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Submit to: Submit to:




Creating a Work Assignment

(@ =/ el PRIMAVERA Unifier (Development)
SAO Consultant__ OFCC Specialty. ..
) I n Oa kS CI Selets LR e R oy > Ohjo Facilities Co.. 3 OFCC Speciall
Alerts .
L]
. : Work Assignments
navigate to:
& Mailbox Actions + | View | All Records
4 L g = W k % Collaboration
O S > Or M Title Vendo
° .

Ass I g n m e nts @ information ) Trotwood LSD Assessment Harris(
o Cost Manager ] Trotwood LSD Assessment Harrisq
B Data Manager Amended Trotwood Madison LSD | Harrist
. W Document Manager ; ) Trotwood LSD Assessment Harris(
4 CI I C k Create B3 Logs Champion LSD Assessment Harris(
DPE PS Pay Requ... Kings Local RPC Amendment Resou
Fund Allocation Fix it fast (Recalled) Resou
Fund Release Strongsville City RPC Resou
Fund Transfers MNorthridge LSD (Montgomery) Resou
Licking Heights LSD Resou

Professional Servi...
Kings Local RPC Resou

Professional Servi. ..
RPC Resou

Professional Servi...
Fix it fast Resou

se 0
Purchase Orders Alron stuff for RPC Resou
Vouchers Amhurst EVSD RPC Resou
Work Assignments Toledo Segment 1 AUP-KCR Amazil
E Reports T e fe P e PR
. ]
Total: 18




u
o I I I l o I I l p e l I &ﬁew Work Assignments - Project No. SFC-130888 - Google Chrome = O X

8 ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/75247__uref=uuuB60121972t10

Create New Work Assignments Send Save

]l
4

General Standard

4 General

» Enter all relevant DTS
information into the =

Project Number Creator ‘

general form

4

Project Name Creation Date

OFCC Specialty Consultant List

» Items with a red * are

. d Educational Planning Services FY20 o
Requested By Status . Information
Katie Tuttle iz
Afttachments.

E Work Assignments - Dayton Public Work Assignment - Project No. SFC-130888 - Google Chrome

» Scroll down to complete
the remainder of the
general form

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/open/uwa/29/0/07srcid =298 model =1
Work Assignments

General Standard

» Complete the Start and
CO m p | Et i O n d ate rE;Lachéesttecl amount must also be entered on the lower form to make work assignment available on the vendors oa—

Start Date Completion Date

» Plug in the amount of
th e WO rk ASSig n m e nt Budget Estimate (Not to be Exceeded)

515,000.00




Form Completion

a) Click the Standard tab to identify the work to be assigned
b) Click Add

[®] Create New Work Assignments - Project No. SFC-130888 - Google Chrome = O *

ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/75247__uref=uuu860121972t10

ate New Work Assignments

E B || Add Actions Glle~ || Q| B
N

0. 5 v O0.. Reference WES Code Code Name

Send Save =

Information

sew

Details of the line item is not available. Select a line
item to view the details.

L ]
Total Amount ¥ - 0.00
Total: 0




Add Line ltems

» The first line you will add will be
the deduct line, this is to take
money away from the original
contract line and give it to the
Work Assigned line. This will
balance the work assignment.

c) Click the Select button next
to Reference

E Create New Work Assignments - Project No. SFC-130888...

— O X

8@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/u... Q

Create New Work Assignments

Send Save =
General Standard
Line Item Details ~ Attachments  Linked Records ol
4 General
Reference
i X0,
WES Code *
| CS-FA-SV . g-;_.|
Code Name
C5 Assessment SOV Pending
Short Description *
|Contra|:1 Amount (Not Billable) |
District
|Westenfille City SD v |
Cancel Save Save & Add New




