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Important Notice –
Standard View Document

Currently you can switch between views with 
the button near the top right of your OAKS CI 
screen. When clicked, your view will toggle 
between the Standard View and New UI View.

If the button is blue, the New UI View 
is being displayed

If the button is gray, the Standard 
View is being displayed

Not every page will look different when you change 
views.  Look at the color of the button to determine 
which view you are currently in:

This document contains screenshots of OAKS CI in Standard View.  By default, 
OAKS CI will open in the New UI View.  In order to properly follow the instructions 
in this document, please ensure the environment is set to Standard View.

Introduction
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OAKS CI Training and Support

To view additional job aids and 
training materials for OAKS CI:

1. Navigate to ofcc.ohio.gov
2. Mouse over the OAKS CI tab
3. Click Agency/Higher Ed Training 

Before proceeding through this training 
document, it is recommended you view the 
Introduction to OAKS CI job aid.

For additional help, please contact the OAKS 
CI Support Desk - oaksci@ofcc.ohio.gov

3

1

2

Introduction - Training and Support

ofcc.ohio.gov
https://ofcc.ohio.gov/Portals/0/Introduction%20to%20OAKS%20CI-%20Cloud%209-2019.pdf?ver=2019-09-17-171637-320
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Navigation

Some slides describe a workflow with boxes 
representing each step.  On these slides you 
can click the boxes to navigate directly to 
that step in the job aid.

You will also see text links that will either take you to another slide, or directly to 
another document.  The Topics slide contains links to each major section.

At the bottom-right of each slide is a text link that 
lists the section and subsection of your location in 
the document.  The example to the right is taken 
from the Create step of the Professional Services 
Agreement.  Clicking the link will take you to the 
beginning of the Professional Services Agreement 
section.

The Home icon will always 
take you directly back to the 
table of contents.

Introduction - Navigation
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CMR Contract Process 

Subcontractor/Supplier Declarations

Contract Schedule of Values (SOV)

GMP Amendment

GMP Subcontractor Distribution

Questions/Contact

6

8

39

69
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94

Topics Slide

Introduction - Topics
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CMR Contract Process flow

Contract 
Creation and 

Approval

•Identify the PreCon
contract amount

Pre Con Sov •Breakout the 
PreCon cost’s

GMP 
Amendment

•All work to be paid by the 
owner, includes  cost of all work, 
general conditions, contingency 
and fee payable to the CM 
@Risk or DB team

Subcontractor 
Distribution-
break out of 

work

Once approved, the 
CMR/DB may  now bill 

against completed 
precon work

Once approved, 
the CMR/DB may  
now bill against 

completed  work

CMR Process
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Create the Pre Con Contract SOV

• The purpose of the Pre-Con Sov is to identify Pre 
Con services.  If an EDGE Certified 
Subcontractor/Consultant is providing any of your 
Pre Con services, a Subcontractor Supplier 
Declaration must be created and approved prior to 
the creation of the SOV.

CMR Process
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Subcontractor/Supplier 
Declarations

Subcontractor/Supplier Declarations
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Purpose & Procedure

‣ The Subcontractor Supplier Declaration Business Process (BP):

‣ Provides for the submittal, review, and approval of contractor’s 
subcontractors and material suppliers

‣ Tracks important EDGE and subcontractor information once a 
subcontractor/supplier is approved

Subcontractor/Supplier Declarations
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Subcontractor/Supplier Declarations

Workflow Steps:

Creation
(Contractor)

Associate 
Declaration 

Review (A/E)

Declaration 
Approval (PM)

Declaration 
Validation (PC)

Click the boxes to navigate 
directly to each section

Subcontractor/Supplier Declarations
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Create SMSD

Subcontractor/Supplier Declarations
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SMSD Initiation (Contractor)

‣ Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

b

c

a

SMSD - Creation
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SMSD Initiation (Contractor)

‣ To create the Contract record 
in OAKS CI navigate to:

‣ Logs -> Subcontractor/Supplier 
Declaration

‣ Click Create or  New

SMSD - Creation
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a) Complete the General section

‣ The fields marked with a red * are required

‣ The Title should house the name of the 
company utilized

b) Click the Select button next to Contract Name

c) Choose the appropriate contract from the list

d) Click Select

Create SMSD (Contractor)

a

b
c

d

SMSD - Creation
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e) Scroll down the form to complete 
the Declaration Information block

e

Create SMSD (Contractor)

