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Certified Payrolls



Certified Payrolls

» The Certified Payrolls record is mandatory before
submitting a pay request

» Create the Certified Payrolls record for each Pay
Request to be submitted




Certified Payrolls Creation
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Certified Payrolls

» Enter Information in the
Upper Form (General)

» Complete required fields *  [Bemmrme s —

https://ohio-train-unifier.oracleindustry.com/bp/studio/bp/open?model=ucpké&a=form.0&b=ucpk&srcid=18&id=1&source=database&[

> Status: File Edit View Help

Finish Editing Save % Spelling. () Add Attachment ~ [E] Close Window

- Pendlng: When Stl“ 'ﬁGe"e_ra' _ Certified Payrolls K12

&
u pd ati ng Project Number: |SFC-DSDDD1.D1 | Record Number: |Cp_ggg1 ‘ -
Project Name: [Cak Hills Local Building Praject | Creation Date: [12/03/2015 11:44 AM (UTC-8) ‘
- Co m p I ete : O 1] Iy Wh en Ul Organization Name: | | Creator: Katie Tuttle
. . Facility Name: | | Status: | Pending v| -
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iS d O n e by t h e P ri m e | Atachments 0 Linked Records (0} General Comments Linked Mail (0
Contractor




Add Subcontractor Details

» If there are subcontractors, you must add
their information into subcontractor details

r — S e ——
[&) Certified Payrolls K12 - Project No. SFC-080001.01 - Google Chrome =RECE X
{8 https://ohio-train-unifier.oracleindustry.com/ tudic open?model=ucpk&a=form.0&b=ucpk&srcid=1&id=1&source=database?
File Edit View Help E Line Item - Google Chrome l =NACE X
[E¥ Finish Ediing  [E] Save ™% Spelling. () Add Attachment » [&] Close Window {3 https://ohio-train-unifier.oracleindustry.com/
.5 General Certified Payrolls K12 " Spelling... | Attach = ¥ Delete Line ltem
= Subcontractor Defails I Certified Payrolls K12 Line ltem:
|
Current View: All J»
- Subcontractor Name: Bob's Concrete Select... |*
0 ltemis) Page |1 of 1 UTIIZEA INIS Fenoay:| Yes v
Utilized This | Payroll SUREFTIEEE Subcorly Payrall submitted?:| Yes v
No. Subcontractor Name - o0 i - Payroll Period FPayroll _
Period? submitted? Start End Subcontractor Payroll Period Start:[g1/01/2016 e
Subcontractar Payroll Period End:[01/31/2016 e
Shart Description:[Bob's Concrete Payroll | *
MNotes:

_ Additional Information
gtAdd |)Encopya | @import | tmRemove | EHeid | @ Find |
ikl

Award Date: EDGE
Attachments (D) Linked Records (0} General Con| Certified
L Sub?:
Frojected 3 Frojected 3
Start Date: End Date:
Actual Start I Actual End I
Date: Date:
I Attachments (0) Linked Records (0)

Ok Cancel




Finish Certified Payroll Record

Attach certified Payrolls
to the record

Add a General
Comment, if applicable

Change status to
“Complete”

Click Finish Editing

Note: Once you click
Finish Editing and the
Status of the record is
“Complete” the record
will be locked and can
no longer be edited.

1] Certfied Payrolls K12 - Projed

t Mo, SFC-(

& https://ohio-train-unifier.oracleindustry.com/bp/studi
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[E% Finish Editing Save ”\’/"Spelling 0l Add Attachment = E Close Window

