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The GMP Subcontractor Distribution allows the CMR the opportunity to identify how the Contract amount will 
be distributed.  This record functions much like the Contract SOV. 

a) After you have completed your Contract SOV template page 2 
b) Log into OAKS CI and into your project 

a. Go to Logs 
b. Click Change Order or Contract Modification 
c. Click New at the top of your screen. 
d. Choose the GMP Subcontract Distribution Workflow and click OK 
e. Complete mandatory fields highlighted with an asterisk. 
f. Go to the line item list tab and click Import 
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Creating and Importing Spreadsheet: 
 
Step 1:Open Excel spreadsheet from the OFCC Website (choose the appropriate spreadsheet based on the 
OAKS CI system you are utilizing.) 
 

OAKS CI Contract SOV Import Template - New 

Construction (K12) (Excel)  
M140-07-CI 

 

OAKS CI Contract SOV Import Template 

(Agency/Higher Ed) (Excel) 

M140-

02-CI 
v1012

 

  

   

 
Step 2: Enter Subcontractor Distribution lines 

 
 
Step 4: Enter the short description for the work to be done, enter the name of the subcontractor providing the 

service. Ensure that you have created a Subcontractor Supplier Declaration in OAKS CI for the 
Subcontractors Listed.  
a. To add additional duplicate lines highlight the line, starting with the number, click copy, go to the 

next line down , right click, choose insert copied cell. 
 
Step 5: Name and save the spreadsheet   
 
Step 6: Click Prepare Interface File (macro’s must be enabled) 
 
Step 7: Once you click the Prepare Interface button, a box will appear indicating that the process is complete, 
click OK. This portion is now complete 
 
Step 8: Go back to your GMP Subcontractor- Distribution record in OAKS CI 
 
Step 9: Click the Import button shown in example F, Click- Browse, select the .csv version of the xls file you 
previously saved 

• Click open 
• Then click OK 
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Step 10: Once the form has been imported, click the Add button 
 

 
 
Step 11:  Click the Select button next to Reference 
 

 
 
Step 12:  You must now select the line from your SOV that you will be deducting from.  This line should be the 
Subcontracted work line if you have exhausted all of the money from this line choose your Contingency or 
other applicable line to fund the imported line items. 
 
Step 13:  Once you have chosen the Subcontracted work line, add a short description and the amount to be 
deducted from the code.  Insure the amount you enter is a negative dollar amount. 
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Step 14 : Once complete your record should look similar to the one shown above.  NOTE THE TOTAL 
DOLLAR AMOUNT IS 0. 
 
Step 15:  Choose your workflow action in the upper right hand corner and click Send. 
 
Contact OAKS CI for assistance: 
 614.644.2211 
 oaksci@ofcc.ohio.gov  

SAMPLE K12 School District 
Project DISTRIBUTION 

SAMPLE Agency/Higher Education 
Distribution 


