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Certified Payrolls
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Certified Payrolls
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йThe Certified Payrolls record is mandatory before 
submitting a pay request

йCreate the Certified Payrolls record for each Pay 
Request to be submitted



Certified Payrolls Creation
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йIn Oaks CI navigate 
to:
йLogs -> Certified 

Payrolls K-12

йClick Create



Certified Payrolls
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йEnter Information in the 
Upper Form (General)

йComplete required fields*
йStatus:

- Pending: When still 
updating

- Complete: Only when 
record is final

йContract Name

йPay Request Period Start

йPay Request Period End

йNote: Check the 
confirmed box if the 
work for this report 
is done by the Prime 
Contractor



Add Subcontractor Details
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йIf there are subcontractors, you must add 
their information into subcontractor details



Finish Certified Payroll Record
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йAttach certified Payrolls 
to the record

йAdd a General 
Comment, if applicable

йChange status to 
ά/ƻƳǇƭŜǘŜέ

йClick Finish Editing

йNote: Once you click 
Finish Editing and the 
Status of the record is 
ά/ƻƳǇƭŜǘŜέ ǘƘŜ ǊŜŎƻǊŘ 
will be locked and can 
no longer be edited.



Application for Payment
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Purpose & Procedure
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йThe Application for Payment Business Process (BP) allows for the 
contractor to request payment for items recorded in the Contract SOV. 

йThis process includes:
йBilling of services, material and labor
йBilling for stored materials
йCalculation of retainage

йWorkflow
Created by: Contractor Ą Submitted to: A/E Review Ą Sent to: Contractor 
Update (if necessary) Ą Sent to: OA Review Ą Sent to: PC Review & Validation Ą
Sent to: PM Review Ą Sent to: District Approval Ą Sent to: Payment Processing



Application for Payment Creation
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йIn Oaks CI navigate 
to:
йLogs -> Application 

for Payment K-12

йClick Create



Complete General Block
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йAll fields marked with a red * are required

йFill out any additional information



Add Certified Payroll Record
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йClick Select next to Certified Payroll and choose the 
appropriate certified payroll record



Previous Pay Request
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йSelect whether this is the initial pay request

йVery Important! If this is not the initial pay request, click select to choose 
previous pay request. 



Review SOV

14

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

йClick SOV at the top of your window



Review SOV
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йThis allows you to look at the Scheduled Value and Commits Remaining Balance 
for each of the line items on your SOV

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



Review SOV
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йThis is how your SOV will look in Excel

йNote: This file is for reference only. It cannot be re-imported into OAKS CI