3 General Certified Payrolls K12
[m]
Project Number: |SFC-080001.01 Record Number: [cP-0001 -
Project Name: |Cak Hills Local Building Project Creation Date: [12/03/2015 11:44 AM (UTC-8)
OCrganization Name: Creator; Katie Tutlle
i Facility Name: Status: | Complete v
Contract Name: [Joe General Contractar Select... | Vendor Name™ Joe General Contractor
Pay Request Period Start: [01/01/2016 [ Pay Request Period End: [01/21/2014 s
Prime Contractor Payroll Report
Worked This Period?: | Yes M Payroll submitted?: |-Select- M
Prime Payroll Period Start: [01/01/2016 & Prime Payroll Period End: 5173172016 JEc] -
= actor Details
[m]
1 ltemi(s) Page 1 of 1 Display | 100 v | tems Per Page
Subcontractor Subcontractor
Utilized This | Payroll . .
MNo. ~| Subcontractor Name ) ) Payroll Period Payroll Period Actual Start Date | Actual End Date
Period? submitted?
Start End
001 Bob's Concrete Yes Yes 01/04/2015 01/12/2016
gtAdd | Bacopya | @ import | fmRemove | Eeid | @ Find |

Attachments (0)

Linked Records (0}

< General Comments ,

Linked Mail {0}
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Application for Payment



» In Oaks Cl navigate
to:

» Logs -> Application
for Payment K-12

» Click New

Application for Payment Creation

PRIMAVERA Unifier
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Complete General Block

» All fields marked with a red * are required

» Fill out any additional information

E Create New Applications for Payment K12 - Project No. SFC-080001 - Gocgle Chrome Elﬂlg
https://ohio-train-unifier.oracleindustry.com/bp/process/new?wftemplate_id=2969&module_name=uafpk&csvimport=fa
File Edit “iew Actions Help Workflow Actions | -Select- A
(= Send Save % Spelling.. | Add Attachment » §73 Discussion [§]SOV Close Window
3 General Applications for Payment K12 -
Complete the General, Certified Payroll, and Previous Pay Reguest blocks; then complete the Pay Request Details on the lower form by clicking Add.
General
Project Name: [QAKS CI District Training Project1 | Record Number: | |
Project Number: [SFC-080001 | Creator: Katie Tuttle
Crganization Name: }DAKS Cl District Training Project- 1 | Creation Date: | |
Facility Mame: Status: | |
Title: [Test Application for Payment = Request Date: | |
Contract Reference: [D3 District Training Select... | * Vendor Name: [Dynamix Enginesring |
Final Payment?: [ No v | = EDGE Certified Prime?: | |
Retainage Release Requested?: | -Select- v Contract Type: [CM at Risk |
Period From: [14/23/2015 | B = Period To: [12/01/2015 |EE = I
Internal Ref. Number: | | Associate Approval Data: | |
Certified Payroll
Create a Certified Payroll record containing all data associated with this pay request and set the status to Complete. Selectthe record here.
Certified Payroll Select.. |
Pay Request Period Start: | | Pay Request Period End:
% Action Detail
=4 Action Details 5
= Pay Request Details
O
Attachments (0) Linked Records (0 General Comments Linked Mail {0}




Previous Pay Request

» Select whether this is the initial pay request

» If not, click select to choose previous pay request. Very Important!

' ™
E Create New Applications for Payment K12 - Project No. SFC-080001 - Google Chrome E@Iﬂ
https://ohio-train-unifier.oracleindustry.com/bp/process/new?wftemplate_id=2969&module_name=uafpk&csvimport=fa
"y . g /0P, ess, W _ 9 C = C
File Edit Wiew Actions Help Workflow Actions | -Select- A
(=] Send Save % Spelling. (] Add Attachment » 53 Discussion SOV Close Window
& General Applications for Payment K12
g
Previous Pay Request *
Select your most recent, approved pay request. For first pay request leave blank.
Initial Pay Request?: | Mo v
Previous Pay Request: Select... | = Previous PR Contractor: | |
. F
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File View Help
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Off Site Stared Applications for Payment K12 - Current View: All Project Records
Materials: 3 ltem(s) Page of 1 Display ltems Fer Page
Installed Materials:
Title Contract SOV Contractor Name Percent Total Payment
i Complete Requested
Previous Stored| 50 Dﬂl This Period Stored 03 District Training PR 02 | 03 District Training Dynamix Engineering 0 3000000 =
Materials: Materials: 03 District Training PR 01 | 03 District Training Dynamix Engineering o 20,000.00
SFC-080001-02-01 PR 1 SFC-080001-02-0° Dynamix Engineering 0 115,000.00
Previous F'a\,rment| $D.Dﬂ| This Period Payment
Allowed: Allowed: . , =
Earned Current Request
i Currant Sanirae- Tnnn Furrant Matarial- T nnl v
2% Action Details 5
=] Pay Request Details
O
Attachments (0) Linked Records (0) General Comments Linked Mail {0}
L
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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

