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Today’s Agenda

 Introduction to OAKS CI

*  System Navigation:

e  Tasks, Notifications, Drafts, Document Manager, Logs
* Creating Records in Logs
*  Working with Tasks

*  Document Manager and Attachments

* Subcontractor/Material Supplier Declaration
* Contract Schedule of Values (SOV)
* Change Orders




Training Purpose

To give all users a basic understanding of navigating
the OAKS Cl system and a general overview of the
necessary records pertaining to their project

We’re Here for you!

* Additional training is always available, just contact us!

e Support Desk assistance is just a call or email away!

oaksci@ofcc.ohio.gov
. 614-644-2211
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Topics

What does OAKS Cl do for you?

System Navigation

Important Notice — New View

Document Manager Uploading

Attaching Documents to a Record

Working in Logs

Create a New Record in Logs

Adding General Comments

Slide

18
26
31
36
40

Click the Home button

from any slide to
return to this pag

AN
@



OAKS ClI Process

Step 1

e Contract
created in
OAKS Cl by
Project
Coordinator
(PC) and Sent
for approval
via DocusSign.

Once all

parties sign,

contract will
be approved in

OAKS Cl by PC

Step 2

e Subcontractor
Supplier
Declarations
created by
Contractor then
approved by
Project Manager
(PM) and
validated by PC

Step 3

e Contract
Schedule of
Values is
created by
Contractor and
must identify
any EDGE
providers

Step 4

e Contractor can
now create Pay
Requests that will
bill against the
schedule of
values record
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What does OAKS CI do for you?

v

Tracks your project progress

v

Automates workflows (based on Ohio Facilities Construction
Commission forms and procedures)

v

Allows for improved project communication and collaboration

v

Housed in the Cloud so you can utilize any browsing tool to
access (Chrome recommended)




System
Navigation



Browser Information

»  When using the OAKS Cl system, we
recommend using Google Chrome or Mozilla
Firefox. These browsers will give you the best
user experience in the system.

mozilla

J Firefox




Navigate to OAKS CI

» Navigate to this URL:
https://ohio-unifier.oracleindustry.com/bluedoor

» Enter your assigned Username and Password

» Click “Sign In”

Note: Please ensure that your
pop-up blocker is disabled for
this site

. Construction

S
|

ORACLE

Engineering

v5249822

i Copyright ® 2015, 2016, Oracle and/or its affiliates. All rights reserved
Gac_le and Java are registered wmﬁforsme and/or its affiliates. Other names may be trademarks oftheir respective
owners,

s ;‘ Version 16.2 09-19-2016.1612 0fdc0®@




Important Notice - View Changes

OAKS ClI has recently been upgraded to version 19.12, making the new view permanent

Previously, you could switch between views with
the button near the top right of your OAKS CI
screen. When clicked, your view would toggle
between the Old View and New Ul View.

\

When OAKS Cl was upgraded to version 19.12, the
was removed, and you can no longer switch
between the two views. All new records created
will automatically be in the New Ul View.
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New User Interface (Ul) View

» Some steps and screen images will be different in the new view

» When different, the following slides will show screenshots and steps for the for
both the old view and New Ul View to highlight changes

» OAKS Cl job aids have been updated to reflect the new view. Please visit our
webpage at www.ofcc.ohio.gov/oaks-ci for user and process specific instructions



http://www.ofcc.ohio.gov/oaks-ci

Home Page

is located on the left-hand side of

» The Home butt
screen

»  Your Home Page allows you to see all tasks for any of
your projects

<« c a v @

ORACLE' Primavera Unifier (Development) shauna hooks ~

L < anywork Projects OAKS CI Traini Company Work OAKS Cl Training Test Project V2 Agency General Test Project V2 Agency Agency General Test Project V2 High SchoolReno v+

- tome

T |1 Tasks 1,499 Notifications 256 IS wait 36
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£ Sgnatres
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Contract o 1 1
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Subcontractor/Supplier Declaration 2 » 1

Submitals " 5 6
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Home Page - Tasks

ORACLE' Primavera Unifier - Matthew Weber +
£ W Agency General (OAKS CI Suppo. +
Home 5 )
Tasks Tasks 12 Notifications | N Mail
Actve Total Total
My Active Tasks 4 Workflow Business Processes
Motk Business Process - ® Late Not Started ® In Progress.
. Master Log - Busines. 4 Agency General Projects Test
1. From the Home Page, you can click ; oo
. 7 - e
Not Started Ghange Order 0 0 1
. . i Progr. Contractor Pay Request 3 1 1
on Tasks to view tasks for all projects s R
Professional Services Amendmenis 3 3 1
Task Distribution 4 Non - Workflow Business Processes
T o0 Business Process - Total
4 Company Workspace
Consuttant List 4
Departments 2
Faciites 750
Financial Instutions 7
Newsoavers o1
ORACLE' Primavera Unifier - *x @ Matthew Weber v
£ M Agency General OAKS CI Suppo. +
= Home Tasks Record Details  Workllow Progress  Attachments:
Tasks
o v | Vi v v
E-Signatures + Create Actions All Tasks 4 General
3 Drafs B Received in last 7 days Organization Record Number
= Maibox
. box Received in last 30 days SRLE ey
ote: Your default view shows LESCIC e
. .
Agency General Proj. Subcof]  Group by Business Process Project Number D
Agency General Proj... | Prok
“ . . ” 8 Aoency General ol Proesg - Group by Origin 0C1-080001 03102/2020 12:3
Received in the last 7 days”. Change
. 1 Pr o Late Tasks
8 Aoency General ol Profed H Project Name Creator
@ Agency General Proj... | Contral ~ Hidden Tasks '
Agency General Pro Matthew Weber

this view to “All Tasks” and that will

o
o
© @ Agency General Poj__ | Profes I-mmw 2
Agency General Pro... | Profes| >
° eney g Create New view Project Location status
Agency General Proj.. | Profes L1est Agree.
H H L OAKS Cl Administra~ Pending
remain your default for all projects et P
.
Agency General Proj —
O @ Agency i T
©  Agency General Prj... | Acton llems AL00030 test
Matt's Concrete
©  Agency General Proj... | Acton llems A-00028 test
——
Contract Name Contractor Name

Total: 12




Find your Project

»  To locate your project, click on the +
sign to the right of the home or
project tabs

»  Inthe secondary screen you will see
a search box, a list of Recent
Locations, Bookmarks, and Key
Locations

»  Click inside the search box

ORACLE Primavera Unifier

& Agency General... e

/

Search by Name or Number
I Search by Name or Number

=

QODOT D12 Riveredge Cold Sto...

More

| Administrator-
Currency

Recent Locations Bookmarks

Agency General Projects Test Migrafion Testing - OCI-150002...
QODOT D11 Belmont Cold Storage QAKS Cl Support Project - OCI...
Emergency Electrical Distr. Up. Agency General Projects Test -
Agency

Key Locations
Company Workspace

Agency

Higher Ed

Steve Mayo
United States Dollar (USD)




Find your Project

»  Type the name or number of the project you are searching for
»  The results will begin to auto-populate as you type
»  Click on your project from the list to open it

ORACLE Primavera Unifier
F W Agency General..  [S
‘ ocl- -] ‘
Name Number Location
Agency General Projects Test OCI-080001 fAgency/OAKS Cl Administration
|OAKS Cl Support Project OCI-080002 fAgency/OAKS Cl Administration | L
Migration Testing \ OCI-150002 fAgency/OAKS Cl Administration

I Document Manager

B3 Logs

B Reporis




Project Home Page

From your Project Home Page,
you can navigate to your work
and information

In the Main Menu, you will see:

Tasks, Mailbox, Drafts,
Document Manager, and Logs
(most of your work will be
completed in Tasks and Logs)

ORACLE' Primavera Unifier

#  Company Work...

A Agency General Proj...

M Document Manager &

B3 Logs

B Repors

Agency
Agency >

Summary  Workspaces

.

> Agency General

2 n Notifications
Active

Information

No Image Available.

0 Mail
Total

Details

Project Name

Agency General Proje.

Project Number
OCI-080001
Administrator
Steve Mayo

Hierarchy Path
Agency/OAKS CI Ad

Status
Active

Links.

OAKS CI Website

Matthew Weber =

s

My Dashboard sss




Tasks (Your Work)

»  Tasks are records that come to you for your review or approval
»  Use the gearicon or double-click the Task to open it

ORACLE Primavera unifier - % Matthew Weber v
w Company Work. . Agency Agency General.._ +
Agency General Proje... Agency > inis > Agency General ,o
Aerts
. Tasks Record Details ~ Workflow Progress  Aftachments ooy
Tasks
£ sgranrs | [ v | vef e+ | [%][G] 57 [Q][® pPy—
Drafis Organization Record Number
© @ origin % BusinessPro..  Record Number  Title
Mailbox OAKS Ci Test AL00029
ol & Agency General Pro... Action ltems A1-00029 Training Action I... 02/
o A G 2 A AI00028 02
- ¥ Ges te y P 02 -
o gency General Proj ction Items est Project Number it
Gost Manager
0OCI-080001 Matthew Weber
Data Manager
Document Manager &b Project Name Creation Date
 Logs ® Agency General Projects Test 0210572020 12:20 PM (UT¢
Reports
H Project Location
OAKS CI Administration
Title status
Training Action Item Pending
Assignee Priority
Katie Tuttie Medium
Meeting Minute Due Date

021122020 12:20 PM (UT¢
Total: 2




Drafts

.. B[S Primavera Unifier x o+ - v
»  Drafts are any unfinished ¢ s o T c e
ORACLE Primavera Unifier (Test) * @ Matthew Weber +
re CO rd S t h at yo u h ave w Company Work.. OAKS CI Traini... OAKS CI Distric... Qak Hills Local .. +
OAKS Cl Training 1 - Home: Agency > > OAKS Cl Training 1 2

—— e e ===

created and saved for later orats | e ::

Tasks

+ Create || Actions v |View | (Modified) All Drafis X||cl|lev| a||B
E-Signatures 4 General
. Business
Drafts 0 Process . Record Number  Title LastSaved  Discussion I O[:““”:a”“t” PR nggr;;‘;'"ber
_ epariment of Administrative € -
s Contractor Pay R Test - mmw 02/18/2020 11:38 1
Project Name Creator
Information Contractor Pay R 02/24/2020 07:03 :
. . 1 OAKS CI Training 1 Matthew Weber
> ‘ | I C k a ny re CO rd to p reVI eW ost Manager Contractor PayR...  CPR-0017 0CI-100056-01-0...  02/26/2020 06:18 ...
Project Number Creation Date
Data Manager Contract Schedul mmw-SOVTest | 02/03/2020 02:20 | !
0CH-080001 02/26/2020 06:16 AM (L
. . . Document Manager Contract Schedul TestSOV-mmw | 0221/2020 07:33 ... 1
Project Location Status
the details in the right p
Reports Contract Schedul 0212612020 11:14 ;I e qeest oate
@ Contract CON-00021 Matts Contract 02/2412020 10:18 O 1000550101 FR2 A B (1
p a n e Contract CON-00022 Contract MW 001 | 02/26/2020 08:56 1
Contract Reference Contractor Name
‘Action Items uai- 02/04/2020 0751 ... 1 Looke Tect S ance Decker Lid.
Action ltems uai- Action ltem 123 | 07/07/2020 1016 - N oot Contien prmes
inal Payment? ertified Prime?
1 No
I Retinage Release
Requested?
4 Y delet draft i E
Ou Can delete any ararts 1| eroarrom S—
Total: 11 L | o0 0200 n 0212072020 02:00 PM (L
-— ——

you no longer need




Drafts and Timeout

OAKS CI times out after 60 Minutes of Inactivity

> All unsaved work will be lost

» No warning will be given

> Use the Save button to save your work as a Draft

Old View:

Save was found at the top left of the record

Note: Typing General Comments is not
recognized as accessing the system and the
system will time out after 60 minutes. If
you’re typing extensive notes, first type
them in a Word doc then copy and paste
into General Comments.

New View:

Save is found at the top right of the record

File Edit View Actions Help

Workflow Actions | -Select-

{=1Senk_ [ Save ) % Spelling.. () Add Attachment » ‘7 Discussion [5]SOV  [H] Close Window

@ General N

for Payment K12

General
Project Name: [Viiami Trace-LSD-FAY-CFAP-2014
ProjectNumber: [SFC-160289

&% Action Details

Complete the General, Certified Payrol, and Previous Pay Request blocks; then complets the Pay Request Details on the lower form by clicking Add

Record Number.
Greator: Katie Tutfle

[S) Create New Professional Services Pay Request - Project No. OCI-020001 - Gaogle Chrome - m] x
& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1003/2797__uref=uuu317668177t3 7
[=]
Create New Professional Services Pay Request 55,: .
General  Fay Raquest Datails
tachments o Linked R Linked b
4 General —_—
Qrganization Record Number
OAKS C Test

Create New Applications for Payment K12
To.

