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Basic OPWC Disbursement Rules
OPWC pays eligible costs at its participation percentage up to the
amount of the award; however, not every disbursement needs to be on
ratio. What matters is that the local participation percentage is met based
on the final project costs. You will see messages in WorksWise letting you
know what percentage OPWC is currently and what percentage may not
be exceeded by the end of the project.
You may ask for direct payment to the vendor or pay each invoice in full
and then request reimbursement with evidence of payment (associated
checks/warrants).
You may pay your entire required participation percentage prior to
making any disbursement requests and then supplying the invoices with
the first request. From that point on, OPWC will pay 100% of submitted
invoices up to the maximum OPWC participation percentage based on
the project’s final eligible costs.
All invoices for a project, even if they represent local share, need to be
submitted with a disbursement request.
Disbursement requests are processed as quickly as possible, within 15
business days, if the request is complete and correct.
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Creating A Disbursement
When you are ready to submit a disbursement request for an existing
project you must first get to that project’s record. You can search using
the top search box, using the Project ID, project name, or subdivision
name.

From your search result, select the Application/Project ID:
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You can also navigate using the drop-down arrow next to
Applications/Projects and select Active Projects:

This will give you your full list of active projects. Select the
Application/Project ID of the project you want to submit a disbursement
request for:
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Once in the project record, select Request Disbursement:

Filling Out a Disbursement
After selecting the Request Disbursement button, you will be taken to a
page where you will fill in the dollar amounts of the invoices, local share,
and the amount you want OPWC to pay.
It is the same design as our former paper disbursement form. You have the
As Per Agreement column and the Paid Prior to This Draw column. Both
columns are auto filled from your agreement and your previous
disbursement requests.
You can verify the Expenditure Total and OPWC Funds amount in the Paid
Prior to This Draw column are correct based on your own records. If you
believe the information is incorrect, contact your Program Representative.
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If your project was created prior to the launch of WorksWise, you may
notice an Uncategorized Expenditures line. If the Expenditure Total
matches your records, you are good to submit a new disbursement
request and can ignore the uncategorized expenditures:

The As Part of This Draw column is where you enter new invoice amounts
that you want to submit with this request. The Paid to Date column is auto
calculated, adding together the Paid Prior and the Part of This Draw
column.

After inputting the numbers in the Expenditure section at the top, you will
need to add your vendor at the bottom, under INVOICES, click Add An
Item:
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Type in a few letters of the vendor you want OPWC to pay and use the
magnifying glass to search and select your vendor. Do not use the word
“the” in your search:

A pop-up window will open for you to select your vendor. There might be
multiple search results for the same vendor, but we are cleaning up the
vendor records. If there appears to be multiple accounts, try to select one
that has an OAKS Number and the address information filled in:

An OAKS Number is not the vendor’s Federal Tax ID. An OAKS Number
begins with 4 to 5 zeros, ex. 000012345.
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Fill in the Invoice Number, Invoice Total, and OPWC Amount:

Add as many vendors as you need to. You do not need to add the same
vendor multiple times for every invoice for that vendor. For example, if you
have 2 invoices you are submitting for one vendor, you can add up the
total of the 2 invoices and put that number on the Invoice Total for that
vendor.
Do this:

Do not do this:
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The system will automatically fill in the OPWC Funds for the As Part of This
Draw column from the amount you fill in from the bottom Invoice/Vendor
section:

You must fill in the Local Share amount in the As Part of This Draw column:
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Once you have your financial information filled in for the disbursement,
save the disbursement. Hitting save does not submit the disbursement, you
can save the disbursement and come back later to edit it if you need to.

Creating a New Vendor
If your search for a vendor yields no results, try revising your search to less
characters. Only 3 characters are needed for a search, you want to be
absolutely sure the vendor does not exist before you create a new one.

11 | P a g e

You can create a new vendor by selecting “Submit a New One” under
the Invoice/Vendor section:

Selecting “Submit a New One” will open a new internet tab and show you
a list of Recently Viewed Accounts. On this page select New:

This will bring up a pop-up for you to enter the vendor’s information. You
will need to fill in the Account Name, Phone Number, and Billing Address.
Then click Save:
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After saving, you will still be on the internet tab that has the Recently
Viewed Accounts, you can close that internet tab and go back to the tab
with your disbursement request. You can then follow the earlier instructions
to add a vendor to your disbursement.

