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Purpose and Process

» Used when there is a change order that will contain deduct lines.

» Using this process will not lock the schedule of values.

» OFCC PM or PC must specify one PC user and one Contractor user that
will act on this record.

» The record will go the PC and Contractor simultaneously. The Contractor
MUST act first.

» Use caution before returning the record for clarification.

» Workflow:

Created by: A/E = Sent to: Contractor for Proposal Creation (add lower

lines) = Sent to: PC for DocuSign = PC then creates the DocuSign
document. Once DocuSign process is complete, PC will attach DocuSign
document and End the record.
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A/E Selects Workflow

@ /a3 PRIMAVERA Unifier (Development) Katie Tutfle v+ v (2) Sign Out

» A/E will select the
Expedited Deduct

& School Facilities Oak Hills Local ... OAKS CI Traini. .. +

OAKS Cl Training 4 - Home Agency > OAKSClTraining > OAKS Cl Training 4 2
Change Order pT— -
kfl Change Orde Agency Change Directive
T + Create » Agency Proposal Request cllellx|| ¥ ®
Notificatio Agency Request for CO
# COMNo. .. Contract SOV Title Status
Drafts 002 Continency Consumption Approved A
uMail
001 I Expedited Deduct Change Order Test Proposal Request Terminated
Information
o 12345 GMP Amendment v3.0 . oci-143582987 GMP Amendment 1 Approved
BT 0ci-143582987 GMP amend Terminated
Data Manager 1 GMP Subcontract Distribution .. oci-143582987 Request for Proposal #1 Terminated
Document Manager 2 OFCC Change Directive 3.0 .. dps-090004-... Change Order #2 Terminated  §
Logs PR-001 .. dps-090004-.. PR-001 Terminated
OFCC GMP Amendment e srminate
72 Hour Notice 1 .. dps-090004-.. PR-001 Terminated
Action ltems prop1 ~ OFCC Proposal Request v3.0 dps-090004-_.  PR-001 Terminated
Adv ements PR-001 Request for Change Order v3.0 .. dps-090004-._.  johnny Terminated
Budget - Initial SAQ Field Work Order dps-090004-... Contract Terminated
Budget - R 001 _ _ .. dps-090004-... More Money Terminated
~ ooppg V2 - OFCC Change Directive dps-090004-..  PR-00009 Terminated
Change Order v
e — < Zero Dollar Change Order - TS

Tatal- 22 w2 N GMP Suheontractor Distribution
https://chio-dev-unifier.oracleindustry.com/bp/...ype=&_ uref=uuuldb:navigator-4&admin_updates=%




A/E Creates Record

[S] create New Change Order - Project Na. OCI-080001 - Google Chrame = O X

» A/E will complete the General
tab including:

& ohio-uat-unifier.oracleindustry.com/bp/mod,/bp/record/new/uco/1006/36437__uref=uuu365558775t2
Create New Change Order Send Save = v

General Line Item List

L]
Attachments Comme!
EXPEDITED DEDUCT CHANGE ORDER - Use this work flow only for change orders with deduct line items. Do NOT use this work flow for >

Subcontractor Distributions of GMP Amendments or Contingency Consumption request. Using this work flow will prevent the schedule of values from
being locked during processing. On submission the Proposal Reqguest will go to OMNE contractor representative and ONE Project Coordinator to process.

» Title, Contract Reference,

Change Order Type, Change
Order Number

4 General
Organization
Department of Administrative Services

Project Number
OCI-080001

Project Name
OAKS CI Training 1

Project Location
Surface Road

Title *
| dps-080004-01-01 ‘

Contract Reference *

| DRC-12001 v 9-';
Change Order Type *
| Proposal Request v ‘
Change Order No. *
| 00124 ‘

Record Number

Creator
Matthew Weber

Creation Date

Status

Trade
General Contractor

Contractor Name
Sands Decker Lid.
EDGE Certified Prime?

No

Fee Title
SAQO Standard Fee 1

=
4

e

Information

No Attachments.




A/E Creates Record

[S] Create New Change Order - Project No. OCI-080001 - Google Chrome = O x

# ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uco/1006/36437__uref=uuu365558775t2

» A/E will complete the

Create New Change Order Send Save = v
Change Order Detalls General Ling Item List
section including: oo Atachments € 3 | 52
4 Change Order Details b ~

Description of Work *

» Description of Work
and Justification

This is the work to be completed

LL L]

Justification *

Cwner Change

, @

Information

Current Completion Date Total Amount ($) No Attachments.