WS Create New Applicat:one 1o G020 - Google Chrome
https://ohio-unifier.oracleindustry.com/bp/process/new?project_id=2090&m Pname=uafpk&csvimport=false
File Edit View Actions Help Warkflow Actions | -Select- \
- P —
= send save % Spelling.. |j Add Attachment » 7 Discussion ([5]sov )i Close Window
& General Applications ToT Payment K12
O
% Action Details
- m
=] Pay Request Details
=
Current View: All
0 lem(s) Page of 1 Display ltems Per Page
Scheduled Previous| Earned This
MNo. *|WBS Code Commit Short Description Value Earned - Period % Labor Complete % Materials Complet
1| 3
gfAdd | Bycopya | [@import | fmRemove | @ Find | Total Amount: | $0.00)
Attachments (0) Linked Records (0] General Comments Linked Mail (0}
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Review SOV

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

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

(=] Schedule of Values - Google Chrome 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
1 3 3
Breakdowns | 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 $500.00 50.00 50.00 5100.00 i‘
2 2 Bond CE-01-5B $800.00 $800.00 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 $500.00 540.00 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-D4M 54.100.00 54,100.00 50.00 50.00 I
1" 1M 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
\
=
£1
|
| | Total:3 | 527,500.00 | 5.26,000.00 520.00 5120.00 | t
1 3
javascriptpsovsheetExport('summary’) ApPply | OK Close |
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Review SOV

» This is how your SOV will look in Excel

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

H - = Summary_Schedule_of Value_Sheet (§) - Excel T i R | 15 4
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Katie Tuttle ~
&D 3{} Calibri Ju aay == o - % General - E[%Conditional Formatting = %“Insert - 2 %Y H
Em - _ $-9% > GFormat as Table~ i Delete - - ]
Pﬂth ~ B I 4u- & L =E==E% T GCE”StthS' EIFormat' &~ ?ﬁ:;&- :;T;P;
Clipboard Font [F} Alignment o Number Styles Cells Editing -
Al A j1 Column: All v
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 WEBS Code BreakdowdScheduled Value Commits Remaining Balance |% Labor Complete % Materials Complete N
5 1 Insurance CE-01-IN 3500.00 30,00 30,00 $100.00
6 2 Bond CE-01-SB $800.00 $800.00 $0.00 $0.00
7 3 setup Shed CE-01-MBL $700.00 $700.00 $0.00 $0.00
8 4 Shed CE-01-MBM $500.00 $40.00 $0.00 $0.00
2] 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 $0.00 $20.00
11 7 Concrete Foundation CE-FC-03L 58,000.00 58,000.00 50,00 50.00
12 8 Foundation Material CE-FC-03M 54,200.00 $4,200.00 30.00 50.00
13 9 Block/5tone 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 $0.00
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 ({-) ] ¥

READY H M -——F——+ 100% 14




Add Line Items

» Enter a line item corresponding to each item on the Schedule of Values
(SOV) from the agreement for which payment is requested

» Click on the Pay Request Details Tab
» Click Add

E Create New Applications - Google Chrome (=R

https://ohio-unifier.oracleindustry.com/bp/process/new?project_id=2090&module_name=uafpk&csvimport=false

File Edit View Actions Help Workflow Actions | -Selsct- v

Hsend [ESave ¥ Spelling. ([ Add Attachment - 52 Discussion [3]SOV  [H] Close Window

.2 General Applications for Payment K12
[m|

% Action Details
= ]