@ Task Notes:




Mailbox - Notifications

Within your Mailbox you will find SRACLE Frimavers Ui  * @ Dt e -

Agency General... -
N Otificatio n S ;ﬁ‘ COECU LTSRN fgency > O2KSClAdminis.. > Agency General ... F 5

Record Details Workflow Prog At > ::

Notifications
Tasks

. . E-Signatures Actions ¥ View X > v Q 0 4 General
»  Notifications are any records that D o -

e @ Business Pro... From Title Record Number Origin
. ﬂ Contract Schedul. Shauna Hooks, soo  Test SOV CSOV-0008 Agency Gener. OAKS Cl Test CS0v-0008
you have been carbon copied on 2 8 Sbsowaaus.. | Mathow Wt .. Vo Cowng | SS0005 | Atncy Geun
S Action Hems Matthew Weber, s Training Action em | AL0002S Agency Gener, Erojecthhanbes Creatng
Notifications 0OCI-080001 Shauna Hooks
»  You can delete them if you choose —— R

Information : Agency General P 02/12/2020 02

Cost Manager

»  **Meeting Minutes will always be D Projoct Locaton  Satus

OAKS CI Administ Approved

Document Manager

a Notification** Loe ® Tite Foo Tite

Reporis
Test SOV OFCC Standard F

4 Contract Information
Contract No. Contractor Name
soct QCI Tect Gonoral

Total: 3




Mailbox - Inbox

Within your Mailbox you will
also find your Inbox

8 You can create and send a
new message from your
Inbox

»  You can view the full
message by double clicking
the record, or view the
selected message in the
right pane

ORACLE" Primavera Unifier (Test)

w Company Work... OAKS CI Traini... OAKS ClI Distric. Oak Hills Local ...

A 0AKS Cl Training 1 - Home: Agency > OAKSCITraining >  OAKS Cl Training 1

A Aers
Tasks Inbox /
E-Signatures. + New | Actions v | View | Alltems v || X

™ [ Fom Subject

7 Drafis

& Mailbox

+

Received 5

o3 I matthew weber Project information
Drafts

07/08/2020 08:07 AM

[ Matthew Weber
Inbox -

Notifications
Sent ltems.

Deleted liems

@ Information

o8 Cost Manager

W Data Manager

M Document Manager
B Logs

B Reports

Total: 2

Mail Test - Action item

02i0412020 08:06 AM

@ & @ [Umatnew weber v
%
—— o —
Project information =2
From:  Matthew Weber Sent: 07/08/2020 08:07 AM
To: Matthew Weber

Attachments (1)
e
“Reply | “RepyAl | A Foward
More v

See attachment




Document Manager
Uploading




About Document Manager

* If you are a School District Project user, you may or may not utilize Document Manager.
Please follow up with your Project Manager for guidance.

»  Document Manager houses all your supporting documentation

»  All documents must be uploaded into Document Manager first before they can be
attached to a record

»  Provides a platform for maintaining a wide variety of files and documents
»  Ensures that project participants are always working on the most current versions

»  Provides ready access to all documents from anywhere at any time




Document Upload

1. Navigate to Document Manager
2. Click on Documents
3. Click the Upload Arrow button

3]

Company Work...

Company Waork... Agency Agency General... +

Agency General Proje... Agency > OAKS ClAdminis.. >  Agency General .
Aleris

Documents /
Tasks
Home > Project Documents

E-Signatures.
Drafts Create v Actions ¥ E H| £ iew

Mailbox Name ‘- E ~ R... B.. Size Upload |

Agency General Proje...
Alerts
Tasks

E-Signatures

[fffJEnBzxﬁ

Drafts.
Mailbox 1

Information

Information £ 0000 Concept Developm...

Cost Manager Cost Manager 0100 Acquisition

0200 Design

Data M

Data Manager ata Manager
0300 Construction

w
A
A
=
o
=
]
=

Document Manager (5

Fe%"eoE

Document Manager

9 Documents

0400 Post Construction
Documents

0500 Extra Services
Recycle Bin

0600 Budget

Mo - : oo pomnm

Recycle Bin

Unpublished Docum...

Unpublished Docum...
Logs

Reports




File Upload Window

» A new window will
appear for you to add
files

» Click Browse to choose
files for upload

€ Upload Files - Google Chrome

#@ ohio-unifier.oracleindustry.com/bp/sys/dm/f

& select files to upload

<5 Project Documents

Advanced Options

File Upload Options
Include reference files

Revise autematically if file with same name exists

e/upload?file_type=dmsé&from_object_type=folder&from_object_id=2

File Size Document Title

Folder Upload Options
® Upload files only
Upload folders and files

Rev. No.

&__uref=uuu973!

= [m} x

398t3

Issue Date

ancel m




Drag and Drop files

Choose your folder of
Documents or Select Multiple

| = | Upload
. 5 ples
N F N t e Home e iew
« v & [ > ThisPC > Documents s Upload vl o £ Search Upload
Name Size
ocument(s) your
= a1-00396 40KE
I Desktop »
B3] ContractScheduleofValues_interface 1KB
& Downloads * 5 done e
CO m u te r O [5 Documents 3 F010-03-C1-OAKSCI-Projectinformation 6 KB
I l & Pictures »* Small-Capital-Projects KB
s Schedule_of Value_Sheet 6KB
& Creative Cloud Files U dparey s sl b
want to upload @ oo
I ThisPC.
€ Upload Files - Google Chrome - [m] X

& ohio-unifier.oracleindustry.com/bp/sys/dm/file/upload?file_t om_object from_object_id=2178_uref=uuu973562398t3

» Drag and Drop
the document oo ——
into the Uplog Jeacriee
Files WindOW window

Drag and drop files here




Adding Documents

» If all files have been added, you will see a green “Success!”
screan

& https://ohio-stage-unifier.oracleindustry.com/bp/sys/dm/file/upload?file_type=bp&from_object_type=&from_object_id=8_uref=u

Success!




» You should see
all your
documents in
the Upload Files
window

» Click Upload
button

pload Documents

e Upload Files - Google Chrome

= [m] X

8 ohio-unifier.oracleindustry.com/bp/sys/dm/filefupload?file_type=dms8ifrom_object_type=folderfrom_object id=2168_uref=uuu973562398t3

Drag and drop or select files to upload

Browse..

File Name

File Size Document Title Rev. No.

Issue Date

=3 Project Documents
ConfractScheduleofValues_interface.csv
B done.txt

E Summary_Schedule_of_Vaiue_Sheet - Copy.csv

1KB h

1KB
GKB

Advanced Options

File Upload Options
[ Include reference files

| Revise automatically if file with same name exists

Folder Upload Options
® Upload files only
Upload folders and files

3 items ready to be uploaded (7 KB)

Upload




View Documents

»  The window will close, and you will receive a message that your files have been uploaded

» Click the Refresh button to see the new files

ORACLE Primavera Unifier

& Company Work... Agency Agency General... +

Agency General Proje._. Agency » OAKS Cl Adminis »  Agency General
Alerts
Documents
Tasks
Home > Project Documents
E-Signatures
Creale v Actions w E | -E © | view X &, * || Q =)
: Drafis
i N “ @& g-rj] ¢ ) N I Dat
L ame o Files or folders have been successfully uploaded to the evNg  lssueDal
Information 0000 Concept Developme... currently open Document Manager. To see the changes,
o click Refresh
Cost Manager 0100 Acquisition
Data Manager 0200 Design Steve Mayo
0300 Construction Steve Mayo
Document Manager
0400 Post Construction Steve Mayo
Documents
0500 Exira Services Steve Mayo
Recycle Bin
0600 Budget Steve Mayo
Unpublished Docum... . )
E Chrysanthemum.jpg oo 859 KB 08/30/2016 12 Katie Tuttle
= E Clear Browsing Data.docx oo 836 KB 09/01/2016 12 Katie Tuttle
L oLz Construction Phase DB Tr. 26 MB  02/09/2017 06 Katie Tuttle
Desert.jpg o | 82TKB 08/30/2016 12... Katie Tuttle :

E Penguins._jpg oo TEOKE 09/02/2016 11... Katie Tulile




Attaching Documents to Records




ttach Documents to your Record

Old View: New View:

»To attach documents to your record, user » To attach documents to your record, click the
would click Add Attachment and choose attachm @ ~ utton and select either Browse to

either My Computer or Unifier Folder select a file from your computer or Document Manager

[S] Creste New Appiications for Payment K12 - Project No. SFC-080001 - Google Chrome: - O X
[ Creste New Applications for Payment K12 - Project No. SFC-080001) - Google Chrome - o x " " — . . P——
@ ohio-dev-unifier.oracleindustry.com/bp/mad/bp/record/new/uafpk/1084/29697_uref=uuuB3066379913
& ohio-dev-unifier.oracleindustry.com/bp/process/new?fromMasterLog=18uwftemplate_id= . name=uafpk&project id=10848_u.. E
File Edt View Actions Help 0 Create New Appl\catlons for Paymem K12 Send Save = ¥
Workflow Actions | Submit v end [E]save % Speling{ @ AddAttachment ) &2 Discussion [§] SOV Close Window General  Pay Request Details
2 General for Paymen £ My Computer I
- C Attachments ~ Comments  Linked Records  Linked Mail e
Unifier Folder ° Complete the General, Certified Payroll, and Previous Pay Request blocks; then complete the Pay Request - s
I Details on the lower form by clicking Add
Complete the General, Certied Payroll, and Previous Pay Request blocks; then complete the Pay Request Details on the lower form by clicking Add
General Browse
4 General
Fuscttans T — Document Manager.
Project Name Record Number
Project Number. [SFC-080001 Creator: Matth o
5 Action Detalls _ OAKS Cl District Training Froject 1
Submit
To. S Task Notes: Eiiect Numbeg oot -
] —— SFe-esmaot etz iever
SendFor  Review and Validation
[=] Pay Request Details Organization Name Creation Date :
o OAKS Cl District Training Project - 1
Current View: All o
3 Itemis) of 1 Display Items Per Page
Facility Name Status Information
Scheduled | Previously | Eamed This |% Labor % Materials | % Services DPE or
G REDEED | eI EEETD Value Eamed Period  Complete Complete | Complste Reimo($) No Aftachments.
001  AEBSCA  ConstAdmin Oaks Hils Bidg 1 575,000.00  230,000.00 w0 o 40 000 # .
= S e e — B Title Request Date
SFC-080001 PR-01
gaas | Bacoya | [bmeot | fRemove | & Find Show Fitered Total AmountTotal Amount:
- Linked Records (0) General Comments Linked Mail (0) Contact R ference Contractouh




ttach Documents to your Record

If you choose to attach a file from your computer, follow the directions starting from the File Upload
section

If you choose to attach a file from the Unifier folder / Document Manager, follow these steps:

Old View: New View:

» Choose the folder where your documents are saved ’ Choose the folder (double click) where your documents are saved
y Select the document on the right 3

> Click OK

Select your document
’ Click Select

[= Select Files - Google Chrome - o X T =
& ohio-dev-unifier.oracleindustry.com/bp/dm/file_picker?showCopyComments=true&picker_name=filePickerObj&duplicatecheck...

Current Phase Test - Cument View: All

£ Documents 2 Itam(s) Page of 1 Display Items Per Page
& L Applications for Payme
=L Dynamix Engineerinc O | & | & Ref | BP |Name 4| size Upload Date Cwner Title
= B 0 Directions for CiM.docx ~ 2MB 08/04/2018 Katie Tuttle
T hgreements B
I contracts
£ Mise Commits - Invoice
1 Payment Voucners
{1 Purchase Orders
Cismsp
(3 Action ttems
LI Field Reports ame -
I meeting minutes [} FO10-01-CI-OAKSCH-ApplcationforAcce
L1 Design Reviews o B Ovections for OIM doc
(3 Katie's Documents

0 F010-01-CI-OAKSCI-Applic 32 KB 08/04/2016 Katie Tuttle

Select Files

Home > Project Documents >  Applications for Payment > Dynamix Engineering >  Test

Search | Find on Page

2KE

M8

Total: 2

Copy Comments
(oc ) cmen
-

|| Copy Comments




View Attachments

Old View:

> User could view the attachments at the
bottom of the record

> The number of attachments in the record

would display in the same location

File Edit View Actions Help Workflow Actions | -Select-

i=1Send [E]Save % Speling. | Add Attachment - @ Discussion [§]SOV [E] Close Window

New View:

» Added attachments will now display in the
right pane under the Attachments tab

g A paperclip icon will now appear next to the
tab if the record has an attachment

2

& ohio-unifier.oracleindustry.comy/bp,

Create New Professional Services Pay Request

General  Pay Request Details

Current View: All

& General Change Order
[a]
General
O Department of. Service: Record Number: [CO-0013
Project Number: (0CI-080001 Creator: Katie Tutle
Project Name: [Agency General Projects Test Creation Date: D5/16/2016 11:53 AM (UTC-5)
Project Location: [QAKS CI Administration Status: Pending
% Action Details - - -
= =
(Click here to view latest content
i3 S Task Notes:
Ce # Workflow Progress
Send For.
[E] Line ltem List
o

Show Currency in: | Transaction Currency ¥

2 flem(s) page [1 of 1 Display [ 100 v | ltems Per Page
No. ~|Reference WBS Code Code Name Short Description Amount Subcontr
w2 o CE-FC-03L Concrete Labr Concrete Labor 52,500.00 Bobs
o1 |2 CE-FC-03L Concrete Labr labor concrete 5250000 Bobs
S
etAdd | Bncopya | [imeot | mmRemove | [Grd a Find | Total Amount: $5,000.00
) Linked Records (0] General Comments Linked Mail (0)

4 General
Organization Record Number

OAKS Cl Test T

Project Numbes Creator

0CI-080001 Matinew Weber

Project Name Creation Date

Agency General Projects Test

Project Location Status

OAKS CI Administration

Title * nternal Ref. Numbe

Matts Consutting OCH-00081_PR1

Contra ¢ Professional Services Provider
Test Ul - mmw 3 - Q= OC! Test General

Agreement Type EDGE Certified?