SMSD - Creation
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f) Scroll down the record and fill out 
the required and applicable fields 
in the Additional Details block

‣ If EDGE Certified Sub is YES, the 
EDGE Certification Number must 
be filled in

g) When the record is ready to move 
forward, click Send f

g

Create SMSD (Contractor)

SMSD - Creation
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‣ Verify Workflow Action - Submit

‣ Click Send

The record will now go to the A/E for the 
Associate Declaration Review Step

Create SMSD (Contractor)

SMSD - Creation
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A/E Declaration Approval

Subcontractor/Supplier Declarations



19

A/E Receives an Email

‣ Click on the “Unifier Login” button to access the task

SMSD - AE Declaration Approval
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A/E Declaration Approval

‣ Click Accept Task

SMSD - AE Declaration Approval
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A/E Declaration Approval

‣ Review the Subcontractor/Supplier Declaration record for completeness and compliance with contract documents

‣ Review the General section, then scroll down to review the Declaration Information and Additional Details sections

‣ Check the record for Attachments and Comments

SMSD - AE Declaration Approval
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A/E Declaration Approval

‣ When the record is ready to 
move forward, click Send

SMSD - AE Declaration Approval
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Send Record (A/E)

‣ Select the appropriate Workflow Action

If the record is ready to move forward to the PM for 
Declaration Approval:

‣ Choose Recommend Approval

‣ Click Send

If record must be returned to the Contractor for update:

‣ Choose Return for Clarification

‣ Click Send

If record should be terminated and sent to End step:

‣ Choose Reject

‣ Click Send

SMSD - AE Declaration Approval
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PM Declaration Approval

Subcontractor/Supplier Declarations
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PM Receives an Email

‣ Click on the “Unifier Login” button to access the task

SMSD - PM Declaration Approval
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PM Declaration Approval

‣ Click Accept Task

SMSD - PM Declaration Approval
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PM Declaration Approval

‣ Review the Subcontractor/Supplier 
Declaration record

‣ When the record is ready to move 
forward, click Send

SMSD - PM Declaration Approval
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PM Declaration Approval

‣ Select the appropriate Workflow Action

If the record is ready to move forward to the PC for 
Declaration Validation:

‣ Choose Approve

‣ Click Send

If record must be returned to the A/E for update:

‣ Choose Return for Clarification

‣ Click Send

If record should be terminated and sent to End step:

‣ Choose Reject

‣ Click Send

SMSD - PM Declaration Approval
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PC Validation

Subcontractor/Supplier Declarations
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PC Validation Step

‣ PC receives an Email

‣ Click on the “Unifier Login” 
button to access the task

SMSD - PC Validation
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PC Validation Step

‣ Click Accept Task

SMSD - PC Validation



32

PC Validation Step

‣ If this is a Tier 1 Subcontractor 
attach the subcontractor 
agreement or return to 
Contractor for attachment

SMSD - PC Validation
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PC Validation Step

‣ Validate the Federal Tax ID, EDGE status, and DFWP enrollment of the 
proposed subcontractor or material supplier.

SMSD - PC Validation
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PC Validation Step

‣ Fill out Subcontractor Supplier Validation required fields

SMSD - PC Validation
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PC Validation Step

‣ Choose the 
appropriate Workflow 
Action and click Send

SMSD - PC Validation
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PM Declaration Approval

‣ Select the appropriate Workflow Action

If the record is ready to move to the End:

‣ Choose Validated

‣ Click Send

If record must be returned for update:

‣ Choose Return for Clarification

‣ Click Send

If record should be terminated and sent to End step:

‣ Choose Reject

‣ Click Send

SMSD - PC Validation
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PM Declaration Approval

‣ Select the appropriate Workflow Action

If the record is ready to move forward to the PC for 
Declaration Validation:

‣ Choose Approve

‣ Click Send

If record must be returned to the A/E for update:

‣ Choose Return for Clarification

‣ Click Send

If record should be terminated and sent to End step:

‣ Choose Reject

‣ Click Send

SMSD - PC Validation
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Validation Links

