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OAKS CI Training and Support

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

1. Navigate to ofcc.ohio.gov
2. Mouse over the OAKS CI tab
3. Click K-12 Training & Job Aids

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

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

3
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https://ofcc.ohio.gov/Portals/0/Introduction%20to%20OAKS%20CI-%20Cloud%209-2019.pdf?ver=2019-09-17-171637-320
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Navigation

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

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

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

The Home icon will always 
take you directly back to the 
table of contents.
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Topics
Project Process
Project Creation
Funds
Vendor Record Creation
New User Access Request
Contracts
Purchase Orders
Subcontractor/Supplier Declaration
Contract Schedule of Values (SOV)
Application for Payment
Design Review
Document Manager
Adding Comments
Questions
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16
72
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109
156
183
224
232
233

Slide

Click the Home button from 
any slide to return to this page
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Project Initiation Form The Project Manager submits the District/Building project initiation form to OAKS CI.  OAKS CI support team creates project.

Funding Funding information is submitted by the District Treasurer to OAKS CI. OAKS CI support team creates funding release record.

Add Vendor to Project OFCC Project Coordinator will create Vendor record in project; if Vendor is new to OAKS CI, OFCC PC must first submit new vendor
form to OAKS CI support team.

OAKS CI User Access Form OAKS CI User Application Form is completed by user; submitted to OAKS CI by the OFCC PM or PC

Contract Contract for Vendor is Initiated by the PC in OAKS CI. School District creates the purchase order in their own Financial System of 
Record and records the PO in OAKS CI.  School then district signs the contract.

Record PO

SMSD Subcontractor/Supplier Declarations are created by the Contractor and/or Professional Service Providers (must identify EDGE 
provider prior to Contract SOV creation).

Contract SOV Contract SOV created on the OAKS CI spreadsheet by Vendor. Project Coordinator inputs the Spreadsheet into OAKS CI.

Application for Payment Application for Payment can now be created by Vendor. School District Treasurer will receive Application for Payment and create a 
Voucher (check) in their own financial system of record. Then record the Voucher in OAKS CI. 

Voucher

K12 OAKS CI Basic Project Process
Click the blue buttons below to navigate directly to any section
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Project Creation
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Project Initiation
‣ Prior to completing any work in OAKS CI, the OAKS CI Project (Initiation) 

Information form must be completed and submitted to 
oaksci@ofcc.ohio.gov

‣ The form can be located at ofcc.ohio.gov under:
‣ Documents tab  Standard Forms
‣ Concept Development  OAKS CI Project Information (K12 School Project)

mailto:oaksci@ofcc.ohio.gov
https://ofcc.ohio.gov/Portals/0/F010-04-CI-K-12-Project-Information%20%287%29.docx
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Funds
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Create Vendor Record
(Project Coordinator)
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‣ After the project has been created and users have been added, you 
are now ready to create the Vendor record in the project. This must 
be done prior to the creation of the Professional Services Contract.

Create Vendor Record (PC)
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‣ Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c

Create Vendor Record (PC)
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‣ Once in your project:

a. Click Data Manager

b. Click Project Vendors K12 a

b

Create Vendor Record (PC)
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c. Click Create to open a 
new record

Complete all fields

d. Click Address tab to 
update Vendor address

e. Click Submit

c

e

Create Vendor Record (PC)

d
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New User Access
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New User Access

‣ Once the project has been created in OAKS CI, please submit user access forms for 
any vendors who will be utilizing the system. The form must be completed and 
submitted to oaksci@ofcc.ohio.gov after approval by the Project Coordinator or 
Project Manager.

‣ The form can be located at 
ofcc.ohio.gov under:
‣ Documents tab  Standard Forms
‣ Concept Development  OAKS CI 

Application for Access

mailto:oaksci@ofcc.ohio.gov
https://ofcc.ohio.gov/Portals/0/Documents/Forms/Concept%20Development/F010-01-CI-OAKSCI-ApplicationforAccess.docx
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Contracts
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Contracts
‣ Workflow Steps

Create (PC) Vendor Review
(OA, Cx, AE) PM Review (PM)

DocuSign Initiation 
(PC)

DocuSign Wait 
Notice to 

Commence (PC)

SOV Approval 
Verification (PC)

Click the boxes to navigate 
directly to any section

Contracts
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Contract K12 - Creation (PC)

Contracts
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‣ Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c

Contract Creation (PC)

Contracts
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‣ Once in your project:

‣ Click Logs -> Contract K12

‣ Click Create

Contract Creation (PC)

Contracts
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Complete General Section (PC)

a) Complete the General Section

‣ All required fields are marked with a Red *

b) Enter Contract Scope

c) Scroll down to the next section in 
the General Tab

a

b

c

Contracts
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g

‣ Complete the Contractor Information section 

d) Click the Select button next to Contractor Name
e) Choose the appropriate Vendor from the list
f) Click Select
g) Select Yes/No to complete Contractor Information fields

‣ Scroll down to the next section in the General tab

Complete Contractor Information Section (PC)

d

f

e

Contracts
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h) Complete the fields in the EDGE Waiver 
and Required Documents sections

i) Scroll down to the next section in the 
General tab

EDGE Waiver and Required Documents (PC)

h
i

Contracts
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Enter Requirements Information (PC)

j

k

j) Enter project information 
or attach supporting 
documentation

k) Scroll down to the Fee 
Summary section

Contracts
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l) Complete the required fields in the 
Funding Summary section

m) For each category in the fee  
summary block, enter the 
negotiated amounts

n) The amount entered from each category 
will be added to the Total Contract Amount 
field at the bottom of the block 

o) Next you will add a Line Item to ensure the 
Difference is $0.00

Funding and Fee Summary (PC)

l

m

n

o

Contracts
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Add Line Item (PC)

p) Click the WBS Detail tab

q) Click Add
r) Click the Select button next 

to the WBS Code field

s) Choose the WBS code 
AE-AE-SV, CM-CM-SV,
or Cx-Cx-SV

t) Click Select

(continued on next page)

p

s

q t
r

Contracts
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Add Line Item (PC)

w) Enter a Short Description and 
the Amount ($)

x) Click Save

The Line Item will display to the left

w

x

Contracts
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‣ Next create the Agreement Document, 
then upload and attach it to the record

a) Click Save in the top right corner
b) Click the blue Menu button

c) Select Print -> Custom

a

b

c

Create Agreement Document (PC)