Design No Total: 2




Working in Logs




Logs

»  Logs houses All Records for your project
»  Click Logs in the dark gray menu to the left to show the different record types
»  Select the record type you wish to view (ex: Contractor Pay Request)

ORACLE' Primavera Unifier - % @ Matthew Weber «

Agency General _

& Agency General Projects Test - Home Agency > O > Agency General . &
A Aets
" .
Contractor Pay Request MEEree U R <
Tasks
E-Signalures + Create ¥ Actions v | View | All Records X ¢ I
4 General
T Drafis v = v .
Q B Z Organization Record Number
= Maioox OAKSCI Te CPR-0029
d  Title Contract §...  Contractor Name Percent est a

) testshauna Katie's Contr... OCI Test General
o EETET OCI-100056-01-01 PRZ  Kalie's Contra... OCI Test General Project Name Creator
= Dala Manager Shauna Test Contract sovt.. OCI Test General Agency General Project Shauna Hooks
™ Document Manager g Sample General Trade... OCI Test General
B Logs CPR-0007 Kalie's Contra... OCI Test General Project Number Creation Date

72 Hour Notice: KCPR2 Katie's Contra... OCI Test General 0CI-080001 02/27/2020 03:58 P

Action llems KC PR1 Kalie's Contra... OCI Test General s

Advertisements KC - PR1 Kalie's Confra... | OCI Test General Project Location Status

Budget - Inial shauna test Shauna festsov  Zenith Systems, LLC OAKS Cl Administratior Approved

e e PR1 Testing OCI Test General

P TEST Kalie's Contra...  OCI Test General s Requestilate

. . testzshauna 02/27/2020 05:00 P

Closeou - Confracior Pay Request #3 General Trade... OCI Test General

Gle - Prolessional Services i T oo G Contract Reference Contractor Name

Contract Test Pay Request General Trade... OCI Test General

g testenergy Contractsovt . OCI Test General [EIESETIEETY DENTEE R
Contract Scheduie of Values
Kalie's Contracting PR1  Kalie's Contra... OC Test General
Contractor Pay Request - o 0 Tt Generat Final Payment? EDGE Certified Prime?
est esting fest Genera
Design Reviews ———— No Yes

Total: 29




Logs - View Record Details

ORACLE" Primavera Unifier
@l Agency General .

To view a specific record:

Agency General Projects Test - Home Agency >

A Aleris
Contractor Pay Request

Tasks

E-Signatures + Create v

1. Click Logs to expand

" Drafls -

Mailbox

Title Contract 5...

> Agency General ...

Actions * | View | AllRecords v X

Contractor Name

Per

Information testshauna

Katie's Contra
S

OCI Test General
—

Cost Manager

0CI-100056-01-01 PR2 Katie's Contra

0OCI Test General

2. Click the Record type

Data Manager

Shauna Test Contract sov t.
that you wish to view ocumentaneses
Logs: CPR-0007 Katie's Confra
{2 Hour Notice KC PR2 Katie's Confra
Action Hems KC PR1 Katie's Confra
H £ Adverlisements KC - PRI Katie's Contra
3. Click the specific
1 Budget - Revisions FR1 Testing
Record you wish to S

Pay Request #3 General Trade

Vv i ew Closeout - Contractor
Closeout - Professional Services Tes! Pay Request #2 Testing
contract Tes! Pay Request General Trade
@ testenergy Contract sov t
Coniract Schedule of Values
Kalie's Coniracting PR1  Kalie's Confra
Contractor Pay Request

4. The details of selected
Record will populate to

test Testing
L]

Total: 29

Design Reviews

0OCI Test General
0OCI Test General
0OCI Test General
0OCI Test General
0OCI Test General
0OCI Test General
Zenith Systems, LLC
0OCI Test General
0OCI Test General
0OClI Test General
0OClI Test General
0OClI Test General
0CI Test General
0CI Test General

0CI Test General

* @

Project Number
0OCI-080001

Project Location
OQAKS CI Administration

Title
0CI-100056-01-01 PR2

Contract Reference
Katie's Contracting

Final Payment?
No

Recor... Workil_. Attach
4 General
Organization Record Number
QAKS Cl Test CPR-0028
Project Name Creator
Agency General Projects Matthew Weber

Creation Date
02/26/2020 09:20 AV

Status
Approved

Request Date
02/26/2020 05:00 PV

Contractor Name
OCI Test General

EDGE Certified Prime?

Yes

Matthew Weber «

2

the right




Workflow Progress

ORACLE' Primavera Unifier =

Matthew VWeber
L Bl Agency General...

» Click “Workflow Progress” in oy

> Agency General ... N
L Alerds Cont tor P R t Record Details ~ Workflow Progress  Aftachments il
t h . t . 5 ontractor Fay Reques
€ preview screen 1o view o] [ wo s | [X] G E][a] | woror rroges
t h . . Drals S Title Record Number  Current Step BP Setup Used
e Ste p - by—ste p I n fo r m a t l O n Mailbox Tite Contract Contractor Name percent . OCI-100056-01-01... CPR-0028 Payment Processing Agency Small Project
Information festshauna Katie's Contra... OCI Test General 31,
b t t h . d Cost Manager OCI-100056-01-01 PR2  Katie's Contr... OCI Test General 25| e
a O u I S re C O r P— Shauna Test Contract sovt... OCI Test General a7 step ame pssignee company st
Document Manager Sample Gencral Trads. .. | OCI Test General 7 Creation Matthew Weber State of Ohia Completed
Logs crR-our Katies Contra... | OCI Test General " Associale Review  Malthew Weber | State of Ohio Completed
72 Hour Nofice KepRz Yaie's Gonlra... | OC! Test General " Review and Valid... Matthew Weber St of Ohio Completed
Action Hems KorR1 Katie's Coatra... | OCI Test Goneral 8 PM Supervisor Ap_ Mafthew Weber State of Ohia Completed
Advertisements Ke-pR atie's Gontra.. | OC Test General B Payment Processing Archana Atrey State of Ohia Not Started
Budget - Iniial shauna fest Shauna fest sav | Zerilh Sysens, LG Payment Processing Shauna Hooks State of Ohio Mot Started
Budget - Revisions Rl Testing 06! Test General & Payment Processing Rita Nichols State of Chio Mot Startea
Change Order et Karic's Comira... | OGI Teed General Payment Processing  Steve Mayo State of Ohio Mot Started
Closeout - Contracior ::; :::”:::;‘w f;":‘ Trade.. Zz: :z z:::: = Payment Processing Matthew \Weber  State of Chio Mot Startea
Closcout - Professional S... Test Pay Request General Trade... OCI Test General 17
T @ festenergy Contractsovt . OC Test General 861
Coniract Schedule of Valu - Katie's Contracting PR1  Katie's Contra..  OCI Test General
@i R b e fest Testing OC! Test General 781
Design Reviews T ————————————————————




Create a New
Record In Logs



Create a New Record

ORACLE Primavera |Jnifier

Agency General Projects T.

A y General ...
& Hers
L]
€quest
1. Click Logs o q
° ® E-Signatures Actions ¥ | View | All Records v X y || Q
O Orans
. B Maibax ' Title Contract S...  Contractor Name Percent ...
2 S e I e Ct t h e a ro r' I a t e © information testshauna Katie's Contra... OCI Test General n
° o Cost Manager OCI-100056-01-01 PR2  Katie's Contr... OCI Test General 25.)
Data Manager Shauna Test Contract sov t OC Test General 47
Reco rd ty pe o — i e -
CPR-0007 Katie's Contra... OCI Test General LE
= e, KC PR2 Katie's Conira... OCI Test General 1"
. KCPR1 Katie's Contra OCI Test General 6.
. Action Hems
KC-PR1 Katie's Confra... OCI Test General 5.4
Advertisements
° shauna test Shauna fest sov  Zenith Systems, LLC
Budget - Initial
PR1 Testing OCI Test General 98.
Budget - Revisions
TEST Katie's Confra... OCI Test General
Change Order
Pay Request #3 General Trade... OCI Test General 33.
Closeout - Confractor
Test Pay Request #2 Testing OCI Test General
seout - Pr |
s S Test Pay Request General Trade. OCI Test General
e §  test energy Contract sov t... OCI Test General 661

=
Confract Schaduls of Vaht... Katie's Contracting PR1  Katie's Contra. . OCI Test General

Contractor Pay Request test Testing OCI Test General 781

Design Reviews




Add Information to the Record

Old View: New View:

» User entered required information in the General Tab )
» Scroll down to view the entire record b
» Required information is marked with a red * )

Fill out all required information in the left pane
Scroll down to view the entire record
Required information is marked with a red *

[E] Create New Contractor Pay Request - Project No. OCI-080001) - Google Chrome = ] X [S] creste New Contractor Pay Request - Project No. OCI-080001 - Google Chrome - o X
- - N - - B & oh ifier. leindustry.com/bp/ i/bp/r /1003/261665?_uref=uuu917668177t3#
@ ohio-unifier.oracleindustry.com/bp/process/new?fromMasterLog=1&wftemplate_id=261665&module_name=ucpréproject_id=1... SIS = v i / S i Q
Fle Edi View Aclons Help ) Create New Contractor Pay Request Send Save = v
2 - General  Pay RequestDetalls  Added Purchase Orders
Workflow Actions | Submit v Send Save % Spelling 10l Add Attachment ~ &7 Discussion  [8] SOV Close Window —
Contractor Pay Request Attachments  Comments  Linked Records  Linked Mail =
General ¥ e = / Tt * Reauest Do * E—
o [atrs Gonsuing 0Gr00081_PR1 | [os7roz00s00Pm wres) s & ~
General | 2 — B
N & [2. 5
- 2 4 Published Attachmen
Organization” [DAKS Ci Test Recoiin [Sorera T Prase 1 T @7 oormcme / -
Project Name: [Agency General Projects Test Creator: Matthew Weber & ¥ [§ ConractSchedulcotvalu
) ¥ [§ Li10sscizoms L
Project Number: [0CI-030007 CreationDate: [ ] Final Payment? EDGE Certified Prime? =
| [po Y B B testviewtd
Profe Locatn: [DAKS Gf Adristatn ] —
Title: [Matt's Consuliing OCI-0000&1_PR1 | * Request Date: [§3/17/2020 05.00 PM (UTCE) |2 Retainage Release Requested?
Setect v
Contract Reference: [General Trades Phaj _ Select. = Contractor Name: [QC Test General ‘ ‘
Final Payment?: = EDGE Certified Prime?- Period From ~ Period To *
[o201m020 0500 Pt uTC:5) )  [o2e92020 0500eM wWrCs) [
Retainage Release Requested?:
Period From: [02/01/2020 05.00 PM_(UTC-5) | ™ Period To: [12/29/2020 0500 PM_(UTC-5) | nfernal Ref, Number AVE Approval Date
Internal Ref. Number: [ ] AJE Approval Date: |:| ‘ ‘
Prevailing Wage
— - 4 Prevailing Wage
4 Action Details 5
———
[=] Pay Request Details " Added Purchase Orders. M Total: 3
(m]
Attachments (0} Linked Records (0) General Comments Linked Mail (0)




Add Information to the Record

Old View:

» User would add attachments by clicking Add
Attachment near the top-center of the Record

New View:

» In the right pane, click Attachments to add any

necessary documents to the record

[E] Create New Contractor Pay Request - Praject No. OCI-080001) - Google Chrome - O X
& ohio-unifier oracleindustry.com/bp/process/new?fromMasterlog=1&wftemplate id=261563timodule name=ucprilproject id=1.
File Edit View Actions Help 0

Workflow Actions | Submit Send Save ¥ Speliing. ) Add Attachment = ¥ Discussion sov Close Window
& General Contractor Pay Reques .