Add Line ltems

ECreateNewWorkAssignments—iject No. SFC-130888 -... — O X
@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/u... @,
» The first line you will add will be | “ommitnefem ke
the deduct line, this is to take Search | Find on Page
money away from the original n- .
contract line and give it to the oo i S
Work Assigned line. This will b + T crmrone corem ety S
balance the work assignment. 5 Crampon 5D Prnig e
. . . 190 9 Educational Planning
d) Choose the line item (the line 0| pareing
Should be Iabeled’ Not 110 1 Educational Planning
Billable or SOV Pending)
e) Click the Select button next s
to Reference '
Cancel




Add Line ltems

» Information about the chosen
Reference line will populate in
the form

f)  For Iltem Quantity, enter “1”
g) For Units, select “Amount”

h) For Item Unit Cost, enter the
deduct amount of the Work

Assignment (If the work

assignment is for $15,000 then
enter -515,000)

i)  Click Save & Add New to add
the other Work Assignment
line

[& Create Mew Waork Assignments - Project No. SFC-130888...  — O >

#@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/u... Q

Create New Work Assignments

Send Save =
General Standard
Line ltem Details = Attachments  Linked Records .
Short Description *
‘ Contract Amount (Not Billable) ‘
District
“u’\.‘estewille City SD v ‘
Item Quantity
1
Units
Amount A
Item Unit Cost
-15,000.00
Amount (%)
-15,000.00

Cancel Save [{ Save & AddNew

e

8

O




Add Line ltems

» You have now added the line you are pulling from in order to
fund the work assignment

» Now it is time add the Work Assignment Line item/s

E Work Assignments - Dayton Public Work Assignment - Project No, SFC-130888 - Google Chrome = O *

& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/open/uwa/29/0/07srcid=29&model =uwa&fromcostlog=18&project_id=10408&nfl=08.__uref=uuu275216655t16

Work Assignments Send Save = v

General Standard

. = = L% |
Add Actions v View CUITency  Transaction Currency v Line item Details '3

No.y (. “=- Reference WBS Code Code Name Short Description
Use the Reference Select to add or remove § from an existing SOV

001 1 C5-FA-SV CS Assessment SOV Pending  Contract Amount (No ling item. Enter a WBS Code with no Reference Select to add a new
‘Work Assignment.

4 General

Reference

Type a Reference No. v = ‘

WES Code *

Tvne ("BS Cnde nr Nanr
‘ Type CBS Code or Name..

an

Code Name

®

Short Description

Total Amount ¥ - ($15,000.00) | |

Total: 1

N N KT




Add Line ltems

a)

This time, click the arrow next to WBS code

[] Create New Work Assignments - Project No. SFC-130888 - Google..  — O X
# ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/75247 ...
Create New Work Assignments Send Save = v
General Standard

Line Item Details B
4 General
Reference
‘ Type a Reference No.... v . ‘
WBS Code "
e
‘ CS-PL-ED . @
Code Name
CS Educational Planning Service
-
Short Description *
‘ Educational Planning ‘
District
Westerville City SD A ‘
Cancel Save Save & Add New

10



Add Line ltems

» You will see a large list of WBS codes

b) To simplify, click the Collapse button

E Create New Work Assignments - Project Mo. SFC-130888 - Google Chrome - O
@ ohio-dev-unifier.oracleindu m,/bp/mod/bp/record/opendraft/7524?__uref=uuu860121972t10
CBS Picker
CBS Code CBS Name
4 C3S-00-00 Consultant Services Summary

4 CS-FN-00 CS Financial Services Summary
CS-FN-AL CS Project Auditing Services
CS-FN-FR CS Final Reconciliation Services
CS-FN-OT CS Other Financial Services
CS-FN-8V CS Financial SOV Pending

4 CS-LE-00 CS Legal Services Summary
CS-LE-AC C5 Claims Analysis
CS-LE-MD CS Legal Mediation
CS-LE-OT CS Other Legal Expense
CS-LE-8V CS Legal SOV Pending

4 CS-NF-00 CS Meutral Facilitation Services Summary
CS-NF-BP CS BIM Execution Plan Facilitation
CS-NF-CH CS Charrette Facilitation
CS-NF-EF CS Eco Charrette Facilitation