A/E Creates Record

E Create Mew Change Order - Project No. OCI-080001 - Google Chrome

» A/E will also now complete the
Change Order Basis field

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/uco/1006/36437__uref=uuu365558775t2

Create New Change Order

General Line Item List

Contract Days Changed This CO

Revised Completion Date
03/06/2013 09:00 AM (UTC-8)

L3

Change Order Basis

Line Item Total ($)

Dijgerence (%)

Other Description

Send Save

Attachments )

0.00

0.00

[ Select

CMR/DE Contingency Transfer
Error/Omission
Owner Reguest
Valug Engineering
Differing Site Conditions
Field Resolution
P| Cther

Return of Savings to Cwner

L L]

Information

Mo Attachments.

—

KA
[ &




A/E Sends Record

[=] Create Mew Change Order - Project No. OCI-080001 - Goagle Chrame = O x

# ohio-uat-unifier.oracleindustry.com/bp/med/bp/record/new/uco/1006/36437 _uref=uuu365558775t2

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

» Verify Workflow Action:
Expedite Change Order

» In Action Details the “To”
box will populate with
recipients

» Click Send

Create New Change Order

General Line Item List

EXPEDITED DEDUCT CHANG [@8] Crea
Subcontractor Distributions of d
being locked during processing

w Change Crder - Project No. OCI-080001 - Go

WD =R

# ohio-uat-unifier.oracleindustry.com/bp/mod/bp,/record/new/uco/1006/36437__uref=uuu365558775t2

4 General
QOrganization
Department of Administrati

Project Number
QCI-080001

Project Name
QAKS Cl Training 1

Project Location
Suriace Road

Title *

dps-080004-01-01

=

Contract Reference

DRC-12001

=

Change Order Type

Proposal Request

Change Order No. *

Workflow Action Details

4 Action Details

&

fions
IExpedite Change Order L 4

To
Archana Atrey;Erett Gundlach;Cindy Pizzuto;Matthew Weber;Moenigue Morris;Purna Irukulapati;...

Send For

CcC

X

Proposal Creation and DocuSig

Consultant Studenti ¢ Conzultant Studenti10 » Consultant Student11 x

Consultant Studenti2 Consultant Studenti3 x Consultant Student14

Consultant Student15 » | | Consultant Student2 > | | Consultant Student3 X

Consultant Studentd4 » Consultant Students Consultant Students

-

4 Due Date Detalls

Task Due Date

O X




ask Status

E Workflow Progress - Gooegle Chrome

@ Secure | https://ohio-unifier.oracleindustry.com/bp/s

Workflow Progress
Title: test Record Mo.: CO-0023 EP Setup used: Expedited Deduct ... a

» The task now sits with both Fier By: Al Steps ;
the Project Coordinator and s

State of Ohio Completed Expedite Ch Or 06/19/2017 03:
Froposal Creation and DocuSign Wait Rita Michols State of Ohio View Only
t h e CO nt ra Cto r u Se rs . Froposal Creation and DocuSign Wait Shauna Hooks State of Ohio View Only
Proposal Creation and DocuSign Wait VAMSHIDHAR RACHAKON State of Ohio Mot Started
Proposal Creation and DocuSign Wait Katie Tuttle State of Ohio Mot Started
FProposal Creation and DocuSign Wait Brett Gundlach State of Chio View Only
Proposal Creation and DocuSign Wait Steve Mayo State of Ohio View Only
> Th e co nt ra cto r u Se r m u St Proposal Creation and DocuSign Wait Sara Freetage State of Ohio View Only

Update

act first by adding lines to
the change order. e |

Expedite “
Change Order

Y
Proposal Resubmit
Creation and < Update
DocuSign
A
Tasks
Completed Return for
Clarification
w -
3
Print Graphic Close




Contractor Enters Amount

E Change Order - dps-080004-01-01 - Project No. OCI-080001 - Google Chrome = m} *

8@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217786/undefined fundefined?__uref=uuu3655

Change Order send Save = w

» When the Contractor receives the B
task, enter the “Total Amount” in the 4 General

Attachments ~ Comments 1 3 .