• Use this link to validate Drug Free Safety 
Workplace for subcontractors:
• https://www.bwc.ohio.gov/employer/services/StateCo

ntract/nlbwc/StateContract1.aspx

• Use this link to validate EDGE for subcontractors 
and material suppliers:
• https://eodreporting.oit.ohio.gov/edge-certification

SMSD - PC Validation

https://www.bwc.ohio.gov/employer/services/StateContract/nlbwc/StateContract1.aspx
https://eodreporting.oit.ohio.gov/edge-certification
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Contract Schedule of Values 
(SOV)

Contract Schedule of Values (SOV)
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Purpose & Procedure

‣ Provides for the submission, review, and approval of the 
Contractor’s Schedule of Values.

‣ The Submitted and approved SOV becomes the basis for all 
future Contractor Pay Requests. 

Contract Schedule of Values (SOV)
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Contract Schedule of Values (SOV)

‣ Workflow Steps

Creation (DB/CMR)
Associate Approval 

(A/E)
PC Review PM Approval

Contract Schedule of Values (SOV)
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Locate the Spreadsheet (Contractor)

‣ Step 1: Download Excel spreadsheet from website: http://ofcc.ohio.gov

‣ Hover your mouse over the OAKS CI tab 
‣ Click- SOV Templates

Contract SOV - Spreadsheet

http://ofcc.ohio.gov/
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Locate the Spreadsheet (Contractor)

‣ Click - “OAKS CI Contract SOV Import Template – Contractor”

Contract SOV - Spreadsheet
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Open the Spreadsheet (Contractor)

‣ Step 2: Open downloaded Excel spreadsheet

Contract SOV - Spreadsheet
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Enter Contract SOV Line Items (Contractor)

‣ Step 3:

‣ Include ONLY EDGE 
Subcontractors/Suppliers

Note: If the Subcontractor/Supplier is 
EDGE, type (EDGE) next to your short 
description

‣ Make sure to spell the name of the 
Subcontractor/Supplier EXACTLY the 
way it is reflected on the 
Subcontractor/Supplier Declaration 
record in OAKS CI

Contract SOV - Spreadsheet
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Adding Additional Lines (Contractor)

‣ Step 4: If necessary, add 
additional lines to the SOV 
spreadsheet

‣ Left click on the number of the 
line to highlight it

‣ Right click and choose copy

Contract SOV - Spreadsheet



47

Adding Additional Lines (Contractor)

‣ Step 4 (cont.): 

‣ Right click on the line you 
want to be below the line 
you are inserting

‣ Choose insert copied cells

‣ Your line will show up 
above the selected line. 
You can edit the text in 
the line as necessary

Contract SOV - Spreadsheet
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Save the Spreadsheet (Contractor)

‣ Step 5: 

‣ Name and Save the 
Spreadsheet - Very 
Important!

Contract SOV - Spreadsheet
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Prepare Spreadsheet (Contractor)

‣ Step 6: 

‣ Make sure you have reviewed your spreadsheet with the A/E and PM

‣ Click “Prepare Interface File”

This box will appear indicating the 

file preparation is complete.

Contract SOV - Spreadsheet
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Create Contract SOV

Subcontractor/Supplier Declarations



51

Create New Contract SOV Record (Contractor)

• Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c

Contract SOV - Create
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Create New Contract SOV Record (Contractor)

‣ In OAKS CI navigate to:

‣ Logs -> Contract 
Schedule of Values

‣ Click Create

Contract SOV - Create
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Enter Information Into the Record (Contractor)

• Complete the Upper Form (General Tab)

• Everything with a Red * is required

Contract SOV - Create
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Import Spreadsheet (Contractor)

‣ Click on the Contract SOV Details Tab

‣ Click Actions -> Import

Contract SOV - Create
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Import Spreadsheet (Contractor)

‣ Click the menu button 
next to Select File

‣ Navigate to and select the 
“Comma Separated Values 
(CSV File)” of your 
spreadsheet 

‣ Click Open

Contract SOV - Create
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Import Spreadsheet (Contractor)

‣ Click the Next button

‣ Click the Upload button

‣ If successful, the upload window will close, and the line items will be added

‣ If you receive an error, see Contract SOV Error section

Contract SOV - Create
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Review Imported Line Items (Contractor)

‣ When all SOV Line Item entries are imported:

