, follow instructions on the

following slide.
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Amend Work Assignment

If you need to amend a Work Assignment, you will create a brand new Work
A55|gnment. Follow Slides 3, 4, and 5 of this Job Aid.

» When filling out the form, put the word “Amended” in with the Original title

» In the “Request Type” section, choose “Amended”

» Make the necessary corrections in this record and send it through the approval
process just like the original.

_ i /
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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