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Purpose and Procedure

n Provides for the submission, review, and approval of interir

or final payment requests for services completed by the
facility assessor

n References and relates directly to the schedule of values
(SOV) line item amounts as outlined in the Agreement

1 Workflow

Created byFacility Assessa@ Submitted to:RPC Approval
Sent to:Assessor Update (if necessafy)Sent to:OFCC Planner

Approval”A Sent to:OFCC Fiscal for ReviégwSent to:OFCC for
Payment Process




CreatiomStep

nFacility Assessor:

nCreates the DPE PS Pay Request
nSubmits the Request for Approval

nNote: Any documents that need attached to the
pay request must be uploaded into Document
Manager first

1 For information on Document Manager, please refer
to the Job Aid on the OFCC website, ofcc.ohio.gov,
underAll Users




DPE PSPay Request Creation

o =7 el =30 PRIMAVERA Unifier (Development)

#  Company Work.. SAO Consul

I?ll In Oaks CI naVigate @ Information o Agency >  Ohio Facilitie
to: o8 Cost Manager DPE PS Pay Req

i Data Manager

Logs> DPE PS Pay [EEEEeress &

Req u eSt ' > E 0 Title
\ DPE PS5 Pay Request [ Harrison Flanr
Fund Allocation M 65%FPR1
|7| C I I CkC re ate Fund Release i Hooks Co. PR
Hooks Co. PR

Fund Transfers

Trotwood Mad
Professional Services Agreements '

Champion LS
Professional Services Amendments
Harrison Planr
Professional Services Pay Request
Harrison Planr
Purchase Orders
Resource RP(

Vouch
ouchers Resource RP(

Work Assignments

B Reporis + —

Total: 10




Complete-Form

n Enter the required fields
n Enter the Title

N Select Contract Reference
n Select Period From and Period To

E DPE PS Pay Request - Trotwood Madison 63% - Project Mo, SFC-130888 - Google Chrome — O >

@ Secure | https://chio-stage-unifier.oracleindustry.com/bp/process/new?copy=1&attach=true&fromModel=udppréfromSource=cost&

- " . - il
File Edit View Actions Help [=] Professional Services Agreements - Google Chrome Elﬂlg
-
Workflow Actions | Submit v | 1= send Save ' Spelling.. (J Add Atf https://ohio-dev-unifier.oracleindustry.com/bp/studio/
—
.3 General DPE PS Pay Request File  View Help
& Open ¥ Clear & Find Close
General Professional Services Agreements - Current Wiew: All Project Records
o 3 ltemis) Page of 1 Display [100 ¥ | items Per Page
Crganization” Ohio Facilities Construction Commiss ]
Praject Numhber: |S FC-130828 Title Professional Services Provider
Resource International - RPC Resource International, Inc.

Froject Location: |C"F':C Cansultant Mame-Project Number | Amazing Architectural Inc.

Project Name: |OFCC Specialty Consultant List | Harrison Planning Group - Faciliies # Harrison Planning Group -

Titler Trotwood Madison 55%

Contract Reference: Harrison Planning Gr|  Select . Professiof | 3
Agreement Type: |Olher | EDGE Certified Sub? | |
Other Description: | | Received Date: [11/24/2014 02:59 AM (UTC-8) |
Period From: |‘11.f24f2014 09:00 AM (UTC-8) |E| = Period To: |‘12f:51.?2014 09:00 AM (UTC-8) |E| =
% Action Details 5

[=] Pay Request Details

Attachments (0) Linked Records (0} General Comments Linked Mail (0)




