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Miscellaneous Expense

Workflow Steps:

Creation

PM Review and Payment Processing

Approve (Owner Financial)

(OFCC Fiscal Officer)

Click the boxes to navigate directly to each section
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Create Miscellaneous Expense

(OFCC Fiscal Officer)




Create Miscellaneous Expense

1. Click Logs to expand
2. Select the Miscellaneous Expenses BP

3. Click Create

[E Primavera Unifier %X [& Primavera Unifier X 4+

&« c # ohio-unifieroracleindustry.com/bp/route/1/i-umeah?_uref=uuu804954425

ORACLE Primavera Unifier

W Data Manager

>  Agency General ...

I Document Manager .
Miscellaneous Expenses
B Legs

72 Hour Notice -+ Create Actions View | All Records v X b,
Action ltems Vendor Name
Advertisemenis Zenith Systems, LLC
Budget - Initial 1] Zenith Systems, LLC
Budget - Revisi Ohio Facilities Construc.
udget - Revisions

feed Ohio Facilities Construc.
Change Order

M2 QFCC
Closeout - Contractor

Misc. Ohio Facilities Construc.

Closeout - Professional Services
Contract

Contract Schedule of Values
Contractor Pay Request

Design Reviews

Escrow Accounts

Field Reports

Financial Risks

Fund Allocation

Fund Release

Fund Transfers

Liens

Local Administration Authorization ...
Meeting Minutes

Memorandum of Understanding
Miscellaneous Commit
Miscellaneous Expenses
Miscellaneous Invoice

Prevailing Wage Report
Professional Services Acquisition

Professional Services Agreemenis
Total: 6




Complete General Tab

Fill out required information in
the General tab:

a) Enter Title

b) Click the Select button to
choose “Ohio Facilities
Construction Commission’

c) Highlight Vendor Record
d) Click Select

e) Add the appropriate Invoice
Number

)

If Vendor Record is not available,
follow instructions on the next slide

E: Create New Miscellaneous Expenses - Project Me, OCI-080001 - Geogle Chrome — O *
B ohio-u n'lfier.oracleindustry.com_.*'l:: p_.*'mcc.-'bp.-'re o r-d,*'op E Create New Miscellaneous Expenses - Project Ne. OCI-080001 - Google Chrome — m] >
8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/323236?7__uref=uuu55675046t1 Q
Create New Miscellaneous Expenses
Project Vendors x
General Standard
Search | Find on Page
QAKS Business Unit Vendor Name * OAKSVen... Local Ven... City Stat
4 General SFCO1 ENG Type Encumb ENC Columb A r“’

. . . . . ‘ype Encumbrances olumbus Active
This BP records a Miscellaneous Expense against the project's : : ) -
Manager to review. Attach the necessary backup documentatioff 59 FanninglHowey Associations, Ine Dusin Active

. . J ocIo1 OCI Migration Inc Columbus Active

Or gan LZation Record oclo1 OCI Test General 0000079990 12 Columbus Active
QAKS Cl Test SFCO1 Ohio Facilities Construction Com... | SFCO1 Columbus
SFCO1 Ohio Faciliies Construction Com... | SFCO1 Columbus

. SFCO1 Ohio Faciliies Construction Com...  SFCO1 Columbus Active

Project Number Creator ¥5U01 Zenith Systems, LLC 009599 09008080 Bediord Heights Active

OCI-080001 Matthew|

Project Name Creation

Agency General Projects Test

Status Total: &

Title *

=n

| oFc-000081 Consultant List Fee |

Vendor

ertified Prime?

thio Facilities Construction Co... =

Vendor Name *

| Ohio Facilities Construction Commission

Vendor Legal Name

Invoice No.

| OHio Facilities Construction Commission |

|1239 ||




Complete General Tab

Fill out required information in
the General tab:

f)  If the OFCC Vendor Record is
not available, type “Ohio
Facilities Construction
Commission” into the
Vendor Name field

g) Add the appropriate Invoice
Number

E Create New Miscellaneous Expenses - Project Mo, OCI-080001 - Google Chrome

8 ohio-unifier.cracleindustry.com/bp/maod/bp/record/opendraft/3232367 _uref=uuu55675046t1
Create New Miscellaneous Expenses

General Standard

4 General
This BP records a Miscellaneous Expense against the project's funds and sends it to the Project
Manager to review. Attach the necessary backup documentation to the record using Add Attachment.

Organization Record Number

OAKS CI Test
Project Number Creator
QCI1-080001 Matthew Weber

Project Name Creation Date

Agency General Projects Test

Status
Title *
| OFC-000081 Consuhant List Fee |
Vendor EDGE Certified Prime?
thiu Facilities Construction Co... ]Q'z ‘ | No v
Vendor Name *
\ I Ohio Facilities Construction Commission |I
Vendor Legal Name Invoice No.

| OHio Facilities Construction Commission | ||1239 I

Send Save

Attachments Co

Information

No Attachments.