Uploading Documents
Once you save the disbursement, you will be taken to the disbursement
record. You can see the Status of the disbursement is New (it will change
to Submitted once it has been submitted to OPWC). You can see the
project officials; however, if any project officials are incorrect contact
your Program Representative so they can make revisions. If you scroll
down, you will see the Disbursement Detail (the financials) you just
entered.
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Click the Related tab to get to the Files section, where you can Upload
Files:

After selecting a file from your computer, hit Next:

You will then be asked to designate the Submission Type:
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The 3 required submission types for a disbursement request to be
submitted are Invoice:

You can combine all your invoices into a single pdf for upload.
Disbursement Signature Page:
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and Vendor Payee Identification:

Vendor Payee Identification is page 3 from our former paper
disbursement form, where you list the vendor address and tax ID
information. We need this form uploaded so our finance department can
verify the address, so we ensure we are sending payment to the correct
vendor while we sort out our duplicate vendor information in WorksWise.

Our former disbursement request in excel format can be found on our
website, https://pwc.ohio.gov/Financial/CFO-ProjectAdministration#58994-disbursement-template-and-instructions.
The signature page can be downloaded straight from the disbursement
record. On the top right, hit the down arrow and select Download
Signature Page:
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Even if you have all the required documentation in one pdf, the system
will not let you submit the disbursement if you do not have those 3
document types uploaded. If necessary, you can upload the same
document 3 times, labeling each one a different required submission
type.

Editing A Disbursement
After you initially save the Disbursement Request, you will be taken to a
view of the Disbursement record’s details. From there, you can edit the
request, choose to submit it to OPWC, add more invoices, add notes to
the record, and change the person that will function as the Loan Mail To if
your assistance is for a loan, in preparation for when the loan goes into
billing.
You can change the Loan Mail To by selecting “Change Loan Mail To”
under the menu dropdown arrow:
When the dialog is shown, the current Loan Mail To will be selected. To
change it, select the “x”.
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Then, click in the box and select “New Contact” to enter a new person’s
information (or enter an existing person’s name into the search).

To add (or edit) notes associated with the record, simply choose the “Add
Notes” button, and enter (or change) the notes:

To add an additional invoice to the request, choose the “Add An Invoice”
button, and enter the vendor details and the amount of the invoice:

And, finally, to submit the disbursement request, choose the “Submit
Disbursement” button under the menu dropdown arrow. This will bring up
the same form that was used to Create the New Disbursement request,
and the same form that is used to Edit the Disbursement Request. The only
difference is that submitting the request from this button will enforce all
validations – which means you must upload at least one file that has
details of the invoices being paid, and the “Authorized Certifications” file.
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Submitting A Disbursement
Once you have all required documents uploaded, you are ready to
submit the disbursement request. Use the down arrow on the top right and
select Submit Request:

You will be taken back to this page to review your financials:

If everything appears correct, at the top of the page, select Submit:
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If you select Submit and something was wrong or incorrect with your
disbursement, you will see an error message pop up at the top of the
screen:

The system will check that the Expenditure Total matches the Total
Financing and that those both match the Total All Invoices at the bottom.
If any of the required documents were not uploaded, your error message
will read “You must upload the Vendor Payee Identification” etc.
When you successfully submit the disbursement, you will be taken back to
the disbursement record page, you will see the Status is updated to
Submitted:
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Requesting Reimbursement
OPWC can reimburse the applicant rather than paying contractors
directly. If you wish to pay the contractors up front and request
reimbursement from OPWC, the disbursement submittal process is the
same. The only additional file you need to upload with the disbursement is
your proof of payment evidence of completed bank transfer by
cancelled check image front and back, or screenshot from online bank.
When you add an item under Invoices:

You will search for who you want OPWC to pay. If this is a reimbursement
search for the subdivision’s name:
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Use the same lookup table to find the subdivision, select the option with
the address information and OAKS ID number filled in:

In the example below, OPWC will make payment to CT Consultants and
Workman Industrial Services Inc.

In this example below, OPWC will be reimbursing the City of Columbus for
a previously paid invoice:
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Navigating Back to a Saved Disbursement
To get back to a disbursement that was previously saved select
Disbursements under the Grants & Loan drop down arrow:

Use the drop-down arrow to look at different lists of disbursement requests.
Unsubmitted Items will be disbursements you have started, but not yet
submitted. Items to Review will be disbursements you have submitted that
your Program Rep has not yet approved for payment:
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You can also always search using your Project ID in the top search bar
and view all disbursements and their statuses for that project:
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