Complete-Form

1 Select the Vendor
n Complete the fields in the Payment Requested block

E DPE PS Pay Request - Trotwood Madison 63% - Project Mo, SFC-130888 - Google Chrome - O *
@ Secure | httpsy//ohio-stage-unifier.oracleindustry.com/bp/process/new?copy=1&attd i - (S
| P/, g ry /opsp =3 By E Project Vendors Google CI’Iumeh ' |
File Edit Wiew Actions Help https://ohio-dev-unifier.oracleindustry.com/bp/studio/bp/}
Workflow Actions | Submit v | iI=1Send Save 57 Speling.. | Add Attachmen File View Help
% General DPE PS Pay Request [ Open » Clear & Find Close
Project Vendors - Current View: All Project Records
Professional Services Provider Address 3 ltemis) Page of 1 Display Items Per Page
| 0AKs Business Unit | vendar Name | 0AKS Vendor
Vendor: |Harrison Planning Group  {(_ Select.. | * DAS01 Amazing Architectural Inc. 00000091 ~
Address Line 1 [1234 My Piace | SFCO1 Harrison Planning Group
SFCO1 Resource International, Inc. 000004198
Address Line 2: | |
City: [Columbus | |
State: | Ohio | . ,
ZIP: [43215 | l

Payment Requested

Final Payment?: = Amount (8): 53,000.00 =
Invoices for Reimbursable Exp. Attached?: Line Item Total (3):
Difference (5): $3,000.00

EDGE Notes

Enter your EDGE vendor's name, EIN, and the amount paid to them for work on this invoice here.
EDGE Vendor: [Bob Edge | EDGE Amount (5] | 10000

EDGE Vendor EIN: | |
= Action Details

= Pay Request Details

Attachments (0) Linked Records {0} General Comments Linked Mail (0}




Review SOV

" Prior to adding lines to your pay request, you may want to view the
remaining balance on your SOV (Schedule of Values)

" Click SOV at the top of your window

E Create New Contractor Pay Request - Project No. OCI-080001 - Google Chrome =RNCN X
& https://ohio-unifier.oracleindustry.com/bp/process/new?project_id=1003&mo ame=ucpr&csvimport=false
File Edit Wiew Actions Help ‘Waorkflow Actions | -Select- v
=Send [E]Save % Speling. (] Add Attachment » % Discussion( [3] SOV Close Window
2 General Contracto™NRay Badlest
m|
% Action Details
= mi
= Pay Request Details
&
Current View: All
0 temis) Fage 1 of 1 Display [100 + | ltems Per Page
Scheduled Previously| Earned This % Labor * * DPE or
Mo. | WBS Code Commit Short Description - ) Materials,  Services )
Value Earned Period Complete Reimb
Complete | Complete
3
gtAdd | BncCopya | [ import | mRemove | @ Fina | Total Amount: $0.00
Attachments (0) Linked Records (0} General Comments Linked Mail (0}




Review SOV

n This allows you to look at the Scheduled Value and Commits Remaining Ba
for each of the line items on your SOV

N You can also export the SOV to Excel by clicking Export and choosing the
Summary Schedule of Values Sheet

=] Schedule of Values - Google Chreme glL
| https://ohio-unifier.oracleindustry.com/bp/psov/view/processing?docid=0&recordid=5595
\ FilgEdit View
Ef Export ¥ [# Import = Rows |0 Split 2|f Fund Assignment
g Summary Schedule of Values Sheet
ErzmidnnE [ Currency: United States Dollar (USD)
Ref. WBS Item WES Code Breakdown Scheduled Value Commits Remaining Balance % Labor Complete % Materials Complete luate
1 1 Insurance CE-01-IN 5500.00 50.00 50.00 5100.00 3‘
2 2 Bond CE-01-5B S800.00 5800.00 50.00 50.00 ;I
3 3 Setup Shed CE-01-MBL S700.00 5700.00 50.00 50.00
4 4 Shed CE-01-MBM 5500.00 540.00 50.00 50.00
5 5 Earthwork CE-SI-31L 51.500.00 51,200.00 520.00 50.00
[ [ Eguipment Rental CE-SI-31M $1.200.00 5960.00 50.00 520.00
T 7 Concrete F i CE-FC-03L 58.000.00 58,000.00 50.00 50.00
8 ] Foundation Material CE-FC-03M $4.200.00 54,200.00 50.00 50.00
5 9 Bloc kiStone Walls CE-FC-D4L $5.500.00 55,500.00 50.00 50.00
10 10 |Wall Materials CE-FC-04M 54,100.00 $4,100.00 50.00 50.00 L
1" 11 Paint CE-FC-O7L 5500.00 5500.00 50.00 50.00
12 12 Paint CE-FC-O7M 50.00 50.00 50.00 50.00
LI
=
|
| | Total:S | $27,500.00 | $26,000.00 $20.00 $120.00 | [l
4| 3
javascriptpsovsheetExport('summary’) ApPply | OK Close |