‣ Review the SOV information summary in the Contracts 
SOV Detail Pane

‣ Verify that the total value in the Contract Amount Detail 
Block and the total amount in the WBS Detail pane are 
equal and the Difference($) value is zero (0.00)

Contract SOV - Create
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Complete Contract SOV (Contractor)

‣ When the record is ready to 
move forward, click Send

‣ Verify Workflow Action: Submit

‣ Click Send

Contract SOV - Create
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SOV Import Error (Contractor)

‣ If the CSV file had an error while importing, you will see the confirmation message below

‣ Click Yes

‣ An Excel file called ContractScheduleofValues_error will be downloaded

‣ Open the Excel File

Contract SOV - Create
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SOV Import Error (Contractor)

‣ The error will be described in the bottom row of the file

‣ If there is an error that states “(Your Subcontractor Name) is invalid value for 

gen_subcont_supplier_bp”, then the name of the subcontractor was likely 

entered differently than how it exists in OAKS CI.  

‣ If there is any other type of error, contact the OAKS CI Help Desk for assistance

Contract SOV - Create



61

SOV Import Error (Contractor)

‣ Open the Excel file you saved in the 

previous section prior to clicking 

the Prepare Interface File button

‣ Find the Subcontractor/Supplier 

name referenced in the error file

Contract SOV - Create
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SOV Import Error (Contractor)

‣ Find the Subcontractor/Supplier 
name in OAKS CI

‣ Navigate to: Logs -> 
Subcontractor/Supplier 
Declaration

‣ Find the record that had an error

‣ Take note of the exact spelling of 
the Subcontractor/Supplier name

Contract SOV - Create
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SOV Import Error (Contractor)

‣ Change the spelling of the Subcontractor/Supplier name to match the 

record exactly

‣ Save the Excel file with a new name

• Do not use the same name as the file you saved during the previous section

‣ If you choose the same name, the next step will not work properly

Contract SOV - Create
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SOV Import Error (Contractor)

‣ Click “Prepare Interface File”

‣ Import the new CSV file into the Contract SOV Details Tab (follow the instructions 
again beginning with the Import Spreadsheet slide

This box will appear indicating the file 

preparation is complete.

Contract SOV - Create
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Associate Approval Step

‣ Associate

‣ Reviews the record and performs one of the 
following Workflow Actions:

‣ Recommend Approval: Approves the SOV 
submittal from the Contractor

‣ Return for Clarification: Returns the SOV to the 
Contractor for revisions or corrections

Contract SOV - Associate Approval
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PC Review Step

‣ Project Coordinator

‣ Performs one of the 
following Workflow Actions:

‣ Accept: Forwards the SOV 
to the PM for Approval

‣ Return for Clarification: 
Returns the SOV to the 
Contractor for revisions

Contract SOV - PC Review
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PM Approval Step

‣ Project Manager

‣ Performs one of the following Workflow Actions:

‣ Approve: Approves the record

‣ Return for Clarification: Returns the record for clarification, the 
submittal review and approval process is repeated

‣ Once PM approves SOV, the PC will approve the Contract record

Contract SOV - PM Approval
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SOV Approval Completion (PC)

‣ Upon SOV final approval, the Contract Record 
will be opened by the Project Coordinator 
and moved to the End step

‣ Once the SOV is Approved, pay requests can 
be created.

Contract SOV - Completion



69

GMP Amendment

GMP Amendment
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DocuSign Enabled Record

‣ The Change Order record workflows now utilize DocuSign, which enables 
electronic signature of change orders. These include:
‣ GMP Amendment

‣ Proposal Request

‣ Request for Change Order

‣ Change Directive

‣ Users who are sent a Change Order 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

GMP Amendment
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Purpose & Procedure

‣ GMP Amendment represents the total maximum amount to be 
paid by the owner. It includes the cost of all the work, general 
conditions, contingency, and the fee payable to the CM at Risk 
or Design Build team.