Contracts
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d) Select the appropriate form 
based on the type of agreement

e) Click OK
d

e

Create Agreement Document (PC)
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The document will download to 
your computer and will appear 
at the bottom of the record

‣ Upload and attach this 
document to the record, as 
well as the technical proposal 
and submittals provided by 
the vendor

Upload and Attach Documents (PC)

Contracts
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a) Return to the General Tab

b) Select the Attachments Tab
c) Click the Upload Button

d) Select Browse

a

b

c
d

Upload and Attach Documents (PC)
‣ Upload and attach the 

Agreement to the record, as 
well as the Technical Proposal 
and Submittals provided by 
the vendor

Contracts
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A window will pop up
to upload the files.

e) Click Browse

f) Select the file from your computer

g) Click Open

h) Click Upload

e
f

g

h

Upload and Attach Documents (PC)

Contracts
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Send the Record (PC)

‣ The attached are displayed

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

Contracts
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Send the Record (PC)

‣ Verify the Workflow Action: 
Submit for Review

‣ Select or enter the Recipient

‣ Click Send

‣ The record will move 
forward for Vendor Review

Contracts
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Contract K12 – Vendor Review 
(OA, Cx, A/E)

Contracts
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Receive Task (Vendor)

‣ Vendor receives an Email

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

Contracts
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Accept Task (Vendor)

‣ To begin work on the 
record, click Accept

Contracts
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‣ Review each section in the 
General Tab:

a) Review Contractor 
Information section

b) Use the slider to scroll 
down to the next section  

a

b

Review Record (Vendor)

Contracts
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Review Record (Vendor)

c) Review EDGE Waiver 
details

d) Review Required 
Documents required for 
submission

e) Continue to the next 
section

c

d

e

Contracts
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‣ Review Funding Summary 
fields:

f) Co-Funded and LFI Amounts

g) Reimbursable Distributions

h) Total Contract Amount

Review Record (Vendor)

f

g

h

Contracts
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Send Record (Vendor)

‣ Once the record is reviewed 
and is ready to move forward, 
click the Send button

Contracts
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Send Record (Vendor)

‣ Verify the Workflow Action:

‣ Select Accept if the record is 
ready to move forward to PM 
Review

‣ Select Return For Clarification
if the record needs to be sent 
for update

‣ Click Send

Contracts
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Contract K12 – PM Review 

Contracts
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Receive Task (PM)

‣ PM receives an Email

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

Contracts
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Accept Task (PM)

‣ To begin work on the 
record, click Accept

Contracts
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Review the Record (PM)

‣ Review all fields in the 
General Section

‣ Scroll down to the next 
section using the slider

Contracts
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‣ Review fields in the Contractor 
Information section

‣ Scroll down to the next section

Review the Record (PM)

Contracts
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‣ Review EDGE Waiver 
section and the required 
documents fields

‣ Continue to the next section

Review the Record (PM)

Contracts
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‣ Review fields:

‣ Funding Summary
‣ Total Contract Amount
‣ Difference should equal 0.00

Review the Record (PM)

Contracts
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‣ Documents attached to the 
record are viewable under  
the Attachments Tab

Review the Record (PM)

Contracts
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‣ Once the record is ready to 
move forward, click Send

Review the Record (PM)

Contracts
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Send the Record (PM)

‣ Verify the Workflow Action:

‣ Select Recommend Approval if the 
record is ready to move forward for 
DocuSign Initiation

‣ Select Return For Clarification if the 
record needs to be sent for update

‣ Click Send

Contracts
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Contract K12 – DocuSign Initiation (PC)

Contracts
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Receive Task (PC)

‣ PC receives an Email

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

Contracts
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Accept Task (PC)

‣ To begin work on the 
record, click Accept

Contracts
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Send the Record (PC)

The  DocuSign agreement has 
been initiated and the record is 
ready to move forward, verify the 
Workflow Action:

‣ Select DocuSign Initiated to move 
the record forward to DocuSign 
Notice to Commence

‣ Select Return For Clarification if 
the record needs to be sent for 
update

‣ Click Send

Contracts
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Contract K12 – DocuSign Wait 
Notice to Commence (PC)

Contracts
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Receive Task (PC)

‣ PC receives an Email

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

Contracts
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Accept Task (PC)

‣ Once the DocuSign 
agreement has been 
completed by the District, 
begin work on the record 
by clicking Accept

Contracts
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Add Purchase Order to Record

‣ Under the General tab, scroll 
down to the PO section 

a) Click the Select button

b) Choose the appropriate PO, 
as indicated in the signed 
DocuSign agreement

c) Click Select

Contracts

a

b

c
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Create Notice to Commence Service Letter (PC)
a) Click Save in the top right corner

b) Click the blue Menu button
c) Select Print -> Custom

Contracts

a

b

c



62

Notice to Commence (PC)

d) Select Notice to Commence Services

e) Click OK

d

e

Contracts
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The document will download to 
your computer and will appear 
at the bottom of the record

Notice to Commence Document (PC)

Contracts
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Open the document 

f. Click Enable Editing and 
update any necessary 
fields.

Once complete, Save the 
document to your computer

f

Document Creation (PC)

PS Agreement - Document Creation
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‣ Return to the General Tab to 
attach the created document

a) Open the Attachments Tab
b) Click the Upload Button

c) Select Browse

a

b
c

Attach Documents (PC)

Contracts
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Attach Documents (PC)

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

Contracts
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Send the Record (PC)

‣ Verify the Workflow Action: 
DocuSign Loaded

‣ Click Send

Contracts
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Contract K12 – SOV Approval Await (PC)

Contracts
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Receive Task (PC)

‣ PC receives an Email

‣ Hold notification until you 
have completed the 
Contract SOV

‣ Once Contract SOV has 
been approved:

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

Contracts
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Accept Task (PC)

‣ To begin work on the 
record, click Accept

Contracts
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Finish Workflow (PC)

‣ If the SOV is approved, click 
Send to end the workflow

‣ Verify Workflow Actions: 
SOV Approved

‣ Click Send

Contracts
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Record Purchase Order
(District Staff)

Record Purchase Order
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Recording the Purchase Order 

‣ Utilizing your DocuSign contract, you must  create 
the Purchase Order in your own financial system 
of record. 

