
Handling Stored Material
Contractor



Pay Request Scenario

‣ Your company has a 
line on your SOV for 
$400,000 worth of 
Light Switches in 
Material



Billing % Materials Complete 
‣ You have purchased and installed $200,000 worth of the Light Switches and are ready to add 

this line to your pay request for January

‣ In the “Light Switches” line item, you will enter a short description and 50% in Materials 
Complete to account for this work, click Save

NOTE: This column (along with Labor Complete & Services Complete) will reflect dollar 
signs on the line items. These are not dollar amounts, they are percentages. 



Check Line Item
‣ You should have $200,000 in Earned this Period and 50% in Materials Complete

‣ You will need to use the scroll bar at the bottom to view all the columns

‣ Check to make sure you used a Material Line 



Send Pay Request
‣ Click the Send button
‣ Verify Workflow Action: Submit
‣ Click Send



Billing Stored Materials
‣ It is now time for your February billing. You have purchased and stored 

on-site the other $200,000 worth of Light Switches.
‣ You now need to bill for those stored materials.



Billing Stored Materials
‣ On the left side, enter a short description on the “Light Switches” line
‣ On the right side, scroll over to locate the “Material Stored On Site this Period” column

‣ Enter the dollar amount of material you stored $200,000



Storing Materials
‣ The system will allow payment for 92% of your stored materials
‣ To see this amount, scroll on the right to the “Material Payment 

Allowed” column and note the amount, click OK



Check Line Item

‣ You should have $184,000 in 
Earned this Period which 
reflects the 92% you are being 
paid for storing those 
materials

‣ Check to make sure you used 
a Material Line 



Send Pay Request
‣ Click the Send button
‣ Verify Workflow Action: Submit
‣ Click Send



Installing Stored Materials

‣ It is now time for your March billing. You have now installed the other 
$200,000 of material that you stored in February

‣ You now need to bill for those installed materials

NOTE: If you want to install materials, you must have stored them on a 
previous pay request



Installing Materials

‣ On the left, enter a Short 
Description on the “Light 
Switches” line

‣ Scroll to the right



Entering materials complete

‣ Enter $200,000 under the 
“Materials Installed This Period” 
for the material that you installed

‣ Enter 100 into the “% Material 
Complete

‣ Click Save



Check Line Item
‣ You should have $16,000 in 

Earned this Period and 100% in 
Materials Complete

‣ This amount reflects the 
remaining 8% owed to you for 
materials previously stored



Check Amounts
‣ NOTES: 

‣ Current Earned and Total Amount blocks should match

‣ The Earned this Period column should NEVER reflect a negative amount



Send Pay Request
‣ Click the Send button
‣ Verify Workflow Action: Submit
‣ Click Send



Key Points

‣ When billing for any material, make sure to use a Material 
Line

‣ Material that is stored on one pay request must eventually 
be installed on another pay request. 

‣ Current Materials Stored should NOT be a negative number. 

‣ Earned this Period should NOT be a negative number. 

‣ Current Earned and Total Amount blocks should match



Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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