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OAKS Capital Improvements (CI) 

Contract Schedule of Values 
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CREATE NEW CONTRACT  
SOV RECORD 

Open a new Contract SOV 
record. 

Select the appropriate work 
flow if asked 

Click OK. 

 Today  Tomorrow  Together  
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Each section of the record requires entry of relevant information. 
 Upper form 
General  
 Contract Information 
Notes 

 Contracts SOV Details 
 Line Items 

 Add Attachment(s),  
   if applicable 

ENTER INFORMATION INTO THE RECORD 

 Today  Tomorrow  Together  
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COMPLETE THE CONTRACT INFORMATION BLOCK 

• Select a Contract Number 
– Balance of the information will be auto-populated  
Note: the recommended Total Contract Amount is provided 
– Line Item Total field and the Difference ($) field assist in 

confirming the Schedule of Values matching the Total 
Contract Amount field 

– Difference ($) must equal 0.00 to advance to next step 

 Today  Tomorrow  Together  
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ADD LINE ITEMS 

Method Two: Spreadsheet 

 
 Utilizes an externally produced excel spreadsheet that is imported into the 

SOV record 
 Recommended for larger projects with numerous work requirements and 

SOV line items 

 Today  Tomorrow  Together  
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METHOD TWO: SPREADSHEET 

 Today  Tomorrow  Together  

Step 1:Open Excel spreadsheet, located on the 
OFCC Web Site in the Documents 

 
Step 2: Check your Excel Macro security 

settings and ensure they are set to LOW 
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ENTER CONTRACT SOV LINE ITEMS 

 Today  Tomorrow  Together  

Step 3: Enter Contract SOV line items. 
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ENTER CONTRACT SOV LINE ITEMS 

 Today  Tomorrow  Together  8 

Step 3:Do not include any 
Subcontractor/Suppliers that are 
NOT EDGE, spell the name of 
the Subcontractor / Supplier 
EXACTLY the way you typed it 
on the Subcontractor / Supplier 
Declaration 
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ENTER CONTRACT SOV LINE ITEMS 

9 

Step 3: Name and save the spreadsheet  : 
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Click, Prepare Interface 
File 

Step 4: Click “Prepare Interface File” 

BEFORE THIS STEP MAKE SURE 
YOU HAVE REVIEWED THIS 
FORM WITH A/E AND YOUR SAO 
PM 
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Once you click the Prepare Interface button, a box 
will appear indicating that the process is complete, 
click OK. This portion is now complete 
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IMPORT SPREADSHEET 

Open Contract SOV record 
And complete  General form 

area 
 

 

 

 

 Today  Tomorrow  Together  
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IMPORT SPREADSHEET 

Click Contract SOV Details tab 
Click Import LI 

 Today  Tomorrow  Together  
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IMPORT SPREADSHEET 
Browse to  .csv version of 

the xls file you 
previously saved 

Highlight document 
Click open 

14 
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IMPORT SPREADSHEET 
Click Ok 
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REVIEW IMPORTED LINE ITEMS 
When all SOV Line Item entries are imported: 

 Review the Schedule of Values (SOV) information 
summary in the Contracts SOV Detail pane 

 
 Verify that the total value in the Contract Amount 

Detail Block and the total amount in the WBS 
Detail pane are equal and the Difference($) 
value is zero (0.00) 
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REVIEW IMPORTED LINE ITEMS 
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COMPLETE CONTRACT SOV 

Click Workflow Actions 
 Select Submit 

Click Send 
Click OK 
The record will forward to the Associate 
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Help Desk 
v: 614.644.2211 

oaksci@ofcc.ohio.gov 
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