OAKS

Capital Improvements

Create Work Assighments
(Contract Modification or PS Amendment)

21 OFCC When Using Neutral Facilitators




» In Oaks Cl
navigate to:

» Logs -> Contract
Modifications or
Change Order

» Click Create

» Choose “Work
Assignment”
workflow

Creating a Work Assignment
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Form Completion

» Enter all relevant information into the general form

» Items with a red * are required

E Contract Modification K12 - Facilitation Work - Project No. SFC-13032% - Google Chrome — O *

@ Secure | https:;//ohio-stage-unifier.oracleindustry.com/bp/process/task/opendraft?task_id=1619258id=6317&sourceld=0&project_id=10958&fromdraftiog=tr...

File Edit View Actions Help

Workflow Actions | Make Assignment v | =] Send Save % Spelling. () Add Attachment = 7 Discussion [5]S0V  [H] Close Window
«Z General Contract Modification K12

\/ g

This work flow creates Work Assignments for Meutral Facilitators. No amendment documents are executed. Complete the upper form and add one or more work items fo the lower form.
The items on the lower form will be available on the vendor's pay request after the disfrict processes this record.

General
Project Mumber: |SFC—130329 | Record Number: | |
Project Name: [Brown-LSD-CAR-ENP-2012 | Creator: Katie Tuttle
Organization Name: |Browr| LSD | Creation Date: | |
Status: | |
Title: [Facilitation Waork | =

Contract Reference: [SFC-130329-AE01 | select. | = Contractor Name: [FMD Architects Inc. |
Change Order Type: | Work Assignment v Trade: | |
Change Order No.: [001 | = EDGE Certified Prime?: |N0 |

Change Order Details

Description of Work: [To provide neutral facilitation services =

£% Action Details

= Line Item List

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




Form Completion

» Scroll down to complete the remainder of the general form
» Then click the Line Item List tab to identify the work to be assigned

E Contract Madification K12 - Facilitation Work - Project Mo, 5SFC-130329 - Goegle Chrome

- O X
& Secure | https://ohio-stage-unifier.oracleindustry.com/bp/process/new?copy=1&attach=true&fromModel =ucmk&fromSource=cost&fromModelld=58&wftemplate_id...
File Edit View Actions Help

Workflow Actions | Make Assignment v | =] Send Save 7 Speling. | Add Attachment - '-.'_:{’_’_,Discussion [5]50V Close Window
¥ General Contract Modification K12

&
s

Motes:

Funding Summary

Co-Funded Amount (S | $2,000.00|

LFI Amount () | $0.00|

Amended Contract Amounts

Contract Amount Before Amendment (): | $20,000.00]

Contract Amount After Amendment($): | $22:00[:_0:}|

Change Order Cost and Time Impact

Total Amount (3): | $2,000.00 =

Line Item Total ()- | 50.00f

Difference (S): | $2,000.00|

Document Publishing

=3 Action Details

< =] Line Item List ) i
\/

Attachments {0} Linked Records (0} General Comments

Linked Mail (0}




Add Line Iltems

» In the Line Item List tab, click the Add Button

E Contract Maodification K12 - Facilitation Work - Project No. SFC-130329 - Google Chrome

- O X
@ Secure | https://ohio-stage-unifier.oracleindustry.com/bp/process/task/opendraft?task_id=161925&id=6317&sourceld =0&project_id=1095&fromdraftlog=tr...

File Edit View Actions Help

Workflow Actions | Make Assignment v | =] Send Save % Speling.. | Add Attachment = '-.'Z{;Discussion
«fl General

[F]sov Close Window
Contract Modification K12

22 Action Details

[m|
[m]
=] Line Item List
&
Current View: All
0 Iltem(s) Page of 1 Display ltems Per Page
Mo. v| Reference |WBS Code Code Name Short Description Amount LFI Percent Subcuntracton‘Supﬂ

( & Aa i>CDpy;| & Import | rRemove | [EHGid | & Fing |

Attachments (0)

|| Show Filtered Total Amount  Total Amount: | $0.00)

Linked Records {01 General Comments Linked Mail (0}




Add Line ltems

» Click the arrow next to WBS code

[&] Line ltem - Google Chrome — O >

@ Secure | https//ohio-stage-unifier.oracleindustry.com/bp/studic/bp/cost/itemopen?a=fo...

