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Subcontractor/Supplier Declaration

Subcontractor/Supplier Declaration
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Subcontractor/Supplier Declaration

‣ Prior to submission of a Professional Services Pay Request that 
identifies an EDGE Consultant, the Consultant’s SMSD record 
must be created by the A/E and approved in OAKS CI.

Subcontractor/Supplier Declaration
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Purpose & Procedure

‣ The Subcontractor Supplier Declaration Business Process (BP):

‣ Provides for the submittal, review, and approval of the 
Professional Service Providers EDGE Consultants

Subcontractor/Supplier Declaration
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Subcontractor/Supplier Declarations

Creation (A/E) PM Declaration 
Review PC Validation

Workflow Steps:

Click the boxes to navigate directly to each section

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

SMSD - Create Record
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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

ab

c

Create Subcontractor/Supplier Declaration Record (A/E)

SMSD - Create Record
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‣ In OAKS CI navigate to:

‣ Logs -> Subcontractor/
Supplier Declaration

‣ Click Create

Create Subcontractor/Supplier Declaration Record (A/E)

SMSD - Create Record
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a) Complete the General section

‣ The fields marked with a red * are 
required

‣ The Title should house the name of 
the company utilized

Create Subcontractor/Supplier Declaration Record (A/E)

a

SMSD - Create Record
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b) Scroll down the form to complete 
the Declaration Information block

Create Subcontractor/Supplier Declaration Record (A/E)

b

SMSD - Create Record
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c) Scroll down the record and fill 
out the applicable fields in the 
Additional Details block

‣ If EDGE Certified Sub is YES, 
the EDGE Certification 
Number must be filled in

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

Create Subcontractor/Supplier Declaration Record (A/E)

c

d

SMSD - Create Record
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‣ Verify Workflow Action - Submit

‣ Click Send

The record will now go to the PM for the 
Declaration Review Step

Create Subcontractor/Supplier Declaration Record (A/E)

SMSD - Create Record
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Subcontractor/Supplier Declaration Record
PM Declaration Review

SMSD - PM Declaration Review
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‣ PM receives an Email

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

Subcontractor/Supplier Declaration Record
PM Declaration Review

SMSD - PM Declaration Review
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PM Declaration Review – Accept Task

‣ Click Accept Task to begin 
work on the record

SMSD - PM Declaration Review
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a) Under the General tab, 
review information entered 
in the previous step, scrolling 
down as necessary

b) Review any attachments 

c) Once the review is complete 
and the record is ready to 
move forward, click Send

a

b

PM Declaration Review
c

SMSD - PM Declaration Review
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‣ Select the Workflow Action

‣ If  record is ready to move forward to the 
Project Coordinator for Declaration Review 
(Validation):
‣ Choose Recommend Approval
‣ Click Send

‣ If record must be returned to the Associate 
for more information:
‣ Add a General Comment. See Add General 

Comments section for instructions.
‣ Choose Return for Clarification 
‣ Click Send

Send Record

SMSD - PM Declaration Review
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Subcontractor/Supplier Declaration 
Review Validation (PC)

SMSD - Declaration Review Validation
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‣ PC receives an Email

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

Subcontractor/Supplier Declaration Review 
Validation (PC)

SMSD - Declaration Review Validation



20

Declaration Review Validation (PC) – Accept Task

‣ Click Accept Task to begin 
work on the record

SMSD - Declaration Review Validation
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a) PC will review the record, 
and fill out all required 
fields in the General 
section

b) Scroll down to review and 
complete all sections in the 
General section

Declaration Review Validation (PC)

b

a

SMSD - Declaration Review Validation
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c) Once all required fields 
are completed and the 
record is ready to move 
forward, click Send

‣ Utilize the links found here to 
validate EDGE and DFWP

Declaration Review Validation (PC)
c

SMSD - Declaration Review Validation
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‣ Select the Workflow Action

‣ If the record is ready to be validated, 
completing the process:
‣ Choose Validated
‣ Click Send

‣ If record must be returned to the Associate for 
Update :
‣ Add a General Comment

(See Add General Comments section for instructions)
‣ Choose Return for Clarification 
‣ Click Send

Send Record

SMSD - Declaration Review Validation
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Validation Links

Use this link to validate Drug Free Safety Workplace for subcontractors:
‣ https://www.bwc.ohio.gov/employer/services/StateContract/nlbwc/StateContract1.aspx

Use this link to validate EDGE for subcontractors and material suppliers:
‣ http://eodreporting.oit.ohio.gov/searchEODReporting.aspx

SMSD - Declaration Review Validation

https://www.bwc.ohio.gov/employer/services/StateContract/nlbwc/StateContract1.aspx
http://eodreporting.oit.ohio.gov/searchEODReporting.aspx
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

Introduction
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