General l
Organization: [QAKS CI Test RecordNumber [ ]
Project Name: |Agency General Projects Test Creator: Matthew Weber
Prfct umbar CE08000% L —
Project Location” |QAKS CI Administration saws [ ]
Title: Matt's Consulting OCI-000081_PR1 | = Request Date” [03/17/2020 05:00 PM_(UTC-5) [~
Contract Reference: [General Trades Phaj  Select = Contractor Name: [OC| Test General
Final Payment?: = EDGE Cerfified Prime?:
Retainage Release Requested? | No v
Period From: (1210172020 0500 P _(UTC-5) |~ Period To: (0272072020 05:00 P (UTC-5) |21 =
Internal Ref. Number: [ ] AE Approval Date: [ |
Prevailing Wage
£3 Action Details 5
[=] Pay Request Details " Added Purchase Orders
[m]
Attachments (0) Linked Records (0) General Comments Linked Mail (0)

[S] Create New Contractor Pay Request - Project No. OCI-080001 - Google Chrome

@ oh leindustry.c P/

Create New Contractor Pay Request

General  Pay RequestDetails  Added Purchase Orders

Title *

d, pr/1003/2616657__uref=uuu91766817713#

Request Date

Contract Reference *

Final Payment? *

[ro g

Retainage Release Requested?

Period From *

Cantractor Name
OCI Test General

EDGE Certified Prime?
No

Period To *

‘ 02101/2020 05:00 PM (UTC-5) )

‘ 02/28/2020 05.00 P (UTG-5)

Internal Ref. Number

4 Prevailing Wage
Prevailing Wage Report

AVE Approval Date

- o x
/ Send Save = v
Attachments  Comments  Linked Records  Linked Mai =2
& v
\
B Name - [ Tite

4 Published Attachments
o [4 B ContractScheduleofvalu...
[ L110-03-C12019JULA.

[ B testuiewtd

Total: 3




Add General Comments

General Comments are a good way to communicate with team members about a specific

record
Old View:

» User clicked the General Comments at the
bottom of the record
» Clicked Add

» Entered Comments and clicked OK

Subcontractor/P.0. Amount §: 0.00 MBE

4 Action Details

Create New Subcontractor/Supplier Declaration
To S-Task Notes:

ce.
Send For.
Attachments (0) Linked Records (0) General Comments

25 General Comments - Google Chvome 1 % R (e ]

New View:

» Click the Comments tab located in the right pane of the record

»  Type your comment in the text box

» Important: uncheck Hide to make the comment visible in the record

» Click Post (the comment will display below once posted)

» Once added, a blue comment icon will appear next to the tab

& https://ohio-unifier.oracleindustry.com/bp/share/editGC?model=usd&itask_id=908990&id=0&process_id=877308&re
Close Window
Draft Comments
e tachmerts [Fidden Gamment
st ) vowy. | remow

4 Action Details

Submit
To. Barbara Taylor Katie Tuttle,Moenique Morris.d @ Task Notes:
Cc.
SendFor.  PM Declaration Review
—

( Generalcommenis@\

Attachments (0) Linked Records (0}

1001 - Google Chrome

fupspr/1003/411717_uref=uuu965522860t1

bquest

N

Aftachments ~ Comments

mber

jeber

hte

Send Save = w

Linked Records  Linked Mail : :

Professional Services Provider

EDGE Certified?

Received Date

399509012

Send Save = v

Atachments cOmmen‘:) LinkedRecords  Linked 3 | 53

Matthew Weber State of Ohio o 0710672020 10:53 AW

Type a general comment here to communicate with your tear.




Send the Record

Old View:

»  User would first choose or verify the
correct Workflow Action is selected

»  The Action Details section of the record
would display the recipients of the next
task

@] Create New Action Items - Project Ne. OCI-090004 - Google Chrome

8 Secure |https:,r}’ohio—de\.r—uniﬁer.oracleindiry.com_fbp,f'processfnew?fromMastw

File Edit View Actions Help

WorkﬁowActions ISend [E save 7 Spelling.. ~7Undo Accep

«2 Action ltems Action Items

General

Organization: [Department of Administrative Services |
Project Number: }DCI-{JQDD{M |
Project Name: [DAKS CI Training 4 |

I

Project Location: [4200 Surface Road
% Action Details

Send
To... | [Bill Schwerfager,Oaks Instructor,Rita Nichals,{

ce.. | | |

Send For: Response

= collaboration

New View:

»  Click the Send link (top right corner of the record)

»  Choose or verify the correct Workflow Action is
selected

»  The recipients of the task are displayed below

»  Click the Send hutton \
Subcontractor/Supplier Declaration ave =
General

[S] subcontractor/Supplier Declaration - Matt's Concrete - Project No. OCI-080001 - Google Chrome - o x

& ohio-unif .com/bp, p/record/opentask/2545750/undefined/undefined?_uref=uuu6757243t1
4 General

Organization Workflow Action Details X
OAKS CI Test

4 Action Details

Project Number Workflow Actions ™ Send For

0CI-080001 Recommend Approval - Declaration Review

To

Project Name Archana Atrey;Mattnew Weber,Rita Nichols;Shauna Hooks;Steve Mayo;Project Coordinator

Agency General &3

Start fyping for suggestions.

Project Location

4 Due Date Details

Task Due Date

OAKS CI Admini:

Title

Matt's Concrete

Task Due Date is not available

e (o )




Questions?

OAKS CI Support Desk Contact Info:
oaksci@ofcc.ohio.gov

614.644.2211




Subcontractor/Material Supplier
Declaration




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

» Workflow

Created by: Contractor = Sent to: PM Declaration Approval = Sent to: PC
Declaration Validation = Sent to: Contractor Validation Update and
Subcontract Attachment (if necessary)

47




Roles & Responsibilities

» Contractor
* Creates the declaration and submits it for review
* Provides additional information regarding EDGE participation

» Project Manager (PM)

» Reviews the declaration and accepts or rejects use of the
subcontractor/supplier

» Project Coordinator

» Reviews and validates the declaration for Drug Free WorkPlace
(DFWP) enrollment and EDGE status




SMSD Initiation (Contractor)

- - o x
. ra Unifier X [@ httpsi//ohio-unifieroracleindust: X | T Service Requests x| +

» Log into OAKS ClI :

Service Requ... [@) Training/Dev Cloud  [@) Cloud User Admin (] VSTS Projects - Visu... N&BBumdown ( DotStaff JH DMS G Analytics - YouTube KRy MyGFCC - HomeNE... a bookmarks

B ow % @ E)rroxy for Shaund

Company Work., ACF Fire Protec... [o} y... Company Work.. IRJCF PREAR.. Salt Fork State .. Agency General
1 i DPS
a. Click + sign =

Name Number Location
hio State Highway Patrol Post 44 DPS-080001 IAgency/Department of Public Safety
L= P Post 23 LEADS Building DPS-110001 IAgency/Department of Public Safety
. S ACF Standing Seam Roof Renovation DPS-110003 IAgency/Department of Public Safety
b . Ty p e p rOJ e Ct name EA\Data Center Alum Creek Facilty DPS-110006 IAgency/Department of Public Safety
b H h OSHP Academy Range Equip. Replacement DPS-110009 IAgency/Department of Public Safety
or numper In searc 0ODPS - EOC Reorganization DPS-110010 IAgency/Department of Public Safety
b ar OSHP Academy Maintenance & Repair Project  DPS-120001 IAgency/Department of Public Safety
OSHP Alum Creek Crime Lab Addition DPS-120002 IAgency/Department of Public Safety
Academy HVAC Replacement-Chiller & Range .. DPS-120004.02 IAgency/Department of Public Safety
Alum Creek HVAC DPS-130001 IAgency/Department of Public Safety

c. Click appropriate _
project to open

s Dollar (USD)

| prod+1003@oracleindustry.com




SMSD Initiation (Contractor)

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

» Logs ->
Subcontractor/Supplier
Declaration

» Click Create or New

Company Work...

Memorandum of Understanding
Miscellaneous Commit
Miscellaneous Expenses v2
Miscellaneous Invoice

Prevailing Wage Report

Professional Services Acquisition
Professional Services Agreemenis:
Professional Services Amendments
Professional Services Fee Allowance

Professional Services Pay Request

Professional Services Perfomance Ev.._

Program of Reguirements

Punch Lisis

Purchase Orders

Request for Interpretations

Request for Qualifications

Schedule Approvals
Subconfractor/Supplier Declaration
Submittals

Transmittals

Vouchers

‘Warranties

B Reporis

ORACLE Primavera Unifier (Test)

OAKS C1 Traini....

Agency

£

OAKS CI Distric.... Oal

DAKS Cl Training >  OAK]

Subcontractor/Supplier Dec

Actions View

Subcontractor/Supplier

aadv

ABC

ABC Consulting

ABC Mechanical

ABC Tool Company
Acme Supply

aec

Ben & Jerry

Ben & Jery Acme

Ben & Jerry Concrete
Ben & Jerry Concrete Co
BEN & JERRY CONCRETE (
Ben & Jerry Concrete Co
Ben & Jerry Concrete Co.
Ben & Jerry's

Ben & Jerry's

Ben & Jerry's ACME

Een & Jerry's ACME

Ben & Jerrv's Concrete

Total: 373




SMSD Initiation (Contractor)

[S] Create New Sut /Supplier Declaration - Project No. OCI-080001 - Google Chrome - o X
8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/75282__uref=uuu529571602t2
) . | &) craate New subcontractor/Supplier Declaration - Projact No. OCI-020001 - Gaagle Chrome - o X
a) Enter Title (the title should house | create New subcontractorSuppil s s i i
the name of the company utilized) == ’
p y Search | Find on Page
4 General original
Contract Tota
. NOTE: Only select either Contract Name or Professior] _Contract No Contractor Name o Jitle Compistion __Staus
C I C t e Se e Ct u tto n n ext to Tier1 Subcontractor Documentation must be attached Emm T e D
Organization 9876543210 Matt's Vendor Matt's Contract Pending
Denanmenl of Administrative Services 123456789 Matt's Vendor Contract MMW 001 Pending
Contract Name
Project Number 0CL020001-03 OAKS Plumbing Fred 20091008 102312010 1000 .. Final_Approved
OCI-080001 412361 OAKS Plumbing Stored Mat Test 1 10/03/2020 05:00 .. Final_Approved
. 15 QAKS Plumbing mmw-contract test 03/15/2020 06:00 ... Final_Approved
C C O O S e a p p ro p r I ate co nt ra ct Project Name DRC-1 Random Roofing and Repair Test DRC 12/05/2014 08:00 . Final_Approved
QAKS Cl Training 1 DAS-0006 Random Roofing and Repair Computer Class -0001 03/04/2013 08:00 .. Final_Approved
070315 Random Roofing and Repair CMR-DB Test Final_Approved
. Project Location 001 Random Roofing and Repair TJtestior RN 082412014 10:00 .. Final_Approved
d) Click Select Surce Roed
Total: 24
Title * “
Cancel Select
ISMSD Matt's Contractor I
Contract Name *

Matt's Contract Matt's Vendor Information

) No Attachments
Professional Service




e) Scroll down the form to
complete the Declaration
Information

» Required fields are marked with *

» Use the Tier 1 dropdown box to
indicate if this is a Tier 1 Sub

SMSD Initiation (Contractor)

[=] Create New Subcontractor/Supplier Declaration - Project No. OCI-080001 - Google Chrome - u} X

& ohio-uat-unifier.oracleindustry.com/bp/mod,/bp/record/opendraft/7528/17__uref=uuu529571602t2
Create New Subcontractor/Supplier Declaration

General

Send Save = v
Attachments  Co 3 | tu
4 Declaration Information {
Type * Tier 1 *

|Mateﬂa\8upphev v‘ Fs -l b~

| Matt's Consultant ‘ ‘ ‘

Federal Tax ID *
1234567890

Primary Officer 1 *
Matts Officer

Address Line 1 *
|30WSpnng st ‘

Address Line 2 o

City ~ Information
| Columbus ‘

No Attachments.

State *

Onio S
zp *
[ 43215 |

Contact Person *
| Matts Contact ‘

Phone No. *
| 614-555-5555 ‘

Fax No. *
|NiA ‘

E-mail Address *
mati@email. com




f)  Scroll down the form to complete
the Additional Details section

» Required fields are marked with *

SMSD Initiation (Contractor)

[=] Create New Subcontractor/Supplier Declaration - Project Mo. OCI-080001 - Google Chrome

Create New Subcontractor/Supplier Declaration

General

» General

» Declaration Information

(" 4 Additional Details S

Subcontractor/P.0. Date DFSP Enrolled *

MIMDD/YYYY HH MM AM gg| [Yes v|
Subcontractor/P.0. Amount § * EDGE Certified? ™

100000000]  [ves v |

Services/Material Brands * EDGE Certification Number *
‘ Concrete | ‘ 1234567890 |
Skilled Trade License No. MBE

| ﬁe{ecﬂ A d |

» Publish Path

& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7528/1?_uref=uuu529571602t2

Send Save =

Attachments Co

i~

@

Information

No Attachments.




