OAKS Capital Improvements

Create a Voucher and Apply to
Application for Payment , Misc.
Invoice or Contract Modification



Application for Payment or other
Task
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Task's

The District Treasurer or Owner
Financial will receive a Task
notification indicating that a:

Application for Payment

Or Miscellaneous Invoice or Contract
Modification

[s awaiting Funding



District and Building Level Access

= Unifier@htt 'naksci.training.osfc.ohio. - Wi nternet rer
(= Unifier@https://oakse] ng.osfe.ohio.gov - Windows 1 Explo
orAacCLE Primavera Unifier Shauna Hooks (Last login: 09/25/2013 02:02 FM)

. Company Workspace School Facilities

User Mode

Announcements: Items Requiring Your Attention:

42 Total, 34 Mew, 5 Late

=-5i) umail

Tasks or New uMails:

0CI-130101 School Fadilities Training 1 28 Total, 24 New, 2 Late 3New Ohio School Facili
OCI-130007  UAT @Rel1-Eaton 4Total, 1 New, Ohio School Fa
OCI-130006  UAT 7 Rel 1-Deaf and Blind 1 Total, 1 New, 0 Late Ohio School Fac
OCI-130005  UAT 6 Rel 1 - Louisville 1 Tatal, 1 New, 0 Late Ohio School Facilit
OCl-130003  UAT 2Rel 1-Dayton STEM 4Total, 3 New, 0 Late Ohio Schaol Fa
OCl-130002  UAT 5 Rel 1-Toronto 4Total, 4 New, 0 Late Ohio School Fac




District Access

(2 Unifier@https://oaksci training.osfc.ohio.gov - Windows Intemet Explorer
el =l e Shauna Hooks (Last login: 10/08/2013 09:21 AM)

fl Home | Company Workspace School Facilities

User Wode ~ File Edit View Help
=-[& School Faciliies - Home School Facilities - Home

Community Bookmarks Preferences Support Logout

School Facilities

View Dashboard My Dashboard

District view will allow you to view
all School Districts you may access

Clicking on the district project
will take you to it’s home page

ict Project ~ O

Display 100~ items per page

09/16/2013



Building Access

@ Unifier@https:/foakscitr ng.osfc.ohio.gov - Windows Internet Explorer
oRacLEe Primavera Unifier
Company Workspace Projects School Facilities
School Facilities
5] Details
-~ O

User Mode - [€F] File Edit View Help
School Facilities - Home View Dashboard My Dashboard

=& School Facilities - Home

Building Project View will allow you building Level Access

SR Mew @ Open <4 Find View: Building Project ~ I

Building Project - Current View: All

4 ltem(s) Page of 1 Display 100 ~ jtems per page

| Setup Date | status
Active

Mumber ~|Mame
SFC-130322.02 Central Elementary 09/23/2013
SFC-13031517 Prairie Morton Effgmentary 09/20/2013 Active
SFC-120306.6 Mapoleon Area ity School District 09M9/2013 Active

Brookfield K-12 09/25/2013 Active

Clicking on the building/project
will take you to it’s home page




(]
I a S k A Ct I O n User Mode » File Edi View Help
Ew-lﬂ_'f}' Lancaster-CSD-FAFENP-2012  Lancaster-CSD-FAI-ENP-2012 - Home View Dashboard My C

= Mers - summay |
b uai
248 Malhox
%2 Collboraton
@0 nformatian ssaes 0 New
wEJ Costhanager i 1 New

Log into your 8 K . o

H Document Manager

[mage B | tems Requiring Your Atiention

0, New 0, Lt 0

wF Logs

District or building [
where the Task is
currently pending " S

United States Dollar (L/3D)
Active
10140 Smip.em.ofio. gov

| Detals

(& 0pen & Find

Building Project - Current Vizw: Al

2Mtem(s) Page o1
Number  vName  SetpDee Seup Tempat s

SFC-13032202  Ceniral Elementary 091232013 Active
0CH130002 UAT 1 Rel 1 - Lancaster 1202702013 Migrated Standard Project Active




Building/District Project Home Page

el el ShaunaHooks (Lest login: 02127/2014 0404 P} Comn
il Home | Company Workspace ﬁﬁlﬁiﬁ

‘ Click

UserMode » Fle Edt View Help 2
E---ﬁL\measler-CSD-FN-ENP-ZNQ _Lﬂncnster-CS_D-FAI-EHP-ZlMZ- Home C O I | a.b O ratl O n
- Click Tasks

% ubail
g4 Mailbox A
=3 Callaboraion | Tasks. 0, New 0, Late 0

0 New

Items Requiring Your Attention

5 1 New

&) Information lal. 0 New
H Cost Manager

‘- Data Manager

H Document Manager

% Logs 0 z Ohio Faciltes Cons

‘ Jistrict Proje ancaster-CSD-FAFENP-2012
w4 Reports o Ohio School Faciliies

Steve Mayo

United States Dollar {U3D)

