
Contract Schedule of Values 
(SOV)
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Contract SOV Purpose
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‣ Once the Contract has been approved in OAKS CI, the 
Contract SOV will be created. The SOV will consist of 
Preconstruction Line Items.

‣ Note: If you have any pre con work provided by an 
EDGE provider, the Subcontractor/Supplier declaration 
must be approved in OAKS CI prior to the SOV 
submission.

‣ Workflow
Created by: CMR/DB  Submitted to: A/E Review 
Sent to: PC Review Sent to: PM Approval



Roles & Responsibilities
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‣ Contractor
‣ Creates the Schedule of Values (SOV)
‣ Identifies work items that are provided by Subcontractors and Material 

Suppliers
‣ Negotiates details of the SOV with the Associate (A/E)

‣ Associate (A/E)
‣ Reviews the SOV submission
‣ Negotiates details of the SOV with the Contractor
‣ Recommends Approval

‣ Project Manager (PM)
‣ Reviews the SOV record
‣ Requests clarifications and updates
‣ Approves the SOV record

‣ Project Coordinator
‣ Reviews the SOV record
‣ Determines that EDGE participation is accurate



Contract SOV Creation Step

‣ Contractor
‣ Completes and submits the SOV record within the first 

30 days following approval of the contract
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Create New Contract SOV 
Record
‣ In OAKS CI navigate to:
‣ Logs -> Contract 

Schedule of Values

‣ Click New

‣ Select Workflow
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Enter Information into the Record
‣ Complete the Upper Form (General Tab)
‣ Everything with a Red * is required
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Method One: 
One line item at a time
‣ Recommended for a few SOV line items

‣ Important to know which WBS codes you 
need to choose for your line items
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Contract SOV
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‣ Click Contracts SOV Details Tab
‣ Click Add



Contract SOV
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‣ Click Arrow next to WBS Code
‣ Click Collapse at the top of the screen 



Contract SOV
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‣ Click the (+) next to the appropriate WBS Codes
‣ Highlight the appropriate code, click Select (upper left)



Contract SOV
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‣ Provide a Short Description and Dollar Amount
‣ Click OK
‣ Repeat process to continue adding lines



Contract SOV
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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
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Navigate to Spreadsheet

14

‣ Step 1: Open Excel spreadsheet from website: 
http://ofcc.ohio.gov
‣ Click- Documents Tab

‣ Click- Standard Forms
‣ Click- Procurement Tab

‣ Click- Oaks CI Contract SOV Import Template- Contractor (Cloud)(Excel)

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
‣ Step 3: Enter Contract SOV Line Items
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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



Enter Contract SOV Line Items
‣ Step 5: 

‣ Include ONLY EDGE Subcontractors/Suppliers
‣ 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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Enter Contract SOV Line Items
‣ Step 6: 

‣ Name and Save the Spreadsheet- Very Important!
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Enter Contract SOV Line Items
‣ Step 6: 

‣ Make sure you have reviewed your spreadsheet with the A/E 
and PM

‣ Click “Prepare Interface File”
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This box will appear indicating the 
file preparation is complete.



Import Spreadsheet
‣ Open the Contract SOV Record 
‣ Click on the Contract SOV Details Tab
‣ Click Import

23



Import Spreadsheet
‣ Click Browse
‣ Navigate to the “Comma Separated Values (CSV File)” of your 

spreadsheet and select it
‣ Click Open
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Import Spreadsheet
‣ Click OK
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Your spreadsheet will appear here



Review Imported Line Items
‣ When all SOV Line Item entries are imported:

‣ Review the 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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Complete Contract SOV
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‣ Go to Workflow Actions and select Submit
‣ The (To) field will auto populate once the Workflow Action is selected 

‣ In this case, to the Associate (A/E)

‣ Click Send



Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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