SMSD Initiation (Contractor)

E Create New Subcontractor/Supplier Declaration - Project No. OCI-080001 - Google Chrome — m] x

& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7528/17_uref=uuu529571602t2

> When the record|s ready to :Q::Ite New Subcontractor/Supplier Declaration )M
move forward, click the Send
F General
button at the top of the record P -

» Declaration Information

1]
4

Attachments. Co » ::

4 Additional Details

Subcontractor/P.0. Date

[&) Create New Subcontractor/Supplier Declaration - Project No. 0CI-080001 - Google Chrome = (m] x

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/7528/1?_uref=uuu529571602t2

Workflow Action Details

MM/DD/YYYY HH:MM AM

» Verify Workflow Action: Submit

Subcontractor/P.0. Amount § *

4 Action Details

Services/Material Brands *

Concrete Workfiow Actions Send For
Submit - I Associate Declaration Review
> CI iC k Se n d Skilled Trade License No.
To

Archana Atrey,Brett Gundlach,Cindy Pizzuto,Consultant Student 1;Consultant Student10; Consuit
cc

» Publish Path

4 Due Date Details

Task Due Date

0

Task Due Date is not available




Project Manager Receives an Email

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

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

Project/Shell: OAKS CI Training 1

Subcontractor/Supplier Declaration SSD-0372 is sent to you for
Declaration Approval.

From : Matthew Weber

Sent For : Declaration Approval

Source Name : OAKS Cl Training 1

Record No - Subcontractor/Supplier Declaration $5D-0372
Title : Matt's Subcontractor

Unifier Login

For Cracle technical assistance hitp-/fwww.oracle com/us/suppart




PM Declaration Approval

»  Click Accept Task =

General

4 Task Details
From

Matthew Weber

To

Sent For
Declaration Approval

4 General
Organization
Department of Administrative Services

Project Number
0CI-080001

Project Name
OAKS CI Training 1

Project Location
Surface Road

Title
SMSD Matt's Contractor

- Praject No. OC

Subcontractor/Supplier Declaration

Archana Atrey;Cindy Pizzuto:Consultant Student1;Consuitant Student10:Consultant Stud...

Record Number

S30-0374

Creation Date

07/28/2020 02:37 PM (UTC-8)
Creator

Matthew Weber

Status
Pending

hrome

Attachments

= m] x

& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2141 SG?Iask_id=2141Eﬁ&parenl_id=O&vie\%pmjecud=1005&m0d9\=u-.-

@M cline = v

Comments Linked Records Lin » ::

Information
No Attachments




PM Declaration

4

Review the
Subcontractor/Supplier
Declaration record

Approval

Subcontractor/Supplier Declaration

General

4 General
Organization
Department of Administrative Services

Project Number
OCI-080001

Project Name
OAKS CI Training 1

Project Location
Surface Road

Title
SMSD Matt's Confractor

Contract Name
Matt's Contract

Professional Services Agreement Name

» Declaration Information
» Additional Details

» Publish Path

E Subcontractor/Supplier Declaration - SMSD Matt's Contractor - Project No. OCI-080001 - Geegle Chrome

Record Number
SSD-0374

Creation Date
07/28/2020 02:37 PM (UTC-8)
Creator

Matthew Weber

Status
Pending

Contractor Name
Matt's Vendor

& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/214186/undefined/undefined? _uref=uuu74520005212

Send Save =

Attachments Com
b~
Information
No Attachments




PM Declaration Approval

4 C h O O S e WO r kfl OW Act i 0 n : Ap p rove [S] subcontractor/Supplier Declaration - SMSD Matt's Cantractor - Project No. OCI-080001 - Google Chrome = O X

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/214186/undefined/undefined?__uref=uuu745200...
» Click Send

Workflow Action Details X

4 Action Details

*
Workflow Actions Send For

‘ Approve v Declaration Validation
To

Archana Afrey;Cindy Pizzuto;Matthew Weber:Moenique Morris;Purna Irukulapati;Rita Nichols:Ta..
cc

Start typing for suggestions. -

4 Due Date Details

Task Due Date

Task Due Date is not available

=1 KB




PC Validation Step

g PC receives an E mal I This is a system-generated e-mail message. Do not reply to sender.
Project/Shell: Agency General Projects Test

Contractor Pay Request CPR-0029 is sent to you for PC Review and
Validation.

» Click on the “Unifier
Login” button to

From : Shauna Hooks

access the task
Sent For : PC Review and Validation
Source Name : Agency General Projects Test
Record Mo : Contractor Pay Request CPR-0029
Title : testshauna

Unifier Login




PC Validation Step

»

Click Accept Task

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/214194%task_id=214194&parent_id=08viewOnly=0&project id=1006&model

Subcontractor/Supplier Declaration

tractor/Suppliar Declaration - SM|

General

4 Task Details

From
Matthew Weber

To

hrome

Attachments  Comments

Archana Atrey:Cindy Pizzuto;Matthew Weber.Moenique Morris;Purna IrukulapatiRita Nichols;Tambra

Sent For
Declaration Validation

4 General

Organization
Department of Administrative Services

Project Number
0CI-080001
Project Name
0AKS CI Training 1
Project Location
Surface Road

Title
SMSD Matt's Contractor

Record Number

SSD-0374
Creation Date

07/2872020 02:37 PM (UTC-8)
Creator

Matthew Weber

Status
Pending

Linked Records

i

Information
No Attachments.

- L

Linked Mai

>

K

oy




PC Validation Step

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

Validate the Federal Tax |D, EDGE status, and DFWP enrollment of the proposed subconiracior or material supplier.

» General

4 Declaration Information
I‘,rpe
Material Supplier

Tier 1
| Yes

Subcontractor/Supplier
Mati's Consultant | |

e

Federal Tax ID
[ 1234567890

Primary Officer 1
| Matt's Officer

Address Line 1
| 30 W Spring St

E Subcontractor/Supplier Declaration - SMSD Matt's Contractor - Project Mo, OCI-080001 - Goegle Chrome = O x
@ ohio-uat-unifier.oracleindustry.com/bp/med/bp/record/opentask/214194/undefined/undefined?__uref=uuu74520005212
Subcontractor/Supplier Declaration Send Save =
General \

@ commi P

b~

Information

No Attachments.




PC Validation Step

» Validate the Federal Tax ID, EDGE status, and DFWP enrollment of the

proposed subcontractor or material supplier.

[ subcontractor/Supplier Declaration - SMSD Matt's Contracter - Project No. OCI-080001 - Geogle Chrome

/214194 /ur

& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/op
Subcontractor/Supplier Declaration

General

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

¥ General

4 Declaration Information
Type Tier 1

Material Suppler [ves

Subcontractor/Supplier Subconfracted by:

Matt's Consultant

Federal Tax ID
‘ 1234567890 |

B mesa
Matt's Officer |
Address Line 1
‘ 30 W Spring St |

’_uref=uuu745200052t2

Send Save =

Attachments ~ Comme

B -

Information
No Attachments

xn
'3

(= subcontracter/Supplier Declaration - SMSD Matt's Contractor - Project No, 0C1-080001 - Google Chrome

@& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/op k/214194/ur
Subcontractor/Supplier Declaration

General

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

» General

» Declaration Information

’_uref=uuu745200052t2

Send Save

Attachments ~ Comm

§ -

4 Additional Details
Subcontractor/P.0. Date DFSP Enrolled

Yes

EDGE Certified?
1.000,000.00 Yes

Subcontractor/P.0. Amount §

Services/Material Brands EDGE Certification Number

Concrete 1234567890

Skilled Trade License No. MBE

Information

No Aftachments.

>

KA
'Y




PC Validation Step

»  Fill out Subcontractor Supplier Validation required fields

[&] subcontractor/Supplier Declaration - SMSD Matt's Contractor - Project Mo. OC1-080001 - Goagle Chrame - m| %
@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/214194/undefined/undefined? _uref=uuu745200052t2
Subcontractor/Supplier Declaration Send Save = v
General

Attachments Comme 3 ::
» General
i~
» Declaration Information
» Additional Details
\ 4 Subcontractor Supplier Validation

Federal Tax ID Validated? * 4

1234567890 [ves -] :

DFSP Enrolled Validated? *

Yes ‘Yes v |

EDGE Certified? Validated? *

Yes Yes - o

Information
No Attachments
ohio-uat-unifier.oracleindustry.com/bp/mod/.../undefine...




PC Validation Step

[&] subcentractor/Supplier Declaration - SMSD Matt's Contractor - Project Ne. OCI-080001 - Goegle Chro..  — O X

# ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/214194/undefined/undefined?_uref=u...

’ Choose the Workflow Action Details
appropriate = v
Workflow Action and = a|
click Send

X

Return for Clarification [ subcontractor/Supplier Declaration - SMSD Matt's Contractor - Project Mo, OCI-020001 - Geogle Chra..,  — O X

# ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/ocpentask/214194/undefined/undefined?__uref=u...

Workflow Action Details

Return for Subcontract

Reject

X
4 Action Details

*
Workflow Actions

Send For
‘ Validated

A4 End

= X




Validation Links

e Use this link to validate Drug Free Safety
Workplace for subcontractors:

* https://www.bwc.ohio.gov/employer/servi
ces/StateContract/nlbwc/StateContractl.as

BX

* Use this link to validate EDGE for
subcontractors and material suppliers:

* https://eodreporting.oit.ohio.gov/edge-
certification



https://www.bwc.ohio.gov/employer/services/StateContract/nlbwc/StateContract1.aspx
https://eodreporting.oit.ohio.gov/edge-certification

Questions?

Please contact OAKS CIl Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211




Contract Schedule of Values (SOV)




Purpose & Procedure

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

» Submitted and approved SOV in this business
process becomes the basis for all future Contractor

Pay Requests.

» Workflow

Created by: Contractor - Sent to: PC Review = Sent to: Contractor
Update (if necessary) = Sent to: PM Approval

68



Getting Started

» Prior to submitting any request for payment,
the Contractor must prepare and have
approved a detailed Schedule of Values
(SOV) that clearly and accurately reflects the
costs of labor and materials including profit
and overhead for each item of work.

69




Create New Contract SOV

Record

Information

Cost Manager

» In OAKS Cl navigate to: |«

» Logs -> Contract
Schedule of Values

Adw
Budget - Initial
CI . k C Budget - R
> I C re a te Change Order
out - Contractor
( out - Pro ional Senvi
\ Contract
Contract Schedule of Values
Contractor Evaluation

Contractor Pay Request

Field Reports

Financial
Fund Allocation
Fund Rele

Fund Tran

OAKS CI Traini...

Agency >

@/ F/ e E=3 PRIMAVERA Unifier (Development)
+

OAKS Cl Training > OAKS

Contract Schedule of Value

Actions » | Vie

Contractor Name

<

Total: 36

R. W. Setterlin Building Compan)|
Harrizon Planning Group

W. Setterlin Building Company
W. Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company
Setterlin Building Company

Setterlin Building Company

M@ PDDP®DD DD DD DD DD DT DD
=E £ 55 &g &g &g =

Setterlin Building Company

70



Contract Schedule of Values (SOV)

»  Workflow Steps

_ Update (if
PC Review PM Approval
necessary)

Creation
(Contractor)




Locate the Spreadsheet (Contractor)

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

» Hover your mouse over the OAKS Cl tab
»  Click- SOV Templates

f B » a Ohio.goV | state Agendies | online senvices | Search...

1 OFCC

Cloud Login

Agency-Higher Ed Training »

K-12 Training & Job Aids

OAKS CI News o
m tunities

SOV Templates

> Email OAKS Cl Support



http://ofcc.ohio.gov/

Locate the Spreadsheet (Contractor)

» Click - “OAKS CI Contract SOV Import Template — Contractor”

& ofccohio.gov/OAKS-CI/SOV-Templates

Ohio.goV | stste sgencies | oninesenvices | Search.