GMP Amendment
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GMP Amendment (SOV)

‣ Workflow Steps

Creation (DB/CMR) PM Review

Validation and 
DocuSign Prep

(PC)

Vendor Signature 
DocuSign Wait

(PC)

GMP Amendment
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GMP Amendment Creation

‣ In Oaks CI navigate to:

‣ Logs -> Change Order

‣ Click Create

‣ Select GMP 
Amendment 
Workflow

GMP Amendment
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Complete General Tab

‣ Fill out required fields

a) Add Title

b) Click the Select button for 
Contract Reference

c) Choose Contract

d) Click Select

‣ Once the contract is selected, 
many fields will auto populate. 

b

c

d

a

GMP Amendment
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Complete General Tab

‣ Scroll down the record

‣ Continue adding information 

in the required red * fields

GMP Amendment
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Add Line Items

a) Click on the Line Item List Tab

b) Click Add

b

a

GMP Amendment
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Complete Line Item Info
‣ Complete all fields marked 

with a red * then click “Save 
& Add New” to continue 
adding lines

c) Complete all fields 
marked with a red * 

d) Click Save to finish or 
Save & Add New to 
continue adding lines

c

d

GMP Amendment
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Send GMP Amendment

‣ When the record is ready to 
move forward, click Send

GMP Amendment
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Send GMP Amendment

‣ Verify Workflow Action: Submit

‣ Click Send

GMP Amendment
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GMP Subcontract Distribution

GMP Subcontract Distribution
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Purpose & Procedure

‣ GMP Subcontractor Distribution allows the CMR/DB the opportunity 
to identify how the contract amount will be distributed. This record 
functions much like the Contract SOV and will automatically update 
the Contract SOV upon approval.

‣ Ensure that a Subcontractor/ Supplier Declaration has been 
completed for all work that will be performed by your Subcontractor  
(click the link above to return to the SMSD section).

GMP Subcontract Distribution
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GMP Subcontractor Distribution

‣ Workflow Steps

Creation (DB/CMR) PC Validation PC Review

GMP Amendment
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GMP Subcontractor Distribution Creation

‣ In Oaks CI navigate to:

‣ Logs -> Change Order

‣ Click Create

‣ Select GMP Subcontract 
Distribution Workflow

GMP Subcontract Distribution
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GMP Subcontractor Distribution

b

c

d

a

‣ Fill out required fields

a) Add Title

b) Click the Select button for 
Contract Reference

c) Choose Contract

d) Click Select

‣ Once the contract is selected, 
many fields will auto populate

e) Fill out required fields in the 
Change Order Details section

e

GMP Subcontract Distribution
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GMP Subcontractor Distribution

b

c

d

a

‣ Fill out required fields

a) Add Title

b) Click the Select button for 
Contract Reference

c) Choose Contract

d) Click Select

‣ Once the contract is selected, 
many fields will auto populate

e) Fill out required fields in the 
Change Order Details section

‣ Total Amount Field should 
remain $0.00

e

GMP Subcontract Distribution
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Import Spreadsheet (Contractor)

‣ Click on the Line Item List

‣ Click Actions -> Import

GMP Subcontract Distribution
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Import Spreadsheet (Contractor)

‣ Click the menu button 
next to Select File

‣ Navigate to and select the 
“Comma Separated Values 
(CSV File)” of your 
spreadsheet 

‣ Click Open

GMP Subcontract Distribution
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Import Spreadsheet (Contractor)

‣ Click the Next button

‣ Click the Upload button

‣ If successful, the upload window will close, and the line items will be added

‣ If you receive an error, see Contract SOV Error section

GMP Subcontract Distribution
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Review Imported Line Items (Contractor)

‣ When all SOV Line Item entries are 
imported, you must now select the 
lines to deduct the amounts for the 
subcontracted work:

a) Click Add
a

GMP Subcontract Distribution
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Review Imported Line Items (Contractor)

b) Click the Select Button
next to Reference

c) Choose the Line Item 
from which to pull funds 
for distribution

d) Click Select

b

c

d

GMP Subcontract Distribution
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Review Imported Line Items (Contractor)

d) Enter Short Description

e) Add the DEDUCT Amount

f) Click Save & Add New to 
continue adding deduct 
lines, or Save to finish

d

e

f

GMP Subcontract Distribution
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Completed Form
‣ Once complete, the total dollar amount should be $0.00

‣ When the record is ready to move forward, click Send

GMP Subcontract Distribution
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Completed Form

‣ Verify the Workflow Action: Submit

‣ Click Send

GMP Subcontract Distribution
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

Questions