=] Pay Request Details )

=
Curren :
0 ftem(s) Page of 1 Display ltems Per Page
Scheduled Previousl Earned This
Mo, +|WBS Code Commit Short Description Value Eamed - Pariod % Labor Complete % Materials Complete
Y
1| 3
ByCopya | [&Import | fRemove | @ Find | Total Amount: | 50.00)
Attachments (0} Linked Records (0} General Comments Linked Mail (0}




Pay Request Details

» Click on the Pay Request Detail Tab
» Click Add
» Select Detail Line Item

» Click in Short Description box of the field chosen, and type in a Short
Description

E Line Items - Google Chrome =RESN X
& https://ohio-unifier.oracleindustry.com/bp/studio/bp/cost/opengrid?pref=ucsov&unit_price_check=1248&from:
@ Split % Cancel Row Changes
Line tems Page |1 of 1 Display | 100 v | items per page
Ref SOV Reference Number |WBS Code * WES Item Shart Description * Subcontractor/Supplien
oo 1| CE-01-IM insuranc e
<' =] Pay Request Details 002 2| CE-FC-D3L labor -concrete P
\; 003 3| ceFcpaL labor 2 ([<W D)
Current View: All 004 4| CE-FC-D3M material-concrete
D ltem(s) Dos 5| CE-FC-03L labor -concrete 3
MNa. + 'WBS Code Commit Short O)
Total 1]
3
OK Cancel

[ 3
g Add ) BaCopya | [®Import | fmRemove | @ Find | Total Amount;

$0.00

Attachments (0) Linked Records (0} General Comments

Linked Mail {0}
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Line Item Information

» Enter Line Item Information

» Enter the Percentage Complete in the Labor or Material
column

(T . IS e ]

https://ohio-unifier.oracleindustry.com/bp/studio/bp/cost/opengrid?pref=ucsov&unit_price_check=717&from=&strModifiedRows=&maodel=ucpr&printable=58&colD=920759&lisize=0&refid=717 &
[ split x Cancel Row Changes
Line ltems Page
l Ref. SOV Reference Number |WBS Code * ‘WBS ltem Short Description * Subcontractor/Supplier Scheduled Value i % Labor Complete % Materials Complete % Services Complete ||
01 1| CE-01-IN Insurance Insurance sson.oo| ® o o 50.00
002 2| CE-01-58 Bond 5800.00 50.00 50.00 50.00
003 3| CE-D1-MBL Setup Shed EDGE Contracting Services S700.00 50.00 50.00 50.00
004 4| CE-D1-MBM Shed $500.00 50.00 50.00 50.00
00s 5| CE-s131L Earthwork EDGE Contracting Services §1,500.00 520.00 50.00 50.00
005 6| CE-SI-31M Equi Rental 51.200.00 50.00 520.00 50.00
' oor T| CE-FC-03L Concrete Foundation lConn rete Foundation 58.000.00 50.00 50.00 50.00
| [ooe 8| CE-FC-03M Foundation Material 54.200.00 50.00 50.00 50.00
009 9| CE-FC-04L Blot k/Stone Wals §5.500.00 50.00 50.00 50.00
010 10| CE-FC-04M Wall Materials 54.100.00 50.00 50.00 50.00
o1 11| CE-FC-07L Paint 5500.00 50.00 50.00 50.00
|l 012 12| CE-FC-07M Paint 50.00 50.00 50.00 50.00
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Add Line Items

» Continue Adding Line Items as necessary

» Line item information displays in the Pay Request Details Pane
» Please Note: The Earned this Period column should NEVER reflect a negative

amount

-
E Create New Applications for Payment K12 - Project No. SFC-080001 - Geogle Chrome

=EEE=")

& https://ohio-train-unifier.oracleindustry.com/bp/process/new?wftemplate_id=2969&module_name=uafpk&csvimport=fa

CurrentView: All

3 ltem(s) Page |1 of 1

File Edit View Actions Help Worlkflow Actions | -Select- v
=lsend [EfSave ¥ Spelling.. (I Add Attachment = 7 Discussion [8]SOV [E] Close Window
¥Z General Applications for Payment K12