L]




Complete General Tab

E Create New Miscellaneous Expenses - Project No. OCI-080001 - Google Chrome — ] X

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/umeah/1003/253359?__uref=uuu804994425t1

g) Scroll down to the Cost Summary section | ¢reate New Miscellaneous Expenses send save =

General Standard

h) Enter the appropriate Amount ($) + Descrption atach > | 52

4 Cost Summary & w
Amount ($)
2.,000.00
Line Item Total ($)
0.00
Difference ($)
2,000.00 :
o i
4 Notes Information
Notes No Attachments.




Complete Record

i) Add Attachments if necessary

j) Add Comments if necessary

k)

When the record is ready to
move forward, click Send

For instructions on adding comments, follow
the link above then return to this slide

s PN

E Create Mew Miscellaneous Expenses - Project Mo, OCI-080001 - Google Chreme

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/umeah/1003/2533597__uref=uuuds
Create New Miscellaneous Expenses

General Standard

4 Cost Summary

—————

Amount ($)

(/
‘// w
2,00 M-
Line ltem Total ($)

Difference ($)

2,000.00

4 Notes
Notes

6t1

=
Attachments | Comments | Linked Recorc > | ZJ
L

Information

Mo Attachmenis.




Send Record

[S) Create New Miscellanecus Expenses - Project No. OCI-080001 - Google Chrome - (m} X

8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/umeah/1003/253359?__uref=uuu804994425t1

Workflow Action Details X

4 Action Details

» Verify the Workflow Action

Workflow Actions ™ Send For

Submit v PM Review and Approve

To

» If record is ready to move forward to
PM Review and Approve:

Archana Atrey,Matthew Weber;Rita Nichols;Shauna Hooks;Steve Mayo; Project Manager
ccC

Start typing for suggestions -,

» Select Submit
» Click Send

4 Due Date Details

Task Due Date

Task Due Date is not available




PM Review and Approve




Receive Task - PM Review and Approve

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

» PM receives an Email Project/Shell: Agency General Projects Test

Miscellaneous Expenses ME-0007 is sent to you for PM Review and
» Click on the “Unifier Login” button to Approve.

access the task

From : Matthew Weber

Sent For : PM Review and Approve

Source Name : Agency General Projects Test
Record No : Miscellaneous Expenses ME-0007
Title : OFC-000081 Consultant List Fee

Unifier Login




Accept Task - PM Review and Approve

» Click Accept to begin
work on the record

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome

General Standard Purchase Order Voucher

4 Task Details
From

Matthew Weber

To
Archana Atrey;Matthew Weber,Rita Nichols;Shauna Hooks;Steve Mayo;Project Manager

Sent For
PM Review and Approve

Organization Record Number
OAKS ClI Test ME-0007
Project Number Creator
OCI-080001 Matthew Weber
Project Name Creation Date
Agency General Projects Test 06/22/2020 01:40 PM (UTC-5)
Title Status

OFC-000081 Consultant List Fee Submitted

Attachi > | 23

= a X

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/26726062task_id=26726068&parent_id=08&viewOnly=08&project_id=100...

Miscellaneous Expenses — ec“ne = v

n

B Na

4 Published Atl

# & B
@
Total: 1




M Review and Approve

a) Review information in the
General tab, scrolling
down as necessary @

f 4

b) Review any Attachments

General

Miscellaneous Expenses

Standard

General

Organization

OAKS ClI Test

Project Number

OCI-080001

Project Name

Agency General Projects Test

Title
OFC-000081 Consultant List Fee

Vendor

Ohio Facilities Construction Commission

Vendor Name

Ohio Facilities Construction Commission

Vendor Legal Name

Tester

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome

The Miscellaneous Expense has been submitted for your Review and Approval. Review the record and
ke the 'Accept’ workflow action for payment processing or the 'Return for Clarification’ workflow
action.

Record Number

ME-0007

Creator

Matthew Weber

Creation Date

06/22/2020 01:40 PM (UTC-5)

Status
Submitted

EDGE Certified Prime?
No

Invoice No.

aee

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672606/undefined/undefined?_ uref=uuu804994425t1

Send Save = v

ﬂ Name

4 Published Attachments

Fo3 v B Testdoct

-
Total: 1




PM Review and Approve

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome — X
# ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672606/undefined/undefined?__uref=uuud04994425t1

» If comments are needed, Miscelansous Expenses e =-
click the Comments tab to
add them to the record Description Attachments | Commen | > o4

2,000.00 d

0 v] B Test document.rif

4 Cost Summary
Amount ($)

» If the record has been =
reviewed and is ready to SR
move forward, click Send

0.00

2.000.00

4 Notes
Notes

For instructions on adding

comments, follow the link Tota:
above then return to this slide

T A




[&] Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome - o ot

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672606/undefined/undefined?__uref=uuuB04994425t1

