
Pay Requests, Review & Approval
Agency/Higher-Ed
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Types and Process
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‣ As the representative for the Owner, you will be 
reviewing and approving two types of pay request 
records:

‣ Contractor Pay Request
‣ Created by: Contractor  Submitted to: Associate (A/E) Review  Sent 

to: Contractor Update (if necessary)  Sent to: PC Review and 
Validation  Sent to: PM Review  Sent to: PM Supervisor Review 
Sent to: Owner Approval  Sent to: Owner for Payment Processing

‣ Professional Services Pay Request
‣ Created by: Associate (A/E)  Submitted to: PM Approval  Sent to: 

A/E Update (if necessary)  Sent to: PC for Payment Request Validation 
 Sent to: PM Supervisor Approval  Sent to: Owner Approval  Sent 
to: Owner for Payment Processing



Receive an Email
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‣ When you have a Pay Request for you to review and approve, 
you will receive an email notification from OAKS CI



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
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Task Action
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‣ To review and approve the Pay Request:
‣ Navigation to: Collaboration -> Tasks
‣ Double-click your Task to open



Task Action
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‣ Review Task Details and any Task Notes
‣ Click “Accept Task”



Review the Record
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‣ Click the General Tab to expand the upper form
‣ Carefully review the record by scrolling through the upper form

‣ Ensure that all data entered is correct



Review the Record
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‣ Click on the Pay Request Details Tab
‣ Review all line items for accuracy

‣ Make sure Total Amount is correct



Approve the Record
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‣ Once you have completed your review, click on the Action Details Tab
‣ Choose the Workflow Action: Approve
‣ The “To” box will populate with who the record goes to next
‣ Click Send



Next Steps
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‣ The record will now go to the person in the “Owner Financial” role
‣ The Owner Financial will create a Voucher in their own Financial 

System of Record, then Record that Voucher in OAKS CI

‣ Finally, they will complete the Payment Processing step by plugging 
in that Voucher into the Pay Request Record

‣ For more information on completing the 
Payment Processing step, please refer to the 
Record and Apply Voucher Job Aid



Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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