‣ Once the Purchase Order has been created in your 
own financial system of record, record the 
Purchase Order in OAKS CI utilizing the instructions 
in the following slides:

Record Purchase Order
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‣ Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c

Record a Purchase Order 

Record Purchase Order
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‣ To record your Purchase Order in 
OAKS CI navigate to:

‣ Logs -> Purchase Orders K12

‣ Click Create

Record a Purchase Order 

Record Purchase Order
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a) Enter the Title for the PO

b) Select Status: Dispatched
c) Select PO Purpose: Contract

a

b

c

Complete General Section

Record Purchase Order



77

d) Next to Contract Name click 
the Select button to choose 
your record

e) A new window will appear, 
left-click to select the 
appropriate contract

f) Click sELECT

d

e

f

Complete General Section

Record Purchase Order
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g
Not Yet!

g) In the PO Details 
section - Ensure you 
plug in the Purchase 
Order number into 
the Record

‣ Do NOT plug in the 
PO amount until 
adding Distribution 
Lines (see next slides)

Complete General Section

Record Purchase Order
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Fund the PO
a) Click the PO 

Distribution Lines Tab

b) Click Add b

a

Record Purchase Order
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c) Click the Select
button

d) Choose the 
appropriate fund 
code
‣ Note: If you do not see 

any funds to choose from, 
email OAKS CI at 
oaksci@ofcc.ohio.gov

e) Click Select

Fund the PO

c
d

e

Record Purchase Order
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f) Enter a Short 
Description and Dollar 
Amount

g) When finished 
entering information, 
click Save

g

f

Fund the PO

Record Purchase Order
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‣ When all lines are added, 
your lines will show up in the 
PO Distribution Lines tab

a) Next click the General tab 
to return to the upper form

Fund the PO

a

Record Purchase Order
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b) Under OAKS PO Amount, 
type in the dollar amount of 
your PO that you entered 
into the Line Item

c) The Difference should be $0

d) Click Finish Submit

Finish the PO

b

c

d

Record Purchase Order
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Subcontractor/Supplier 
Declaration
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‣ The Subcontractor Supplier Declaration Business Process (BP):

‣ Provides for the submittal, review, and approval of contractor’s 
subcontractors and material suppliers
‣ Tracks important EDGE and subcontractor information once a 

subcontractor/supplier is approved

Subcontractor/Supplier Declaration
Purpose & Procedure
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Subcontractor/Supplier Declaration 
Create (A/E)
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‣ Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c

Create Subcontractor/Supplier 
Declaration (A/E)
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‣ Once in your project:

‣ Click Logs -> Subcontractor/Supplier 
Declaration

‣ Click Create

Create Subcontractor/Supplier 
Declaration (A/E)
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Create Subcontractor/Supplier 
Declaration (A/E)

‣ Complete the General section

a) The Title should house the 
name of the company utilized

a
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Create Subcontractor/Supplier 
Declaration (A/E)

‣ Complete the General Section

b) Click the button in the Contract 
Name field to select a Contract

c) Choose a Contract from the 
new window

d) Click Select

b
c

d
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‣ Scroll down using the slider and 
complete the Declaration 
Information section 

e) Fill out all required fields, 
denoted by a red asterisk *

f) Use the Tier 1 dropdown box to 
indicate if this is a Tier 1 
subcontractor

Create Subcontractor/Supplier 
Declaration (A/E)

e

f
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‣ Scroll down using the slider and 
complete the Additional Details 
section

g) Fill out all required fields, 
denoted by a red asterisk *

h) If the Subcontractor is EDGE 
Certified, select Yes from the 
dropdown.  If Yes is selected, 
you must also fill out the EDGE 
Certification number field.

Create Subcontractor/Supplier 
Declaration (A/E)

g h
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‣ Once the General tab is complete 
and the record is ready to move 
forward:

i) Click Send at the top right 
j) Verify Workflow – Submit

k) Click the Send button

‣ The record will move forward 
to the PM for Declaration 
Review

Create Subcontractor/Supplier 
Declaration (A/E)

i

j

k
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Subcontractor/Supplier Declaration 
Declaration Review (PM)
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Accept the Task

‣ Click Accept to 
begin reviewing 
the record
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Review the Record

a) Review the 
information in the 
General section of 
the record

b) Scroll down to the 
Declaration 
Information 
section 

a

b
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Review the Record

c) Review the 
information in the 
Declaration 
Information section 
of the record

d) Scroll down to the 
Additional Details 
section 

c d
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Review the Record

e) Review the 
information in the 
Additional Details 
section of the record

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

e

f
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‣ Once the General tab is complete 
and the record is ready to move 
forward:

g) Select a Workflow Action
‣ Recommend Approval will move 

the record forward to PC for 
Declaration Validation

‣ Return for Clarification will 
return the record for Update

‣ Reject will terminate the record

h) Click the Send button

Send the Record
g

h
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Subcontractor/Supplier Declaration 
Declaration Validation (PC)
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Accept the Task

‣ Click Accept to begin 
reviewing the record
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Review the Record

a) Review the 
information in the 
General section of 
the record

b) Scroll down to the 
Declaration 
Information 
section 

a

b
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Validate the Record

c) Review fields in the 
Declaration Information 
section, Validate the 
Federal Tax ID

d) Scroll down to the 
Additional Details 
section 

c
d
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Validate the Record

e) Review fields in the 
Additional Details 
section

‣ Validate DFSP Enrolled, 
EDGE Certified, and EDGE 
Certification Number

f) Fill out the required 
Validated? Fields in the 
Subcontractor Supplier 
Validation section

e

f



105

Send the Record

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

g
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‣ Once the record is ready to move 
forward:

h) Select a Workflow Action
‣ Validated will complete the 

record and end the workflow

‣ Return for Clarification will 
return the record for Update

‣ Reject will terminate the record

i) Click the Send button

Send the Record
h

i
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Validation Links
• Federal Tax ID Validation

• https://www.bwc.ohio.gov/employer/services/StateCo
ntract/nlbwc/StateContract1.aspx

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

• https://www.bwc.ohio.gov/employer/services/StateCo
ntract/nlbwc/StateContract1.aspx

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

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

https://www.bwc.ohio.gov/employer/services/StateContract/nlbwc/StateContract1.aspx
https://www.bwc.ohio.gov/employer/services/StateContract/nlbwc/StateContract1.aspx
https://eodreporting.oit.ohio.gov/edge-certification
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Record Purchase Order
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Recording the Purchase Order

Create the Purchase Order in your own financial 
system of record.  Follow the instructions in these 
slides to record the Purchase Order in OAKS CI. 