Send Record

Workflow Action Details

4 Action Details
Workflow Actions ™ Send For

Select v

Accept

» Select the Workflow Action

Return for Clarification

» If record is correct and ready to move
forward to Payment Processing:

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome = o X

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672606/undefined/undefined?_uref=uuu804994425t1

Workflow Action Details

» Choose Accept

4 Action Details

H Workflow Actions ™ Send For
» d
C I IC k Se n ’Accepl v Payment Processing
To

Archana Atrey:Matthew WeberRita Nichols;Shauna Hooks;Steve Mayo;Owner Financial
cC

» If record must be returned for Update:

Start typing for suggestions

4 Due Date Details

Task Due Date

» Choose Return for Clarification

Task Due Date is not available

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

» Click Send




Payment Processing

(Owner Financial)




Receive Task

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

» Owner Financial receives an Email Project/Shell: Agency General Projects Test

Miscellaneous Expenses ME-0007 is sent to you for Payment
» Click on the “Unifier Login” button to Processing.

access the task

From : Matthew Weber

Sent For : Payment Processing

Source Mame : Agency General Projects Test
Record Mo : Miscellaneous Expenses ME-0007
Title : OFC-000081 Consultant List Fee

Unifier Login

PN




Accept Task

» Click Accept to begin work
on the record

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. QCI-080001 - Google Chrome — O X
8@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/26726577__uref=uuud42598412t1
Miscellaneous Expenses — Decline =
General Standard Purchase Order Voucher
. L]
Task Details Attachments Comments Linket » | ww
From
[ W] Name
Matthew Weber
4 Published Attachments
To o3 Bl Test document rif

Archana Atrey;Matthew Weber;Rita Nichols;Shauna Hooks;Steve Mayo;Owner Financial

Sent For

Payment Processing

(T

Organization Record Number
OAKS CI Test ME-0007

[ ]
Project Number Creator Total: 1

OCI-080001 Matthew Weber




Add Cost Code and Fund Codes

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome — O X

} CI I C k t h e Sta nda rd ta b tO @ ohio-unifier.oracleindustry.com/bp/mod/bp/recerd/opentask/2672657 /undefined/undefined?__uref=uuud42598412t1

add the COSt COde and Miscellaneous Expenses send Save = v
m Standard Purchase Order Voucher
Fund Codes to the record .

Attachments comr
4 General > e

The Miscellaneous Expense has been approved for payment. Enter the Cost Code (OR-OT-OT) and Fund
Codes on the Standard Tab, then pay the amount requested. Select the Purchase Order tab to create a £ -
Purchase Order Record. Select the Voucher tab to create a Voucher Record. Once complete choose the &

workflow action ' Paid' to close the record.
Organization

OAKS CI Test

Project Number

OCI-080001

Project Name

Agency General Projects Test

Title
CFC-000081 Consultant List Fee

Vendor

Zenith Systems, LLC

Record Number

ME-0007

Creator

Matthew Weber

Creation Date

06/22/2020 01:40 PM (UTC-5)

Status

Expense_Approved

EDGE Certified Prime?
No

LT

] Name

4 Published Attachments
0 Bl Test document rif

L]
Total: 1




dd Cost Code and Fund Codes

o E Miscellaneous Expenses - OFC-000081 Censultant List Fee - Project No. OCI-080001 - Google Chrome = o X
a ) CI I C k Ad d 8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672657/undefined/undefined?__uref=uuud42598412t1
b CI . k h S I b Miscellaneous Expenses Sl Gie B v
) I C t e e e Ct u tto n General Standard Purchase Order  Voucher
1 H : Line Item Detail o a
in the WBS Code field ptors + | VeV G i ey 2
No.y, - - WBS Code Code Name Short Description
WBS Code *
OR-OT-OT v @
Code Name
OR Other Expense
Short Description *
Other Expense
:
= Fund Code *
OCI-Other-TestFund-0-OCI-1 v =
Total Amount v - 0.00 Amount ($)
Total: 0 2,000.00 |
N T




