
Submitting Disbursements  
in the OPWC WorksWise platform 
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OPWC Disbursement Guidelines 
• OPWC participates in eligible costs at the project’s participation percentage up to the amount of the award, in

accordance with the project agreement.

• Our partners are expected to be on participation ratio throughout the life of the project, otherwise, your request
will be rejected. WorksWise provides an automatic message if the disbursement request places the project off
ratio. If you have a special situation that prevents you from doing so, please consult with your OPWC Program
Representative.

• WorksWise will alert you with an automatic message if your disbursement request creates a situation where the
engineering costs exceed those in your project agreement. Cap your total engineering costs (engineering &
construction administration) according to the amount listed in the As Per Agreement column. If you have a
special situation that prevents you from doing so, please consult with your OWPC Program Representative

• All invoices for a project, even if they represent local share, must be submitted as part of a disbursement
request that includes disbursements of OPWC funding.

• It is the applicant’s responsibility to keep the Project Officials updated. Should the CEO, CFO, or Project Manager
of the project change, contact your OPWC Program Representative via email to make the request to change
officials.

o Supply the name (first and last), their title, their position (CEO, CFO, or PM), physical mailing address,
email address, and phone number in your request.

• Disbursement requests are processed as quickly as possible, within 15 business days, if the request is complete
and correct.

o If the submitted request requires corrective action from the applicant, this can impact the length of time
it takes to complete the process.

o If the applicant fails to submit the request after entering it, OPWC is not liable for the delay in receiving
requested funds.

o Note that the OPWC posts “Guarantee Dates” for on-time processing in December (to accommodate the
holidays) and June (for year-end reconciliation). These dates are posted on the OPWC Home Page early
December and June.

• Customers are responsible for ensuring chosen suppliers (vendors) are in the state payment system before
submitting a disbursement request.

o The list is located on the Ohio Public Portal.
o If your supplier is not listed, direct them to the OhioPays system to create an account. Suppliers can also

apply for EFT; however, new vendors are always paid by check for the first payment.
o Contact your Program Representative if the vendor information in WorksWise needs to be updated once

the vendor has corrected their accounts with OhioPays.

WorksWise Access & Needed Materials 
You will need an active account in WorksWise. If you do not have one, contact your OPWC Program Representative. 

• You can find the contact information for your District Representative by searching here.
• If you don’t know your district, locate it via the District Map.
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If you are a consultant or outside agency appointed by the applicant to submit disbursements on their behalf, you need 
to send your program representative a Letter of Authorization. 

Once you have an active account and the proper authorization, you will need to log into WorksWise. Access is via our 
website. From home page, click on the link for the Customer WorksWise Portal. 

At the portal entry page, enter your username and password: 

To submit a disbursement there are a minimum of two required uploads. They include: 
• Disbursement Signature Page *
• All Invoices, In-kind work and/or materials records, and any other documentation supporting costs.

If you are seeking reimbursement, you will also need to supply Proof of Payment (evidence of completed bank transfer 
by cancelled check image front and back, or screenshot from online bank). 

• You will also need to complete the Resolution of Intent for reimbursement on a loan project *

*You can download a copy of the Disbursement Signature Page and/or Resolution of Intent from the Disbursement 
Request after you have created your disbursement request. 
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https://publicworks.ohio.gov/static/Main%20Website%20Files/WorksWise%20Subdivision%20Representation%20Permission%20Letter.pdf
https://publicworks.ohio.gov/
https://ohiodas.my.site.com/pwc/s/login/


Starting Your Disbursement Request 
Finding Your Project 

• If you know your OPWC Project ID, you can enter it into the search bar in the upper right-hand corner of the
screen. It is important to note that if your project has grant and loan funding, it is easier to search by using just
the first identifier. For example, if your project ID was CA01AA / CA02AA, just use the CA01AA when you search:

• On the results page, select the blue Project ID from the Applications/Projects Section.

• This will take you to the Project Page where you can request a disbursement.
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Finding Your OPWC Project ID 
If you do not know your OPWC Project ID, there are several options to locate this information. 

• Option 1 – After logging into WorksWise, click on the “Find Your Project” button on the Home Page.

Then check the list of “All Active Projects” to see if you can find your project there: 

• Option 2 – Select Active Projects from the Application/Project drop down

• Click on the blue Project ID to go to the project page where you can request a disbursement
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Overview of the Disbursement Request 
• Expenditures Progress Section – This section looks at the costs specific to this disbursement request.

