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Contract SOV Process Overview
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‣ After the Contract is approved in OAKS CI, the Contract 
SOV record will be created by the Project Coordinator 
(PC).

‣ The Professional Services Provider will:
‣ Locate and Complete the SOV Spreadsheet
‣ Email the Spreadsheet to the PC
‣ Receive and Review the Contract SOV record in 

OAKS CI



Navigate to SOV Spreadsheet Template
‣ Step 1: Open Excel spreadsheet from website: 

http://ofcc.ohio.gov
‣ Click- Documents tab

‣ Click- Standard Forms

‣ Click- Procurement Tab

‣ Click Appropriate (K12) Spreadsheet template
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http://ofcc.ohio.gov/


Enable Macros
‣ Step 2: Your Macros must be enabled to be able to 

prepare this file. 
‣ To check that your macros are enabled:

‣ Click the Windows Circle or File (depends on version of Windows)

‣ Click Excel Options or Options (depends on version of Windows)
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Enable Macros
‣ Click Trust Center -> Trust Center Settings

‣ Click Macro Settings 
‣ Choose “Enable all macros”

‣ Check the “Trust access to the VBA project object model” box
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Enter Contract SOV Line Items
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‣ Step 3:
‣ Enter Contract SOV Line Items

‣ Include ONLY EDGE Consultants

‣ Make sure to spell the name of the Consultant EXACTLY the way 
you spelled it on the Subcontractor/Supplier Declaration



Adding Additional Lines
‣ Step 4: If necessary, add additional lines to the SOV spreadsheet

‣ Left click on the number of the line to highlight it

‣ Right click and choose copy
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Adding Additional Lines
‣ Step 4 (cont.): 

‣ Right click on the line you want to be below the line you are inserting

‣ Choose insert copied cells

‣ Your line will show up above the selected line. You can edit the text in 
the line as necessary
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New line 

will appear 

above here



Save and Email your Spreadsheet
‣ Step 6: 

‣ Name and Save the Spreadsheet

‣ Email the Spreadsheet to your Project Manager and Project 
Coordinator for review

9



Contract SOV Record

‣ The Contract SOV record 
will be created by the 
Project Coordinator and 
will be sent to you for 
review

‣ You will receive an email 
notification that you have 
a Task Pending that needs 
your attention

‣ Click on the link to access 
your Task
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Contract Schedule of Values C SOV-001 Validation

Validation

Contract Schedule of Values C SOV-001

BMG SOV



Accept the Task
‣ Click Accept Task to begin work on the record
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1,655,389.64



Review the Task
‣ Review the SOV record to ensure all information is correct

‣ Choose Workflow Action: Accept or Return for Clarification to send 
back to the PC

‣ Click Send
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155,389.64



Requesting Payment

‣ Once the Contract SOV has been approved in 
OAKS CI, you will have the ability to create an 
Application for Payment

‣ For more information please see the Application 
for Payment Job Aid
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Questions?

14

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211


