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DocuSign Enabled Record

» The Contract Modification Record workflows now utilize DocuSign, which enables electronic
signature of change orders.

» GMP Amendment
» Proposal Request

» Request for Change Order
» Change Directive

» Users who are sent a Contract Modification for signature via DocuSign do not need a separate
account to sign the document. However, it is recommended. You can sign up for a free
DocuSign account at docusign.net

» For more information about how to use DocuSign, please refer to the DocuSign Job Aid
available on the OFCC Website or via this link: http://ofcc.ohio.gov/Resources/OAKSCI/K-12Training.aspx
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http://ofcc.ohio.gov/Resources/OAKSCI/K-12Training.aspx

Purpose and Process

» Used when the revision to the Contract Schedule of Values will not adversely impact
the construction schedule or the finished product if not implemented.

» The A/E initiates the proposal request, and the Contractor provides pricing and time
impact.

» Proposal Requests are initiated in OAKS Cl as Contract Modifications.

» Workflow:

Created by: A/E = Sent to: Contractor Proposal Creation > Sent to: A/E
Review = Sent to: Proposal Update (if necessary) =2 Sent to: PM Review
- Sent to: Vendor sighature via DocuSign
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Proposal Request Creation
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Complete General Block

E Create New Contract Modification K12 - Project No. SFC-080001.01 - Google Chrome — O x

01 - Google Chrome = m] #

& ohio-uat-unifier.oracleindustry.com/bp/mod/bp & «
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Create New Contract Modification K

4 A” flEldS marked Wlth a i Contract Schedule of Values K12 X:
* . General Line Item List l
red * are required

| Search | Find on Page

| Revised Completior

- General Title Contractor Name Contract No. Date
1 Project Number F K12ArchanatestSOV  Joe General Confractor 712201
» Click Select to choose the |
SFC-080001.01 | 71220-1-test Joe General Contractor 71220-1 |
- Test Pre-con SOV Joe General Contractor 072215
Contract Reference q
h o ; Jill's Contracting Joe General Contractor 072215
Qak Hills Local Building Project | |
| Joe Coniractor SOV Joe General Contractor 072215 |
} F I | | O ut a ny a d d It I O n a | Organization Name [; Katie's Contracting Joe General Contractor 072215 [
| Test2sov Joe General Contractor 072215 ;
I nfo rm at I O n - | Testsov Joe General Contractor 072215 (
Facility Name L |
| ————————— [
Title * | Total: g [
IProposaI Reguest 001a I p—
Contract Reference * /__ S
‘ 71220-1 - ™ Joe General Contractor o
Change Order Type Trade Information
‘ Proposal Reguest - ‘ CM at Risk No Attachments.
Change Order No, * EDGE Certified Prime?
|on1 24 | Yes




Change Order Details

E Create New Contract Modification K12 - Project Mo. SFC-080001.01 - Google Chreme = O *

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucmk/1086/31207__uref=uuud72297501t5

Create New Contract Modification K12 Send Save = +
» Scroll down to the Change o e e L
Order Details section g - stachmens G 3 | 52
. . . Change Order Type Trade ——
» Fill out the Descrlpt|on of |Pr0posal Request - | CM at Risk b~
Work and JUStificatiOn fields |C0hua1nieomerN0. " | E\EEGSE Certified Prime?

4 Change Order Details
Description of Work *

This is the work that will be completed
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Justification

This is the reason the work must be completed Information
No Attachments.




» When the record is ready to
move forward, click the
Send button at the top of
the record

» Verify Workflow Action:
Submit

» Click Send

end the Record

E Create New Centract Modification K12 - Project No. SFC-080001.01 - Google Chrome

8@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucmk/1086,31 20?_uref:uuu4?229?%5

Create New Contract Modification K12

General Line Item List

4 General
Project Number
SFC-080001.01

Record Number

ve E ’

L}

Attachments C » wu

b~

Project Name
(Oak Hills Local Building Project

E Create New Contract Modification K12 - Project No. SFC-080001.01 - Google Chrome

O

8@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucmk/1086/31207__uref=uuud 7229750115

Organization Mame

Workflow Action Details

Facility Name 4 Action Details
*
Title * Workflow Actions Send For
itle
I Submit v I Proposal Creation
| Proposal Request 001a
To

Contract Reference *

‘ 712201 -

| Matthew Weber ¥

CC

Change Order Type
| Proposal Reguest

®

Change Order No.
| 00124

4 Due Date Details

Task Due Date

Tack Nuea Nate iz nat availabla

X
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A/E Review

» Once the Contractor creates the
Proposal, it will come back to the A/E
for Review

» The A/E will receive an email
notification that they have a Task to
complete in OAKS CI

» Click on the “Unifier Login” link to
access the Task
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r - Katie Tuttle soo i
Contract Medification K12 CM-0011 is sent to you for AE Review.