= OFCC

OHIO FACILITIES CORSTRUGTION GOMMISSION

HOME~ DOCUMENTSY SERVICES/PROGRAMSY NEWS/EVENTSY OPPORTUNITIES [sLU{%a RESOURCESY PORTFOLIOS

Cloud Login SOV Templates
Agency-Higher raining v
K-12 Training & Job Aids OAKS C1 Contract SOV Import Templates Documents below included in this ZIP file
OAKS Cl News
OAKS C| Contract SOV Import Template - Contractor (Agency/Higher Ed. Cloud) 2018-0CT M140-02-C1
SOV Templates
OAKS CI Contract SOV Import Template - A/E (K-12 Cloud) 2018-0CT M140-05-CI
Email OAKS CI Support
OAKS C| Contract SOV Import Template - Commissioning Agent (K-12 Cloud) 2018-0CT M140-06-CI
OAKS CI Contract SOV import Template - Contractor (K-12 Cloud) 2019-APR M140-02-CI
OAKS CI Contract SOV Import Template - Owner Agent (K-12 Cloud) 2018-0CT M140-08-CI
OAKS Cl Contract SOV import Template - Energy 2019-JAN

OAKS CI Subcontractor Distribution Import Template - Contractor (K-12 Cloud) 2019-MAY




Open the Spreadsheet (Contractor)

» Step 2: Open downloaded Excel spreadsheet

21l SOV Templates X+

< C @ ofccohio.gov/OAKS-CI/SOV-Te

= a X

S B 0

f @ » &

= OF(C

OHIO FACILITIES CONSTRUCTION d

HOME~ DOCUMENTS~

[OAKS RESOURCES"

Cloud Login

Agency-Higher Ed w
Training

K-12 Training & Job
Aids

OAKS Cl News

Extract M140-02-Cl-Contract_SOV_Import_Template-Contractor (Cloud) (4)

Home  Share  View | Compressed Folder Tools
Documents (& Pictures B Desktop i
Downloads [4 Daocuments . Music 1
Extract
& picures ML Videos o
Extract To
4 | « Dow.. » M140-02-Cl-Contract_SOV_Import... v |0
A Name Type
o Quick access
@, M140-02-Cl-Contract_SOV_Import_Template-Contractor (Cloud)
m Desktop #
4 Downloads *
: Documents *
= Pictures *

Creative Cloud Files
@ OneDrive - State of Ohio

E State of Ohic
IT- Operations

# mis0-02-ci-contr..zip A

IT- Projects
SOV Templates = Thic O v <
1item
Email OAKS €1 TTOTTT oTT T
Support
OAKS CI Contract SOV Import Template - 2018- M140-
Commissioning Agent (K-12 Cloud) ocT 06-Cl o

Showall X

O Search M140-02-Cl-Contract_SOV_Import_Template-Contractor (Cloud]...

Microsoft Bxcel Macro-Enabled Workshest




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

M140-02-Cl-Contract_SOV_Import_Template [Comp:

H - =
Home = Insert  Pagelayout  Formulss  Data

atibility Mode] - Excel [cal =

[m) x

13 [CE-01-MBL
14 [CE-01-MBM
15 [CE-01-TFL
16 'CE-01-TFM
17 [CE-01-LCL
18 [CE-01-LCM
19 [CE-01-CLL
20 'CE-01-CLM
21 CE-01-OTL
22 CE-01-OTM
23 [CE-FC-00

24 'CE-FC-02L
25 'CE-FC-02M
26 [CE-FC-03L
27 'CE-FC-03M

CE Mobilization Labr

CE Mobilization Matl

CE Temporary Facilities Labr
CE Temporary Facilities Mat|
CE Lead Contractor Services Labr
CE Lead Contractor Services Matl
CE Closeout Labr

CE Closeout Matl

CE General Conditions Labr

CE General Conditions Matl
Facility Construction

Existing Conditions Labr

Existing Conditions Matl

Concrete Labr

Concrete Matl

Mobilzation Labor (EDGE)

Concrete Labor

$8,000.00 Mac's Mobiles

$5,000.00[Joe's Concrete 1

Review  View  Q Tell mewhat you want ta do.. Katie Tuttle
o, et -

& % Ny » Wrap Text General 2 Z Autosum p
PtE%V Conditionl Formatss Cell  Insert Delete Format o Sort & Find &
aste B I U- - Merge & Cent % -9 g | Conditional Formatas Ce nsert Delete Forma Sort & Fin
- - 4 st $ ‘ Formatting~ Table~ Styles - & Clear~ Filter - Select -
Clipboard & Font n Alignment Number Styles Cells Editing
G26 - x v K Joe's Concrete

c D E F G H
1 Import Business Process Records _
2 Note: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated.
3
4 \WBS Code Code Description Short Description Amount ($) Subcontractor/Supplier Notes
5 $13,000.00
6
7 [CE-00-00 Construction Execution Summary
8 'CE-01-00 General Requirements
9 [CE-01N GE Insurance
10 [CE-01-SB CE Surety Bonds
11 [CE-01-SC CE Scheduling Services
12 [CE-01-PF CE Partnering Facilitation




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

=] : Excel
HOME INSERT PAGE LAYOUT FORMULAS. DATA REVIEW VIEW ACROBAT

ot Adial o -Ax SF Wrap Text General - | Nomal Bad Good Neu

B2y Copy - e
Paste B I u- H- Merge & Center = § « % » 43 §3 Conditional Formatas Explonatory ... Followed Hyp...  Hype|
- < Format Painter sTl= g Formatting~ Table -

Clipboard Ll Font ] Alignment Ll Number ) Styles
A19 - SKlo

c D E E G H 1 3

Import Business Process Records

27 [CE-FC-03M
28 [CE-FC-04L
29 [CE-FC-04M
30 [CE-FC-05L
31 [GE-FC-05M
32 [CE-FC-06L
33 [CE-FC-06M
34 [CE-FCOTL

35 [CE.FC-0TM

Concrete Matl
Masonry Labr
Masonry Matl
Metals Labr
Metals Matl

Delete
Clear Contents

Format Cells...

Row Height..

Wood Plastic and Composite Labi

Wood Plastic and Composite Matl =%
Thermal and Moisture Protn Labr Unhide
Thermal and Moisture Protn Matl

1

2 Note: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated

3

4 WBS Code Code Description Short Description Amount ($) Subcontractor/Supplier Notes
5 $94.00
6

7 'CE-00-00 Construction Execttion Summary

8 [CE-01-00 General Requirements

9 [CE-014N GCE Insurance

10 [CE-01-8B CE Surety Bonds surety bonds $25.00 bill's concrete
11 /CE-01-SC CE Scheduling Services

12 [CE-01-PF CE Partnering Facilitation

13 [CE-01-MBL CE Wobilization Labr

14 [GE-01-MBM GE Wobilization Matl Trucks Ml $35.00
15 [CE-01-TFL GE Temporary Facilties Labr

16 [CE-01-TFM CE Temporary Faciltties Matl aial -1 -[A A%

17 3:E—01—LCL CE Lead Contractor Services Lab B 1 = & - A - - 58 28 &

18 [CE-01-LCM CE Lead Contractor Services Mati

19 [CE-01-CLL 'CE Closeout Labr f

20 (GE-01-CLM CE Closeout Matl

21 [CE-01-0TL GE General Gonditions Labr

22 [CE-01-0TM GE General Conditions Matl

23 [CE-FC-00 Facility Construction

24 [CE-FC-02L Existing Conditions Labr

25 [CE-FC-02M Existing Conditions Matl Paste Special..

26 'CE-FC-03L Concrete Labr Insert $34.00




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

=] s B
MOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT

s ?"C“‘ Arial Ny = ®- EewmpTet General - g} Normal
B3 Copy -
P Sromaine ® 1 = = B - $-% » %6 5 St o (O
Cliphoard B Font 5 Alignment 5 Number 5
18 - Sl
C D E F |

1 [Import Business Process Records _
2 |Note: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated
3
4 |WBS Code Code Description Short Description Amount ($) Subcontracy
5 §94.00
6
7 [CE-00-00 Construction Execution Summary
8 [CE-01-00 General Requirements
9 [CE-01-IN CE Insurance
10 [CE-01-SB CE Surety Bonds surety bonds $25.00 bill's concret|
11[CE-01-SC CE Scheduling Services
12 [CE-01-PF CE Partnering Facilitation
13 [CE-01-MBL CE Mobilization Labr
14 [CE-01-MBM CE Mobilization Mat! Trucks Wil $35.00
15 :CE—M—TFL CE Temporary Facilities Labr Adal |11 v A A G % 0 B
16 'CE—DW—TFM CE Temporary Facilities Matl BI=0-A-5-98
17 CE-01-LCL CE Lead Contractor Services Labr

|;QE cM actor Services Matl
19 [CEOT-GLL % Cut
20 [CE-01-CLM Copy
21 :CE—ULOTL CE General Conditions Labr ‘4 Paste Options:
22 [CE-01-OTM CE General Conditions Matl P
23 [CE-FC-00 Facility Construction Dl LA 180 %
24 [CE-FC-02L Existing Conditions Labr = - »
25 [CE-FC-02M Existing Conditions Matl et Conied Calle
26 [CE-FC-03L Concrete Labr ch = $34.00
27 [CE-FC-03M Goncrete Matl
28 [CE-FC-04L Masonry Labr Clear Contents
29 [CE-FC-04M Masonry Matl B Formatcels.
30 |CE-FC-05L Metals Labr -
31 [CE-FC-05M Metals Matl Row Height...
32 [CE-FC-06L Wood Plastic and Composite Labr Hide
33 [CE-FC-06M ‘Wood Plastic and Composite Matl Unhide
34 [CE-FC-07L Thermal and Moisture Protn Labr
35 [CE-FC-07M Thermal and Moisture Protn Matl




Save the Sprea

» Step 5:

»

Name and Save
the Spreadsheet
- Very
Important!

dsheet (Contractor)

©

New

Open

Save

Save As

Save as Adobe
PDF

Print

Share

Export

Close

Account

Options

Save As

OneDrive

(T Other Web Locati
E\‘:l Computer

=

o= AddaPlace

Kaf

[ save As =]
() [  Computer v OSDisk (€) » Users » atieutle » Desktop ~ [ 43] [ search Desiter 2l
Organize = | New folder ®

Organize this fold
Gnnloads

% Recent Places

G Libraries
[ Documents
& Music
[ Pictures

B videos

8 Computer
&, 0sDisk (C)

File name:
Save as type:

Authors:

# Hide Folders

s contents. | Mame

| [#8 K12 Oaks-Cl Login

,

Oaks C1 Contract SOV DNR-111111

Date medified

8/3/2015 9:34 AM

Type

Internet Shortcut

Size

1KB

[Excel 97-2003 Warkbaok

QAKS CI Teamn

[F]Save Thumbnail

Tags: Schedule of Values

Title: M140-02




Prepare Spreadsheet (Contractor)
» Step 6:

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

» Click “Prepare Interface File”

c D E G
Import Business Process Records
Note: Do not change column structure. Too add new lines, copy and paste the entire line ta be repeated.
BS Code Code Description Short Description Amount (§) Subcontractor/Sup|

§9,500.00

[FE-00-00 Construction Execution Summary

LE-01-00 General Requirements

FE-01-BE General Requirements Budget

FE-O1-IN CE Insurance

FE-01-5B CE Surety Bonds

LE-01-5C CE Scheduling Services

FE-01-PF CE Partnering Facilitation

FE-01-MBL CE Mobilization Labr Sample Description $3,000.00

FE-O1-MBM CE Mobilization Matl

CE0d.TE| CE Temporary Eacilties | ahr

Microsoft Excel x|

Process complete. The file will now close,

This box will appear indicating
the file preparation is complete.




Create New Contract SOV Record (Contractor)

2 Unifier X [& htpsi/ohic-unfieroracleindust. X | 7 Senice Requests x| +

* Log into OAKS CI

Service Requ.. [] Trining/Dev Cloud [ Cloud User Admin @) VSTS Projects - Visu Ne@gurdonn () Dotstsft

OMS G Analytics-YouTube @0 MyOFCC- HomeNE..  »

Company Work ACF Fire Protec. ademy Company Work. IRJCF PREAR Salt Fork State Agency General

ops]

a. Click + sign e - Locaton
Ohio State Highway Patrol Post 44 DPS-080001 IAgency/Department of Public Safety
OSHP Post 23 LEADS Buiding DPS-110001 IAgency/Department of Public Safety
ODPS ACF Standing Seam Roof Renovation  DPS-110003 IAgency/Department of Public Safety
A LEADS Data Center Alum Creek Facility DPS:110006 IAgency/Department of Public Safety
b T e ro 1 e ct n a m e OSHP Academy Range Equip. Replacement DPS:110009 IAgency/Department of Public Safety
b H h OSHP Academy Maintenance & Repair Project  DPS-120001 /Agency/Department of Public Safety
or numper In searc OSHP Alum Creek Crime Lab Addition DPS-120002 IAgency/Department of Public Safety
b Academy HVAC Replacement-Chiller & Range DPS-120004.02 IAgency/Department of Public Safety
ar Alum Cresk HVAC DPS-130001 IAgency/Department of Public Safety

reral Projects Test
r Agency General Projects

c. Click appropriate
project to open




#  company work .

» In OAKS ClI T

navigate to: m

» Logs -> Contract —

Cost Manager

Schedule of i
Va I u e S Document Manager

Logs
72 Hour Nofice

Action ltems

» Click Create

Request for Interpretations

Request for Qualifications

Schedule Approvals
Subcontractor/Supplier Declaration
Submittals

Transmittals

Vouchers

Warmanties

B Reporis

ORACLE" Primavera Unifier (Test)

reate New Contract SOV Record (Contractor

Subcontractor/Supplier De

Actions = View

Subcontractor/Supplier

Tom and Jerrys ACME
aadv

ABC

ABC Consulting

ABC Mechanical

ABC Toel Company
Acme Supply

aec

Ben & Jerry

Ben & Jerry Acme

Ben & Jerry Concrete
Ben & Jerry Concrete Co
BEN & JERRY CONCRETE
Ben & Jerry Concrete Co.
Ben & Jerry Concrete Co.
Ben & Jemy's

Ben & Jerry's

Ben & Jerry's ACME

Ben & Jernv's ACME

Total: 374



Enter Information Into the Record (Contractor)

Complete the Upper Form (General Tab)
Everything with a Red * is required

[ Create New Contract Schedule of Values - Project No. OCI-080001 - Google Chrome.