Total: 69
=x




Add Line ltems

c) Click > next to CS-00-00

d) Choose appropriate code

I . k | E Work Assignments - Dayton Public Work Assignment - Project Mo, SFC-130888 - Google Chrome
C IC Se ect 8@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/open/uwa/29/0/07srcid = 29&model =uwa&fromcostlog=18p
CBS Picker
Q| B &
CBS Code CBS Name
< [ 3 E)UO—OD Consultant Services Summary
AE-00-00 Professional Design Summary
CBS Picker X
Q| |B| &
CBS Code CBS Name
4 CS-00-00 Consultant Services Summary
F CS-FN-00 CS Financial Services Summary
» CS-LE-00 CS Legal Services Summary
» CS-NF-00 CS Neutral Facilitation Services Summary
4 CS-PL-00 CS Planning Services Summary
CS-PL-DM S Design Manual Update Service
CS-PLED CauCanon oe
QL.ER CS Enroliment Projection Service )
CS-PL-MP T TS
CS-PL-OT CS Other Planning Service
CS-PL-FR CS Program of Requirements
CS5-PL-RP CS Regional Planning Service
CS-PL-SV CS Planning SOV Pending
CS-PL-TR CS Planning Training or Coaching
Total: 69
= =N




Add Line Items

. . Line [tem Details " N
» Complete appropriate fields
WES Code *
Click Save and Add coPLED - o
New to add additional o
I i n es CS Educational Planning Service
Or Short Description * . |
CIiCk Save Line Item Details
|Iem uantity 1|
|U:;Zum v | 1 |
|Iem '1'1051 s15.000.00|
s L]

Cor [ e [ e

13
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Add Line ltems

» The work line is now populated in the Standard tab

» Your Total Amount should now reflect $0.00

E Create New Work Assignments - Project No. SFC-130888 - Google Chrome

& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/uwa/1040/22507__uref=uuud10871008t10

Create New Work Assignments

General Standard
B Add Actions sll=R Q||
NO. ) =2 Reference WES Code Code Name Short Description Amount ($)
{E} 002 0 CS5-PL-ED C5 Educational Planning 5... Educational Planning 45,000.00
001 1 C5-FA-SV C5 Assessment SOV Pending ~ Confract Amount (Mot Billable) -15,000.0C
Total Amount ¥ . 000
Total: 2

= O x
Q
Send Save = ¥
Line ltem Details  Aftachments Lir » 52
District
Westerville City SD L4
Item Quantity
| 1]
Units
|An1uunt v |
Item Unit Cost
| 15,000.00 |
Amount ($)
153,000.00
s J e |

I 0090909090 |

14



Add Attachments

Up/OGd all documents to 0. 0CI-080001 - Google Chrome _ O %
Document Manager pr,or to ord/new/upsal/1003/272? _uref=uuu144166020t1 (o]
attaching documents il send save = v

Attachments Comments Linked Records Linked Mail

1) Under the Attachments o Mt X3
tab on the right side of [ occmentnager |
the record, click the —
attachments button

atthew Weber

ation D=4
E Create New Professional Services Agreements - Project No. OCI-080001 - Google Chrome o= O x
& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/272?__uref=uuu144166020t1# Q
2) Choose Document el Sesdiles X
M Home > Project Documents > 0000 Concept Development —changed > 0070 Local Administration
a nager Search | Find on Page
+ Title Name .- |ocation Owner Title Revision. IssueDate  Size
sCC Stz B ©110-01-2019-MAR-AE_Agreement F... 10000 Concept Dev... Matthew Weber 431 KB

E L110-08-CI-2019-JUL-AE-Notice _to_Co 0000 Concept Dev Matthew Weber 363 KB

3) Navigate to the folder
where the document is
stored; select the
document you wish to
attach

Total: 2

Copy Comments Cancel

4) Click Select



https://ofcc.ohio.gov/Portals/0/Documents/OAKSCI/Introduction_to_OAKS_CI.pdf#page=18

Add Attachments

- Google Chrome = O

ft/312376/17_uref=uuud 18643075t 1#

— Send Save
The Document Manager

screen will close:
Attachments Comments Linked

L
]

The added attachment(s) &

will be updated and B neme

dlsp/ay under the 4 Published Attachments
Attachments tab 3 ¥ B c110-01-2019-MAR-AE...