Review SOV

J

U

N Note: This file is for reference only. It cannot beimgported into OAKS CI

This is how your SOV will look in Excel

H ©- = Summary_Schedule_of_Value_Sheet (6] - Excel ? H - 0O

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Katie Tuttle -

-I:I..D 3'& Catibn n A =E=Es. = General - | EZ Conditional Formatting - %“Insert ‘I %Y H
Egy - __ $ -0 o G Format as Table~ &7 Delete ~ - .
Pavste ¥ B I U- & A-===E= TSl GCE”S‘:}HES' EIFormat' & - ?ﬁg,&v ;;T,if‘i
Clipboard & Font [Pl Alignment [P Mumber Styles Cells Editing
Al - )‘1 Column: All
A B C D E F G H
1 |COIumn:ﬁ.lll
2 |Note: This file is for reference only. The contents of this file cannot be modified and re-imported into the Schedule of Value Sheet.
3
4 |Line Item WBS Item WES Code BreakdowdScheduled Value Commits Remaining Balance |% Labor Complete % Materials Complete N
5 1 Insurance CE-01-IN 4500.00 50.00 50.00 3100.00
5] 2 Bond CE-01-5B $800.00 $800.00 $0.00 50.00
7 3 Setup Shed CE-01-MBL 4700.00 $700.00 $0.00 40.00
8 4 Shed CE-01-MBEM $500.00 $40.00 $0.00 50.00
a 5 Earthwork CE-SI-31L $1,500.00 £1,200.00 $20.00 $0.00
10 6 Equipment Rental CE-SI-31M $1,200.00 $960.00 S0.00 $20.00
11 7 Concrete Foundation CE-FC-03L $8,000.00 58,000.00 50.00 30.00
12 8 Foundation Material CE-FC-03M 54,200.00 $4,200.00 50.00 30.00
13 9 Block/Stone Walls CE-FC-04L $5,500.00 $5,500.00 $0.00 $0.00
14 10 Wall Materials CE-FC-04M $4,100.00 $4,100.00 $0.00 $0.00
15 11 Paint CE-FC-07L $500.00 $500.00 $0.00 50.00
16 12 Paint CE-FC-07M $0.00 $0.00 $0.00 $0.00
17
18
19
20
21
22
23
Summary_Schedule_of Value Sheet (-!-) ] 3

READY H f -—F—+ 100%




Add Line:ltems

J

n Click on the Pay Request Detail Tab

n Click Add

E DPE PS Pay Request - Trotwood Madison 83% - Project Mo, SFC-130888 - Google Chrome

- a >
@ Secure | httpsy//ohio-stage-unifier.oracleindustry.com/bp/process/new?copy=1&attach=true&fromModel=udppréfromSource =cost&
File

Edit \View Actions Help

Workflow Actions | Submit

v | i(=ISend [F Save ¥ Speling.

(I Add Atachment = 7 Discussion [5]SOV Close Window
.2 General DPE PS Pay Request
[m|
(RE) A i 's
wﬂmu\ O
< = Pay Request Details
&
Current View: All
0 ltem(s) Page of 1 Display ltems Per Page
SOV
Mo. - Reference WES Code District Service Category Short Description Amount % Bi
Number

\ g Add >| chy‘l # Import | m Remove | EH Grid | &, Find | || Show Filtered Total Amount Total Amount:

Attachments (0)

Linked Records {0} General Comments

Linked Mail {0}




Add Line:ltems

Click on the arrow next to WBS Code
Choose the appropriate WBS Code and click Select

7

S SO S0 X«

Enter a Short Description and the Amount

~

JtA01 {88 3 'RR bSsé¢ G2 I RR
JtA01 {1 @S 3 /t2a8¢ (2 FTAYAAK

[&] Line Item - Google Chrome - O *

& Secure | https://ohio-stage-unifier.oracleindustry.com/bp/studio/bp/cost/itemopen?a=form

" Spelling... | Atach = 3% Delete Line ltem
DPE PS Pay Request Line [tem:

Use the WBS Code select to identify the Work Assignment related to this payment then enter the
details. You may import records from a spreadsheet.

