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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
consultant

N References and relates dlrectly to the schedule of values
o{ h+v t)\ys AUSY I-Y2dzyu I a
Agreement

1 Workflow

Created byConsultanth Submitted to:OFCC Staff Approwal
Sent to:Consultant Update (if necessary) Sent to:OFCC Fiscal
ReviewA Sent to:OFCC for Payment Process




CreatiomStep

nConsultant:

nCreates the Professional Services 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
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Complete-Form

n Fill out the information in the General and Payment Reques
blocks

E Create New Professional Services Pay Request - Project Mo, QCI-100001 - Google Chrome - [m} x
@ Secure | https://ohio-stage-unifier.oracleindustry.com/bp/process/new?fromMasterLog=18&wftemplate_id=14988&module_name=upspréproje
File Edit WView Actions Help
Workflow Actions = Send Save % Speling.. () Add Aftachment = &3 Discussion [§]SOV Close Window
¥Z General Professional Services Pay Request =
General
Organization: |Ohio Facilities Construction Commissio| Record Number: | |
Project Number: |oc|.1um}u1 | Creator: Katie Tuttle
Project Name: [SAQ Censultant List | Creation Date: | |
Project Location: |3{: West Spring Street | Status: | |
Title: [Test Consultant PR & Internal Ref. Number: | |
Contract Reference: [Design Services for OC Select... | * Professional Services Provider: L&rchie‘s Architectural Inc. |
Agreement Type: |Design | EDGE Certified Sub?: |N{) |
Other Description: | | Received Date: | |
Period From: [06/01/2017 05:00 PM (UTC-8) |E| * Period To: [06/30/2017 05:00 PM (UTC-8) |E| "|
Payment Requested
Final Payment?: = Amount (8): §5,000.00] *
Invoices for Reimbursable Exp. Attached?: = Line Item Total (S):
Difference (8): $5,000.00
Notes:
&% Action Details =
=] Pay Request Details
[m|
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 Create Mew Professional Services Pay Request - Project Mo, OCI-100001 - Google Chrome

— O s
@ Secure | https://chio-stage-unifier.oracleindustry.com/bp/process/new?fromMasterLog=18&wftemplate_id=1498&module_name=upspré&proje
File Edit View Actions Help

Workdlow Actions (=] Send Save ¥ Speling. |J Add Atachment » 7 Discussion [8] SOV Close Window
@ General Professional Services Pay Request

O
= ]

< =] Pay Request Details

=2
Current view. All
0 Item(s) Page of 1 Display ltems Per Page
Mao. v|WBS Code | Code Mame Short Description Amount |

C &t A Eg-. Copy« | [®Import | wmRemove | [E{Grid | @ Find | [ Show Fiitered Total Amount Total Amount: |

Attachments (0}

$0.0

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




Add Line:ltems

n Click on the arrow next to WBS Code

Choose the appropriate WBS Code and click Select
Enter a Short Description and the Amount

/| £t A0l aG{l @S 9 ' RR bSgé¢ (2 O2yiGAYy
/| £t A01 a{l @S 3 [ {2 i 3

=(

G N¢

=(

E SQV Picker - Goegle Chrome

{8 https://ohio-dev-unifier.oracleindustry.com/bp/sov/picker?record

(=] Line tem - Google Chrome - b X & Select ) Find [F Close Window
@ Secure | https://ohio-stage-unifier.oracleindustry.com/bp/studio/bp/cost/itemopen?a=farm SOV Picker

¥ Spelling... | Attach ~ X Delete Line ltem

Professional Services Pay Request Line ltem:
Ref Diescription WBS G
i1 1 Services AE-AS-SL
General
Toledo Seg 1 AE-BS-BA

WES Code:| AE-BS-BE Oy| =

ra
(8]

Code Name: A Basic Services Budget

Short Description: Basic Services * 1 | |
Professional Services EDGE Certified?:[No b
Amount (5): 55,000.00) =
SubConTacion Supphier. Select... |

EDGE Certified Sub?:

Motes

Attachments (0) Linked Records (0

Save & Close Save & Add New Cancel

10




Add Line:ltems

1 Line item information displays in the Pay Request Details

7

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: Create Mew Professional Services Pay Request - Project No. OCI-100001 - Goegle Chrome - m} X
B8 Secure | https://ohio-stage-unifier.oracleindustry.com/bp/process/new?fromMasterLog="1&wftemplate_id=1498&module_name=upspré C§
File Edit View Actions Help
Workflow Actions | Submit v | I=1Send Save W7 Speling. | Add Attachment v ) Discussion SOV Close Window
«2 General Professional Services Pay Request
[m|
Payment Requested
Final Payment?: | Na v = Amount (§): §5,000.00 =
Invoices for Reimbursable Exp. Altached?: | No v = Line Item Total ($): $5,000.00]
Difference ($): $0.00)
Motes:
3 Action Details
= O
Submit
To... I & Task Notes:
Cc... |
Send For: PM Approval
=] Pay Request Details
m}
Current View: All
1 Item(s) Page [1 of 1 Display | 100 v | ltems Per Page
No. | WBS Code Code Name Short Description Amount
001 AE-BS-BE AE Basic Services Budgst Basic Services $5,000.00
gtadd | Bncopys | [#import | fmRemove | EHGid | & Find | [/ Show Filtered Total Amoun{ Total Amount; $5,000.0
Attachments (0) Linked Records {0} General Comments Linked Mail {0)
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Add Attachments

n Upload all documents to Document Manager prior to attaching documents to P
Pay Request record

Click Add Attachment

Choose Unifier Folder and locate your documents

Select File and click OK

Documents will populate in the lower left of the record

=SS0 X«

E Create New Professional Services Pay Request - Project Mo, OCI-100001 - Google Chrome — O *

@ Secure | https://ohio-stage-unifier.oracleindustry.com/bp/process/new?fromMasterLog="18&wftemplate_id=1498&module_name=upsprip EQ

File Edit WView Actions Help

Workflow Actions | Submit v | {=Send Save ¥ Spelling. | ] Add Attachment = %7 Discussion [§]pOV Close Window
+¥ General Professiorfal Services Pay Requ 1 My Computer
[m|
=% Unifier Folder
Payment Requested
Final Payment?: | No v = s 55,000.00 =
Invoices for Reimbursable Exp. Aftached?: | No v = Lin{ [&] Select Files - Google Chrome [ = |6 &J
£ https://ohio-unifier.oracleindustry.com/bp/dm/file_picker?showCopyComments=true&picke
Notes: Current Phase Documents - Current View: All
% Action Details El--@ Documents 10 ltem(s) Page 1 aof 1 Display | 100 v | ltems Per Page
=1 0000 Concept Develo| o i
Submit -1 0100 Acquisition bl REE|| B REDS = zcy Ooioadlngie
To... | S Task Notes: @ (20200 Desian ! [ ] 0400 Post Construction
=1 0300 Construction £
ce.. | -1 0400 Past Conslrucliol IEIVSTREEUES
Send For: PM Approval -1 0500 Extra Services 4 [ 0600 Budget |
SUBUU Budget I Ga Test Uploads
i -] Test Upload
SR i TestUploads ] 0 Testdoc 5.docx 13 KB 12/03/2014
TTETETEE A izl 0 testdocx 10 KB 04/16/2010
»
1 ltem(s) Page |1 of 1
No.  ~|WBS Code Code Name Short Description Copy Comments
001 AE-BS-BE AE Basic Services Budgst Basic Services OK Cancel
— —
gfAdd | BmCopya | (& mport | fmRemove | [HGrid | @ Fing | [ Show Fiitered Total Amount Total Amount: $5,000.0
< Attachments {4) Linked Records {0} General Comments Linked Mail {0} 12
N

