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:

e 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.

e The appropriation line item number or name or fund identified in the

request.

e 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.
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SUBMIT AND REVIEW A NON-SUBSTANTIVE CHANGE REQUEST

Step-by-Step

Screen

1. Enter your e-CB User ID and
Password

2. Press Login

Login

The e-Controling Board portal is for the state of
Ohio agencies and institutions

User ID:
[First Last |

Password:

Forgot Password?

top of the page

3. Click on the CB Request icon at the

©=

CB Requesk

4. Click the New tab

New Open Delete Check Status

Changes

CB Request

Controlling Board
of Regents, and th

appropriations, waiv
approwval by the

Select from the menu:

g/ Check Status

To display the status
of requests

1/ Check Agenda
Holds
To display the
Agenda Items that

are on hold

View Submitted
g/ Non Substantive

changes

To display all

submitted Non

Substantive changes

The CB Request page will appear

New Open Delete

You can Submit a Non-Substantive Change or View Submitted Non-Substantive

Check Status 2
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Open i3 Delete
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Inquiry @ Release & Permit Status

To search for specific To display the status of

requests pending Release & Permit
requests

Download Agen ﬁ Submit Non Substantive
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To download Ager
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SUBMIT AND REVIEW A NON-SUBSTANTIVE CHANGE REQUEST

C Activity: Create a request for a non-substantive change to an approved Controlling
Board request.

5. Click the Submit Non-Substantive
Change link @ Submit Non Substantive
Change
To submit Non Substantive
changes for a approved
Controlling Board request

Controlling Board ..@ @ % R@ # ﬂ- Lrg

CORequest  Forms eports Utilties Admin

Agency Non Substantive Change Request Form

L. Enter a Short Title,

The form will appear but cannot be
downloaded

P. Describe the Non substantive change you want to request.

6. Enter a Short Title (up to 64
characters) for the change request

% *
< Include the approved/original 1. Enter a Short Title.

Controlling Board number in the title Non-Substantive Change: DYS0100587

-

@ To find the request number, view
the list that appears after selecting

the Meeting Year of the Request

7. Enter a description (up to 8000
characters) of the non-substantive
change you want to request

ect for onie of the providers. The number shown for Nationwide
is 000007641,

| *
v Include detailed information about
what needs to be changed along e
with your name and contact o
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SUBMIT AND REVIEW A NON-SUBSTANTIVE CHANGE REQUEST

8. Select the calendar year of the
Controlling Board meeting when the
original request was approved

2011 -

2010
2009

2008
2007
20086
2005

9. Select the approved/original
Controlling Board number

Select a Meeting Year of the Request: 2011

CBRNO

DY50100536
DY30100535

10. Click the Submit button located at

the bottom of the page

| Submit |

h-.
:L‘_
Note| an error message will appear if any | |/ essage from webpage E=5)
required field was not completed
(t|t|e, description, 0r|g|nal I’equeSt I_ 1) Question 1.: Please enter a short title for the Mon Substantive
4 8% Change.
number) 2) Question 2.: Please describe the Mon Substantive Change.
A 3) Question 3.: Please select a CB Request Number,
A7 .
! Click the OK button to go back and
complete the request
[

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.

’
Message from webpage

==

‘-.I Request submitted Sucessfully
&Y' Select OKto go back to the View All Requests Submitted Page or Select
Cancel to remain on the same page.
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SUBMIT AND REVIEW A NON-SUBSTANTIVE CHANGE REQUEST

change to Approved or Denied.

@ 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

substantive change request can be
viewed anytime from the CB
Request page by clicking on View
Submitted Non Substantive
changes

~~ X
L/ New E’F Open
T it To view or edit a
quest equest
8 @ Inquiry
To search for specifi
cquest:

] Download Agency
Workdfl

To dow

View Submitted
®  Non Substantive
changes

CB Request New | Open Delete

Short Submitted Approved/Denied Approved/Denied
CER Mo Title Submitted By Date By Date Agency Code Status
DYS010 | MNon-sub
Change Mary.Smith, Bf15,/2011 DYSO1 Pending
DY5010
k’\
Note The Controlling Board President,
ContrOIIIng Boa‘rd Secretary! and Eronr::?;llmgﬂoardAdmm@obms(alech.us
submitting agency e-CB contact will To: ol ey, Nekey. Kaherne, gy
receive an automatic email stating S A e
that a request for non-substantive e Asency s it e Susantve|
change was submitted. It includes Chs ovSoro0ss?
. SubmittedBy.:-Mary.Smith
the Control“ng Board number, the ghonTllle:-yNon-s’\Zb change DYS0100587
. . . escription..- Request to change the OAKS
title and description of the change, d 1o tpopraprical ot
and who submitted the change Malhesemnmegny
request
12. The status of the submitted non- controllingsoara 3 & § & A~ & 1

[i@ Delete

> Release & Permit Status

] Submit Non Substantive
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SUBMIT AND REVIEW A NON-SUBSTANTIVE CHANGE REQUEST

— Sign in Now
.':! Once the Controlling Board ) SN ‘ S

President approves and signs the
request for change, a copy is sent to
State Accounting for adjustments to
be made in OAKS

Ohio.gov

@ 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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