Orpanization Record Number
( i enera I ta b Department of Administrative Services C0-0067
Project Number Creator
OCI-080001 Matthew Weber
.
» Add any necessary documentation
OAKS Cl Training 1 10/13/2020 04:46 AM (UTC-8)
Project Location Status
Surface Road Pending
Title * Trade
dps-080004-01-01 Plumbing
Contract Reference Contractor Name o
‘0CI-080001-03 CAKS Plumbing
Change Order Type EDGE Certified Prime? . Information
Proposal Request Yes . Mo Attachments.
Change Order No. Fee Title
00124 SAO Standard Fee 1
» Change Order Details \
Current Completion Date Total Amount (§)
i Y H AM ‘ | -5,000.00
Contract Days Changed This CO T T
30| 0.00
Revised Completion Date Difference ($)
-5,000.00




Contractor Adds Lines

» Next, add all necessary lines to
the change order

» Open the Line Item List tab
» Click Add

P N

E Change Order - dps-080004-01-01 - Project No. OCI-080001 - Google Chrome — O X

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2 17786 /undefined/undefined?__uref=uuu36555877512

Change Order / Send Save = v
General @

E [==| @ Actions w

View Curresg  Transaction Gurrency - C = v Q| |
.w I > Refer... WBS Code Code Name

Information

No line items are available.

. ]
Total Amount v 000

Total: 0




Contractor Adds Lines

E Change Order - dps-080004-01-01 - Project No. OCI-080001 - Google Chrome = m} X
} N ote: IVI a ke S u re to u Se t h e Refe rence & ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217786/undefined/undefined?_uref=uuu365558775t2
t . f d d t | . Change Order Send Save = +
O p I O n O r e u C I n eS General Line Item List
o RIS = Line Item Details 3
View Currency  Transaction Currency
4 Enter Amount - 4 General 1
No.w Wl ™ Refer... WES Code Code Name e ey e
E :
I L] k WBS Code *
» Click Save or Save & Add New (cerozmn o=
Code Name
Plumbing Matl
Short Description *
| Plumbing Matl |
unt (§) *
ﬁu -2,000.00 |I
§ EDGE Certified Prime Contractor?
Yes
Subcontractor/ Supplier
Type a Subcontracior/S v =
Subcontractor/Supplier
EDGE Certified?
L ]
Total Amount v . 0.00
Total: 0 Cancel Save Save & Add New '




Contractor Adds Lines

E Change Order - dps-080004-01-01 - Project No. OCI-080001 - Geogle Chrome — O *

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217786/undefined/undefined?_uref=uuu365558775t2

» All deduct lines should have a Change_ord*”_ Sond Sove = v
Reference number

) View ¢ . : Line Item Details e
Add Actions v 1ew LUITency | Transaction Currency v
No., Wl == Refer... WBS Code Short Description Amount Code Name
V|
003 0 (CE-FS-23L Additional Unit 1,000.00  Heating Ventilating ¢ General
. Reference
002 3 (CE-F3-22L Plumbing Labr -4.000.00  Plumbing Labr e .
» All add lines should have a 0 (s remome v =
001 4 (CE-FS-22M Plumbing Matl -2,000.00  Plumbing Matl
WBS Code *
Type CBS Codeor ... w '™
Code Name

Short Description *

Amount ($) *
0.00 |
: EDGE Certified Prime
Contractor?
Yes
Subcontractor/Supplier
7 v =

Subcontractor/ Supplier

EDGE Certified?

Total Amount ¥ - -5000.00

I 0 |




Contractor Adds Lines

» Once complete, click Send at
the top of the record

E Change Order - dps-080004-01-01 - Project No. OCI-080001 - Goegle Chrome — O

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217786/undefined/undefined?__uref=uuu365558775t2

Change Order

General Line Item List

Attachments Comm
EXPEDITED DEDUCT CHANGE ORDER - Contractor Instructions: This work flow allows deduct line >

items without locking the schedule of values. Complete the upper and lower form as you would for any
proposal request. Attach all required and optienal backup documents. Take the workdflow action Tasks E

