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‣ Workflow Steps

Click the boxes to navigate 
directly to any section
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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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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



5. Open the downloaded Excel 
spreadsheet

Open SOV Spreadsheet Template

5



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



‣ 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



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



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

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



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



Accept the Task

‣ Click Accept to 
begin reviewing 
the record



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



Review the Task

e) Click the Contract SOV Details tab
f) Review the line items

e

f



Review the Task

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



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



Requesting Payment

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



5. Open the downloaded Excel 
spreadsheet

Open SOV Spreadsheet Template

5



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



‣ 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



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



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

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



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



Accept the Task

‣ Click Accept to 
begin reviewing 
the record



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



Review the Task

e) Click the Contract SOV Details tab
f) Review the line items

e
f



Review the Task

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



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



Requesting Payment

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



Contract Schedule of Values
(A/E)



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



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



5. Open the downloaded Excel 
spreadsheet

Open SOV Spreadsheet Template

5



‣ 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



‣ 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



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



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

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



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



Accept the Task

‣ Click Accept to 
begin reviewing 
the record



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



Review the Task

e) Click the Contract SOV Details tab
f) Review the line items

e
f



Review the Task

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



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



Requesting Payment

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



Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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