Add Cost Code and Fund Codes

Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome — O X
~oracleindustry.com/bp/mod/bp/record/opentask/2672657 fundefined/undefined?__uref=uuud42598412t1
X
C ( : I i C k CO I I a se a @ [S] Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome - m| b4
p & ohic-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672657/undefined/undefined? _uref=uuudd2598412t1
CBS Code )
ST CBS Picker X
d) Expand OR-00-00
[E] Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome - O 4
PA-PA-AP Q s
- B & ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/26 72657 fundefined/undefined?__uref=uuud42598412t1
PA-PA-RC CBS Code i
e) Select OR-OT-OT cos ke *
A PA-LA-00 b LE-00-00
PA-LA-BE P>+ OR-00-00
Q &
- PA-LA-OT » AE-00-00
4 PA-EA-00
f) Click Select
PA-EABE b CM-00-00 » OR-PL-00 OR Planning Expense Summary
PA-EA-OT
b CE-00-00 4 OR-0T-00 OR Other Expense General
4 RM-00-00
¥ Cx-00-00 OR-OT-BC OR Basic Commissioning
4 RM-RM-00
b FE-00-00 OR-OT-BE OR Other Expense Budget
Total: 343 ¥ AA-00-00 OR-OT-BF OR Bond Financing Expense
¥ PM-00-00 OR-OT-EN OR Environmental Survey
» ES-00-00 OR-OT-GT OR Geotechnical Investigation
» ID-00-00 OR-OT-HM OR Hazardous Materials Survey
OR-OT-LD OR LEED Documentation Services
OR-OT-MV OR Measurement and Verification
Total: 343 OROT.OT OR Other Expense
OR-OT-PF OR Partnering Facilitation
OR-OT-5U OR Site Surveying Services
Total: 343
=x




Add Cost Code and Fund Codes

A d d S h rt D r' t 4 n [S) Miscellanecus Expenses - OFC-000081 Consultant List Fes - Project No. OC1-080001 - Google Chrome = [u] X
g a o e s c I p I o & ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672657 fundefined/undefined?_uref=uuu442598412t1
h) Click Select next to Fund Code
Fund Code “ Fund Name Agency
i ) ( :h O Ose t h e F u n d Cod e | ociomertestruna-o-oci-1 OCI Test Money oc |

Fund Picker X

Search | Find on Page

QCI-Other-TestFund-0-OCI-Wave4 QCI Wave 4 Test Fund Qci
. . E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome
J ) C I I C k Se I ect # ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672657 /undefined/undef]
Miscellaneous Expenses
General Standard Purchase Order Voucher
Add Actions v View Currency  Transaction Currency v
No.y @ & WBS Code Code Name Short Description ot 2
Cancel
Code Name
OR Other Expense
Short Description *
I Other Expense I
.
.
= Fund Code *
OCI-Other-TestFund-0-OCI-1 v @
Total Amount v - 0.00 Amount (§)
Total: 0 2,000.00
=N KN




Record Purchase Order

b)

Click the Purchase Order tab

If the PO has already been recorded
in OAKS Cl and tied the
Miscellaneous Expense, verify that it
appears appear under the Purchase
Order tab. Once verified, skip ahead
to the Voucher Instructions section.

If the Purchase Order has not been
recorded yet, click Create

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome = O
# ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672657 /undefined/undefined?__uref=uuud42598412
M us Expenses Send Save =
Ge ndar Purchase Ordg Voucher
Attachments Comr
4 General 4
The Miscellaneous Expense has been approved for payment. Enter the Cost Code (OR-OT-OT) and Fund
Codes on the Standard Tab, then pay the amount requested. Select the Purchase Order tab to create a v
Purchase Order Record. Select the Voucher tab to create a Vioucher Record. Once complete choose the
workflow action ' Paid' to close the record ) [

Organization Record Number

4 Published Attachments

OAKS ClI Test ME-0007 g

Project Number Creator

OCI-080001 Matthew Weber

Miscellaneous Expenses

E] Miscellaneous Expenses - Misc Expense T2 - Project Mo. OCI-080001 - Google... —

O X

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/open/umeah/29/0/0?srcid=29&...

) Send Save = ¥

Project Name Creation Date
Agency General Projects Test 06/22/2020 01:40 PM (U General Standard Purchase Order Voucher
Title Status —a —]

=
OFC-000081 Consultant List Fee Expense_Approved

Title Contract Name OAKS P... Local P...
Vendor EDGE Certified Prime? I OFCC Consultant List Fee 0000123456
Ohio Facilities Construction Commission No

Total: 1




Record Purchase Order

[] Create New Purchase Orders - Project No. OCI-080001 - Google Chrome = ] X
8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/1003/0/1/gen_misc_expense_name_bp/26/3?__uref=uuusb...
Create New Purchase Orders Submit Save = v
d) Fill out or select the required Genersl_ PO Dien Les
f' Id H I d H . 4 General
Ie S I n C u I n g * Organization Record Number
OAKS CI Test
. Project Number Creator

» Tltle 0OCI-080001 Matthew Weber
» StatUS -> DiSpatChEd Project Name Creation Date

Agency General Projects Test
» PO Purpose -> OFCC Fees

Project Location Status *
» Fina nCIaI System Of Reco rd -> ‘ OAKS CI Administration ‘ ‘ Dispatched -

(Select appropriate system) Tite * / PO Purpose *

I OFCC Consultant List Fee I ‘ OFCC Fees =

Vendor * Financial System of Record * 7

‘ Ohio Facilities Construction Commission + O '-.‘ ‘ OAKS FIN v

Change Status
Select v




Record Purchase Order

[&] Create New Purchase Orders - Project No. OCI-080001 - Google Chrome - u] X

8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/1003/0/1/gen_misc_expense_name_bp/26/3?_uref=uuus...