• Financing Progress Section – This section examines how the costs will be distributed amongst the funding
sources.

• Payees Section – This section tells OPWC how to allocate the charges to the various vendors and indicates how
much the OPWC should disburse to each one.

Step 1 - Expenditures Progress Section 
Any costs that are to be included in this disbursement request must be recorded in this section in the “As Part of This 
Draw” column. You may only enter costs into the cells of the “As Part of This Draw” column that have amounts listed in 
the “As Per Agreement” column. 

• After you type in a dollar amount hit TAB and not the ENTER key.
• Engineering Costs include costs for designing, locating, staking, and inspecting.
• Construction Administration costs are those incurred for the oversight and execution of construction.
• Right of Way covers charges for gaining the Right of Way or acquisition of property, estimates for doing so, and

other such related costs.
• Construction charges are placed in the Construction Costs cell.
• Permits, Advertising, Etc. for permits related to the execution of the project, placing bidding ads, and or such

related charges. 
• Construction Contingencies is only used for unforeseen, extra costs, or Change Orders that arise during

construction. This line must not contain surplus engineering expenses.
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Once you enter all the charges into the appropriate cells WorksWise will automatically total the costs at the bottom of 
the “As Part of this Draw” column of the “Expenditures Progress” section labeled “Expenditure Total”. 

Step 2 - The Payee Section 
Only create one entry per vendor that you are seeking to disburse to or reimburse from OPWC funds. 

• If you have three invoices from Bob’s Construction, you will create only one entry for Bob’s Construction totaling
all their charges and the OPWC amounts.

• If you have four separate vendors for which you are seeking OPWC to disburse directly, you will list each
separately for a total of four entries.

• If you are seeking to be reimbursed, then you are considered a vendor.

After you type in any information hit TAB and not the ENTER key. 

Click on the Add New Item button. 

You will see a series of cells have been added to each of the spaces below the column headers - Vendor, Invoice 
Number, Invoice Total, OPWC Amount, Vendor Address, Phone and FEDERAL TAX ID or OAKS ID.  

• Look up your vendor using the name. For example, if your vendor was Welsh Excavation Company, Inc. type in
“Welsh” then click the magnifying glass for the results to choose from.
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• Alternately you could type “excavation” but include an * at both the front and the back of excavation, like
*excavation* to broaden the system’s search.

• To reimburse the applicant, type in the subdivision’s name such as “Akron” and then use the magnifying glass to
search for results to choose from

• In the pop-up window, scroll through the results for the entry you are seeking. Select the entry that is not in all
uppercase.

• If you notice duplicate account names for the same vendor, let you OPWC Program Representative know so they
can merge the accounts into one.

• If you do not see your vendor, contact your OPWC Program Representative before entering a new vendor into
the system.

Once you have selected the vendor, go to the next cell “Invoice Number”. 

• If there is only one invoice from the vendor, enter the identifying invoice number from the invoice.
• If there is more than one invoice from the same vendor, summarize the invoices being submitted such as “1-3”

or “Mar-Jun 2024” or “Multiple”.
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Enter the total amount of charges for the vendor in the “Invoice Total” cell. This means that if the same vendor has 
multiple invoices, you will total all the invoices and enter that amount in this cell for a single entry for this vendor. It 
should look like this: 

Not this: 

Next, fill out the to the “OPWC Amount” listing the amount of funds you want OPWC to disburse to the vendor. The 
“Local Amount” will be calculated for you.  

Next, enter the vendor’s Tax ID or OAKS ID, their mailing address, and phone number. All fields must be filled out before 
you can Submit the request. The mailing address must match their mailing address listed in OAKS (OhioPays) or there 
will be a delay in processing the payment.  
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Finally, check to see if the “Total All Invoices” amount matches the “Expenditure Total” from the Expenditures Progress 
Section. If these match, then proceed to the Financing Progress Section. 

Step 3 - The Financing Progress Section 
The OPWC amount automatically populates in the Financing Progress Section. 

Enter your local share amount(s) on the appropriate line. 
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Step 4 – Double Check the Figures and Check the Boxes 
Check to see if the “Total Financing” matches the “Expenditure Total” which matches the “Total All Invoices”. 

If this is your Final Disbursement, put a check mark in the box. It is important to note that by checking this box, you will 
be unable to submit any more disbursement requests for this project.  

