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Vouchers

» Vouchers

» Used to Support:

» Application for Payment

» Miscellaneous Invoice: Acts as an application for
payment in order to pull money from the Misc. Commit.




Application for Payment
and
Voucher
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Application for Payment
- Workflow Process (Building Level)

Created by: Contractor = Submitted to: A/E Review = Sent to: Owner’s Agent
(Building Level)—> Sent to: Project Coordinator > Sent to: PM Review - DISTRICT
REP (District Approval) > OWNER FINANCIAL (Payment Processing)

» District Approval (District Rep)
» Review upper form and lower form of the record
» Review the Fund Distribution blocks

» Submit to the Owner Financial or District Treasurer for
Payment Processing

» Payment Processing (District Treasurer)

» District staff member will:

» Create a Voucher (check) in their own financial system of record
» Create a Voucher Record in OAKS ClI
» Pull the Voucher Record into the Application for Payment




Tasks

» The District Treasurer or Owner Financial will
receive a Task notification via email indicating
that one of the following Business Processes
is Awaiting Funding:

» Application for Payment
» Miscellaneous Invoice




District Approval Step



District and Building Level Access

\

District and Building Level Project Access




District Level Access

‘2 Unifier@https://oakscitraining.osfc.ohio.gov - Windows Intemet Explorer
ORACLE' Primavera Unifier

10/08/2013 09:21 AM) Community Book NG ogout

1 Home | Company Workspace | Projects | School Facilities

School Facilities
User Mode + [®] File Edit View Help [E] Details
E-[& School Facilities - Home School Facilities - Home View Dashboard My Dashboard ~ O
District view will allow you to view all
School Districts you may access
g rew = open 9, Find

View: District Project ~ 0O

District Project - Current View: All

I 5 ltem(s) Page of 1 Display 100 = items per page
{ District Project Identifier | District | DAKS Code | Setup Date | Status
Brookfield-LSD-TRU-CFAP-2007 Brookfield Local 5D SFC- 09/25/2013 Active |:
Lancaster-CSD-FAI-ENP-2012 Lancaster City SD SFC-130322 09/16/2013 Active
Napolean-C5D- Mapoleon Area City 5D SFC-120306 09162013 Active
National Trail-L3D-1990 Lookback-1-2C Mational Trail Local SD SFC-130316 09/16/2013 Active
South-Western-CSD-FRA-CFAP-2012 | South-Western City SD SFC-130315 09/16/2013 Active

Double Clicking the District will take you
to the district homepage




Building Level Access

Building Project view will allow you to view

all School Districts you may access

\ Double Clicking the Building project will
take you to the Building project’s homepage




Building Project Home Page

— Most work is completed
in 3 areas:
D — Collaboration- Your Work

Document Manager-
Your supporting
documentation

Logs- Where records are
housed and created
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Task Action

» To take action on your Task navigate to:

» Collaboration

» Tasks

» Double-click the Application for Payment to open

Lags
h Reports

. E—

Home | Company Workspace | Projects
User Mode ~ [® | File Edit view Help
= Projects (Standard) | EHNew - [ oOpen X Find
=@ OAKS CITraining 2-Heme | Tasks - Current View: All
i Summary 10 Itemn(s)
=/ Alerts |
== )
Type Mumber Title Record Due From Sent for Task Due Received ~
Action ltem Al-00066 indigo 09/30/2009 Shauna Hook Response 09/23/2009
Action ltemes AI-00065 Visit 09/30/2009 Shauna Hook Response 09/23/2009
=T dges Reqguestfor RFI-00007  HVAC A1 Consultant 3t Response Acc 09/07/2000* 08/31/2009
=4 Drafts Action ltem Al-00054 dsds 09/07 72009 Consultant 5t Review 08/31/2008
Infarmation Action Item AI-O0015  New Action 07/20/2009*  Shauna Hook Response 07/13/2009
Cost Managsr Change Crc CO-0004 Bruce's and Ritas Caks Student CM Review 07092009
: Action ltems AI-D0012 Froject Cne OG/Ma/2009* Taks Student Response 0GM2/2009
Data Manager Contract S¢ CSOV-0004 General Prime - ¢ Fred Holcomt Associate Apg 04i16/2009
Document Manager Subcontrac SSD-0009 TP Mechanical C Oaks Studen! Associate Dec 04M19/2008* 04/16/2009
Schedule Manager (Basic) | Subcoentract S30-0008  PM Oaks Student Associate Dec 04/19/2009* 04MG6/2009
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Task Action

» Click Accept Task to begin work on your Task

-
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School District Approval

» District Rep or District Treasurer:
» Review the Application for Payment

» Review Funding Distribution

Click the General
Tab to expand
upper form




School District Approval

» Choose Workflow Action
» Click Send

» Record will now go to District Treasurer for Payment
Processing

~e S
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Payment Processing Step



District and Building Level Access

\

District and Building Level Project Access
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District Level Access

‘2 Unifier@https://oakscitraining.osfc.ohio.gov - Windows Intemet Explorer
ORACLE' Primavera Unifier

10/08/2013 09:21 AM) Community Book NG ogout

1 Home | Company Workspace | Projects | School Facilities

School Facilities
User Mode + [®] File Edit View Help [E] Details
E-[& School Facilities - Home School Facilities - Home View Dashboard My Dashboard ~ O
District view will allow you to view all
School Districts you may access
g rew = open 9, Find

View: District Project ~ 0O

District Project - Current View: All

I 5 ltem(s) Page of 1 Display 100 = items per page
{ District Project Identifier | District | DAKS Code | Setup Date | Status
Brookfield-LSD-TRU-CFAP-2007 Brookfield Local 5D SFC- 09/25/2013 Active |:
Lancaster-CSD-FAI-ENP-2012 Lancaster City SD SFC-130322 09/16/2013 Active
Napolean-C5D- Mapoleon Area City 5D SFC-120306 09162013 Active
National Trail-L3D-1990 Lookback-1-2C Mational Trail Local SD SFC-130316 09/16/2013 Active
South-Western-CSD-FRA-CFAP-2012 | South-Western City SD SFC-130315 09/16/2013 Active