» When the record is
ready to move i
forward, click Send

ider
[ ]
Total: 1




Submit Record

» Verify Workflow Action: Submit
» You must now choose the person to send the record to
» Click the Select button and choose the appropriate person

» Use the arrow button to move the name from available to selected
» Click Done

[S] Create New Professional Services Pay Request - Project No, OCI-100001 - Gaogle Chrome - O -

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987__uref=uuu366860808t8#

User and Group Picker x

View Groups v [ &

g

Users and Groups >  Project Manager
[S] Create New Work Assignments - Project No. SFC-130888 - Google Chrome — O X

Available Items Selected Items

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7529/1?__uref=uuu8s0121972t10

ne First Name Last Name Name Company
- . Consultant Students Consultant Students 4 i Users
Workflow Action Details X &
Consultant Student6 Consultant Student6 Matthew Weber State of Ghio
. . Consultant Student? Consultant Student? >
4 Action Details
Consuliant Studentd Consultant Studentd
*
Workflow Actions Send For Consuliant Studentd Consultant Studentd
I Submit 'I| Planner Review IMatlhew Weber Matthew Weber <
To shauna hooks shauna hooks (<

‘ IMatthew Weber X

ce Total: 24

Start typing for suggestions

=

4 Due Date Details

Task Due Date

Task Due Date is not available

Cancel m

17




Submit Record

» Click Send

[E) Create Mew Work Assignments - Project No. SFC-130885 - Google Chrome - m] *

& ohio-dev-unifisr.oracleindustry.com/bp/mod /bp/record fopendraft/7T529/17__uref=uwud601 21972110

Workflow Action Details *

4 Action Details

Workflow Actions Send For

Submit v | Planner Review

To

i Matthew Weber X -
cc

| Start fyping for suggeshions -

4 Due Date Details
Task Due Date

Task Due Date is not available




Work Assignment Amendment

19




Work Assignment Amendment

» If a Work Assignment was created in error or amounts need
updated, a Work Assignment Amendment can be created.

20




» In Oaks Cl
navigate to:

» Logs -> Work
Assignments

» Click Create

Amend a Work Assignment

OFCC Specialty Cons. ..
Alerts
ulvtail

Mailbox

3

Collaboration

Information

O i

Cost Manager
Data Manager

Document Manager

g K m

Logs
DPE PS Pay Requ._.
Fund Allocation
Fund Release
Fund Transfers
Professional Servi...
Professional Servi...
Professional Servi. ..
Purchase Orders
Vouchers

Work Assignments

B Repors

(@ =/ el PRIMAVERA Unifier (Development)

SAQ Consultant... OFCC Specialty. ..

Agency » Ohio Facilities Co... » OQFCC Speciall

Work Assignments

Actions w View | All Records

M Title Vendo
) Trotwood LSD Assessment Harris(
) Trotwood LSD Assessment Harrist

Amended Trotwood Madison LSD Harrisq

) Trotwood LSD Assessment Harrist
Champion LSD Assessment Harris(
Kings Local RPC Amendment Resou
Fix it fast (Recalled) Resou
Strongsville City RPC Resou
MNorthridge LSD (Montgomery) Resou
Licking Heights LSD Resou
Kings Local RPC Resou
RFPC Resou
Fix it fast Resou
Akron stuff for RPC Resou
Amhurst EVSD RPC Resou
Toledo Segment 1 AUP-KCR Amazil

| T — Fe P e PR

. ]
Total: 18

21



Amend a Work Assignment

If you require a change to a Work Assignment, you will create a new Work
Assignment, repeating the process described in this job aid with a few important
d iffe re n Ce S : [S) Create New Work Assignments - Project No. SFC-130888 - Google Chrome

& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7544/17__uref=uuu275216655t16

v

Create New Work Assignments

. . General Standard \
» When filling out the form, — S o

put the word “Amended”
in with the Original title

8FC-130888 shauna hooks

Project Name Creation Date

OFCC Specialty Consultant List

» In the “Request Type” 1
S e Ct i 0 n ) C h O OS e | Champion High School Amended ‘
IIAmended” ‘ Harrison Planning Group - Facilii . v Q-r,‘ |Amended - ‘

Vendor Name Type of Services *

Harrisen Planning Group | Educafional Planning - ‘

» Scroll down screen- e oy =

Select
District

Complete all required T a
fields |Eui\(ling Name(s) |

District Location

District Contact District Contact Phone
| Eill Bland | | 634-555-5555 |
OFCC Contact * OFCC Contact Phone *
| Bill Brown | | 614-5565-5555 |

CM Contact CM Contact Phone
[

1 [ 1 2




Amend a Work Assignment

Create New Work Assignments

General Standard

» Scroll down screen-
. Enter upto 4000 characters. For longer descriptions, drawings, or spreadsheets use an Attachment.
Com plete a I I req u I rEd Details of Requested Consulting Service

fields Must give money back to the original SQV line, did not use all 15,000 dellar

Budgeted amount must also be entered on the lower form to make work assignment available on the vendors pay

request.
Start Date Completion Date
10/02/2020 E| | 10/02/2020 m‘

Budget Estimate {Not to be Exceeded)
| 50.00 |

These fields are autopopulated based on workflow actons.

OFCC Signature OFCC Action OFCC Action Date

23




Form Completion

a) Click the Standard tab to modify original work assignment line
items

b) Click Add

[S] Create New Wark Assignments - Project No. SFC-130888 - Google Chrome = O *

ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7524?__uref=uuu860121972t10

ate New Work Assignments

E B | Add Actions v Cllg~ | Q||B

NO. W ©=-- Reference WES Code Code Name

Send Save = v

Information

wes

Details of the line item is not available. Select a line
item to view the details.

L ]
Total Amount ¥ - 0.00
Total: 0

24




Amendment Form Completion

In the upcoming example | will remove money from the Champion H|§
School assignment and give it back to the SOV/Contract (Not B|IIabIe ine)

25




Add Line ltems =

16655t16

Send Save =—

» The first line | will remove

m O n ey fro m C h a m p i O n H ig h — Use the Reference Select to add or remove § from an existing SOV

line item. Enter a WBS Code with no Reference Select to add a new

‘Work Assignment.

4 General
c) Click the Select button next ©

to Reference S

|.T'.:.'e CBS Code or Name.. v - |

d ) C h O Ose Li n e [=] Create New Work Assignments - Project No. SFC-130888 - Google Chrome -
& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7544/17__uref=uuu275216655t16
Commit Line Item Picker

e) Click Select

Item # Ref Description CBS Code
000010 1 Contract Amount (Not Billable) CS-FA-SV
000020 2 Champion High School CS-FA-OT
000030 3 Champion Middle School CS-FA-OT
000040 4 Champion Central Elementary School CS-FA-OT
000050 5 Champion LSD Printing fee CS-FA-OT
000060 6 Trotwood School District CS-FA-OT
000070 7 Trotwood School District CS-FA-OT
000080 8 Trotwood School District CS-FA-OT
000090 9 Educational Planning CS-PLED
000100 10 planning CS-PL-ED
000110 " Educational Planning CS-PL-ED
000120 12 Education CS-PL-ED
Total: 12

26




Add Line ltems

» Scroll down and complete form,
in my example | am taking
5,000 away from Champion
High School

» Click Save and Add New

Line ltem Details

| T

Send Save =

District

| Champion Local SD

[tem Quantity

Units

| Amount

[tem Unit Cost

(55,000.00) ‘

Amount (3)

