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Contractor Pay Request / Prevailing Wage Report
Create
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Prevailing Wage Report
(Contractor)

Introduction
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Purpose & Procedure

‣ A Prevailing Wage Report is mandatory before 
submitting a pay request

‣ Create the Prevailing Wage Report for each Pay 
Request to be submitted
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Prevailing Wage Report Creation (Contractor)

• 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
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Prevailing Wage Report Creation (Contractor)

‣ In OAKS CI navigate to:

‣ Logs -> Prevailing Wage Report

‣ Click Create
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Prevailing Wage Report (Contractor)
‣ Enter Information in the Upper 

Form (General Tab)
‣ Complete required fields *

‣ Status:
‣ Pending: When still updating
‣ Complete: Only when record is final

‣ Contract Name
‣ Pay Request Period Start
‣ Pay Request Period End

‣ Note: Check the confirmed box if 
the work for this report is done 
by the Prime Contractor
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Prevailing Wage Report (Contractor)

‣ Note: Check the 
confirmed box if the 
work for this report is 
done by the Prime 
Contractor

Introduction
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Prevailing Wage Report (Contractor)
‣ If there are subcontractors, you must add their information
‣ Click to open the Subcontractor Details tab

‣ Click the Select button next to Subcontractor Name
‣ Choose the Subcontractor from the list
‣ Click Save
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Prevailing Wage Report (Contractor)
‣ Upload any necessary supporting 

documentation into Document 
Manager and attach to the record 
under the Attachments tab

‣ Change Status to Complete

‣ Click Finish Editing

‣ Note: Once you click Submit and the 
Status of the record is “Complete” the 
record will be locked and can no 
longer be edited.
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Contractor Pay Request

Introduction
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Purpose & Procedure

‣ The Contractor Pay Request Business Process (BP) allows for 
the contractor to request payment for items recorded in the 
Contract SOV.

‣ Please note that these procedures may not include all 
functions of your job, please speak with your manager or team 
member to ensure that you are fulfilling all expectations. 
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Steps, Roles and Responsibilities
‣ Contractor

‣ Creates the Pay Request record
‣ Provides clarifications and updates to the Pay Request record

‣ A/E 
‣ Reviews and Accepts the Pay Request record

‣ Project Manager
‣ Reviews and verifies the Pay Request record

‣ Project Manager Supervisor
‣ Approves the Pay Request record

‣ Agency Owner Financial
‣ Determines source of Funding 
‣ Creates voucher
‣ Processes payment in own system of record and records payment in OAKS CI
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Contractor Pay Request Creation (Contractor)

• 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
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Contractor Pay Request Creation (Contractor)

‣ In OAKS CI navigate to:

‣ Logs -> Contractor Pay 
Request

‣ Click Create
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Contractor Pay Request Creation (Contractor)

• Enter all required * fields 
under the General tab, 
scrolling down as necessary
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Contractor Pay Request Creation (Contractor)

• Scroll down to the 
Prevailing Wage section

• Click Select next to 
Prevailing Wage Report

• Choose appropriate 
Prevailing Wage Report

Introduction
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‣ Ensure the Prevailing Wage 
Start and End Date match the 
Pay Request

Contractor Pay Request Creation (Contractor)
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Contractor Pay Request Creation (Contractor)

• Previous Pay Request block:

• 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
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Contractor Pay Request Creation (Contractor)

‣ If you have a previous pay request:
‣ Click the Select button
‣ Choose Previous Pay Request
‣ Click Select
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Add Line Items (Contractor)

a) Click on the Pay Request Detail tab
b) Click Add

Introduction

b
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Add Line Items (Contractor)

‣ Identify lines for completion

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

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

f) Click Save once complete

Introduction
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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
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Send Pay Request (Contractor)
‣ Click Send
‣ Verify the Workflow Action to Submit the record for Associate Review

‣ Click Send

Introduction
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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