Project Vendors X

Search | Find on Page

E Create New Purchase Orders - Project No. OCI-080001 - Google Chrome

- OAKS Business Unit Vendor Name “ OAKSVen... Local Ven... City Status

e ) CI I C k th e Se I ect b u tto n n eXt to t h e @ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/10 SFCot ENC Type Encumbrances ENC Columbus Active
S0C01 Fanning/Howey Associations, Inc. Dublin Active

. Create New Purchase Orders ociot 06 Migrstion Inc Columbus Actve

Ve n d O r fl e I d oclo1 OCI Test General 0000079950 12 Columbus Active

General PO Distribution Lines SFCO1 Ohio Facilities Construction C... ~ SFC01 Columbus Active

U0t Zenith Systems, LLC 009999 09008080 Bedford Heights Active

f)  Choose Ohio Facilities p—

Organization

Construction Commission *
g) Click the Select button

OCI-080001 Mat
Project Name Crea
Agency General Projects Test Total: 6
[ setect |
Project Location Staty
* |If there is no active Vendor for the Ohio Facilities OAKS CI Administration | oisp
Construction Commission, follow the instructions Titie * TR
o . o . OFCC Ci Itant List Fi .
in the Create Project Vendor section of this T s m
document, then return to this slide. i - .
Vendor Financial System of Record

Ohio Facilities Construction Commission v @ OAKS FIN v ‘

Change Status

Select v ‘




Record Purchase Order

E Create New Purchase Orders - Project No. OCI-080001 - Google Chrome = (m] X
h ) CI . k P O D . t . b t . L. ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/1003/0/1/gen_misc_expense_name_bp/26/37__uref=uuub...
ate New Purchase Orders Submit Save = v
tab to add Fund Codes
4 General
Organization Record Number
OAKS CI Test
Project Number Creator
OCI-080001 Matthew Weber
Project Name Creation Date
Agency General Projects Test
Project Location Status *
OAKS Cl Administration Dispatched v B
Title *
PO Purpose "
OFCC Consultant List Fee Ls
. OFCC Fees v
Vendor " Financial System of Record "
Ohio Facilities Construction Commission > QAKS FIN v
Change Status
Select v




Record Purchase Order -

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upol/1003/0/1/gen_misc_expense_name_bp/26/37_uref=uuus...

Fund Picker X

Search | Find on Page

Fund Code “ Fund Name Agency

g OCH-Other-TestFund-0-0CL1 OCI Test Money ocl

OCI-Other-TestFund-0-OCI-Waved QCI Wave 4 Test Fund ocl

i)  Click the Select button next to
the Fund Code field

E Create New Purchase Orders - Project Mo. OCI-080001 - Google Chrome =

J ) Se I ect t h e F u n d CO d e & ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/1003/0/1/gen_misc_expense_name_bp/26/37 |

Create New Purchase Orders Submit § s

k)  Click the Select button

General PO Distribution Lines

Add Actions v Line Item Details

)  Fill out required fields:

No.y - @2 Fund Code Fund N

4 General

' Short Description FOHZTI—C?I:Z:—;stFundfG—OCH v @
» Amount (S)

Fund Name

» Financial System of Record OC! Test Money

Short Description ™

m) Click the Save button |OFCC Test Funds |

aen

Amount ($) *
‘ 2.000.00 |

L] . =
Financial System of Record

‘ OAKS FIN v |

Total Amount ¥ - 0.00
Total: 0

Cancel




ecord Purchase Order

[] Create New Purchase Orders - Praject No. OCI-080001 - Google Chrame = O *

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1,/1003/0/1/gen_misc_expense_name_bp/26/37__uref=uuu632839917t1

The added line item will
display on the record

Create New Purchase Orders Submit Save = ¥

General PO Distribution Lines

- - . L]
E B | Ad Actions ¥ cllev|lalls Line Item Details  Aftachments  Linked Records Sk
No.y Wl-- ™ Fund Code Fund Name
4
‘El'l 001 OCl-Other-TestFund-0-OCI-1 OCI Test Money | General
Fund Code *

n) Click the General tab to [ocronerTesrnsooci -o=
add the PO Details

OCl Test Money

Short Description *
‘ OFCC Test Funds ‘

wes

Amount ($) *

‘ 2.000.00 ‘

Financial System of Record

‘OAKS FIN v ‘

Total Amount ¥ :2.000.00
Total: 1

Cancel Save Save & Add New




Record Purchase Order

E: Create New Purchase Orders - Project No. OCI-080001 - Google Chrome

Create New Purchase Orders

General PO Distribution Lines

» Scroll down to PO Details Section

4 PO Details
The OAKS PQ No.should be a 10 digit number ex. 0000007825

/ OAKS PO No. DAKS PO Amount ($)

o) Enter the OAKS PO Number [posorzsee |
(from your financial system of ° J [ oS 7
record), OAKS PO Amount, OAKS e .
PO Date, and Date Dispatched N R —