If your disbursement contains a Change Order, put a check mark in the box. 

If your project has a loan, make sure you have selected the correct option from the dropdown box (If your project does 
not have a loan, you will not see this option). Your options are, Will seek reimbursement or Will not seek reimbursement, 
if you might seek reimbursement for construction costs, rather than OPWC paying the vendor directly, select Will seek 
reimbursement. *Note: by selecting this option you will need to pass a Resolution of Intent, a template can be 
downloaded on the next screen, and upload it to the disbursement request files. (more on this later) 

Now, click on the Save button at the top of the page. Once you click Save, you will be taken to a new page which is the 
Disbursement Request Page. Here you can complete the request as well as find access to downloads like the 
Disbursement Signature Page and Resolution of Intent.  
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The Disbursement Request Page 
There are several sections of the Disbursement Request Page that will be helpful for you to review to ensure your 
request for the disbursement of funds will be successful. 

Project Details Section: Contains information related to your project. 

• DIS-ID: You will notice that a DIS-ID has been created for your request. You can locate this in the upper left-hand
corner of the page next to the blue lightning bolt. You can use this number to identify the specific request. If you
ever need to come back to this request to edit it or reference it, you can use this DIS-ID in the search bar to
quickly return to the page.

• Details Tab: This is the current tab you are on, with your specific project details.
• Invoices & File Tab: This will take you to the 2nd page of your request where you can view and upload files.
• Status. The Status of the project is located to the center of the page just below and to the right of the DIS-ID. See

Page 22 for Status types.
• Project Officials: You will see the Project CEO, CFO, and Project Manager. Be sure these are current, or your

disbursement will be delayed until it is corrected. If they need to be updated, contact your OPWC Project
Representative.

• At the bottom of the details section of the page you find the “OPWC Agreement Percentage” and the “OPWC
Participation To Date”. The OPWC participation to date should equal your Agreement Percentage.

Disbursement Details Section: Contains an overview of your disbursement request. 

• Remaining OPWC Funds: Just below and to the right of the “Disbursement Details” title, you will find the
“Remaining OPWC Funds” entry. This is how much OPWC funding your project has available.

• OPWC Participation Warning: This banner is located just below the “Remaining OPWC Funds” display. This
warning lets you know if your OPWC Agreement Percentage is not on ratio.

• There is a Print button in this section so you can print the request to use for the project officials to sign off on
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Notes Section: This section is located at the bottom of the page, under the vendor payee section of the Disbursement 
Detail. If your request is returned or rejected by OPWC you will see the reason, there. You can add a note to this section 
by using the Edit Notes button in the top right section of the screen, next to Edit Request or Submit Request.  

Where can I download the Disbursement Signature Page and Resolution of Intent? 
After you have entered your information and saved it to create the Disbursement Page, look to the upper right corner, 
just below your login. You will see a dropdown arrow, here you can download the signature page template as well as the 
resolution of intent template and instructions.  

Uploading Required Files 
On the Disbursement Details page, click on the “Invoices & Files” tab just under the blue lightning bolt. 
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On this tab you will see three sections. Invoices, Files, and Disbursements. 

• Invoices are the vendors you added when you were creating/editing the request.
• Files is where you will upload the necessary files before submitting.
• Disbursements is where you can see a list of all previously submitted disbursements for this project.

Click one of the Upload Files buttons in the Files section to upload files to your disbursement request. 

From the pop-up window, locate the file you wish to upload from your computer. 
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After it loads, click Next. On the next pop-up window, you will select the “Submission Type”. Click on the dropdown 
arrow and scroll through the list until you find the proper File Type that you are uploading. 

Before you upload any documents, please read this: 

- All uploads need to be as PDFs. Do not upload Microsoft Word, Excel, or Outlook documents. Nor JPEGs and
other such file times.

- Make sure your documents are easily legible.
- Make sure all documents with a single PDF are all facing the same orientation and not submitted with the pages

within sideway, upside down, nor any other confusing orientation. You can use Adobe to orient the individual
pages of your PDF.

You are going to need to upload a document for each of the following submission types: 

• Disbursement Signature Page
• Invoice
• Proof of Payment - if you are seeking reimbursement
• Resolution of Intent - If your project has a loan component and you selected “Will seek reimbursement”, you will

need to supply a Resolution of Intent on your second disbursement request.