% Spelling... | Aftach - ¥ Delete Line Item
Contract Modification K12 Line Item:

— General

To deduct from an existing ling, select the item in the Reference field. Enter the change in
value im the Amount (3) field. To add a new line item leave Reference blank, select the
WES code, and complete the form.

Reference: | Select. |
WBS Code:| Type a WBS code... C'-TED

Code Name:| |

Short Description: | | =

Amaount (5): $0.00] =
Subcontractor/Supplier: | Select.. |
LFI Percent: | 0f
District:| Brown Local SD v
Associated Building: Select. |

— Details

EDGE Certified Prime Cuntractor'?:| |

Subcontractor’Supplier Name:| ]

Attachments (0) Linked Records (0}

Save & Close | Save & Add Mew Cancel




Add Line ltems

» You will see a large list of WBS codes

» To simplify, click Collapse

[ /& Wes Picker - Google Chrome [ESREER
https://chio-unifier.oracleind .com/bp/budget/wbs/select_wbs_code?main_budget_id=993&source=1
(= Select +3 E:-:pan( Collapsb & Find Close Window

SelectWBS Code
WBS Code WBS ltem
1 |E-CS-00-00 Consultant Services Summary
2 E-CS-FN-00 CS Financial Services Summary
3 CS-FN-5V CS Financial SOV Pending
4 CS-FN-AL C5 Project Auditing Services
5 CS-FN-FR C5 Final Reconciliation Services
G CS-FN-OT C85 Cther Financial Services
7 =-CS-LE-00 CS5 Legal Services Summary
(] CS-LE-5V CS Legal SOV Pending
] CS-LE-AC CS Claims Analysis
10 CS-LE-MD C§ Legal Mediation
1" CS-LE-OT CS Cther Legal Expense
12 E-CS-NF-00 CS Neutral Facilitation Services Summary
13 CS-NF-3V CS Facilitation SOV Pending
14 CS-NF-PF C§ Partnering Facilitation
15 CS-NF-0OMS cs Organizational Meeting Facilitation
16 CS-NF-CH C5 Charrette Facilitation
17 CS-NF-EF C5 Eco Charrette Facilitation
18 CS-NF-BP C§ BIM Execution Plan Facilitation
19 CS-NF-GA CS GMP Amendment Facilitation
20 CS-NF-OT C§ Cther Facilitation Services
21 =-CS-PL-00 CS Planning Services Summary
1 22 CS-PL-5V CS5 Planning SOV Pending
I 23 CS-PL-MP CS Master Flanning Service
24 CS-PL-ED CS Educational Flanning Service
| 25 CS-PL-RP CS Regional Planning Service
26 CS-PL-ER C§ Enrollment Projection Service
27 CS-PL-DM C§ Design Manual Update Service
28 CS-PL-TR CS Planning Training or Coaching
4




