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Certified Payrolls
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‣ The Certified Payrolls record is mandatory before 
submitting a pay request

‣ Create the Certified Payrolls record for each Pay 
Request to be submitted



Certified Payrolls Creation
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‣ In Oaks CI navigate 
to:
‣ Logs -> Certified 

Payrolls K-12

‣ Click New



Certified Payrolls
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‣ Enter Information in the 
Upper Form (General)

‣ Complete required fields *
‣ Status:

- Pending: When still 
updating
- Complete: Only when 
record is final

‣ Contract Name
‣ Pay Request Period Start
‣ Pay Request Period End

‣ Note: Check the 
confirmed box if the 
work for this report 
is done by the Prime 
Contractor



Add Subcontractor Details
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‣ If there are subcontractors, you must add 
their information into subcontractor details



Finish Certified Payroll Record
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‣ Attach certified Payrolls 
to the record

‣ Add a General 
Comment, if applicable

‣ Change status to 
“Complete”

‣ Click Finish Editing
‣ Note: Once you click 

Finish Editing and the 
Status of the record is 
“Complete” the record 
will be locked and can 
no longer be edited.



Application for Payment
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Application for Payment Creation
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‣ In Oaks CI navigate 
to:
‣ Logs -> Application 

for Payment K-12

‣ Click New

‣ Select Workflow



Complete General Block
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‣ All fields marked with a red * are required
‣ Fill out any additional information



Previous Pay Request
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‣ Select whether this is the initial pay request
‣ If not, click select to choose previous pay request. Very Important!



Add Line Items
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‣ Enter a line item corresponding to each item on the Schedule of Values 
(SOV) from the agreement for which payment is requested

‣ Click on the Pay Request Details Tab

‣ Click Add



View your SOV
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‣ This allows you to look at the Scheduled Value and Commits Remaining Balance 
for each of the line items on your SOV

‣ You can also export the SOV to Excel by clicking Export and choosing the 
Summary Schedule of Values Sheet



View your SOV
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‣ This is how your SOV will look in Excel
‣ Note: This file is for reference only. It cannot be re-imported into OAKS CI



Pay Request Details

15

‣ Click on the Pay Request Detail Tab
‣ Click Add

‣ Select Detail Line Item
‣ Click in Short Description box of the field chosen, and type in a Short 

Description



Line Item Information
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‣ Enter Line Item Information
‣ Enter the Percentage Complete in the Labor or Material 

column



Application for Payment
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‣ Continue Adding Line Items
‣ Line item information displays in the Completed to Date blocks in the upper 

form and the Pay Request Details in the lower form
‣ Continue to enter line items for the current payment application

‣ Please Note: The Earned this Period column should NEVER reflect a 
negative amount



Submit the Application for Payment
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‣ Complete Upper Form
‣ Choose Workflow Action: Submit
‣ Click Send



Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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