[




bmit Record

Verify Workflow Action
You must now choose thgerson tosend the record to

/£ A0] G(KS
¢KS ac¢2é¢

SCSSO X(

o

ac¢c2e

2E oAff

odzi G2y
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r
E User/Group Picker - Google Chrome SHECE X
& https://ohio-dev-unifier.oracleindustry.com/bp/share/ ) )
5 E Create Mew Professional Services Pay Request - Project No. OCI-100001 - Google Chrome - m} x
Find
FCC Specialty Consultant Li ¥ [ Show By: | Users/Groups v /] @ Secure | https://ochic-stage-unifier.oracleindustry.com/bp; fftemplate_id= Imodule_name=upspréy B
Users/Groups - Currant View: All File Edit View Actions Help
( 7 ltem(s) Page 1 of Display [100 v | ftems Per Page Workflow Actions | Submit v | {=ISend Save % Spelling. () Add Attachment + 7 Discussion SOV Close Window
Name + Company Professional Services Pay Request
|| Consultant Students State of Ohio " +2 General Lol 5
Consultant Studentd State of Chio = - o
T ayment Requeste
Katie Tuttle State of Chio Final Payment? [ No v|= Amount () 55,000.00 =
Shauna Hooks State of Chio . . .
n Invoices for Reimbursable Exp. Attached?: | Mo v|=* Line ltem Total ($): 5500000
Steve Mayo State of Chi
Difference (8): $0.00|
|
Add | View Profile Members
selected UsersiGroups ; Notes:
&% Action Details
Name - m]
LD C
I — 1 1 1
e’ @Task Motes:
.. |
Send For: Approval and Validation
= Pay Request Details
m]
Current View: All
1 ltem(s) Page (1 of 1 Display | 100 v | ltems Per Page
No.  ~|WBS Code Code Name Short Description Amount
oo1 AE-BS-BE AE Basic Services Budget Basic Services 55,000.00
gtadd | Bncopya | Fimport | fmRemove | EEGrd | @ Fing | [/ Show Filtered Total Amount Total Amount: $5,000.
Attachments {4) Linked Records (D} General Comments Linked Mail {0

13
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Submit Record

n Click Send

E Create New Professional Services Pay Request - Project Mo, OCI-1 1- Google Chrome — O >
@ Secure | https://chio-stage-unifier.oracleindust p/process/new?fromMasterLog="18&wftemplate_id=14988module_name=upspri EQ
File Edit WView Actions Help
Workflow Acfions {= Send Save ¥ Speling. ] Add Aftachment » &7 Discussion [8] S0V Close Window
—@ General Professional Services Pay Request
[m]
Payment Requested
Final Payment?: | No v = Amount (3] | $5,000.00] =
Invoices for Reimbursable Exp. Attached?: | Mo v | = Line Item Total (5): | 5530{:_[}:}1
Difference (S): | 50.00)
Motes: |
2 Action Details
= ]
Submit
To... | [shaunaHooks | B Task Notes:
ce.. | | |
Send For: Approval and Validation
=] Pay Request Details
O
Current View: All
1 Item(s) Page of 1 Display Items Per Page
MNo. v|WBS Code Code Mame Short Description Amount |
001 AE-BES-BE AE Basic Services Budget Basic Services 55,000.00
gfAdd | BmyCopya | [#Import | mRemove | [EHGrid | @ Find | [ | Show Filtered Total Amount Total Amount: | $5.000.0
Attachments (4) Linked Records (0} General Comments Linked Mail {0}




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

- PRIMAVERA Unifier Katie Tutle + W (@ Ssign Out
& School Facilities OAKS CI District. .. Oak Hills Local ... OAKS CI Trainin... ‘l—
OAKS Cl Training 4 - Home Agency > OQAKSCITraining » OAKS ClTraining 4 &
Alerts } : - = E A
Action ltems Switch to Classic View Record Details  Workflow Progress e
Tasks
Nofifications + Create Actions v | View| AllRecords w Slle || X General
Lri= T 7 Organization Record Number
uMail : Department of Administrative Al-D0165
- - Services
Information . RecordNo . Title Assignee Due D
Cost Manager Al-D0165 Test Action ltem 0510 Project Number Creator
g ALO0164 lest 1 0510 OC-090004 Katie Tuttle
Data Manager :
. AI-0D163 test 1 Project Name Creation Date
Docurnentt Manager D162 | Chris Hare OAKS Cl Training 4 05/02/2017 10:20 AM (UTC-8)
Logs . : _ -
... Al-0016 Carol Amistadi _ PPH oject Location
12 Hour Notice . A-D0160 Winnie Agbalevu 04/1 420
GBI ... Al-00159 Katie Marie 04/1 e Srre
Advertisements _ Al-DO15% Ben Posey 04/1 Test Action ltem Pending
Budget - Initial .. Al-DD15T katie 041 Assignee Priority
Dikyvi - REVISIONS . Al-DD156 DAVE BILLS 041 Medium
T A-00155 Emily Rinear o4 Meeting Minute Due Date
Closeout - Contractor Al-0D154 Katie Tuttle 04/1 05/00/2017 10:05 AM (UTC-8)
Closeout - Professional Serv_.. Alnnies STUNENT 4 s




Workflow Progress

m / EA0] aG22NJ Fft2¢6 tNRPRINBaaéE ibfstapK.
information about this record

/
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