Acfive
1014-0aksci@soccemsmtp.em.ohio.gov




Task Acceptance

el e oNauna Hooks (Lest login: 02/28/2014 03:42 PM) Community Bookmarks Preferenc

0 Home Company Workspace | School Facilities

School Facilities » QAKS Cl Distr

User Mode v @ Fie Edt View Help

EI---@ (QAKS Cl District Training Proje @"New Z ﬁvaen [ Bulk Actions * & Find “r Filterad By
E,ﬁ Alerts
-0 ubai
F-6f Mailbax 1 ltem(s) Page Display 100

E--% Collaboration
B Tasks Type Number  Title RecordDue  From Sentfor TaskDue  Received  ~ Workflow Name

B Messages Contract  CON-002  HooksRimer Archi Shauna Hooks Resolution Creation and Funding 03/03/2014  PS Agreementv1,
E-- Drafts
®-0) Information
B CostManager
E-- Data Manager
E--- Project Milestane
E--- Project Vendors
9 Document Manager
B-E Logs
E--- Applications for Payment
E--- Budgets

E--- Closeout- Professional Se
ml ﬁl rurtr oo

Tasks - Current View: Al




Payment Processing Step

Owner Financial or District Treasurer

Creates the voucher to pay the Pay
Request in their local accounting system

Regardless of where they are created, all
vouchers must be recorded in the OAKS
CI Voucher BP

Page 13 (Voucher Recording)

« Today « Tomorrow « Together o 10



Complete the Payment Processing
Step

Open the Pay Request record
Click Accept Task

Scroll to bottom of Task , click Select next to
Voucher and pull in Voucher

Youcher Information

Voucher 1:|coE-appe2 | Select.. | Youcher 1 10: WYoucher 1 Amount

()

1ufrzuur::r1mt_=.r2:|:| Select. . | VCIuc:herEID:|:| 1ufrzuur::hmtzrzJﬁ!'.mnunt

()

"u"[luc:her?-il:l Select. . | 1ufunur::mtzr3|I:J:|:| 1ufrzuur::hmtzr'E.Jﬁ!'.mrzuunt

(B
Total (5): 503,572.79

Attachments (2 Linked Records (0} General Comments & = Linked Mail (0}




Complete the Payment Processing
Step

Go to upper right hand corner of Task and
choose the Work Flow action Vouchered

-Select-

{Vouchered _
Click Send in upper left hand corner

SV
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Voucher Purpose

The Voucher business process records
voucher transactions made in the
district accounting systems related to
the project.

« Today « Tomorrow « Together o
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Recording a New Voucher

Log into your district or building level
project where the task is housed

Click Logs on the left, then click Vouchers
Go to top of page and click New

« Today « Tomorrow « Together o 15



Recording a New Voucher

=
=
=
=
=1
=
=
=1
=
=l
=
=
=l
=
=1
=1
=
=
=1
=l

2L rimawvera Unifier Shauna Hooks (Last login: O5/05/2014 11

Company Workspace

User Mode - File Edit Wieww Help

M ail box
Collaboration
Information VoucherID \  |Vendor Mame |
Cost Manager
Drata Manager
ument Manager

Applications for Payment
Budget=
Closeout - Frofessional Se
Contract
Contract Modification
Contract Schedule of Walue
Financial Risks
Fund Allocation
Fund Release
Fund Transfers
Locally Funded Initiative MC
Meaeting Minutes
Change Orc
Cormirmit
nvaice
ional Se

Subcontractorn'Supplier Dec
Wouchers
Report=

« Today « Tomorrow « Together o
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Voucher Upper Form
Title the

@ Create New Vouchers - Project No. SFC-130322 - Windows Internet Explorer

record File Edit Wiew Help =

E® Finish Editing  [E] Save % Spelling.. ] Add Attachment - [B] Close Window

General

Set the :

Rroject Name:|| ancaster-CSD-FAIENP-2012
re CO rd - Organizatign Name:|| ancaster City School District
FacINg[ne: North Elomentary School | e
Title:* Financial System of Record: District -

Status as Selectthe one invoice paid by this voucher from one of the next four blo The other blocks are |eft blank. Only one invoice may be tied to this voucher.

« ° b)) Contractor Pay Request
P | i 1 Select a Contractor Pay Request to Voucher. Only one invoice may be paid on this voucher
Contractor Pay Reguest Name: Pay Request 01 West Select.. | Contractor Pay Request 373.692.76

Amount (5):
Labor Payment Requested: 373,692 76 Material Payment Requeated:lZl
‘ hO O S e LFI Portion (3): 57.361.84 Project Fund Portion (5): 1R 7

Contract Retainage
Select a Contractor Pay Reguest to Voucher for Retainage Escrow.

