
GMP Subcontract Distribution
K-12 Legacy
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Purpose & Process
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‣ GMP Subcontractor Distribution allows the CMR/DB the 
opportunity to identify how the contract amount will be 
distributed. This record functions much like the Contract SOV and 
will automatically update the Contract SOV upon approval.

‣ The Contractor will:
‣ Locate and Complete the Subcontractor Distribution 

Spreadsheet
‣ Email the Spreadsheet to the PC
‣ Receive and Review the GMP Subcontractor Distribution 

record in OAKS CI (as a contract modification)

‣Workflow
OAKS CI Record Created by: Project Coordinator  Sent to: 
Contractor Review  Sent to: PC Update (if necessary)  Sent 
to: A/E Review  Sent to: PM Approval



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 Line Items
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‣ Step 3: Enter Line Items



Adding Additional Lines
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‣ 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



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



Enter Line Items
‣ Step 5: 

‣ Enter all Subcontractor/Suppliers (ensure they have an approved 
Subcontractor/Supplier Declaration in OAKS CI)

‣ Make sure to spell the name of the Subcontractor/Supplier 
EXACTLY the way you spelled it on the Subcontractor/Supplier 
Declaration
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Save and Email your Spreadsheet
‣ Step 6: 

‣ Name and Save the Spreadsheet
‣ Email the Spreadsheet to you’re A/E, Project Manager, and 

Project Coordinator for review
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Task Action
‣ Once the PC has created the GMP Subcontract Distribution 

record in OAKS CI you will receive it as a Task for review
‣ Log into your project
‣ Navigate to:

‣ Collaboration -> Tasks
‣ Double Click your Contract Modification Task to open
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Accept the Task
‣ Click Accept Task to begin reviewing the record
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Review the Task
‣ Review the GMP Subcontractor Distribution record to ensure all information 

is correct
‣ Choose Workflow Action
‣ Click Send
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Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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