* Important information on Invoices:

• The invoices should be organized, and all faced in an orientation that is easy to view on a computer screen. If
they are oriented as “landscape”, be sure to rotate the pages prior to uploading them so they appear in
harmony with the screen.

• Upload them according to either a specific vendor or for a specific category of charges (all invoices for Bob’s
Construction or all invoices for Right of Way).

• If there are a significant number of pages for your invoices, group by vendor instead. This may result in you
having to do multiple uploads for the various individual vendors.

• If your disbursement request has numerous invoices by several vendors may require the addition of a
spreadsheet or list to assist the OPWC in the review process.

• If your invoice(s) contains ineligible charges or charges you are not including as part of your disbursement
request, you must notate these invoices in a clear and easily understandable manner.
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Submitting Your Request 
Once all the required documents have been uploaded, review your request. 

• Do the figures correctly reflect what you intended?
• Have you correctly labeled your uploads?
• Did you flag the request as final if it is the last disbursement request for the project?

If everything is set, then click on the Submit Request button located towards the upper right of the page just below your 
name. 

The request will open in another tab and look like the Edit Request screen. Giving you one final time to look over and 
edit any of your numbers. If everything looks good click Submit. 

Your request will refresh, and you will be taken to the Disbursement Request page. It is important that you check the 
Status to see if it has moved from “New” to “Submitted”. If it is still on “New”, use the refresh button on your browser 
to see if it updates the Status. Only disbursements in Submitted status have successfully been submitted to your OPWC 
Program Representative. You and all project officials will receive an email when it has been successfully submitted. 
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Disbursement Error Messages 
There are a variety of errors you could receive after selecting the second Submit button. If you do not label your uploads 
with the appropriate submission type, or your expenditures don’t match your financing progress section. The error 
message will tell you specifically what you missed. If you are ever confused by the message, take a screenshot and email 
it to your program representative, they will be able to assist you. Otherwise, correct the error message and try 
submitting the disbursement again.  

How to Fill Out the Disbursement Signature Page 
First, download the PDF for your current disbursement request: 

• After you have completed entering your information into the disbursement details, click Save at the top of the
page.

• This will take you to the Disbursement Page. Look for the dropdown arrow in the right-hand corner beneath
your name.

• Click on the arrow and then select “Download Signature Page”.

The Top Portion 
• “Project ID”: place your OPWC Project ID for the project.
• The “Request Number”:  This reflects how many disbursement requests you have submitted to OPWC for this

project. Your request number can be found in the detail section of your newly created disbursement.
• The “amount of $”:  This is the amount of OPWC funds you are requesting for this disbursement.

The Project Manager Certification Section 
• The “Percentage of Completion”: Provide the estimated percentage of project completion that this

disbursement represents.
• Edit the PM Name and PM title to reflect the individual physically signing as the Project Manager.
• Electronic Signatures are also allowed but must be from a recognized service like DocuSign or Adobe’s Acrobat

Sign. Simply using the signature font from Microsoft Word will not be accepted.
• Type or write in the date.
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• Remember the Project Manager must provide their signature in this section, do not just enter their name, title,
and date on the line. The signature should be on the line and the name, title, and date should be entered below
the line.

The Chief Executive Officer and Chief Financial Officer Certification Section 
• Type or write in the date.
• Edit the CFO Name and CFO title to reflect the individual physically signing as the Project CFO.
• Just like the CFO portion, edit the CEO Name and CEO title to reflect the individual physically signing as the

Project CEO.
• As before, Electronic Signatures are also allowed, but using the signature font from Microsoft Word will not be

accepted.
• Also, as before, remember the CEO & CFO must provide their signature in this section, do not just enter their

name and title on the line. The signature should be on the line and the name and title should be entered below
the line.
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How to Check the Status of Your Request 
Below are the various statuses you will encounter: 

• New – The request has not been submitted.
• Submitted – The request has been submitted to the Program Representative for review.
• Reviewed – The request has been reviewed by the Program Representative.
• Waiting Disbursement Entry – OPWC finance team is entering the request in OAKS.
• Waiting Warrant Date – Finance is waiting for confirmation from OAKS.
• Paid – OAKS shows funds have been disbursed.
• Reconciled – Disbursement has been reconciled between WorksWise and OAKS

There are several ways to check the Status of your request. Use the Find My Payment page from portal the home screen. 
Or search using the OPWC Project ID or the DIS-ID. 
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Using the OPWC Project ID 
• In the Search Bar next to your name, type in the OPWC Project ID.
• On the Results Page, scroll down to the Disbursements Results.
• Look for your request using either the DIS-ID or the Request Number to identify the request you are looking for.
• If you do not see it, click on the “View More” option.
• Now, check the “Status” column.

