Submit and review a non-substantive change request 
Purpose
A non-substantive change to a previously approved Controlling Board request requires the approval of the President of the Controlling Board. The requesting agency can now complete the request for change using the e-CB application. 
Non-substantive changes include the following:
· The term or fiscal year for which the contract is approved. The term or
fiscal year change must be within the current biennium.
· The contract amount allocated to each fiscal year of the biennium.
· The appropriation line item number or name or fund identified in the
request.
· The subcontractor(s) identified in the contract.
· Any other change which the President identifies as a non-substantive

Submitting a Non-Substantive Change Request
Anyone with e-CB access can create and submit a non-substantive change request to the Controlling Board president. 
[bookmark: _GoBack]
Navigation: https://ecb.ohio.gov/Public/Default.aspx
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	          Step-by-Step
	Screen

	1. Enter your e-CB User ID and Password 

2. Press Login
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	3. Click on the CB Request icon at the top of the page
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	4. Click the New tab
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	The CB Request page will appear

You can Submit a Non-Substantive Change or View Submitted Non-Substantive Changes
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	Activity: Create a request for a non-substantive change to an approved Controlling Board request.


	5. Click the Submit Non-Substantive Change link
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	The form will appear but cannot be downloaded
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	6. Enter a Short Title (up to 64 characters) for the change request
Include the approved/original Controlling Board number in the title
To find the request number, view the list that appears after selecting the Meeting Year of the Request
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	7. Enter a description (up to 8000 characters) of the non-substantive change you want to request
Include detailed information about what needs to be changed along with your name and contact information
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	8. Select the calendar year of the Controlling Board meeting when the original request was approved
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	9. Select the approved/original Controlling Board number  
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	10. Click the Submit button located at the bottom of the page
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	An error message will appear if any required field was not completed (title, description, original request number)
Click the OK button to go back and complete the request
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	Once all fields are completed, a message will appear stating your request was submitted successfully

11. Click the OK button to view the All Requests Submitted Page

Non-substantive change requests cannot be deleted or edited once submitted. If there is an error, submit another request.
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Once the request for a non-substantive change has been submitted, the original status will show as Pending. Once reviewed by the Controlling Board President, the status will change to Approved or Denied.
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	The Controlling Board President, Controlling Board Secretary, and submitting agency e-CB contact will receive an automatic email stating that a request for non-substantive change was submitted. It includes the Controlling Board number, the title and description of the change, and who submitted the change request
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12. The status of the submitted non-substantive change request can be viewed anytime from the  CB Request page by clicking on View Submitted Non Substantive changes
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	Once the Controlling Board President approves and signs the request for change, a copy is sent to State Accounting for adjustments to be made in OAKS
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The process outlined in this job aid is for a non-substantive change to a previously approved Controlling Board request. A substantive change requires the preparation and submission of a new request to the Controlling Board for review and approval.
For more information about non-substantive and substantive changes to approved Controlling Board requests, review the Controlling Board Manual available by clicking the Manuals link from the Forms page in the e-CB application.
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Controlling Board Requests (CBRS) are prepared by state agencies and higher education institutions, the Board
of Regents, and the Office of the State Architect. CERs for the purpose of releasing capital and operating
‘appropriations, adjusting capital and operating appropriations, creating new funds and establishing
‘appropristions, waiving competitive selection of purchases or leases, and other state fiscal activities require
‘approval by the Controlling Board.
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Controlling Board request
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L. Enter a Short Title.

[Note: Only the first 64 characters will be saved.]

2. Describe the Non substantive change you want to request.
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1. Enter a Short Title.

Non-Substantive Change: DYS0100587
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2. Describe the Non substantive change you want to request.

On May 23, 2011 the Department received Controlling Board approval for DYS0100587 for $900,000.00 for fiscal year
12012 3nd 2013 to contract with various vendors for the provision of medical services.

The OAKS vendor ID number on the request was incorrect for one of the providers. The number shown for Nationwide
Children’s Hospital was 000006741. The correct number is 000007641,

Your assistance in processing this request is appreciated. Please contact me at 614 221-5674 if any additional information
is needed.

Harold Rowe.
DYS Controlling Board Administrator
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Select a Meeting Year of the Request: 2011

DYS0100585
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Message from webpage

1) Question 1. Please enter a short title for the Non Substantive
Change
2) Question 2. Please describe the Non Substantive Change.

3) Question 3. Please select a CB Request Number.
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Message from webpage

Request submitted Sucessfully
Select OK to go back to the View All Requests Submitted Page or Select
‘Cancel to remain on the same page.
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From:

ControllingBoard. Admin@obm.state.oh.us
Sent: Wednesday, June 15, 2011 3:07 PM
To: Cole, Randy; Nickey, Katherine; agency
eCB contact

Subject: The Agency has submitted a Non
Substantive Request in Controlling Board

The Agency has submitted a Non Substantive |
Change on 6/15/2011

Agencycode.:-dys01
CBRNo.-DYS0100587

SubmittedBy.:-Mary.Smith
Short Title.:-Non-sub change DYS0100587

Description.:- Request to change the OAKS
Vendor ID number on the request

due to a typographical error

To view or print the requests visit the

http://test.ecb.ohio.gov/.
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Controlling Board Requests (CBRs) are prepared by state agencies and higher education institutions, the Board
of Regents, and the Offce of the State Architect. CBRs for the purpose of releasing capital and operating
‘3ppropriations, adjusting capital and operating appropristions, creating new funds and establishing
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Welcome to OAKS Financials

The Ohio Administraive Knowledge System (OAKS)
Financials (FIN) is used by State of Ohio employees to
manage Purchasing, General Ledger, Accounts Receivable,
Accounts Payable, eProcurement, EPH for FIN, Expense and
CAS Data Warehouse modules. Addional modules
including Capital Improvements, Contracts and Projects
(Used for Grants Management) Asset Management
Budgets and EPM for FIN wil be added in upcoming
implementations.

Sign in Now
(OAKS is a State of Ohio compuer ystem, which may be accessed and used only
for official state business by authorized personnel. Unauthorized access or use of

this computer system may subject violators to criminal, civi, andlor adminisrative
action

State Travelers:
U= Due to the fiscal year-end

processing, the Travel and

paont] Expense module willnot be

available beginning 3t 7:00 p.m.,
June 15,2011, through June 30,
2011. For more information, visit
‘www.ohiosharedsenvices.ohio.qov

Eorgot vour password?

For help signing into FIN and related information, click here

Ifyou need assistance or have forgotten your OAKS password, please

contactthe OAKS Help Des.

E-mail: paks.helpdesk@oaks state.oh.us

Phone: 614-644-6625 or 1-888-OhioOAKS (1-888-644-6625)
Hours of ive support:
Non-payday weeks 7am-5 pm Mon -Fri

Unavailable Sat Sun

7am-5 pm Mon -Fri
Unavailable Sat Sun

Payday weeks

Ifyou would ike to email the OAKS Help Desk after normal business hours
an OAKS staf member will respond to your inquiry the following
business day.

‘Copyright @ 2005 PeopleSoft Inc. Alrights reserved. Copyrights to portons of tis software may be owned by others. PeopleSoft Propritary and Confidental.
PeopleSoft and the PeopleSoftogo are registered irademrks of PeopleSoft, Inc.
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