NA -]

Date Dispatched

/

Local PO No. Local PO Amount (S)

p) Click the Submit button to | | w20}

Local PO Date

complete the PO (oo =)

Date Dispatched

» (This closes the window and returns to [0y g v )
the Miscellaneous Expense record) B -
Line Item Total ()
200000
Difference (5)
0.00

o N




Record Voucher

E Miscellaneous Expenses - Misc Expense T2 - Project No. OCI-080001 - Google Chrome = o X

& ohio-unifier.oracleindus|

&'bp:‘remm_ n/umeah/29/0/0?src & meah&fromcostlog=1&project_i...
. Miscellaneous Exp Send Save = v
a) Click the Voucher tab -

General  Standard Purchase Orde

+ Create y 3 v Q

Title Contract Nan) SaksD i it Becoiidi

b) If th e VO u Ch e r h aS a I rea dy bee n OFCC Consultant List Fee E Miscellanecus Expenses - Misc Expense T2 - Project No. OCI-080001 - Goegle...  — O x
recorded in OA KS CI a nd tied the 8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/open/umeah,/29/0/07srcid=29&...
. . . Miscellaneous Expenses
Miscellaneous Expense, verify that it
General Standard Purchase Crder Voucher
appears appear under the Voucher
- . Sl ° ©
tab' Once Verlfled’ Sklp ahead to the Title Vendor Name Voucher Description

Send Reco rd SeCtIO n. OFCC Test Fee Ohio Facilifies Construction Com._.

Send Save =

Total: 1 /

c) If the Voucher has not been recorded
yet, click the Create button

Total: 1

P &




Record Voucher

[] Create New Vouchers - Project Mo. OCI-080001 - Google Chrome = O X

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/uv1/1003/0/1/gen_misc_expense_name_bp/26/47__uref=uuu6328399... Q

d) Com plete req UIFEd flEldS |n Create New Vouchers o o — -
t h e Ge ne ra I ta b General  Voucher Distribution Line

L

Attachments Comm » | %

4 General
Organization Record Number
OAKS CI Test & -
» Enter Title
Project Number Creator
1 OCI-080001 Matthew Web
» Select Status -> Paid fetlheu Viches
. . Project Name Creation Date
» Select Financial System of P —
Record I ;
Project Location
OAKS Cl Administration o
/‘ Title * Status * Information
[ oFce Test Fee | |Paid - | o Attachments.

Financial System of Record *

|OAKSFIN v |




Record Voucher

Scroll down to Voucher Line 1

e) Click the Select button next to
OAKS PO Name

f)  Choose the appropriate PO
g) Click the Select button

[S] Create New Vouchers - Project No. OCI-080001 - Google Chrome

= [m] X

OAKS PO Name 1

4 voucher Line
Enter the PO this voucher will be paid from. More lines are

er the Vouc

& ohio-unifier.oracleindustry.com/bp/modybp/racord/new/uv1/1003/0/1/gen_misc_expense_name_bp/26/42.. &
Purchase Orders X
Search | Find on Page
Title Contract Name OAKSP... Local P.... Total Am... Status H
OFCC ACC Fee 0000123456 2,000.00 Dispatched  H
OCI Test PO - mmw mmv-test new workflow 176.,000.00 Dispatched
Local Admin Fees Local Admin Fees 0009877 5,000.00 Dispatched  H
Consultnant List Fees Consultant List Fees 12345567 5,000.00 Dispatched  H
Test PO - Brett Test - GeneralTest Agreement #2 12345 1.000.00 Dispatched |
PO #2 0.00 Dispatched  H
PO# Test - General 12345 0.00 Dispatched
& PO Test 2 Test - General 852741 3,500.00 Dispatched  H
E Create New Vouchers - Project No. OCI-080001 - Geogle Chrome
PO Test 1 C Testtest#? 0.00 Dispatched  H
@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/uv1/1003/0/1/q My Comany PO1 Migration 2 00096995855 oo Dispatched A
Testing Test Agreement 4,000.00 Dispatched  H
Create New Vouchers Asgreement 5 (Louis and Clark Arch) | SAQ Agency 1234567688 0.00 Dispatched  H
Purchase order test 0.00 Dispatched  H
G S R Toct CrstBriod Tast 001 non Disnatched 8
General ~ Voucher Distribution Line S
otal:

X

Amount ($)

v ‘EEEI) ‘ 0.00

‘ OFCC Consultant List Fee

OAKS PO No. Line Item Total ($)

0000123456 0.00

Local PO No. Difference ($)

0.00

4 oucher Details :
OAKS Voucher Number should be 8 digits ex: 00005678 &

OAKS Voucher ID Local Voucher ID

| 00005678 | | |

A3
OAKS Payment Date Local Payment Date .