0 If there are problems with how this message is displayed, click here to view it in a web browser.

This is a system-generated e-mail message. Do not reply to sender.

Project/Shell: Oak Hills Local Building Project

Contract Modification K12 CM-0011 is sent to you for AE Review.

From : Katie Tuttle

Sent For : AE Review

Source Name : Oak Hills Local Building Project
Record No : Contract Modification K12 CM-0011
Title - Proposal Request 001

==

For Oracle technical assistance hitp.//'www oracle.com/us/support




A/E Review

» Click Accept to begin
work on the record

E Contract Medification K12 - Proposal Request 001a - Project Mo. SFC-080001.01 - Google Chrome

O

X

& ohio-uat-unifier.oracleindustry.com/bp/med/bp/record/open/ucmk/25/0/07srcid=258&model=ucmk&fromcostlog project_id=10868nfl=08_ u...

Decline =

Contract Modification K12

General Line Item List

. Attachments
4 Task Details

From

Matthew Weber

To
Archana Atrey;Jordan Zamary:Lance Witcher;Matthew Weber; Purna Irukulapati;Rita Michols;Shauna Hoo. .

Sent For
AE Review
4 General
Project Number Record Number 3
SFC-080001.01 CM-0017
Project Name Creator
Oak Hills Lecal Building Project Matthew Weber
Qrganization Name Creation Date
10/13/2020 02:19 AM (UTC-8)
Facility Name Status
Pending
Title

Proposal Request 001a

Comments

Information

MNo Attachments.

Linket

>
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A/E Review

» Review the information in the General tab

E ‘Contract Medification K12 - Proposal Request 001a - Project No. SFC-080001.01 - Google Chrome

= a

x

# ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217777/undefined/undefined?__uref=uuud72297501t5

Contract Modification K12

General Line ltem List

4 General
Project Number
SFC-080001.01

Project Name
Oak Hills Local Building Project
Organization Name

Facility Name

Title *

Proposal Request 001a

Contract Reference
712201

Change Order Type

‘ Proposal Reguest

Change Order No, *

‘ 00124

4 Change Order Detalls

Description of Work *

Record Number
CM-D017

Creator
Matthew Weber

Creation Date
10/13/2020 02:19 AM (UTC-8)

Status
Pending

Contractor Name
Joe General Contractor

Trade
CM at Risk

EDGE Certified Prime?
Yes

This is the work that will be completed

Justification *

This is the reason the work must be completed

g

Send Save

Attachments

I

Information

No Attachments
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A/E Review

E ‘Contract Madification K12 - Proposal Request 001a - Project No. SFC-080001.01 - Google Chrome = O X

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2 17777 fundefined/undefined?__uref=uuud72297501t5

» Click the Line Item List tab to review Cgntract Madification K12 ond Seve = v

SN——”
E [ ViewCurrency  Transaction Currency v |G|l | B Q
No., I = Refer... WBS Code Code Name Short Description

Information

see

No line items are available.

|
Total Amount v . 000

Total: 0




Send the Recor

E Contract Medification K12 - Proposal Request 001a - Project Mo, SFC-080001.01 - Goegle Chrome — O *

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/21 ????iun@@u ndefined?__uref=u...

» Once the review is Contract Modification K12 ave =,

General Line Item List

com p I ete CI IC k Se n d at t h e — [S] Contract Modification K12 - Proposal Request 001a - Project No, SFC-080001.01 - Gosgle Ch. — O X
t f th d 4 General ; : 5 :
O p O e re CO r # ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217777/undefined fundefined?...

Project Number
SFC-080001.01

Workflow Action Details

Project Name
. . Qak Hills Local Building 4 Action Details
» Choose Workflow Action: - X
Organization Name orkflow Actions Send For
Select v
Facility Name Select
» Acce pt : Se n d t h e reco rd to Accept E Contract Modification K12 - Proposal Request 001a - Project No. SFC-080001.01 - Google Chrome: = O X
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‘ Proposal Request 001a
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To
Archana Alrey Jordan Zamary,Lance Witcher,Matthew Weber,Puma Irukulapati;Rita Nichols;Sha...
EE

tart

4 CliCk Send 4 Due Date Details

Task Due Date

]

typing for suggestions

Task Due Date is not available \




Questions?

Please contact OAKS CIl Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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