Introduction
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Recording the Purchase Order (Owner Financial)

• Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c

Introduction
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Record a Purchase Order

‣ To record your Purchase Order 
in OAKS CI navigate to:

‣ Logs -> Purchase Orders K12

‣ Click Create

Introduction



112

Record a Purchase Order

‣ Enter the Title and 
select the Vendor for 
the Purchase Order 

‣ Status: “Dispatched”

‣ Select: PO Purpose
‣ (Agreement, Amendment, 

Contract, Change Order or 
Msc. Commit)

Introduction



113

Record a Purchase Order

a) Click the selection 
button next to 
Contract Name

b) Choose Contract
c) Click Select

Introduction

a

b

c
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Record a Purchase Order

‣ In the PO Details 
section:

e) Enter the Purchase Order 
number into the Record

f) Choose the Financial 
System of Record

‣ Do NOT plug in the PO 
amount until adding 
Distribution Lines (see 
next slides)

Introduction

Not Yet!e

f
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Fund the PO

‣ Click the PO Distribution Lines Tab

‣ Click Add

Introduction
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Fund the PO

a) Click Select

b) Choose the appropriate 
fund code
• Note: If you do not see any 

funds to choose from, call 
OAKS CI

c) Enter a Short Description 
and Dollar Amount

d) When finished entering 
information, click Save

Introduction

a
b

c

d
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Fund the PO

‣ When all lines are 
added, your lines will 
show up in the PO 
Distribution Lines tab

Introduction
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Finish the PO

e) Go back to the upper form 
by clicking the General tab

f) Type in the dollar amount of 
your PO that you entered 
for the Line Item

g) The difference should be $0

h) Click Submit

Introduction

e

f

g

h
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Contract Schedule of Values

Contracts
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Contract SOV

Validation
(PC)

Creation
(Owner Agent)

Creation
(A/E)

Creation
(Commissioning Agent)

Approval
(PM)

‣ Workflow Steps

Click the boxes to navigate 
directly to any section
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Contract Schedule of Values
(Owner Agent)
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Contract SOV Process Overview (OA)

‣ The Owner Agent will:

‣ Locate and Complete the SOV Spreadsheet
‣ Email the Spreadsheet to the PC
‣ Receive and Review the Contract SOV record in OAKS CI
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3

1

2

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

1. Navigate to ofcc.ohio.gov
2. Mouse over the OAKS CI tab
3. Click SOV Templates
4. Click the appropriate template to 

download the Excel Spreadsheet

4

Navigate to SOV 
Spreadsheet Template
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5. Open the downloaded Excel 
spreadsheet

Open SOV Spreadsheet Template

5
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Enter Contract SOV Line Items

‣ Enter Contract SOV Line Items

‣ 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
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‣ If necessary, add additional 
lines to the SOV spreadsheet

a) Left click on the number of 
the line to highlight it

b) Right click and choose copy

Adding Additional Lines

a

b
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c) Right click on the line you 
want to be below the line 
you are inserting

d) Choose insert copied cells

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

Adding Additional Lines

c
d



128

Save and Email your Spreadsheet
‣ Name and Save the Spreadsheet – Very Important!

‣ Email the Spreadsheet to your Project Manager and Project Coordinator for review
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Contract SOV Record

‣ The Contract SOV record will be 
created by the Project Coordinator 
and will be sent to you for review

‣ You will receive an email 
notification that you have a Task 
Pending that needs your attention

‣ Click on the link to access your Task
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Accept the Task

‣ Click Accept to 
begin reviewing 
the record
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Review the Task

a) Review the General section of the SOV

b) Review the Contract Information 
section of the SOV

c) Review Notes 

d) Review any Attachments

a

b

c

d
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Review the Task

e) Click the Contract SOV Details tab

f) Review the line items

e

f
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Review the Task

g) When the record is ready to move 
forward, click the Send button g
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Review the Task

h) Select the Workflow Action

‣ Choose Validated to move the record 
forward to the PM for Approval

‣ Choose Return for Clarification for 
update

i) Click Send

h

i
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Requesting Payment

‣ Once the Contract SOV has been approved in 
OAKS CI, you will have the ability to create an 
Application for Payment

‣ For more information please see the Application 
for Payment section of this document
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Contract Schedule of Values
(Commissioning Agent)
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Contract SOV Process Overview (Cx)

‣ The Commissioning Agent will:

‣ Locate and Complete the SOV Spreadsheet
‣ Email the Spreadsheet to the PC
‣ Receive and Review the Contract SOV record in 

OAKS CI
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3

1

2

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

1. Navigate to ofcc.ohio.gov
2. Mouse over the OAKS CI tab
3. Click SOV Templates
4. Click the appropriate template to 

download the Excel Spreadsheet

4

Navigate to SOV 
Spreadsheet Template
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5. Open the downloaded Excel 
spreadsheet

Open SOV Spreadsheet Template

5
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Enter Contract SOV Line Items
‣ Enter Contract SOV Line Items

‣ 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
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‣ If necessary, add additional 
lines to the SOV spreadsheet

a) Left click on the number of 
the line to highlight it

b) Right click and choose copy

Adding Additional Lines

a

b
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c) Right click on the line you 
want to be below the line 
you are inserting

d) Choose insert copied cells

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

Adding Additional Lines

c
d
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Save and Email your Spreadsheet
‣ Name and Save the Spreadsheet – Very Important!

‣ Email the Spreadsheet to your Project Manager and Project Coordinator for review
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Contract SOV Record

‣ The Contract SOV record will be 
created by the Project Coordinator 
and will be sent to you for review

‣ You will receive an email 
notification that you have a Task 
Pending that needs your attention

‣ Click on the link to access your Task
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Accept the Task

‣ Click Accept to 
begin reviewing 
the record
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Review the Task

a) Review the General section of the SOV

b) Review the Contract Information 
section of the SOV

c) Review Notes 

d) Review any Attachments

a

b

d

c
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Review the Task

e) Click the Contract SOV Details tab

f) Review the line items

e
f
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Review the Task

g) When the record is ready to move 
forward, click the Send button g
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Review the Task

h) Select the Workflow Action

‣ Choose Validated to move the record 
forward to the PM for Approval

‣ Choose Return for Clarification for 
update

i) Click Send

h

i
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Requesting Payment

‣ Once the Contract SOV has been approved in 
OAKS CI, you will have the ability to create an 
Application for Payment

‣ For more information please see the Application 
for Payment section of this document
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Contract Schedule of Values
(A/E)
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Contract SOV Process Overview (AE)

‣ After the Contract is approved in OAKS CI, the Contract SOV 
record will be created by the Project Coordinator (PC).