Add Line ltems

» Now use the (+) buttons to expand the codes

» Choose the appropriate WBS code for the work to be provided and
click Select

E WES Picker - Google Chrome — O X
| https://ohio-stage-unifier.oracleindustry.com/bp/budget/wbs/select_wbs_code?main_budget_id=65&scurce=18_ uref=u...
= Select 92 Expand =X Collapse @ Find Close Window
Select WBS Code
WES Code WBS Item
1 |E-OR-00-00 Cwwner Expense Summary
H-OR-0OR-00 Owner Expense General
H-0R-PA-DD Property Acquisition General
10 FH-OR-RM-00 Relocation and Moving Expense
14 #H-OR-LE-00 Legal Expense General
21 FH-OR-PL-00 OR Planning Expense
27 =-0R-0T-00 OR Other Expense
28 OR-OT-BC OR Basic Commissioning
29 OR-0OT-BF OR Bond Financing Expense
30 OR-OT-TI OR Tests and Inspections
3 OR-OT-LD OR LEED Documentation Services
32 OR-OT-5U OR Site Surveying Services
33 OR-OT-GT OR Geotechnical Investigation
34 OR-OT-EN OR Environmental Survey
35 OR-OT-HM OR Hazardous Materials Survey
36 OR-OT-MV OR Measurement and Verification
37 OR-OT-PF OR Partnering Facilitation
3& OR-0OT-0T OR Other Expense
34 #-0R-CF-00 Owner Contingency
50 |EH-AE-00-00 Professional Design Summary




Add Line ltems

» WBS Code information wiill
populate into the form

» Enter a Short Description for the
work to be provided

» Enter the amount of the Work
Assignment

» Click “Save & Close” to finish

E Line ltem - Google Chrome

- O X

@ Secure | https://ohio-stage-unifier.oracleindustry.com/bp/studio/bp/cost/itemopen?a=fo...

% Spelling... || Attach - ¥ Delete Line ltem
Contract Modification K12 Line ltem:

— General

WES code, and complete the form.

To deduct from an existing ling, select the item in the Reference field. Enter the change in
value in the Amount (3) field. To add a new line item leave Reference blank, select the

Reference:| | selest. |
WEBS Code:| OR-OT-PF o) =

\ Code Name:[OR Partnering Facilitation |
Short Description: Document Review | =
Amount (3): §2,000.00 *

Subcontractor/Supplier| | Seleet. |

LFI Percent:| 0f

District:| Brown Local SD v

Associated Building:| | Select... |

— Details

EDGE Certified Prime Comrador'?:|

Subcontractor/Supolier Name:|

Attachments (0)

Linked Records (0}

Save & Close | Save & Add New Cancel




Add Line ltems

» The work is now populated in the line item list

E Contract Modification K12 - Facilitation Work - Project Mo. SFC-130329 - Google Chrome

- O e
# Secure | https://ohio-stage-unifier.oracleindustry.com/bp/process/new?copy=18attach=true&fromModel =ucmk&fromSource = cost&fromModelld = 588w ftemplate_id...
File

Edit View Actions Help

Workflow Actions | Make Assignment v | (= Send [Z] Save %% Speling.. (] Add Attachment - ';;{'_;Discussion
vl General

[E]sov Close Window
Contract Modification K12

% Action Details

[m|
[m]
=] Line Item List
&
Current View: All
1 ltem(s) Page of 1 Display ltems Per Page
MNo. v|Referenoe |WBS Code |Code Mame |Shorl DesEiEtion | Amu-unl | IiFI Percent | Subco ntractor.fSupj
oo 0 OR-OT-PF OR Partnering Facilitation  Document Review £2,000.00 0
gtAdd | ByCopya | ®Impot | fmRemove | [EHGid | @ Find | || Show Filiered Total Amount  Total Amount: |

Attachments (0)

$2,000.00

Linked Records {0} General Comments Linked Mail {0}
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Submit Work Assignment

» You will now submit the Work Assignment to the Facilitator for their
review and approval

» Verify Workflow Action

» Click the “To” button to choose the Facilitator you need to send to

Neutral Facilitator

@ Secure | https://ohio-stage-unifier.oracleindustry.com/bp/process/task/opendraft?task_id=161925&id=6317&sourceld=0& project_id=1095&fromdraftlog=tr...
File Edit View Actions Help
5 [S] User/Group Picker - Google Chrome - O X
Workflow Actions | Make Assignment v | 3= Send Save o9
3 General @ Secure | https://ohio-stage-unifier.oracleindustry.com/bp/share/project/picker_usergro...
S i %, Find =
(=] CETED REHE List Mames from: | Brown-LSD-CAR-ENP-2012 ¥ | Show By: | Users/Groups v B
Make Assignment UsersiGroups - Current View: Al
— 2 Item(s) Page (1 of 1 Dizplay | 100 v | ltems Per Page
ey | Company
Send For: Vendor Acceptance I: Katie Tuttle State of Ohio