[m]
4 Action Details
- w
= Pay Request Details

=

Scheduled Previous! Earned This
No. - |WBS Code Commit Short Description 3

Value Earned Period
003 AE-BS-CA Building 5 5115,000.00  $23.000.00 $34,500.00
ooz AE-BS-CA Building 3 $115,000.00  $23,000.00 $34,500.00
001 AE-BS-CA Building 1 $115,000.00 = $23,000.00 $34,500.00

Display | 100 + | ltems Per Page

% Labar % Materials % Services o

eF Add I Capy‘l ¥ Import | T Remove | G, Find I

Attachments (0) Linked Records (0) General Comments

Complete Complete Complete Fe
0 0 50
0 0 50
0 0 50
3
Total Amount: $103,500.00
Linked Mail (0

18



Add Attachments

» Add any additional documentation if necessary
» Please see the “Attach Documents” job aid for more information on this process

E Create Mew Applications for Payment K12 - Project No. SFC-080001 - Google Chrome I. =[Sl ﬁl
& https://ohio-train-unifier.oracleindustry.com/bp/process/new?wftemplate_id=2969&module_name=uafpk&csvimport=fa
File Edit WView Actions Help Workflow Actions | -Select- v
Hsend [F]Save % Speling. | Add Atachment ~lg®iscussion [$]SOV [E] Close Window

m m My Computer ‘ Applications for Payment K12

[m]
= Unifier Folder

Complete the General, Certified Payroll, and Previous Pay Request blocks; then complete the Pay Request Details on the lower form by clicking Add.

General
Project Name: \DAKS CI District Training Project 1 Record Number:
Project Number: [SFC-080001 Creator: Katie Tuttle -
24 Action Details
= ]
Create New Applications for Payment K12
To... | T Task Notes:
Ce... |
Send Faor:
=] Pay Request Details
(m|
Current View: All
0 temis) Page |1 of 1 Display [ 100 v | ltems Per Page
Scheduled Previousl Earned This
MNao. - WBS Code Commit Short Description 8 ) % Labor Complete % Materials Completg
Value Earned Period
3
gfadd | Bncopya | [@import | mRemove | & Find | Total Amount: 50.00
T {0} i il (0}
e s (0 General Comments Linked Mail {0




Submit the Application for Payment

» Attachments populate at the bottom of your record
» Choose Workflow Action Submit

» Action Details will auto-populate the “to” field

» Click Send

E: Applications for Payment K12 - Stored matenials 2 - Project No. SFC-080001.01 - Google Chrome

& https://ohio-train-unifier.oracleindustry.com/

Current View: All

File Edit View Actions Help Workflow Actions
— Submit
Send Save & Spelling. () Add Attachment = %43 Discussion [5]s0v Close Window /’
¥l General Applications for Payment K12
m|
Complete the General, Certified Payroll, and Previous Pay Request blocks; then complete the Pay Request Details on the lower form by clicking Add.
General
Project Name: |Oak Hills Local Building Project Record Number:
Project Number: [SFC-080001.01 Creator: Katie Tuttle
Organization Name: Creation Date: -
% Action Details
= i
Submit
To... | Barbara Taylor Katie Tuttle Kaylie Ruff, Moenig @Task MNotes:
Ce...
Send For: AE Review
=] Pay Request Details
m|

1 lemi(s) FPage 1 of 1 Display [ 100 | ltems Per Page
. e Scheduled Previously Earned This % Labaor % Materials % Services 0
MNa. WBS Code Commit Short Description
M P Walue Earned Period Complete Complete Complete Re
001 CE-FC-13M  Specialties Material $50.000.00 $46.000.00 $2,000.00 0 50 0
»
g@Add | Baycopya | [ import | fRemove | @ Find | Total Amount: $2,000.00
Attachments (2} Linked Records {0} General Comments Linked Mail {0} 20




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

21
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