Using the DIS-ID: 
• Enter the DIS-ID into the Search Bar next to your name.
• On the Results Page, the disbursement request will be displayed.
• Now, check the “Status” column.

If you find your disbursement request is still in the “New” status, click on the blue DIS-ID on the results page to be taken 
to your request. Then click on the “Submit Request” button and recheck to ensure that it was moved to the “Submitted” 
status. 
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Editing Your Disbursement Request 
You may need to edit your request for a variety of reasons: 

• You are unable to complete your request in one sitting,
• You need to upload/remove files, or
• Your request was returned to you for corrections by your District Program Representative.

Getting back to your request: 
• Select Disbursements from the Grant & Loans drop-down to see your list of Unsubmitted disbursements.
• Click on the blue DIS-ID to be taken to the Disbursement Page.

Replacing a File: 
• Go to the Invoices/Files tab, just below the blue lightning bolt on the left side of the screen.
• Click on “View All” in the Files section.
• On the results page, look to the right side. Next to each file that has been uploaded, there is a dropdown arrow.

Click on that arrow and select, “Delete” to remove the file.
• Upload the corrected file.

Changing the Submission Type of a File: 
• Go to the Invoices/Files tab, just below the blue lightning bolt on the left side of the screen.
• Click on “View All” in the Files section.
• On the results page, look to the right side. Next to each file that has been uploaded, there is a dropdown arrow.

Click on that arrow and select, “View File Details”.
• You will be taken to a Preview of the file, select DETAILS on the top left side.
• Click the pencil icon on the Submission Type to edit to the proper file type (ie. Disbursement Signature Page,

Invoice, Proof of Payment)
• Use the back arrow to navigate back to the disbursement record.

Once all corrections have been made, click on the “Submit Request” button to ensure your request is returned to your 
Program Representative for review. 
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Change Orders 
The Commission can only disburse funds for eligible project costs that are included in the project's scope of work as 
defined in the Project Agreement. Changes to the scope of work, including significant change orders, are the sole 
responsibility of the subdivision unless the district/NRAC has approved a request to amend the scope. For both 
Infrastructure and Clean Ohio disbursement requests, change order documentation must be included as part of the 
disbursement request. Change orders are payable at OPWC’s discretion. 

If your project contains a Change Order: 

• Be sure to click on the box in the upper top-right when you are first creating your disbursement, before saving. If
you have already saved your disbursement request and generated a DIS-ID you will need to click “Edit Request”,
check the appropriate box for the Change Order, and click “Save” to save the change.

• You will also have to upload a copy of the change order approval.
• If your change order contains work that is outside the scope of the project, you might be required to request an

amendment from your DIC or NRAC. Contact both your OPWC Program Representative and your District Liaison
to begin the process.

• If your change order is for items like change in quantity, for extra expenses or unexpected work that was
necessary to facilitate – please first contact your District Program Representative to discuss the eligibility of your
charges.

• If you have any questions about Change Orders, you are always welcome to reach out to your OPWC Program
Representative.

Closing out your OPWC Funded Project 
There are two ways to close out your project, either by submitting a Final Disbursement or emailing your OPWC District 
Program Representative. 

• Final Disbursement Request: If the request you are submitting is marked as the final request, once that
disbursement is reconciled the project will be closed out. Be sure to flag the check box when first creating your
request. It is located next to the “Change Order” check box.

• If you do not wish to request any further OPWC funds from this project, you can email your OPWC Program
Representative and request to close out the project. It is important to note that your project must be at or
below the OPWC participation rate and that once closed out, any unused funding will be returned to the district.

Closing out a Clean Ohio Project with Acquisition Costs 
Just as with closing out any OPWC-funded project, you will need to either submit a Final Disbursement or email your 
OPWC District Program Representative. 

• However, if your Clean Ohio project involved an acquisition, when you submit a disbursement that is marked
final, the project will not automatically be closed out once that disbursement is reconciled. You must upload a
copy of the recorded deed, recorded deed restrictions, and signed settlement statement to the project files. Let
your OPWC Program Representative know when this is complete, and then they will be able to close out your
Clean Ohio project.
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