Add | View Profile | Members |

Selected Users/Groups
Name “

= Line Item List L L L

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




Submit Work Assignment

» Recipients name will now appear in the “to” field
» Click Send

E Contract Modification K12 - Facilitation Work - Project Mo, 5FC-130329 - Google Chrome

& Secure | httpsy//ohio-stage-unifier.oracleindustry.c

O

>

p/process/task/opendraft?task_id=16192581d=6317&scurceld=08&project_id=1095&fromdraftlog=tr...

File Edit View Actions Help

Workflow Actions | Make Assignment v | 1= Send |[E] Save % Spelling. | Add Attachment = 57 Discussion [5]SoOV  [E] Close Window
e General Contract Modification K12

O
2% Action Details =
Make Assignment
To. | [KatieTuttie | *Task Notes:
o | [ | 72 Workflow Progress
Send For: Vendor Acceptance

= Line Item List

Attachments (0) Linked Records {0} General Comments Linked Mail {0)
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Facilitator Acceptance

» Facilitator will receive an email notifying them that they have a task

to complete in OAKS CI

» Click the link provided to access your task

Mon 8/28/2017 10:21 AM
Unifier - Katie Tuttle,soo <unifier_notifications@oracle.com>

Contract Modification K12 CM-0003 is sent to you for Vendor Acceptance.
To M Tuttle, Katie

o 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: Brown-LSD-CAR-ENP-2012

Contract Modification K12 CM-0003 is sent to you for Vendor
Acceptance.

From : Katie Tuttle

Sent For : Vendor Acceptance

Source Name - Brown-LSD-CAR-ENP-2012

Record No : Contract Modification K12 CM-0003

Title - Facilitation Work /
‘ Unifier Login ’

e ———

For Oracle technical assistance hitp:/fwww oracle com/us/support
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Facilitator Acceptance

» Click Accept Task to begin reviewing the Work Assignment

E Contract Modification K12 - Facilitation Work - Project Mo, SFC-130329 - Google Chrome — O X
& Secure | httpsy//ohio-stage-unifier.oracleindustry.com/bp/process/task/open?task_id=161945&parent_id=0&viewOnly=08&project_id=10958&__ uref=uuuS:navigator-4
File Edit View Actions Help
Accept Task Decline Task [$]50V  |] Review + Close Window
Contract Modification K12
«F General
[m|
General 0
Project Number: |SFC-130329 | Record Mumber: |CM~DU-U4 |
Project Name: |Brown-LSD-CAR-ENP-2012 | Creator: Katie Tufile
Crganization Mame: |Brown LsSD | Creation Date: |ngjr23,.'201? 08:00 AM (UTC-8) |
Status: |Pending |
2% Task Details
= w
From: Katie Tuftle: Task Due Date: @Task Motes (0)
To: Katie Tuttle: Task Status: Mot Started . Workflow Progress
Cc:
Sent For: Vendor Acceptance
=] Line Item List
]
Current View: All Show Cumrency in: | Transaction Currency ¥
1 Item(s) Page of 1 Display [tems Per Page
Mo. v| Reference |WBS Code Code Mame Short Description | Amount LFI Percent Subcuntradon’Sup‘
001 0 OR-OT-PF OR Partnering Facilitation  Document Review £2,000.00 0
EHGid | @ Find | || Show Filtered Total Amount  Total Amount: | $2,000.00|
Attachments (0) Linked Records {0} General Comments Linked Mail {0}
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Facilitator Acceptance