Completed'. The Coordinator will then be able to route this change order for DocuSign signature. W
EXFPEDITED DEDUCT CHANMGE ORDER - Coordinator Instructions: Wait until the contractor completes
the lower form. Make a custom print and route in DocuSign for approvals. DO NOT ADVANCE THE
RECORD. When the DocuSign approval process is complete, enter the coniracting authority date, upload
the signed document and take the workflow action Task Completed'. This will immediately approve the
change order.
4 General R
Organization Record Number H
Department of Adminisirative Services CO-0067
Project Number Creator
QCI-080001 Matthew Weber o
Project Name Creation Date
Information

QAKS Cl Training 1 10/13/2020 04:46 AM (UTC-8)

Mo Attachments.
Project Location Status

Surface Road Pending

s

\ al.re =v

L]
[ 4 |




Contractor Adds Lines

E Change Order - dps-080004-01-01 - Project No. OCI-080001 - Goegle Chrome — m} x

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217786/undefined/undefined?__uref=uuu365558775t2

Workflow Action Details

4 Action Details /

» Select the Workflow Action Tasks
Completed and the record will

*

. Send For
go to the PC for DocuSign 7]
Select
Tasks Completed| /Y ¢1,2nge Order - dps-080004-01-01 - Project No. OCI-080001 - Google Chrome - o x

Return for Clarifig

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217786/undefined/undefined? _uref=uuu365558775t2

» Click Send

Workflow Action Details X

4 Action Details

Workflow Actions : send For
» Note: Sending this change LTssksoommeted 21 e
order will NOT lock the E—— =

schedule of values




PC Step

. . . [=] Change Order - dps-080004-01-01 - Project No. OCI-080001 - Google Ch - O e
» When the PC receives the task in OAKS ClI: S . eegle chrome
@ ohio-uat-unifier.oracleindustry.com/bp/mod,/bp/record/opentask/217786/undefined/undefined?__uref=uuu365558775t2 /
Change Order Send Sav@
» Ensure the Contractor has added the lines on
General Line Item List S0V
the lower form , _
. . E ==l Add Actions w View CUIency  Transaction Currency - Liy ExportLine ltem Template »
» Create DocuSign document from custom print L I — R
. . . MIGNE
» Circulate change order via DocuSign PDF ... Reload
No., Wl =2 Refer... WES Code Short Description
& o3 0 CE-FS-23L Additional Unit Custom Review ’
002 3 CE-Fs-22L Plumbing Labr -4,000.00 Terminate Record
001 4 CE-FS-22M Plumbing Matl -2,000.00 Transfer Ownership...
Undo Accept Task
Help »
Important Note: Once you Cloce
Accept the task, do not L :
Unaccept the task because Amount ($) *
it will erase the lines the i
contractor added to the EDGE Certified Prime
form e AT
’ Total Amount ¥ . -5000.00 Yes
ohig-uat-unifier.oracleindustry.com/.../undefine... T




PC Step

» Once the change order has
been fully executed in
DocuSign:

» Upload fully executed
DocuSign change order and
attach to OAKS Cl record

» Enter the Contracting
Authority Date

» Click Send

P N

E Change Order - dps-080004-01-01 - Project No. OCI-080001 - Google Chrome — O

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2 17786/undefined/undefi ned?_%f:uuuBGS LL8775t2

Change Order

General Line Item List

X

v

PM Supervisor PM Supervisor Email Program Manager Date Attachments i Comment % : :
Chief of Projects CoP Email CoP Date @
| | | | Ry = | [ Name
Contracting Authority Contracting Authority Contracting Authority Date 4 Unpublished Attachments
Signature by Email | iy H
10/113/2020 = : ——
. W DocuSign Example
Tvpe alast.. - ™y | | | ﬁ E ¢ ¢
- I

» Publish Path

' Total: 1




Contractor Adds Lines

E Change Order - dps-080004-01-01 - Project No. OCI-080001 - Goegle Chrome — m} x

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217786/undefined/undefined?__uref=uuu365558775t2

Workflow Action Details

4 Action Details /

Select

» Select the Workflow Action Tasks
Completed and the record will
go to the PC for DocuSign

Send For

Tasks Completed| /R ojnge Order - dps-080004-01-01 - Project No. OCI-080001 - Geogle Chrome = O 'Y

Return for Clarifig

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/opentask/217786/undefined/undefined? _uref=uuu365558775t2

» Click Send to end the record

Workflow Action Details X

4 Action Details

*
Workflow Actions Send For
| Tasks Completed A 4 End
CC
Start fyping for suggestions o

\




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

s P N
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