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucsov/1006/2537__uref=uuu745200052t2

Create New Contract Schedule of Values

General ontracts SOV Details

4 General
Organization
Department of Administrative Services

Project Number
OCI-080001

Project Name
OAKS Cl Training 1

Project Location
Surface Road

Title *

Fred 20091009 OAKS Plumbing

4 Contract Information
Contract No. *
DRC-12001

- Q=

Trade
General Contractor

EDGE Certified Prime?
No

Notes

Record Number

Creator
Matihew Weber

Creation Date

Status

Fee Title

SAO Standard Fee 1

Contractor Name
Sands Decker Ltd

Total Contract Amount

350,000.00
Line ttem Total ($)
350,000.00
Difference ($)
0.00

Send Save

Attachments  Comments

Information

No Attachments

>

¥
'




Import Spreadsheet (Contractor)

» Click on the Contract SOV Details Tab

» Click Actions -> Import

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucsov/1006/2537__uref=uuu745200052t2

Create New Contract Schedule of Values Send Save = v

General Contracts SOV Details.
ClEE—luicaloic

No.y W = I Ll Short Description

Consolidate Line Items

(i)

Information

No line items are available

Total Amount ¥ . 000
Total: 0

com/bp, o2




Import Spreadsheet (Contractor)

€ Upload C5V - Google Chrome = m} X

@ ohio-dev-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model=ucsov@record level=false...

) 2

Upload CSV Add Attachmenis

. Select a CSV to upload or drag one onto this window /
» Navigate to and select

Select File

the “Comma Separated L

» Click the menu button
next to Select File

Values (CSV File)” of your € oper
spreadsheet

4 & > ThisPC > Downloads v o £ Search Downloads

Organize * New folder = @ @

= his PC A Name Date modified Tpe

» Cllck Open :Zuimem Last week (2)
eskiop

Documents

{ D load:

b Music

= Pictures

B videos

25 0SDisk (€

= 540 (6)

~ Earlier this month (1)

B ContractScheduleofValues 2/3/2020 5:23 PM Microsoft Excel Comma Separated Values File

= Databases (i)
= Programs (0:)
== Quality (@)

= Shared (5)
- v <

File name: | ContractScheduleofValues_error v| Microsoft Excel faima Separa

Cancel




Import Spreadsheet (Contractor)

»

4

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

€ Upload CSV - Google Chrome - m} ®

@ ohio-dev-unifier.cracleindustry.com/bp/sys/dm/csv/upload?model=ucsovBirecord_|evel=false...

) 2

Upload CSV Add Attachments
Select a CSV to upload or drag one onto this window

Select File
OAKS CI Contract SOV OC-080001 2 csv u

\

o |

€ Upload CSV - Google Chrome — u] X

@ ohio-dev-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model=ucsoviirecord_level=false...

@ @

Upload CSV/ Add Attachments

+ Add..
Upload the Attachments using the Add Button or drag them onto the UL
Name Size Status
No Attachments

There are no attachments associated with this CSV

(o [ Lo




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 [8) Create New Contract Schedule of Values - Project No. OCI-080001 - Google Chro.. — O X
eq ual and the Difference(s) Value is Zero (0.00) 8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucsov/1006/2537__uref=u...
Create New Contract Schedule of Values

Send Save = w

IS Create New Contract Schedule of Values - Praject No. OCI-020001 - Gaogle Chrome - o x

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucsov/1006/2537_uref=uuu745200052t2

Create New Contract Schedule of Values
Contractor Name

General  Contracts SOV Details * 0= Sands Decker Ltd

Send Save = v

EI B | Ad | |adosw |G| Sv||Q| B Total Contract Amount
350,000.00
No.y O ©° WBSCode Code Name Short Description Amount (S) Subcor
& 005 CE-01N CE Insurance insurance 40,000.00 Line Item Total ($)
004 CE-FC-03L Concrete Labr concrete labor 3 70,000.00 350,000.00
003 CE-FC-03L Concrete Labr concrete.labor 2 70,000.00 Difference ($)
002 CE-FC-03M Concrete Matl material - concrete 100,000.00 000
001 CE-FC-03L Concrete Labr labor - concrete 70,000.00
B 1
Total Amount ~ - 350,000.00

Total: 5




Complete Contract SOV (Contractor)

4

4

4

When the record is ready to
move forward, click Send

Verify Workflow Action: Submit

Click Send

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucsov/1006/25 uref=u...

[S] Creste New Contract Schedule of Values - Project No. OCI-080001 - Google Chro..  — f X

Create New Contract Schedule of Values | send fave =

General Contracts SOV Details

4 Contract Informatic) [B] Create New Contract Schedule of Values - Project No. OCI-080001 - Google Chrome = O
Contract No. *
DRC-12001

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/ucsov/1006/2537__uref=uuu745200052t2

Workflow Action Details X
Trade

General Contractor 4 Action Details

. . *
EDGE Certified Prime? Workflow Actions Send For
No | Submit v | Associate Approval
To
Archana Atrey;Cindy Pizzuto;Consultant Student1;Consultant Student10;Consultant Student11;C.
5 -
Motes

4 Due Date Details

Task Due Date

Task Due Date is not available

=n =n

»®



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

€ Ugload CSV - Google Chrome = O X

@ ohio-dev-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model=ucsov&record_level=false...

@ 2 € Upload C5V - Google Chrome - O Y
@ ochio-dev-unifier.oracleindustry.com/bp/sys/dm/csv/upload?model=ucsovirecord_level =false...
Upload CSV Add Attachments L /op/sys/dm/csv/upl =
Select a CSV to upload or drag one onto this window @ 2
Select File Confirmation
Upload CSV Add Attachments

0AKS CI Confract

Select a CSV to upload or di ito this wind
Import could not be completed. Do you want to seca DRI Ry G118 G S D LR

download a file with errors shown? Select File
OAKS CI Contract SOV OCI-080001.csv u

Yes No

/

B contractscheduleo...csv Show all x




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 Cl.

» If there is any other type of error, contact the OAKS Cl Help Desk for

assistance

A B C D E F G -
1 |Import Business Process detail items
2
3 |Note: Do not change column structure
4
5 |Do not enter symbols, such as currency or digit grouping, in the numeric fields.
6

7 |Enter a negative numeric value using these formats only: -123456.99 or -123456,99.

8

9 |Please enter the attachment names separated by "' in the next available column after the |ast data element present for Record or Line Item respectively.

10

1D Group Name W8S Code Short Descriptian Amaunt ($) Subcontractor/Supplier Notes

12

13gkh CE-00-00~~CE-01-00~"CE-01-MBL Mobilization Labor (EDGE) 8000 Matts Subcontractor Imported 2/25/2020
14IMatts Subcontractor is invalid value for gen_subcont_supplier_bp. I

15

| ContractScheduleofValues_error @ 4 v
[ Display Settings H m - ] + 100%




SOV Import Error (Contractor)

» Open the Excel file you saved in
the previous section prior to e Home men  ecclyou  fomues da  Fevew

15 Share 2 Comments

View  Help  Acrobat

Eﬁ X arial e a ® General . [EH Conditional Fermatting ~ HInsert ~ >~ %? /O g
I. k' h P I f F.I paste 7 o 09 F5e Format s Tabe - e Sort& Find& | Ideas
clicking the Prepare Intertace File T |[prusEe =A< 5 E §-%0 BN Beasye- EFomat= | €+ frs serte
Clipboard 15 Font & Alignment & Number & Styles Cells Editing \deas ~
b utto n H17 - fe | Matts Subcontractor v
D | E | F | G H | [=

_ Import Business Process Records _
Note: Do not change column structure. To add new lines, copy and paste the entire line to be repeated.

4
2
3 |Do not enter symbols, such as currency or digit grouping, in the numeric fields.

4 |Enter a negative numeric value using these formats only: -123456 99 or -123456 99.

5 |Please enter the attachment names separated by "' in the next available column after the last data element present for Record or Line ltem respectively.
6

7

8

» Find the Subcontractor/Supplier
name referenced in the error file

iWBS Code Code Description Short Description Amount ($) Subcontractor/Supplier Notes
E] r $8,000.00
13 [CE-01-IN CE Insurance
14 [CE-01-SB CE Surety Bonds
15 [CE-01-SC CE Scheduling Services
16 [CE-01-PF CE Partnering Facilitation
17 [CE-01-MBL CE Mobilization Labr Mobilization Labor (EDGE) $8,000.00|Matts Subcontractor 1]
18 [CE-01-MBM CE Mobilization Matl
197'CE—01—TFL CE Temporary Facilities Labr
zn_'CE—m—TFM CE Temporary Facilities Matl
21 [CE-01-LCL CE Lead Contractor Services Labr
22 'CE-01-LCM CE Lead Contractor Services Matl
23 CE-01-CLL CE Closeout Labr -

ContractScheduleofValues interf | () .

[ Display Settings B o - i i 1P




SOV Import Error (Contractor)

ORACLE" Primavera Unifier (Development)

» Find the Subcontractor/Supplier
na me in OAKS CI w M_ﬁn i QAKS ClI Distric.... Oak Hills Local .. Agency

ORACLE' Primavera Unifier (Developm Agency > O > OAKS Ci Training 1

w

Miscellaneous Invoice

Company Work ini._. Prevailing Wage Report Subcontractor/Supplier Declaration

(OAKS Cl Training 1- Home

N Navigate to: I_Ogs _> — Professional Services Acquisition + create v Actions v | view X

Professional Services Agreements

. Teske U] Subcontractor/ Supplier “ Type

S u b Co nt ra Cto r/S u p p I I e r [ e Matl's Subcontractor 2 Subcontractor

. ) B2 Professional Services Fee Allowance MBA Electric Subcontractor

Declaration - Pressona Sences Fay oot

[ — Professional Services Perfomance Evalualion Michael S Subcontractor

. Cost Manager Program of Regquirements Mickey Mouse Concrete Subcontractor
» Find the record that had an error o e
Document Manager Purchase Orders Mike's Mud supply Material Supplier

. R MJS Engineering Consultant

} Ta ke n Ote Of th e eXa Ct S pe I I I n g Of ;Zg:"ns ::::::: ‘Q"::::ﬁ':::‘:: My Friend Material Supplier

. Nelson Stark Company Subcontractor
the Subcontractor/Supplier oo 4 |t

Subcontractor/Supplier Declaration

@ Caks Plumbing Material Supplier
n a I I l e Submittals
@ Oaks Plumbing Material Supplier
Transmiltals Qaks Plumbing Material Supplier
Vouchers @ Caks Plumbing Material Supplier
Warranties @ Oaks Plumbing Material Supplier

B Reporis

Total: 373




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

Amount ($) Subcontractor/Supplier Notes

r $8,000.00

Save As

$8,000.00| Matt's Subcontractor

[l Display Settings EH m -




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

L D E
mport Business Process Records
[lote: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated.
NBS Code Code Description Short Description Amount ($) Subcontractor/Sup
$9,500.00
CE-00-00 Construction Execution Summary
CE-01-00 General Requirements
CE-01-BE General Requirements Budget
CE-01-IN CE Insurance
CE-01-5B CE Surety Bonds
CE-01-5C CE Scheduling Services
CE-01-PF CE Partnering Facilitation
CE-01-MBL CE Mobilization Labr Sample Description §3,000.00
CE-01-MBM CE Mobilization Matl
CEN1.TEI CF Temnorary Eacilities | ahr
Microsoft Excel x
This box will appear indicating the file
. . Process complete, The file will now close,
preparation is complete.