— General

SOV Reference Number: |

WBS Code:| CS-FA-OT

Code Name:|C5 Oiher Facility Assessment
Dislricl:| Alliance City SD

Service Category: | Facility Assessment

Waork Assignment:

Short Description: Facility Assessment

Item Quantity: |
Item Unit Cosl:| $3:000.00| *
Percent Billed This Request:| 100]
Amount (3| 53,000.00/

Professional Services EDGE Certiﬂed'?:| |

Subcontractor/Supplier: | | setect.. |

Attachments (0) Linked Records (0}

Save & Close | Save & Add New Cancel |

F B
[S] SOV Picker - Google Chrome [E=SE

https://ohio-dev-unifier.oracleindustry.com/bp/sov/picker?record
(& Select )& Find _[F] Close Window

icker
Ref Description WBS C4
1 Services AE-AS-SL o
2 Toledo Seg 1 AE-BS-

11
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Add Line:ltems

1 Line item information displays in the Pay Request Details

n Continue to enter line items as necessary

n Ensure that the dollar amount entered in the top of the form matches the
dollar amount in the lower form

E DPE P5 Pay Request - Trotwood Madison 65% - Project Mo. SFC-130888 - Google Chrome — O X
@ Secure | https://ohio-stage-unifier.oracleindustry.com/bp/process/new?copy=1&attach=true&fromModel=udppré&fromSource=cost&fromModelld=6&
File Edit WView Actions Help
Workflow Actions | Submit v | i=Send Save ‘¥ Spelling.. ] Add Attachment - &7 Discussion [5]SOV Close Window
«2 General DPE PS Pay Request
m|
Payment Requested
Final Payment?: | No T|= Amount (3): 53,000,000 =
Invoices for Reimbursable Exp. Attached?: | No v Line Item Total ($): £3,000.00|
Difference (3): $0.00
EDGE Motes
Enter vour FNGFE vendors name FIN and the amount naid ta them for work on this invoice here
% Action Details
[m]
Submit
To... | & Task Notes:
Ce... | & Worlkflow Progress
Send For: RPC Approval and Validation
=] Pay Request Details
m|
Current View: All
1 ltem(s) Page (1 of 1 Display | 100 v | ltems Per Page
sov Item
Mo, - Reference WBS Code District Service Category Short Description Amount % Billed Quantity
Mumber
001 G CS-FA-OT Alliance City SD Facility Assessment Facility Assessment $3,000.00 100 1
gt Add | BnCopya | [FImport | fmRemove | EHGrid | & Find | Show Filtered Total Amount [Total Amount; $3,000.00
Attachments (0) Linked Records (0} General Comments Linked Mail {0} 12




Add Attachments

7
Pay Request record
Click Add Attachment

I
I
n Select File and click OK
I

Choose Unifier Folder and locate your documents

Attachments will populate in the lower left of the record

E DPE PS Pay Request - Harrison Planning PR 2 - Project Mo. SFC-130882 - Google Chrome

@ Secure | https://ohio-stage-unifier.oracleindustry.com/b

=18tattach="false&fromMode

dppré&fromSo

File Edi View Actions Help

Workflow Actions | Submit v| (=ASend [E]Save $* Spelling,

DPERS 2 My Computer

3 Unifier Folder

¥ General

Payment Requested

Final Payment?: | No

Invoices for Reimbursable Exp. Aftached?: | No

EDGE Notes

Enter your EDGE vendors name, EIN, and the amount paid to them for work on this invoice here.
27 Action Details