Double Clicking the District will take you
to the district homepage




Building Level Access

Building Project view will allow you to view

all School Districts you may access

\ Double Clicking the Building project will
take you to the Building project’s homepage
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Building Project Home Page

— Most work is completed
in 3 areas:
D — Collaboration- Your Work

Document Manager-
Your supporting
documentation

Logs- Where records are
housed and created
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Task Action

» To take action on your Task navigate to:

» Collaboration

» Tasks

» Double-click the Application for Payment to open

Lags
h Reports

. E—

Home | Company Workspace | Projects
User Mode ~ [® | File Edit view Help
= Projects (Standard) | EHNew - [ oOpen X Find
=@ OAKS CITraining 2-Heme | Tasks - Current View: All
i Summary 10 Itemn(s)
=/ Alerts |
== )
Type Mumber Title Record Due From Sent for Task Due Received ~
Action ltem Al-00066 indigo 09/30/2009 Shauna Hook Response 09/23/2009
Action ltemes AI-00065 Visit 09/30/2009 Shauna Hook Response 09/23/2009
=T dges Reqguestfor RFI-00007  HVAC A1 Consultant 3t Response Acc 09/07/2000* 08/31/2009
=4 Drafts Action ltem Al-00054 dsds 09/07 72009 Consultant 5t Review 08/31/2008
Infarmation Action Item AI-O0015  New Action 07/20/2009*  Shauna Hook Response 07/13/2009
Cost Managsr Change Crc CO-0004 Bruce's and Ritas Caks Student CM Review 07092009
: Action ltems AI-D0012 Froject Cne OG/Ma/2009* Taks Student Response 0GM2/2009
Data Manager Contract S¢ CSOV-0004 General Prime - ¢ Fred Holcomt Associate Apg 04i16/2009
Document Manager Subcontrac SSD-0009 TP Mechanical C Oaks Studen! Associate Dec 04M19/2008* 04/16/2009
Schedule Manager (Basic) | Subcoentract S30-0008  PM Oaks Student Associate Dec 04/19/2009* 04MG6/2009
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Task Action

» Click Accept Task to begin work on your task

\Q
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Payment Processing

4

Click General Tab
to expand upper
form

Review the Total
Requested field.
This is the amount
you will use to
create your
Voucher (check)

Click Save
Close Record

Now, you must
create the Voucher
(check) in your own
financial system of
record.

-
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Creating a New Voucher Record

» To record your @
Voucher in Oaks ClI
navigate to:

» Logs -> Vouchers O

» Click New
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Voucher Upper Form

Title the Record

Set the Record
Status to Paid

Choose Payment

Purpose

Choose Financial
System of Record
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Voucher Upper Form

» Plug in the Appropriate Application for Payment

-~
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Financial System Data

Scroll down to
the Confirmed
Financial
System Data
Section

Plug in: _—
» Voucher ID
number
(Check #)

» Payment
Date

» Payment
Method

» Payment
Amount
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Voucher Distribution Lines

» Click- Voucher Distribution Lines Tab
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Voucher Distribution Lines

» Click Add




Add a Line Item

» Select a Fund Code
» Add a Short Description and Dollar Amount
» Click OK
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Add a Line Item

» All of your lines will show in the Voucher Distribution Lines tab

AN
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Finish Editing

» Attach any
additional

documentation, > >

if necessary.

» Click Finish
Editing

» Your Voucher
Record has now
been created
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Complete Payment Processing

» To take action on your Task navigate to:

» Collaboration
» Tasks

» Double-click the Application for Payment to open

B Home I \ Projects
User Mode ~ [®] | File Edit Vview Help
=-[EF Projects (Standard) EfNew - & Open & Find

=-E& OAKS ClTraining 2 -Heme | Tasks
Summary

- Current Vie

i 10 Itemn(s)
=/ Alerts ’
Type Mumber Title Record Due From Sent for Task Due Received ~
Action ltem Al-00066 indigo 09/30/2009 Shauna Hook Response 09/23/2009

Action ltemes AI-00065 it 09/30/2009 Shauna Hook Response 09/23/2009

=[O e Reqguestfor RFI-00007  HVAC A1 Consultant 3t Respon L 09/07/2000* 2009

=4 Drafts Action ltem Al-00054 dsds 09/07/2009* Consultant 8t Review 2008

@ €0 Information Action ltem AI-00015  Mew Action 07/20/2009*  Shauna Hook Response 07/13/2009

Cost Mana Change Crc CO-0004 Bruce's and Ritas Caks Student CM Review 07092009

! ger S T iAo i PR, z ’ e [t

Action ltemes AI-O0012 Froject Cne Q2009+ Taks Student Response 0GM2/2009

Data Manager Contract S¢ CSOV-0004 General Prime - § Fred Holcomt Associate Apg 04/16/2008

Document Manager Subcontrac SSD-0009 TP Mechanical C Oaks Studen! Associate Dec 04M19/2008* 04/16/2009

Schedule Manager (Basic) | Subcoentract S30-0008  PM Oaks Student Associate Dec 04/19/2009* 04MG6/2009

Lags

Repors

. E—
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Complete Payment Processing Step

» Scroll to the
bottom of the

Task

» Click Select next
to Voucher and
choose the
Appropriate
Voucher

33




Complete Payment Processing Step

» Go to the upper right hand corner of the Task
» Choose Workflow Action: Vouchered
» Click Send

O >
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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