‣ The Professional Services Provider will:
‣ Locate and Complete the SOV Spreadsheet
‣ Email the Spreadsheet to the PC
‣ Receive and Review the Contract SOV record in OAKS CI
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3

1

2

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

1. Navigate to ofcc.ohio.gov
2. Mouse over the OAKS CI tab
3. Click SOV Templates
4. Click the appropriate template to 

download the Excel Spreadsheet

4

Navigate to SOV 
Spreadsheet Template
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5. Open the downloaded Excel 
spreadsheet

Open SOV Spreadsheet Template

5
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‣ Enter Contract SOV Line Items

‣ 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

Enter Contract SOV Line Items
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‣ If necessary, add additional 
lines to the SOV spreadsheet

a) Left click on the number of 
the line to highlight it

b) Right click and choose copy

Adding Additional Lines

a
b
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c) Right click on the line you want to 
be below the line you are inserting

d) Choose insert copied cells

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

Adding Additional Lines

c

d
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Save and Email your Spreadsheet
‣ Name and Save the Spreadsheet – Very Important!

‣ Email the Spreadsheet to your Project Manager and Project Coordinator for review
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Contract SOV Record

‣ The Contract SOV record will be 
created by the Project Coordinator 
and will be sent to you for review

‣ You will receive an email 
notification that you have a Task 
Pending that needs your attention

‣ Click on the link to access your Task
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Accept the Task

‣ Click Accept to 
begin reviewing 
the record
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Review the Task

a) Review the General section of the SOV

b) Review the Contract Information 
section of the SOV

c) Review Notes 

d) Review any Attachments

a

b

d

c
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Review the Task

e) Click the Contract SOV Details tab

f) Review the line items

e
f
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Review the Task

g) When the record is ready to move 
forward, click the Send button g
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Review the Task

h) Select the Workflow Action

‣ Choose Validated to move the record 
forward to the PM for Approval

‣ Choose Return for Clarification for 
update

i) Click Send

h

i



165

Requesting Payment

‣ Once the Contract SOV has been approved in 
OAKS CI, you will have the ability to create an 
Application for Payment

‣ For more information please see the Application 
for Payment section of this document
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Application for Payment

Contracts
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Steps, Roles and Responsibilities

167

• 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
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Application for Payment
‣ Workflow Steps

Create (Vendor) Review and 
Validation (PC) PM Review

PM Supervisor 
Review

District Approval 
(District Rep)

Payment Processing 
(Owner Financial)

Click the boxes to navigate 
directly to any section

Contracts
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Application for Payment –
Create (Vendor)
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• Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c

Application for Payment Creation
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Application for Payment Creation

‣ In OAKS CI navigate to:
‣ District Level Project

‣ Logs -> Application for 
Payment K-12

‣ Click Create
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Complete General Block

‣ Enter the required * fields

a) Enter the Title
b) Click the Select button for 

Contract Reference
c) Choose Contract
d) Click Select b

d

c

a
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‣ Enter the required * fields

d) Select Period From and Period To
e) Scroll to down to the next section

d

e

Complete General Block
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Previous Pay Request

174

f) Select whether this is 
the initial pay request

If this is not your initial pay 
request, follow steps g, h, i
Very Important!

g) Click Select to choose 
previous pay request. 

h) Choose your Previous 
Pay Request from list 

i) Click Select

f

g

h

i
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Review SOV

175

‣ 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 window,
click Menu -> SOV
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‣ This allows you to look at 
the Scheduled Value and 
Commits Remaining 
Balance for each of the 
line items on your SOV

Review SOV
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Add Line Items

177

‣ You will next enter a Line 
Item corresponding to each 
item on the Schedule of 
Values (SOV) from the 
agreement for which 
payment is requested:

a) Click on the Pay Request 
Details Tab

b) Click Add

b

a



178

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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Application for Payment –
Review and Validation (PC)

Contracts
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Receive Task (PC)

‣ Vendor receives an Email

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

Contracts
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Accept Task (PC)

‣ To begin work on the 
record, click Accept

Contracts



187

PC Review and Validation

‣ Review the General tab of the record

‣ Check Final Payment and Retainage 
Release fields- If one or both are Yes, 
see the slides at the end of this section

Introduction
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PC Review and Validation

‣ Check the format of the 
Title of the record- The 
format should include the 
Contract Number or 
Contractor Name_Pay 
Request Number 

‣ Check Period From: and 
Period To: date, verify with 
Pencil Copy

Introduction
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PC Review and Validation

a) Click the Select button in the 
Contractor Address block

b) Choose the appropriate 
Project Vendor

c) Click Select

d) Check insurance Verification 
section, this information pulls 
from the Contract record

‣ Ensure Commercial General 
Liability has not expired

Introduction

a
b

c

d



190

PC Review and Validation
• Review the Prevailing Wage section (ensure dates match pay request)

• Verify certified payroll reports are attached:

• Review each payroll report submitted and verify the correct Prevailing Wage 
rates are being paid

• Confirm that all subcontractors in payroll reports are declared as 
subcontractors in OAKS CI

Introduction
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PC Review and Validation
Initial Pay Request? 

• If this is the first pay request against the contract;  Yes should be selected

• If this is not the first pay request; No should be selected

• If this is NOT the first pay request, the Contractor should have selected their previous pay request, if no pay 
request has been selected or if the wrong pay request has been selected, SEND BACK TO CONTRACTOR, with 
General Comments requesting the fix. See General Comments section for instructions.

Introduction
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PC Review and Validation

• Earned Current Request: this 
information is pulled from the 
Pay Request Details tab

• Take note of Current Earned

Introduction
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PC Review and Validation
• Retainage Block:

• IF this is the first pay request put 
8% into the Retainage % field

• When the contract percent 
complete hits 50% or above, copy 
the Retainage field to the 
Contract Retainage Withheld field 
and set Retainage % back to 0

• Withheld Amounts:
• Withheld this period will show the 

Total Contract withhelds, not only 
the withheld this period

Introduction
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PC Review and Validation
‣ Escrow Paid to Bank: if the Contract Retainage Withheld is filled in, then check 

with the appropriate party about letter for Escrow. 

