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Subcontractor/Supplier Declaration
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Purpose & Procedure

‣ The Subcontractor Supplier Declaration Business Process (BP):

• Provides for the submittal, review, and approval of contractor’s 
subcontractors and material suppliers

• Tracks important EDGE and subcontractor information once a 
subcontractor/supplier is approved

‣ The Subcontractor Supplier Declaration BP is also used to submit 
subcontractors or consultants of professional services providers that 
contribute to meeting the provider’s EDGE participation goal.  
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Roles & Responsibilities
‣ Contractor

• Creates the declaration and submits it for review 
• Provides additional information regarding EDGE participation

‣ A/E (Associate)
‣ Reviews the initial declaration for compliance with contract documents

‣ Project Manager (PM)
‣ Reviews the declaration and accepts or rejects use of the 

subcontractor/supplier

‣ Project Coordinator 
‣ Reviews and validates the declaration for Drug Free Work Place (DFWP) 

enrollment and EDGE status
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Subcontractor/Supplier Declarations

Workflow Steps:

Creation (Contractor) AE Declaration Review
(AE)

Declaration Approval 
(PM)

Declaration Validation 
(PC)

Click the boxes to navigate 
directly to each section
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SMSD Initiation (Contractor)

‣ Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

b

c

a
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SMSD Initiation (Contractor)

‣ To create the Contract record 
in OAKS CI navigate to:

‣ Logs -> Subcontractor/Supplier 
Declaration

‣ Click Create or  New
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‣ Navigate to the business process by clicking:

1) Logs ->  
2) Contracts and Agreements ->
3) Subcontractor/Supplier Declaration v2
4) Create
5) Subcontractor/Supplier Declaration V2

Create Subcontractor/Supplier Declaration v2

1

4

3

2

5
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a) Enter Title (the title should 
house the name of the company 
utilized)

b) Click the Select button next to 
whichever Contract type you are 
using: Trade Contract Name, 
Best Value Contract Name, OR 
Professional Services 
Agreement

c) Choose appropriate Contract 
record

d) Click Select

a

b

c

d

SMSD Initiation
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Scroll down the form to complete the 
Declaration Information

▸ If this subcontractor is entered in the 
OAKS CI Vendor List, use the 
Subcontractor Select field

a) Click the selection button in the 
Subcontractor Select field

b) Choose the Subcontractor from the list
c) Click Select

‣ Vendor information will auto-populate 

▸ If the subcontractor is not in the OAKS CI 
Vendor list, manually enter the fields

SMSD Initiation

a

b

c
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SMSD Initiation

‣ Use the Tier 1 dropdown box to indicate if 
this is a Tier 1 Sub
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Scroll down the form to complete the 
Additional Details section

▸ Required fields are marked with *

SMSD Initiation
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▸When the record is ready to 
move forward, click the Send
button at the top of the record

▸ Verify Workflow Action: Submit

▸ Click Send

SMSD Initiation
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A/E Receives an Email

‣ Click on the “Unifier Login” button to access the task
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A/E Review

‣ Click Accept to begin 
working on the record
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A/E Review

‣ Review information in the 
General tab. Scroll down to 
view each section:

‣ General
‣ Declaration Information
‣ Additional Details
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A/E Review

‣ Review any Attachments and 
Comments in the right pane

‣ When the record is ready to 
move forward, click Send
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A/E Review
‣ Select Workflow Action:

‣ If  record is ready to move forward to PM 
Declaration Approval
‣ Choose Recommend Approval
‣ Click Send

‣ If record must be returned to the 
Contractor for Update:
‣ Add a general comment. See General 

Comments section for instructions.
‣ Choose Return for Clarification
‣ Click Send
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PM Receives an Email

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

‣ Click Accept Task
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PM Declaration Approval

‣ Review the Subcontractor/Supplier 
Declaration record
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PM Declaration Approval

‣ Choose Workflow Action: Approve

‣ Click Send
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PC Validation Step

‣ PC receives an Email

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

‣ Click Accept Task
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PC Validation Step

‣ If this is a Tier 1 Subcontractor 
attach the subcontractor 
agreement or return to 
Contractor for attachment
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PC Validation Step
‣ Validate the Federal Tax ID, EDGE status, and DFWP enrollment of the 

proposed subcontractor or material supplier.
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PC Validation Step

‣ Fill out Subcontractor Supplier Validation required fields
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PC Validation Step

‣ Choose the 
appropriate Workflow 
Action and click Send
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Validation Links

• Use this link to validate Drug Free Safety 
Workplace for subcontractors:

• https://www.bwc.ohio.gov/employer/services/StateCo
ntract/nlbwc/StateContract1.aspx

• Use this link to validate EDGE for subcontractors 
and material suppliers:

• https://eodreporting.oit.ohio.gov/edge-certification

https://www.bwc.ohio.gov/employer/services/StateContract/nlbwc/StateContract1.aspx
https://eodreporting.oit.ohio.gov/edge-certification
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Adding Comments to the Record
‣ Adding Comments are a good way to communicate with team members about a specific record

a) Click the Comments tab Click Add
b) Enter Comments
c) Click Post
d) The comment will display as a permanent part of the record

a

c

b

d

Adding Comments
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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