» Review information in the General tab and Line Item List tab

E Contract Modification K12 - Facilitation Work - Project No. SFC-130329 - Google Chrome — O X

@ Secure |h’[tp5:,.*}"0hi0—stage—unifier.oracIeindustr}f.c0m_f"bp_f"pl'ocess.-"‘.ask_-"cpen?task_iclz'I51945&1paren‘._id:C&:vie'.'.-'C-nIy:D&prDject_ic:1095&_uref:uuu5:ra\.-'igatur—d

File Edit View Actions Help

Workflow Actions | -Selact- v (=Send [ Save ¥ Speling. ) Add Attachment ~ 5 Discussion [5]SOV ) Review ~ [H] Close Window
+3 General D Contract Modification K12

You have received a new Work Assignment related o this project. Please review the details and take the workflow action 'Accept Assignment’ or ‘Return for Clarification.” Per your Agreement, no
Amendment document will be processed. The items on the lower form will be available on the vendor's pay request after the district processes this record.

General

Project Mumber: |SFC—130329 Record Number: |c|'..f|dnon4

Drainet Mlamn- im0 PO AP rREm Aman 1

Trantar- Watin Todn

2 Action Details

(Click here to view latest content
o || |

@Tas k Motes:

o | | |
Send For:

< =] Line ltem List N
\/

O
Current View: All Show Currency in: | Transaction Currency v

1 Item(s) Page of 1 Display ltems Per Page

!i Workflow Progress

Mo. v| Reference |WBS Code Code Mame Short Description | Amount LFI Percent Subcuntrac’[on‘Sup‘
oo 0 OR-OT-PF OR Partnering Facilitation  Document Review £2,000.00 0
gtAdd | Bmcopya | ®import | mRemove | EHerid | @ Find | || Show Filtered Total Amount  Total Amount: | $2,000.00)
Attachments (0) Linked Records (0} General Comments Linked Mail (0}
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Facilitator Acceptance

» Accept the record by choosing the Workflow Action: Accept

Assignment. Record then goes to the District Treasurer for PO.
» Click Send

E Contract Modification K12 - Facilitation Work - Project Mo, SFC-1

- Google Chrome

@ Secure | https://ohio-stage-unifier.oracleindust

File Edit View Actions Help

/bp/process/task/open?task_id=1619458& parent_id=08&viewOnly=08&project_id=10958.__uref=uuu5:navigator-4
‘Workflow Acfions | Accept Assignmer v
«Z General

{=1 Send Save % Speling.. [ Add Attachment » & Discussion
Accept Assignment

sov
Contract Modification K12

Il Review - [ Close Window

You have received a new Work Assignment related to this project. Please review the details and take the worlkflow action 'Accept Assignment or "Return for Clarification.” Per your Agreement, no
Amendment document will be processed. The items on the lower form will be available on the vendor's pay request after the district processes this record.
General

Project Number: |5Fc_130329

Record Mumber: |c|v|_{:on4 |
= DOrnimet Blamn- moo — I MM MUAF R AR AN 1 Mrantar Watin Todtln
£ Action Details
[m]
Accept Assignment (Click here to view latest content
T | [Floyd Claprood Katie Tuttle Lindsay Deering,Mj “E-Task Notes:
ce. | | | £ Workflow Progress
Send For: PO Creation
=] Line Item List
O

Current View: All Show Currency in: | Trapsaction Currency ¥
1 Item(s) Page of 1 Display [tems Per Page
Mo. ~ Reference |WES Code Code Name Short Description Amount LFI Percent | Subcontractor/Supy
oo 0 OR-OT-PF OR Partnering Facilitation  Document Review 52,000.00 0

gtAadd | Bncopya | [Fimport | wRemove | EHGrid

[ @ Fina |
Attachments (0)

|| Show Fiitered Total Amount  Total Amount: |

52,000.00|
Linked Records (0}

General Comments

Linked Mail (0)
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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