‣ For additional info review your procedures for managing Escrow 

Introduction
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PC Review and Validation

‣ Check the Lien BP to make sure there 
are no liens on the contractor.  If 
there are liens listed for the 
contractor, total the amount of the 
liens and enter in the field “Sum of 
Liens Filled” in the Withheld Amount 
section of the pay request.  Enter the 
sum of the liens as labor and 
materials in the fields “Liens” and 
“Liens (from Material)” to decrease 
the amount of the payment.  The 
amounts you enter as labor and 
material cannot decrease the amount 
of the “Labor Payment Requested” 
and “Material Payment Requested” 
fields to a negative number. 

Introduction
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PC Review and Validation
‣ Pay Request Details:  Review the WBS Code and percent complete, labor should correlate with a labor column, 

material with material column, Services, etc.
‣ Ensure that DPE Reimbursable documents are attached
‣ Check Stored Material- get confirmation that material is stored, and certificate of insurance is attached with photos
‣ Check General Conditions CM Fee (if applicable)
‣ If you see any negative dollars earned, review record to ensure it is correct

Introduction
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PC Review and Validation
‣ Earned Current field (a) from the General tab will always match the Total Amount field (b) from the Pay Request 

Details tab, if it does not, check for negative earnings this period in the SOV (Contact OAKS CI for Assistance)

‣ The Total Requested (c) field, will ALWAYS equal the Current Earned minus withhelds and retainage

Introduction

a

b

c
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PC Review and Validation

‣ Verify that a PO has 
been applied by 
viewing the Purchase 
Order information 
area 

‣ If an additional PO 
requires attachment: 

‣ Click the Purchase 
Orders tab, Click Add

‣ See instructions in
this job aid for adding
PO

Introduction



199

PC Review and Validation

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

Introduction
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PC Review and Validation
‣ If record must be returned for 

update:

• Add a General Comment. See 
General Comments section for 
instructions.

‣ Choose Return for Clarification 
‣ Click Send

‣ If  record is ready to move forward 
to PM Review:
‣ Choose Accept
‣ Click Send

Introduction
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Review Application for Payment
Final Payment

Click the General tab to view record
‣ Check Final Payment field- If Yes; ensure that the following documents are attached:

‣ Certification of Contract Completion (OFCC Website – Form F390-01v0912)
‣ Payment Release Affidavit (OFCC Website F390-04v0912)  Signed and Notarized by Contractor

Introduction
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Review Application for Payment
Retainage Release-Substantial Completion

‣ Check Retainage Release Field- If Yes; ensure the following documents are attached:

‣ Payment Release Affidavit (OFCC Website F390-04v0912) Signed and notarized by Contractor
‣ Executed Substantial Completion Certification with AE’s Punch list attached (OFCC Website F390-05)
‣ Consent of Surety

Introduction
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Pay Applications
Required Documents 
During Close-Out

Introduction
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Application for Payment – PM Review

Contracts
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Receive Task (PC)

‣ Vendor receives an Email

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

Contracts
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Accept Task (PM)

‣ To begin work on the 
record, click Accept

Contracts
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PM Review

‣ Review the General tab of the record

‣ Check Final Payment and Retainage 
Release fields- If one or both are Yes, 
see the slides at the end of this section

Introduction
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PM Review

‣ Check the format of the 
Title of the record- The 
format should include the 
Contract Number or 
Contractor Name_Pay 
Request Number 

‣ Check Period From: and 
Period To: date, verify with 
Pencil Copy

Introduction
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PM Review

a) Click the Select button in the 
Contractor Address block

b) Choose the appropriate 
Project Vendor

c) Click Select

d) Check insurance Verification 
section, this information pulls 
from the Contract record

‣ Ensure Commercial General 
Liability has not expired

Introduction

a
b

c

d
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PM Review
• Review the Prevailing Wage section (ensure dates match pay request)

• Verify certified payroll reports are attached:

• Review each payroll report submitted and verify the correct Prevailing Wage 
rates are being paid

• Confirm that all subcontractors in payroll reports are declared as 
subcontractors in OAKS CI

Introduction
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PM Review
Initial Pay Request? 

• If this is the first pay request against the contract;  Yes should be selected

• If this is not the first pay request; No should be selected

• If this is NOT the first pay request, the Contractor should have selected their previous pay request, if no pay 
request has been selected or if the wrong pay request has been selected, SEND BACK TO CONTRACTOR, with 
General Comments requesting the fix. See General Comments section for instructions.

Introduction
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PM Review

• Earned Current Request: this 
information is pulled from the 
Pay Request Details tab

• Take note of Current Earned

Introduction
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PM Review
• Retainage Block:

• IF this is the first pay request put 
8% into the Retainage % field

• When the contract percent 
complete hits 50% or above, copy 
the Retainage field to the 
Contract Retainage Withheld field 
and set Retainage % back to 0

• Withheld Amounts:
• Withheld this period will show the 

Total Contract withhelds, not only 
the withheld this period

Introduction
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PM Review
‣ Escrow Paid to Bank: if the Contract Retainage Withheld is filled in, then check 

with the appropriate party about letter for Escrow. 

‣ For additional info review your procedures for managing Escrow 

Introduction
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PM Review

‣ Check the Lien BP to make sure there 
are no liens on the contractor.  If 
there are liens listed for the 
contractor, total the amount of the 
liens and enter in the field “Sum of 
Liens Filled” in the Withheld Amount 
section of the pay request.  Enter the 
sum of the liens as labor and 
materials in the fields “Liens” and 
“Liens (from Material)” to decrease 
the amount of the payment.  The 
amounts you enter as labor and 
material cannot decrease the amount 
of the “Labor Payment Requested” 
and “Material Payment Requested” 
fields to a negative number. 

