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Create Certified Payroll and 
Application for Payment

Contractor K12
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Certified Payrolls

2

‣ The Certified Payrolls record is mandatory before 
submitting a pay request

‣ Create the Certified Payrolls record for each Pay 
Request to be submitted
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Certified Payrolls Creation

‣ In OAKS CI navigate to:
‣ Logs -> Certified 

Payrolls K-12

‣ Click Create
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Certified Payrolls
‣ Enter information in the General tab

‣ Complete required fields *

a) Click selection button next
to Contract Name

b) Choose Contract from list
c) Click Select
d) Choose Status:

‣ Pending – when still updating
‣ Complete – only when record is final

e) Enter Pay Request Period Start and End a

b

c

d

e
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Certified Payrolls
‣ Scroll down to complete 

the Prime Contractor 
Payroll Report section

‣ Note: Check the Confirmed
box if the work for this 
report is done by the Prime 
Contractor
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Add Subcontractor Details

‣ If there are subcontractors, you must add 
their information into subcontractor 
details

a) Click the Subcontractor Details tab
b) Click Add
c) Enter Line Item Details for 

subcontractor
d) Click Save or Save & Add New 

a

b

c

d
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Finish Certified Payroll Record

‣ Add Certified Payrolls to 
the record in the 
Attachments section

‣ Add a General Comment
if applicable

‣ Click Submit – this will 
finish the record 
immediately

‣ Note: Once you click 
Submit, the record can 
no longer be edited
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Application for Payment 

Contracts
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Steps, Roles and Responsibilities

9

• Project Manager
• Reviews, verifies and approves the Pay 

Request record

• Project Manager Supervisor
• Approves the final Pay Request record

• District Representative or Agency Owner 
• Approves payment

• District Treasurer or Agency Owner Financial
• Determines source of Funding 
• Creates voucher
• Processes payment in own system of 

record and records payment in OAKS CI

• Contractor
• Creates the Pay Request record
• Provides clarifications and updates to 

the Pay Request record

• A/E 
• Reviews and Accepts the Pay Request 

record

• OA (K12) (If no OA the PM will hold this role)
• Reviews and recommends approval of 

the Pay Request record

• Project Coordinator
• Reviews and validates the Pay Request 

record including check of compliance 
with Certified Payroll regulations



10

Application for Payment
‣ Workflow Steps

Create 
(Contractor) AE Review OA Review

Review and 
Validation (PC) PM Review PM Supervisor 

Review

District/Owner 
Approval (District 

Rep)

Payment 
Processing 

(District Treasurer)

Contracts
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Application for Payment Creation

‣ In OAKS CI navigate to:

‣ Logs -> Application for Payment K-12
‣ Click Create
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Application for Payment
‣ Enter information in the General tab

‣ Complete required fields *

a) Enter Title
b) Click selection button next

to Contract Reference
c) Choose Contract from list
d) Click Select

a

c

d

b
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Application for Payment
‣ Enter information in the General tab

‣ Complete required fields *

e) Select Final Payment Yes/No
f) Enter Period From and Period To

▸ Scroll down the record

f

e
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Application for Payment
‣ Enter information in the General tab

‣ Complete required fields *

g) Choose the Certified Payroll to 
attach to the record

h) Select Initial Pay Request: Yes/No

i) Very Important! If this is not the initial 
pay request, click select to the choose 
previous pay request. h

g

i
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Review SOV
‣ Review SOV

‣ Prior to adding lines to your 
pay request, you may want 
to view the remaining 
balance on your SOV 
(Schedule of Values)

‣ At the top of the record click 
Menu -> SOV
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Review SOV
‣ Review SOV

‣ This allows you to look at 
the Scheduled Value and 
Commits Remaining 
Balance for each of the 
line items on your SOV
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Add Line Items (Contractor)

a) Click on the Pay Request Detail tab

b) Click Add

Introduction

b

a‣ Enter a line item corresponding to 
each item on the Schedule of Values 
(SOV) from the agreement for which 
payment is requested
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Add Line Items (Contractor)

‣ Identify lines for completion

d) Provide Short Description 
for each line item for 
which payment is 
requested 

e) Enter the Percentage 
Complete under 
appropriate column 
(Labor, Material, or 
Services)

f) Click Save once complete

Introduction

c
de
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Add Line Items (Contractor)
‣ Line item information displays in the Earned Current Request blocks in the General 

tab and the Pay Request Details tab
‣ You will need to scroll to the right to see the total on the Pay Request Details Tab
‣ Current Earned and Total Amount blocks should match

Introduction
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a) Select the Attachments Tab

b) Click the Upload Button
c) Select Browse

a

b

c

Upload and Attach Documents

Contracts

‣ Upload and Attach any necessary 
documents:
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A window will pop up
to upload the files.

d) Click Browse

e) Select the file from your computer

f) Click Open

g) Click Upload

d
e

f

g

Upload and Attach

Contracts
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Complete Application for Payment

‣ When the record is ready to move 
forward, click Send
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Complete Application for Payment

‣ Verify Workflow Action: Submit

‣ Click Send
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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