) Add Attachment -

7 Discussion

SOV Close Window

Upload all documents to Document Manager prior to attaching documents to P

jles - Google Chrome

o

Submit

To | Consultant Student1, Consultant Student10 Cor|

Send For: Approval and Validation
| Pay Request Details

Current View: All

1 Item(s) Page |1 of 1
S50V
MNo. - Reference| WBS Code District Service Category
MNumber
001 7 CS-FA-OT Arcadia Local 5D Facility Assessment

ByCopys | [ mport | fmRemove | EHGid | @ Find |

Linked Records (0}

Attachments {1)
S

S TaskN

¢ Workflo

Short Descri

Facility Asse:

General Comments

Show Filtered Total Amount  Total Amount:

Linked Mail (0

13

& https://o nifier.oracleindustry.com/b mments=true&pick:

Current Phase Documents - Current View: All

E--@ Documents 10 Item(s) Page 1 of 1 Display [ 100 v | ltems Per Page
=1 0000 Concept Develo| -
@0 0100 Acquisition E & | & | Ref | BP Name - Size | Upload Date
(10200 Design ) [ 0400 Post Construction
{"10300 Construction a i
10400 Post Constructiol TEIT Sim SRS
(1 0500 Extra Services 4 (2 0§00 Budget
10600 Budget I 2 Test Uploads
m-
5 L Test Uploads @ il Testdoc 5.docx 13 KB 12/03/2014

@ 0 testdocx 10 KB 04/16/2010
»
Copy Comments
Ok Cancel
L —= —
55,000.00|




Submit Record

n Verify Workflow Action

Youmust now choose who to send the pay requst

7
7
ne KS
7

/£ A01

0KS
ac¢2e¢

O(¢28

02E ¢ A fndme LJ2 LJdzt
Click Send to submit the record

odzuuzy

E DPE PS Pay Request - Trotwood Madison 65% -

Project Mo. SFC-1308!

@ Securs | httpsy//ohio-stage-unifier.oracleindusig. =true&fromModel=udppréfromSource=cost&fromMod
File Edit WView Actions Help
Workflow Actions | Submit v Send Save % Spelling.. (] Add Attachment ~ "_-’_. Discussion  [3] SOV Close Window
|3 General DPE PS Pay Request
r ~ [m]
E User/Group Picker - Google Chrome l =HhC J Payment Requested
& https://ohio-dev-unifier.oracleindustry.com/bp/share/ Final Payment?: [ No v = Amount (5): $3.000.00
A, Find | Invoices for Reimbursable Exp. Attached?. | No v Line Item Total (81 $3,000.00
FCC Specialty Consultant Li ¥ | Show By: | Users/Groups v )
Difference () $0.00
Users/Groups - Current View: All
7 Item(s) Page [1 of 1 Display [100 v | ltems Per Page EDGE Notes
Name ~| Company Enter vour FNGE vendnr's name FIN and the amount naid to them for wark on this invnice hera
Consultant Students State of Ohio 4 Action Details 5
i
Consultant Studentd State of Ohio
Gatekeeper &’ Shauna Hooks @Task Notes:
Katie Tuttle State of Ohio
Shauna Hooks State of Ohio e | 7% Workflow Progress.
Steve Mayo State of Ohio Send For: RPC Approval and Validation
[ D [= Pay Request Details
Agd | View Profile Wembers | o
Current View: All
Selected Users/Groups
M Name A 1 Item(s) Page 1 of 1 Display [ 100 v | items Per Page
\Ié L L L es ftem
MNo. - Reference WES Code District Service Category Short Description Amount % Billed TEn
Number
001 6 CS-FA-OT Alliance City SD Facility Assessment Facility Assessment 53,000.00 100 1
gtadd | EncCopys | [ impot | mRemove | EHeid | @ Find | Show Filtered Total Amount  Total Amount: $3,000.00

Attachments (0)

Linked Records (0]

General Comments

Linked Mail (0)
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What if | want to know the status
of my/Record?

15



Basic Record Status

n In Logs, choose Record type, click on specific Record
m ¢KS oFaAaAo adtldgdza OFy 6S OASESR
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