Introduction
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PM Review
‣ Pay Request Details:  Review the WBS Code and percent complete, labor should correlate with a labor column, 

material with material column, Services, etc.
‣ Ensure that DPE Reimbursable documents are attached
‣ Check Stored Material- get confirmation that material is stored, and certificate of insurance is attached with photos
‣ Check General Conditions CM Fee (if applicable)
‣ If you see any negative dollars earned, review record to ensure it is correct

Introduction
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PM Review
‣ Earned Current field (a) from the General tab will always match the Total Amount field (b) from the Pay Request 

Details tab, if it does not, check for negative earnings this period in the SOV (Contact OAKS CI for Assistance)

‣ The Total Requested (c) field, will ALWAYS equal the Current Earned minus withhelds and retainage

Introduction

a

b

c
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PM Review

‣ Verify that a PO has 
been applied by 
viewing the Purchase 
Order information 
area 

‣ If an additional PO 
requires attachment: 

‣ Click the Purchase 
Orders tab, Click Add

‣ See instructions in
this job aid for adding
PO

Introduction
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PM Review

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

Introduction
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PM Review
‣ If record must be returned for 

update:

• Add a General Comment. See 
General Comments section for 
instructions.

‣ Choose Return for Clarification 
‣ Click Send

‣ If  record is ready to move forward 
to District Approval:
‣ Choose Accept
‣ Click Send

Introduction
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Review Application for Payment
Final Payment

Click the General tab to view record
‣ Check Final Payment field- If Yes; ensure that the following documents are attached:

‣ Certification of Contract Completion (OFCC Website – Form F390-01v0912)
‣ Payment Release Affidavit (OFCC Website F390-04v0912)  Signed and Notarized by Contractor

Introduction
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Review Application for Payment
Retainage Release-Substantial Completion

‣ Check Retainage Release Field- If Yes; ensure the following documents are attached:

‣ Payment Release Affidavit (OFCC Website F390-04v0912) Signed and notarized by Contractor
‣ Executed Substantial Completion Certification with AE’s Punch list attached (OFCC Website F390-05)
‣ Consent of Surety

Introduction
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Pay Applications
Required Documents 
During Close-Out

Introduction
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Application for Payment –
District Approval (District Rep)

Contracts
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District Approval

‣ District Rep receives an Email

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

Contracts
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Accept Task

‣ To begin work on the 
record, click Accept

Contracts
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School District Approval

Contracts

‣ District Rep or District Treasurer:
‣ Review the Application for Payment
‣ Review Funding Distribution
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PC Review and Validation

‣ Verify that a PO has 
been applied by 
viewing the Purchase 
Order information 
area 

‣ If an additional PO 
requires attachment: 

‣ Click the Purchase 
Orders tab, Click Add

‣ See instructions in
this job aid for adding
PO

Introduction



229

PM Review
‣ If record must be returned for 

update:

• Add a General Comment. See 
General Comments section for 
instructions.

‣ Choose Return for Clarification 
‣ Click Send

‣ If  record is ready to move forward 
to Payment Processing:
‣ Choose Accept
‣ Click Send

Introduction
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Application for Payment –
Payment Processing (District Treasurer)

Contracts
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‣ As the District Treasurer representative you will:

‣ Create the Voucher (check) in your own financial system of record
‣ Record a Voucher Record in OAKS CI
‣ Pull the Voucher Record into the Application for Payment

Professional Services Agreement Pay Request
Payment Processing (Owner Financial)

PS Pay Request - Payment Processing
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District Approval

‣ District Treasurer receives an Email

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

Contracts
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Accept Task

‣ To begin work on the 
record, click Accept

Contracts
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Payment Processing

Contracts

‣ Review information 
in the General tab
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a) Open the Voucher tab

b) Click Create 

Payment Processing - Record Voucher

b

a

PS Pay Request - Payment Processing
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‣ Under the General tab:

‣ Title the Record
‣ Set the Record Status to: Paid
‣ Choose Financial System of Record

Payment Processing - Record Voucher

PS Pay Request - Payment Processing
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‣ Scroll down the General 
tab using the slider

‣ Select the appropriate 
Pay Request Name

Payment Processing - Record Voucher

PS Pay Request - Payment Processing
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Payment Processing - Record Voucher

PS Pay Request - Payment Processing

‣ Scroll down to the 
Confirmed Financial 
System Data Section

‣ Plug in: 

‣ Voucher ID number 
(Check #)

‣ Payment Date
‣ Payment Method
‣ Payment Amount
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e) Enter PO Amount 
e

Payment Processing (Owner Financial)

PS Pay Request - Payment Processing
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‣ Open Voucher 
Distribution Lines tab

‣ Click Add

Payment Processing - Record Voucher

PS Pay Request - Payment Processing
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a) Click the button to select a 
Fund Code

b) Highlight a Fund Code

c) Click Select

a

b

c

Payment Processing - Record Voucher

PS Pay Request - Payment Processing
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d) Add a Short Description, enter 
Dollar Amount, and select 
Financial System of Record

e) Click Save or Save & Add New

Payment Processing - Record Voucher

d

PS Pay Request - Payment Processing

e
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‣ Your line(s) will show in 
the Voucher Distribution 
Lines tab

‣ Click Submit to finish 
recording the voucher

Payment Processing - Record Voucher

PS Pay Request - Payment Processing
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a) Return to the 
General tab

b) Scroll down to the 
Voucher 
Information
section

c) Click the button to 
select previously 
recorded Voucher

d) Highlight Voucher

e) Click Select

Payment Processing – Add Voucher

a

b

c

d

e

PS Pay Request - Payment Processing
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‣ When the record is ready to 
move forward, click Send

Payment Processing – Send Record

PS Pay Request - Payment Processing
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‣ Verify Workflow Action

‣ Click Send

‣ This will end the Application for 
Payment Workflow

Payment Processing – Send Record

PS Pay Request - Payment Processing
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Design Reviews
K-12
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Purpose & Procedure

‣ The Design Review business process provides for the electronic 
submission, review and approval of the program verification, schematic 
design, design development and construction documents.

‣ The business process must be submitted at specific stages of the design 
process as defined in the Associate’s (A/E) contract.

‣ Using this process, the Associate submits drawings and specifications 
electronically. The Project Manager (PM) coordinates review of the 
submittal. Automated workflow guides the process and records the 
results to the project record.
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Design Review

Creation (A/E) Initial Review (PM) Detailed Review (PM)

Workflow Steps:

Click the boxes to navigate directly to each section
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If you are using Document Manager to add attachments to the 
Design Review, this should be done before creating the Design 
Review Record. The following section will walk you through 
uploading files to the Document Manager.