‘06.’01:’2020 05:00 PM (UTC-5)

DDYYYY HH:A

OAKS Payment Method

Local Payment Method

‘ ISTV Electronic Transfer

OAKS Payment Amount ($)

M |

Select v ‘

Local Payment Amount ($)

zuonoo|

Information

No Attachments.




Record Voucher

[S) Create New Vouchers - Project No. OCI-080001 - Google Chrome = m} x

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/uv1/1003/0/1/gen_misc_expense_name_bp/26/47__uref=uuu6325399... Q
Create New Vouchers Submit Save = v

General Voucher Distribution Line

4 woucher Line 1 Attachments > | -3

Enter the PO this voucher will be paid from. More lines are available after the Voucher Details block

h) Enter Voucher Details -

. . OFCCACC Fee - Q'| ‘ 0.00
(from you r fl na nCIa | OAKS PO No. Line Item Total ($)
system of record): -

4 OA KS VO uc h er I D /|| 4 voucher Detais : Information
0AKS Voucher Number should be & digits ex: 00005678 ° No Attachments.
OAKS Voucher ID Local Voucher 1D
» OAKS Payment Date [ocossrs | | |
OAKS Payment Date Local Payment Date
4 OA KS Pay| | |ent MEthOd [ 0810172020 05:00 M1 (UTC-5) | &
OAKS Payment Method Local Payment Method
4 OA KS Payl I lent Al I Iou nt I ISTV Electronic Transfer - | Select v |
OAKS Payment Amount () Local Payment Amount ($)

\_ | 2.000.00' ‘ 0.00 |




Record Voucher

E Create New Vouchers - Project No. OCI-080001 - Google Chrome = O X

i ) W h e n t h e VO u C h e r- iS 8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/uv1,/1003/0/1/gen_misc e_bp/26/4?_uref=uuu6328399.. Q
Create New Vouchers Eve =.

CO m p I ete’ CI iC k Su b m it General  Voucher Distribution Line

4 woucher Line 1
Enter the PO this voucher will be paid from. More lines are available after the Voucher Details block

OAKS PO Name 1 Amount ($) & -
OFCCACC Fee v 0-,| ‘ 000
OAKS PO No. Line Item Total (S)
0000123456 0.00
Local PO Ne. Difference ($)
0.00

0

4 oucher Details ' Information
0AKS Voucher Number should be 8 digits ex: 00005678 * No Affachments

OAKS Voucher ID Local Voucher ID

|00005678 | ‘

OAKS Payment Date Local Payment Date

|06.‘D1.-'2020 05:00 PM (UTC-5) o) MMDDYYYY HH:MM AM

OAKS Payment Method Local Payment Method

| ISTV Electronic Transfer v | ‘ Select v |

OAKS Payment Amount ($) Local Payment Amount ($)

| 2.000.oo|




ecord Voucher

° . E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome — O X
» The window will close and

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672657 ?task_id=2672657&parent_id=08&viewOnly=0&project_id=1003.. &

t h e VO uc h er Wi I I be Miscellaneous Expenses o Sove = -

General Standard Purchase Order  Voucher
attached to the record +oeate |[C [~ |[a][®
Title Vendor Name Voucher Description Amount () Status OAKS Vou... Local Vou... M
=
ﬁl OFCC Test Fee Zenith Systems, LLC 2,000.00 Paid 00005678

Total: 1




Send Record

» When the all steps have
been completed and the
record is ready to move
forward, click Send

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. ©CI-080001 - Google Chrome

= O X

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672657task_id=2672657&parent_id=0&viewOnly=08&project_id=1003.. &

Miscellaneous Expenses

General Standard Purchase Order Voucher

——b‘e’ave =v

-+ Create C = v Q, B
Title Vendor Name Voucher Description Amount ($) Status OAKS Vou... Local Vou... M
!E} OFCC Test Fee Zenith Systems, LLC 2,000.00 Paid 00005678

Total: 1




Send Record

» Select the Workflow Action

» If record is complete:

» Choose Paid
» Click Send

» If record must be returned for Update:

» Choose Return for Clarification

» Add a General Comment. See General

Comments section for instructions.