($5,000.00)

27



Add Line ltems

» |1 will now give money back to i _

f)

g)
h)

16655t16

the Contract /SOV (Not Billable

line)

Click the Select button next

to Reference
Choose Line
Click Select

Send Save = ¥

- - L}
Line Item Details e
Use the Reference Select to add or remove § from an existing SOV
line item. Enter a WBS Code with no Reference Select to add a new
4 General
Reference
—
(=)
) -
WBS Code *
‘ ype CBS Code v =
o
-
H
Lo w1
[S] Create New Work Assignments - Project Ne. SFC-130888 - Google Chrome. - [m} *
& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7544/1?__uref=uuu275216655t16
Commit Line ltem Picker X

Search | Find on Page

Item # Ref Description CBS Code
000010 1 Contract Amount (Not Billable) CS-FA-SV
000020 2 Champion High School CS-FA-OT
000030 3 Champion Middle School CS-FA-OT
000040 4 Champion Central Elementary School CS-FA-OT
000050 5 Champion LSD Printing fee CS-FA-OT
000060 6 Trotwood School District CS-FA-OT
000070 7 Trotwood School District CS-FA-OT
000080 8 Trotwood School District CS-FA-OT
000090 9 Educational Planning CS-PL-ED
000100 10 planning CS-PL-ED
000110 1 Educational Planning CS-PL-ED
000120 12 Education CS-PL-ED

Total: 12




Add Line ltems o

Send Save = w
» Scroll down and complete form, B «
in my example | am now giving — :
the 5,000 dollars that |
previously took from Champion item Quantity
High School and giving it to the | |
Contract/SQV line e
. Amount v
» Click Save | |
[tem Unit Cost
| SS.UD{I'.{III'.]|
Amount (%)
$5,000.00
Description

m\n e e

29




Submit Record

Click Send

[&] Create New Work Assignments - Project No. SFC-130888 - Google Chrome = O x
8 ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7544/17__uref=uuu2752 16655t16
Create New Work Assignments e Save = +

General Standard

. . N L]
E =] Add Actions w @] = v Q, B Line Iltem Details  Attachments LinkedF » | ¢y
No., IIl.. - Reference WBS Code Code Name Short Description [ e m—— =)
-f;} 002 1 CS-FA-SV CS Assessment SOV Pendi... Contract Amount (Not Billable)
001 2 CS-FA-OT G5 Other Facility Assessment Champion High School

ltem Quantity
| 1)

Units

|Am0unt - |

Item Unit Cost
| $5.DOD.DD|

LI

Amount (3)
$5,000.00

Description

Total Amount ¥ - 50.00

Total: 2

30




Submit Record

Workflow Action Details X

1) Click Select button 4 Action Details

Workflow Actions * Send Eor

2) Double Click User S v] s
3) Click Done

4) Click Send

4 Due Date Details

Task Due Date

[S] Create New Work Assignments - Project No. SFC-130888 - Google Chrome - o x
& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7544/17_uref=uuu275216655116 e Date is not available
User and Group Picker X
Workflow Action Details X
View  Users/Groups v|al s
Users and Groups 4 Action Details
Available Items Selected ltems Workflow Actions * Send For
Name Company Name Company - .
Consultant Student2 State of Ohio 4 g Users ‘ Subrmit - Flanner Review
Consultant Student3 State of Ohio shauna hooks State of Ohio To
Consultant Studentd State of Ohio
shauna hooks X -
Consultant Students State of Ohio >
Consultant Students State of Ohio > cc
Consultant Student? State of Ohio -,
Consultant Studentg State of Ohio
Consultant Student9 State of Ohio <
© ghCatekeeper & 4 Due Date Detalls
Matthew Weber Stale of Ohio Task Due Date
Steve Mayo Stale of Ohio
shauna hooks State of Ohio
Total: 16 o
Task Due Date is not available
Cancel




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

32
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