Uploading to Document Manager

If you are a School District Project user, skip ahead to Create Design Review Record*
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About Document Manager

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

1

2

3
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File Upload Window

‣ A new window will appear for 
you to add files

‣ Click Browse to choose files for 
upload



256

Drag and Drop files

‣ Find the document(s) on 
your computer you want 
to upload

‣ Drag and Drop the 
documents into the 
Upload Files window

Choose your folder of Documents 
or Select Multiple Documents

Drag and Drop the 
documents into the 
Upload Files window
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Adding Documents
‣ If all folders and files have been added, you will see a green “Success!” screen 
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Upload Documents

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

‣ Click Upload button



259

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
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Create Design Review (A/E)
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Create a Design Review Record (A/E)
1. Click Logs to expand

2. Select the Design Reviews BP

3. Click Create

1

2

3
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Complete General Tab - Create (A/E)

‣ Fill out all of the information 
in the General Tab

‣ The sections marked with a 
red * are required
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Add Attachments to Design Review – Create (A/E)

‣ Click the Design Reviews tab
‣ Here you will add attachments 

to the record
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1. Click Add

2. Select Line Item

3. Click the attachment         
button

4. Select Browse to attach 
documents from your 
computer, or select 
Document Manager

Add Attachments – Create (A/E)

1

3

4

2
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Add Attachments From Browse – Create (A/E)

‣ If you selected Browse, you 
will upload documents 
directly from your computer

1. Navigate to the folder 
where your documents are 
stored

2. Select the attachment you 
want to upload

3. Click Open

1

2

3

If you uploaded the attachments with Document Manager, skip this slide*
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1. Navigate to the 
attachment by double 
clicking folders where 
the document is stored

2. Click the document you 
wish to attach

3. Click Select

Add Attachments from Document Manager – Create (A/E)
If you uploaded the attachments from your computer with Browse, skip this slide*

1

2

3

‣ If you selected Document 
Manager, you will attach 
documents that are 
already uploaded
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‣ The selected document 
will appear under the 
Name field

‣ Complete Type, and 
Short Description 
fields

‣ Click Save or Save & 
Add New

Add Attachments – Create (A/E)
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‣ Your document will show on 
the left-hand side

‣ Continue adding any 
necessary attachments until 
you are ready to move the 
record forward

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

Add Attachments – Create (A/E)
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Submit for Initial Review – Create (A/E)

‣ Verify Workflow Action 
(Submit)
‣ The recipients of the task 

will automatically populate

‣ Click Send
‣ The record will be sent to 

the PM for Initial Review
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Initial Review (PM)
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Receive Task - Initial Review (PM)

‣ PM receives an Email

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



272

‣ After logging into the system, the PM will 
find the Task corresponding to the email

‣ Double click the Task to open

Open Task - Initial Review (PM)
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‣ Click Accept to begin work on the record

Accept Task - Initial Review (PM)
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‣ Review the information in the General Tab

‣ Check the right pane to see if there are any General Comments attached

Review General Tab – Initial Review (PM)



275

‣ Click the Design Reviews tab 
to view attachments

‣ Single click an attachment to 
view Line Item Details in the 
right pane

‣ Double click attachment to 
view

Design Reviews – Initial Review (PM) 
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1. The left section will display the attachments under the folder you’ve selected.  Click each attachment 
to view details.

2. The middle section will display the document, this can be an image or text depending on the file

3. The right section will allow you to see and add comments to the selected document

1

2

3

A new window will open to display the documents in three sections

View Attachments – Initial Review (PM)
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Add Comments – Initial Review (PM)
‣ After typing your comment, click the Post button
‣ The comment will display below and be linked to the attachment permanently
‣ Once any comment is added, a blue comment bubble will be visible next to the attachment
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View Attachments – Initial Review (PM)

‣ When you are finished reviewing 
the attachments, close the 
window by clicking the X in the top 
right corner
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Send Record - Initial Review (PM)

‣ When the Initial Review is 
complete, click the Send 
button at the top right 
corner of the record



280

‣ Select the Workflow Action

‣ Send for Detailed Review: Sends the 
review to the PM for detailed review

‣ Return for Clarification: Sends the 
review back to the A/E for update

‣ Click Send

Send Record - Initial Review (PM)
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Detailed Review (PM)
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Receive Task - Detailed Review (PM)

‣ PM receives an Email

‣ Click on the Unifier Login
button to access the task
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‣ After logging into the system, 
the PM will find the Task
corresponding to the email

‣ Double click the Task to open

Open Task - Detailed Review (PM)
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‣ Click Accept to begin work on the record

Accept Task - Initial Review (PM)
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‣ Review the information in the General Tab

‣ Check the right pane to see if there are any General Comments attached

Review General Tab – Detailed Review (PM)
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‣ Click the Design Reviews tab to 
view attachments

‣ Single click an attachment to 
view Line Item Details in the 
right pane.

Design Reviews – Detailed Review (PM) 
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Change Line Item Status – Detailed Review (PM)
1. Click the arrow next to Line Item Status
2. Select a new status
3. Click Save
4. New status will display next to the attachment

1

2

3

4
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Send Record - Detailed Review (PM)

‣ When the Detailed Review is 
complete, click the Send 
button at the top right 
corner of the record
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‣ Select the Workflow Action

‣ Accept: Select to complete the 
Design Review Business Process.  
The CC field can be used to notify 
project members

‣ Submit Comments: Sends the 
review back to the A/E for 
Comment Response.  To field will 
automatically populate.

‣ Reject: will end Record

‣ Click Send

Send Record - Initial Review (PM)
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Document Manager
Uploading 
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About Document Manager

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

1

2

3
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File Upload Window

‣ A new window will appear for 
you to add files

‣ Click Browse to choose files for 
upload
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Drag and Drop files

‣ Find the document(s) 
your computer you want 
to upload

‣ Drag and Drop the 
documents into the 
Upload Files window

Choose your folder of Documents 
or Select Multiple Documents

Drag and Drop the 
documents into the 
Upload Files window
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Adding Documents
‣ If all folders and files have been added, you will see a green “Success!” screen 
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Upload Documents

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

‣ Click Upload button
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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
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Add Comments to Records
Adding Comments are a good way to communicate with team members about a specific record

a) Click the Comments tab Click Add
b) Enter Comments
c) Click Post
d) The comment will display as a permanent part of the record

a

c

b

d
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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