Financial PayRequestSelect) | select. | Retainage Amount[ |

Lien Amount
Select a Lien to Vouche

System of

[E voucher Distribution Li

re CO rd Attachments,(0) Linked Records (0 General Comments Linked Mail (0}

« Today « Tomorrow « Together o 17



Voucher Upper Form

(2! Create New Vouchers - Project No. SFC-130322 - Windows Internet Explorer

File Edit WView Help
E¥ Finish Editing  [E] Save % Spelling.. (] Add Attachment - [E] Close Window
£ General Vouchers

* Read notes == ————

Project Number:|5|:c_13g322

. Project Mame:||_ ter-CSD-FAI-ENP-2012
in the lower Lancaster

|
|
Organization Nam93|Lancaster City School District | Creation Date:|
|
|

Creator: Shauna Hooks

Status: paig -

form, GO tO Facility Name:|North Elementary Schoal

. Tit|93|Contractor Pay App. 1 ® Financial System of Record: District -

L]
approprlate the ane invoice paid by\his voucher from one of the next four blocks. The other blocks are left blank. Only one invoice may be tied to this voucher.

area and ontractor Pay Request N
:ct a Contractor Pay Request to Voucher. Only one invoice may be paid on this voucher

1 . ‘ontractor Pay Request Name:|pay Request 01 West Select | Contractor Pay Request| 373,592_75|

Amount (5):
: LFI Portion (%): Project Fund Portion (5):
approprlate | 57.361.84 | 316,330.92

Labor Payment Reguested: | 373,592_75| Iaterial Payment Reguested: | |
ontract Retainage

application act a Contractor Pay Request to Voucher for Retainage Escrow.

Pay Request Selec‘[:| Salect | Retainage Amount:|

type en Amaount

awct a Lien to Vioucher for Lien Escrow.

iscellaneous Invoice
yucher Distribution Line

hments {0} Linked Records (0 General Comments Linked Mail {0}

« Today « Tomorrow « Together o




Financial System Data

i - T I,
& Create New Vouchers s

File Edit View Help

FinishEditing HSWE v’SpeIIing.. ﬂﬂddAMrnent v CIoseWindm

Scroll down to
the Confirmed

Financial System e

Voucher Line 5

Data e B e

Plug in Voucher [gem——

QAKS Voucher Number should be 8 digits ex: 00005678
id number and o D - Il W—

OAKS Payment Method: _cajan. Local Payment Method: _gajapy

T — e —
amount.

Ermor Handling
[El Voucher Distribution Line

Attachments (0} Linked Records (0] General Comments Linked Mail {0

« Today « Tomorrow « Together o 19



Financial System Data

Click - Voucher
Distribution tab

&

(& Create New Vouchers

File Edit View Help

Voucher Line 4

Voucher Line 5

Confirmed Financial System Data
‘OAKS Vioucher Number should be 8 digits ex: 00005678

OAKS Payment Method: ot -

Emor Handling

[E voucher Distribution Line

Attachments (0} Linked Records [0}

[ Finish Editing  [§] Save %7 Spelling.. | Add Attachment ~ [E] Close Window

of General N Vouchers

om |
ot om

e E—
it I )

Local Payment Meth

1 -

ot rorpet |

Linked Mail {0}

General Comments

« Today « Tomorrow « Together o
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Financial System Data

Click Add

= Create New Vouchers - Project No, OCI-080001 - Windows Internet Explorer
File Edit View Help
Finish Editing [ Save  { Spelling..

Il Add Attachment ~ Close Window

=l voucher Distribution Line
Current View: All

Page of 1

0 ltemi(s)

e Add | COIJ\F‘ & Import ERenme £ Grid | &, Find |

Attachments (0) Linked Records (0) General Comments

« Today « Tomorrow « Together o

5 per page

Totl Amount §

Linked Mail {0}

A



Add a Line Iltem

| (= Line Item - Windows Internet Explorer

% Spelling... || Attach ~ ¥ Delete Line ltem

Select a Fund Code

Add a short

description

Plug in the dollar -
amount. e oo [ “gge]
Choose the Financial -
System of Record

Click Select next to PO
Plug in appropriate PO | .
Click OK ' T

« Today « Tomorrow « Together o 29



Finish Editing

- Go to top of screen and
click Finish Editing

@ Youchers - Voucher Title - Project Mo, OCI-080001 - Windows Internet Explorer

File Edit View Help
E% Finish Editng  [&] Save % Spelling.. | Add Attachment - [E] Close Window

«Z General

General
Organization: Department of Administrative Service

Project Number:|oc-080001

Froject Mame: Agency General Proj

Project Location:|qaks I Admi

Title: \oucher Title * Financial System of Record: paks-FIN
Contractor Pay Request

Select a Contractor Pay Requestto Voucher. Supporting data from Project Vendor can be updated if needed. Only one invoice may be paid on this

voucher
st Mame: 3 Contractor Pav Reauest nonn

Contr:

L ay 5
(= voucher Distribution

« Today « Tomorrow « Together o 23



Questions?

Call or Email the OAKS CI Support Desk

614.644.2211
oaksci@ofcc.ohio.gov

« Today « Tomorrow « Together o
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