» Click Send

E Miscellaneous Expenses - OFC-000081 Consultant List Fee - Project No. OCI-080001 - Google Chrome = a X

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/26726572task_id=2672657&parent_id=0&viewOnly=08project id=1003.. Q

Workflow Action Details

4 Action Details
Workflow Actions * Send For

Select v

Paid

Return for Clarification

[S] Miscellaneous Expenses - OFC-000081 Consultant List Fee - Praject No. OCI-080001 - Google Chrome - u] X

# ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2672657 7task_id=26726578&parent_id=08viewOnly=08&project_id=1003... Q

Workflow Action Details X

4 Action Details

Workflow Actions * Send For
[Paid - End
cc
Start typing for suggestions. -,




Add OFCC Vendor to Project

E | E E Primavera Unifier x -+

< C @ ohio-dev-unifier.oracleindustry.com/bp/route/5/i-upv?__uref=uy

ORACLE Primavera Unifier (Development)

1. Click Data Manager to expand

#  Company Work... Agency OAKS ClI Distric.... OaK
4 OAKS Cl Training 1- ... Agency > OAKSClTraining > OAKS Cl Training 1
]

2. Select the Project Vendors BP A R .
. Project Vendors
% :

3 . CI IC k cre ate ™ Drafts I OAKS Business Unit Vendor Name
B Mailbox & E°; DOTO1 Matt's Vendor
© information o MUNO1 OAKS Plumbing
o Cost Manager DOT04 OAKS Plumbing

1 fin E
@ Data Manager DOTO Random Roofing and Rep
DOTO1 Sands Decker Lid

Original Budget
Project Milestone
2 Project Vendors
Document Manager
Logs
Reports




Add OFCC Vendor to Project

1. Click the Select button in the
Vendor field

E Create New Project Vendors - Project No. OCI-080001 - Google Chrome

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upv/10067 _uref=uuu340620086t
Create New Project Vendors

General Address

Organization Record Number
OAKS Business Unit Creator
Matthew Weber
Project Number Creation Date
©CI-080001

Project Name
OAKS CI Training 1

Project Location
Surface Road

Vendor * Status *
| ¥pe a { - Select R |
Vendor Name President / CEQ

Vendor Legal Name

2. Click the Search button

3. Enter your OAKS Business
Unit and “Ohio Facilities”

E’_' New Pr N, DOT-180017 - Google Chrome = ] x
& ohio-ung industry.com/bp/mod/bp/record/new/upv/3331?__uref=uuu505862365t4
Organi endors X

Fing on Page
OAKS Business Unit Vendor Name 4 OAKS Ven... Local Ven...

4. Choose the Vendor

5. Click the Select button

DOTO1 Ohio Facilities Construction Commission SFCO1

Search T X

4 Record

OAKS Business Unit

| contains v IDOT I|
Organization \

| contains v

Vendor Name /

IOI‘IIO Facilities |I

contains v

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upv/33317_uref=uuu505862365t4

Organization Vendors X

Search | Find on Page

OAKS Business Unit Vendor Name “ OAKS Ven... Local Ven...

DOTO01 Ohio Facilities Construction Commission SFCO1

Search Total: 1 Cancel Search

s




Add OFCC Vendor to Project

3 F i e | d S Wi | | a u to_ If yo u S e e a ny [S) Create New Project Vendors - Project No, OCI-080001 - Google Chrame - m] X

8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upy/10037__uref=uuu505862365t1

information that appea rs incorrect’ Create New Project Vendors ave =

General Address

please contact the OAKS Cl Help Desk > B

Project Location
OAKS Cl Administration
&
Vendor * Status *

‘ Ohio Facilities Construction C r 9";‘ Active vI
[ [ ]
6. Change the Status field to Active |
Vendor Name President / CEO
| Chio Facilities Construction Commission | | Cheryl Lyman |

7. Clle Smeit Vendor Legal Name

| Ohio Facilities Construction Commission |

OAKS Vendor ID Vendor Role
Information
|SFCCH | | Select v |
No Aftachments.
Local Vendor ID Other Description
Federal Tax ID
| 31-1334820 |

a PN



mailto:OAKSCI@ofcc.ohio.gov

Adding Comments

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

0 Click the Comments tab located in G\ Send Save =

. Added Purchase Orders
the right pane of the record
ﬂ Attachments Linked Records  Linke >  ru
Type your comment in the Text Box Record Number

Type a general comment here to communicate with your team

Important: uncheck Hide to make a-—
Creator

the comment visible to everyone
working in the record

. Creation Date
Click the Post button s T 01
Posted by ow £ b

Your comment will be added to the shatire B ——

Matthew Weber

> 1

: Matthew Weber State of Ohio & 03/17/2020 11:59 AM 1

d and display bel ' '

record an IS p ay elow 1 Type a general comment here to communicate with your team :
1

1

e e 4

Request Date *
03/17/2020 05:00 PM (U 5
~




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

T &
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