PC Review Step

» Project Coordinator

» After the Contract SOV has been approved
by Associate, the PC 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




Update Step (Contractor)

If Project Coordinator returns the SOV for
clarification:

» Contractor: Provides clarifications or revisions to the SOV record and resubmits it for
another review

» Review the Contract SOV information
» Make corrections or Add Attachments as necessary




4

4

Update Step (Contractor)

Contractor receives an Email

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

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

Project/Shell: Agency General Projects Test
Contract Schedule of Values CSOV-0009 is sent to you for Update.

From : Matthew Weber

Sent For : Update

Source Name - Agency General Projects Test

Record No : Contract Schedule of Values CS0OV-0009
Title : Katie's Contracting

Unifier Login




Update Step (Contractor)

4

Click Accept to begin working
on the record

[=] Contract Schedule of Values - Katie's Contracting - Project No. 0CI-020001 - Google Chrome

General Contracts SOV Detalls

4 Task Details
From

Matthew Weber

To

Matthew Weber

SentFor

Update

4 General
QOrganization

QAKS CI Test

Project Number

OCI-080001

()
a ohic-uniﬁsr.oraclemdustry‘cnm/bp,ﬂ'mnd[bp/remrd/opem’ucsnv/21SEIDID?srcld:2152&mcde\:u:sov&fmm:os@prﬂjedim:1003&nﬂ:0&
Contract Schedule of Values

Decline = v

x A

Attachments Con » | ww
[ ] Name

4 Unpublished Attachments

fo) Clear Browsing

B Training Descrif

Record Number
CS0OV-0009 -
Total: 2
Creator
Matthew Weber




Update Step (Contractor)

>

4

To make changes to Line

Items, open the Contracts
SOV Details tab

General Contracts SOV Details
== Add Actions ¥

Individual Line Items cannot e\
be modified. Instead follow Moy @ G- WBSCode

004 CE-FC-13M
these Ste pSZ G—-'» Copy CE-FC-10L
Remove CE-FC-03M

Add to Group » CE-FC-03L

a) Click the gear icon

View Currency  Transaction Currency v

Code Name
Specialties Matl
Specialties Labr
Concrete Matl

Concrete Labr

next to the line you

Total: 4

wish to change

[S] Contract Schedule of Values - Katie's Contracting - Praject No. OCI-080001 - Goagle Chrome

ollm

Short Description
Specialty Material
Specialty Labor

Concrete Material (EDGE)
Concrete Labor (EDGE)

£ 62,500.00

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2788316/undefined/undefined?__uref=uuu206688028t1

Contract Schedule of Values/

Send Save =

Line Item Details Attachments Linke

WBS Code
CE-FC-13M

Code Name

Specialties Matl

Short Description

Specialty Material

EDGE Certified Prime Contractor?

Yee

b) Click Copy




Update Step (Contractor)

1] Contract Schedule of Values - Katie's Contracting - Project No. OCI-080001 - Google Chrome - O x
@ ohio-unifi il z bp/mod/bp/record/opentask/278831 defined/undefined? _uref=uuu206688026t1
. .
c) Make changes to the copied Line Contract Sehedule of Values s soe = ¢
General  Contracts SOV Details
. .
Item in the right pane - --
Add Actions ¥ View CUTENCY  Transaction Currency v Ll
No., @ O WBSCode  CodeName Short Description
. s
d ) Cl IC k S ave 004 CE-FC-13M  Specialties Mat Soecialty Material WES Code
CE-FC-13M -
003 CE-FC10L Specialties Labr Specialty Labor 0=
002 CE-FC-03M  Concrete Matl Concrete Material (EDGE)
001 CE-FC03L Concrete Labr Concrete Labor (EDGE) [CodelNane
Specialties Matl
Short Description ™
Specialty Material
EDGE Certified Prime Contractor?
Yes
Amount ($) *
1550000 |
B Subcontractor/Supplier
‘ Type a St tractor/Supp) v - ‘
Subcontractor/Supplier
EDGE Certified?
Total Amount v . 62500.00
Total: 4
Save & Add New




Update Step (Contractor)

» The new Line ltem will
appear in the left pane

c) Click the gear next to
the original line item

d) Click Remove

[=] Contract Schedule of Values - Kstie's Contracting - Project No. OCI-020001 - Google Chrome

& ohio-unifier.cracleindustry.com/bp/mod/bp/record/opentask/27883 16/undefined/undefined? __uref=uuu206688028t1

Contract Schedule of Values

General Contracts SOV Details

E =2 Add Actions ~

View Currency

Transaction Currency v | ()

No., (I == WBSCode

Code Name

Q| B

Short Description

005 CE-FC-13M Specialties Matl Specialty Material I
004 CE-FC-13M Specialties Matl Specialty Material
Copy CE-FC-10L Specialties Labr Specialty Labor
> Remove CE-FC-03M Concrete Mat! Concrete Material (EDGE)
Add to Group b CE-FC-03L Concrete Labr Concrete Labor (EDGE)

Total: &

Total Amount

v

: 78.000.00

Send Save

Line Item Details Attachments

WBS Code
CE-FC-13M

Code Name

Specialties Matl

Short Description
Specialty Material

Linke

EDGE Certified Prime Contractor?

es

Amount ()

Subcontractor/Supplier

15,500.00

R A
¥




Update Step (Contractor)

[S] Contract Schedule of Valuss - Katie's Contracting - Project No. GC1-080001 - Google Chrome - o x
& ohio-unifi i P pentask/27883 1 undefined?_uref=uuu206688028t1
»  When all necessary changes have Contract Schodulo of Values =-
- General Contracts SOV Details.
been n 'adel CI ICk send E & | [ add | [ Acions ~ Line item Details ~ Atiachments  Linke > | 4
View Cuency  Transaction Curency v | (| & v | Q| B
WBS Code *
No., Wl ©°- WBS Code Code Name Short inti [
e Contract Schedule of Values - Katie's Contracting - Project No. OCI-080001 - Google Chrome - o X
o . - & o005 CE-FC-13M g - Proj g
.
»  Verify Workflow Action: Resubmit > ceren] & oo ycomba/ o s pentasTBE i nde_et-mz05502
002 CE-FC-03M
001 CEFC0IL Workflow Action Details X
4 Action Details
> Cl Ick Send Workflow Actions ™ Send For
IResuhmit v I Associate Approval
To
Matthew Weber
ce
‘ Start typing for suggestions. -,
4 Due Date Details
Total: 4 Task Due Date

Task Due Date is not available




PC Review Step

» Project Coordinator

» PC will take the following acctions
» Accept: Forwards the SOV to the PM for Approval

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




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 send the
Contract record to the End step




Change Orders
Workflow Processes




DocuSign Enabled Record

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

» 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 create 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
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Change Order — Proposal Request
*DocuSign Enabled

Step 1

Proposal
Creation

e Submit to:

Step 2
Contractor

e Submit to:

Step 3
PM Review

Submit to:
DocuSign

Step 4

Project Coordinator

Submit to:
DocuSign




Change Order — Proposal Request
*DocuSign Enabled

Step 6 Step 7 Step 8

e Project
Coordinator

e Contractor e OFCC Review

e Sent to:
via
Docusign * Sent to:
e Submit to:

DocuSign




Critical Notes about
Change Orders




Important Note

There are two critical issues we would like to remind everyone of during the
creation of a deduct Change Order:

Any Change Order which contains lines that will deduct money from your contractor’s
contract WILL lock the Contract SOV, this means, they will not have the ability to
create an Application for Payment until the modification has been Approved or
Withdrawn. We have found that best practice is to submit the monthly pay request
prior to creating the change order with the deduct lines.

Another issue that seems to slow down the approval of the deduct change order
occurs when lines from the SOV are not referenced. When creating the change
order, the contractor must ensure that they are referencing the line they wish to
deduct from. EVERYONE reviewing the change order must review the lower form and
ensure that all deduct lines reference a line from the SOV.

For walk thru instructions on how to create a change order please go to the OFCC
Website under Resources and Training.
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Reference a Line when Deducting

When creating a change order with a deduct lines you must ALWAYS
reference the line from the SOV:

Click Select next to the
Reference Line

rE Line Item - Google Chrome h - h E@g

https://ohio-train-unifier.oracleindustry.com/bp/studio/bp/cost/itemopen?a=forr

V¥ Spelling... ([ Attach ~ X Delete Line ltem

Change Order Line ftem: Note: When deducting
/ money, you must

— General P
Reference| | Skt 4/ reference a line
WBS Code:| Type a WBS code... o=
Code Name: r
| | [ Linellem - Google Chrome M = I [E= =R
Short Description: * — " . - A .
l | https://ohio-train-unifier.oracleindustry.com/bp/studio/bp/cost/itemopen?a=forr
Amount (5):| 50.00] % Spelling... | Attach - ¥ Delete Line ltem
Change Order Line Item:
EDGE Certified Prime Contractor?:|Ng |
Subcontractor/Supplier:| Select... | — General
Subcontractor/Supplisr: | i Reference.3 Select.. |
) WBS Cod o *
EDGE Certified Sub?:| | ode’ CE01-SC ¥
Code Name: [CE Scheduling Services
Short Description: scheduling service ] =
Notes: Amount (5): | -2000.00 *
I I EDGE Certified Prime Contractor? \No |
I Subcontractor/Supplier:| ] Select... |
Subcontractor/Supplier. \ \
| EDGE Certified Sun?:| |
Attachments (0) Linked Records (0}
Notes:
OK Cancel
il I
i
I
Attachments (0} Linked Records (0
OK | Ccancel




Reviewing the Line Items

When reviewing a change order which contains deduct lines, you
must look for the referenced SOV line, it should NEVER be zero:

r

2 Contract Madification - PR203-Visual Display Boards - Project No. SFC-130315.32 - Windows Internet Explorer

File Edit View Actions He

Ip

=) & speling..

vZl General
General
Project Mumber:
Project Name
Organization Mame
Facility Mame
Title
£ Task Details

Record has been closed.

* [3]sov Close Window
Contract Modification

‘|SFC-130315.32

*|Prairie Lincoln - New Elementary
‘|South-Western CSD

*|Prairie Lincoln - New Elementary
- IPR#03-Visual Nisnlav Roards

(Click here to view process details)

[E Line item List

Current View: All

Correct

1 Item(s)

Ma. F Reference | |WBS Code
001 194

[1

Page [1 of 1
Code Name Short Description

CE-C10-10M  CE Interior Const Specialty I Visual Display Surfaces - Material

Record Number: |cp-0000

Creation Date: pg/02/2015 08:23 AM Local (GMT-5)

Creator: Haley Kurmas

Status: |Approved

Show Currency in:  Transaction Currency

Display 100 ~ items per page

Amount LFI Percent | Subcontractor/Sup
-417.00 0

alk

[l arid | & Find

Total Amount: $

Attachments {2}

Linked Records (0

General Comments

Linked Mail {0
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Job Aids

» For additional reference materials visit our website ofcc.ohio.gov
» Click: OAKS CI -> Agency/Higher Ed Training

!

/ Bl oakscl
4

€& - C' [} ofcc.ohio.gov/OAKSCLaspx Qi =
it Apps () WebEx [B ServiceNow [S8] OAKS Cloud Login [@] OIM [S] OAKS Staging Websit | OFCCWebsite [ myOhic.gov [ OFCCIntranet »

[

= OFCC

OHIO FACILITIES CONSTRUCTION COMMISSION

Cloud Login

K-12 Legacy Login
Agency-Higher Ed Training
K-12 Training

OAKS Cl News

Email OAKS Cl Support

m Services / Programs News / Events Opportunities ‘ OAKS CI I esources

I vouare here : OAKS Cl

0AKS Capital Improvements (OAKS CI)

QAKS Capital Improvements (QOAKS Cl) is a construction management system for State of Ohio-sponsored

Agency/Higher Ed

Agency/Higher Ed

User Login

K12 e g v e TR ety —

[ vou sre here : OAKS Cl = Agency-Higher Ed Training

0AKS Cl Training & Job Aids (Agency/Higher Education)

.

The OAKS Cl team is pleased te provide a growing bank of Job Aids and pre-
recorded webinar sessions which can be viewed at any time. Registrations and
passwords are not required. This list is updated as new information becomes

Agency/Higher Ed [ ] 3 —
Tlaining Agency/Higher Ed (All Users) Agency/Higher Ed (User-Specific)
Agency/Higher Ed (Workflow Process)
Recorded
\ Title Presentation Job Aid
Introduction to OAKS CI ) s
Contacts & Forms \Document Manager _/J,)) o
0AKS CI Support 0AKS Cl Fo Custom Prints )
» OAKSCl@ofcc.ohio.gov  « User Al
&:@1 14 @0 e « Vendor Discussion Groups _j,)) r'\_
b . Prniprgi
Subcentractor / Supplier Declaration Process 4,)) “?_
Meeting Minutes E
Action Ttems :f_
DocuSign ﬁ
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Questions?

OAKS CI Support Desk Contact Info:

oaksci@ofcc.ohio.gov

614.644.2211
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