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Direct Vendor Support Options 
 

 Webinars scheduled three times a week, Monday, Wednesday, Friday 
⬥ Link to sign up for the webinar: https://www.oracle.com/textura/training.html 

 
 Contact TPM Customer Support at 866-839-8872 

⬥ Representatives available Monday through Friday, 8a – 9p EST 
 

 In-App Chat with Support 
⬥ Click the ? in the top right of the application and select Chat with Support 

 
 Direct Vendor Web Help pages available on the upper right side of all TPM screens by selecting Help link 

 
 Virtual Learning Path 

⬥ Available here: https://mylearn.oracle.com/ou/search/?filters=Area-Textura 
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Cleveland Clinic Process B Direct Vendor Process 

As a Cleveland Clinic Direct Vendor, you will follow the Green Boxes detailed below. 

 Cleveland Clinic will issue your contract for acceptance. 

 All approved Change Orders will automatically be added to your contract in Textura. 

 When a draw is open and available for you to bill, Cleveland Clinic will send your organization an 
invite through the Textura system. 

 You will use the Textura system to submit your invoice and DocuSign all required documents 
and send those back to Cleveland Clinic. 

 Once approved, Cleveland Clinic will fund you from their accounting system (Oracle-ERP). 

 After you’ve received payment, you will need to upload your signed Unconditional Lien Waiver 
to the Textura system for Cleveland Clinic’s review and approval. 

o This will ensure you are funded timely on your next Draw. 
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Account Setup 

Live help with account set up is available Monday through Friday from 7am-8pm CST. If you prefer to 
learn how to set up your account and confirm your contract on your own or outside of our working 
hours, follow the instructions below. 

 

1. You will receive an email to create your account. Click on the link following “To start using the 
system, click on the link below to set up your TPM account:” 
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2. You will be directed to create a username and password. The requirements are on the right. 
Be sure to password protect them in an Excel Sheet as Textura personnel does not have 
access to your log in credentials if you lose them. 

 
 
 

3. Once you have created a log in that meets the requirements, the next step is to Edit User. Fill 
in the asterisk fields with your name, email, and phone number. 
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4. Once those fields are completed, Scroll down to Notifications and Permissions and select Manage 
Projects, Manage Compliance, Sign on Behalf of the Company and Invoice Approver. Optional: If 

you are a notary, also select Notarize Documents and fill in the fields at the bottom with your 
notary state and expiration date. Select Save Changes at the bottom when finished. 

 

 
 

5. The next step is to Edit E-Sign PIN. The PIN number is a 4-6 digit number used to sign 
documents electronically. Fill in your password in the first blank, and enter and re-enter the PIN 
number of your choice in the third and fourth blanks. Press Submit when finished. 
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How to Add Banking Information and Confirm Contract 

6. The system will prompt you to select Edit Organization to input your legal company name, 
address, tax ID and bank information. Note: You will need to add banking details into Textura 

– this is a required step of the application. Cleveland Clinic will be paying outside of the 

Textura system. Press Update Organization at the bottom of the page when finished. 

 

 
7. You should now receive an email with a link to complete the Oracle Store Set up. Go through the 

entire Oracle Store set up process and within 24 hours you will be able to confirm the Contract. 
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8. If Cleveland Clinic has attached a project to your existing account, and if you had received the 
Oracle Store confirmation email 24 hours prior, you can click the Home button in the upper left 
to click on your new Project to access the Confirm Contract link. Note: If you do not have any 

projects, reach out to Cleveland Clinic to get projects added to your account. Select Confirm 

if the base contract value is correct. 
• THERE WILL BE NO COST FOR TEXTURA ON CLEVELAND CLINIC PROJECTS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. After confirming participation in the project, the next step is to Assign Users to Project. This 

selects which person from your company is doing which job in Textura itself. Select Save 
Changes when finished. 

 
 
 
 
 

Following these steps will set up your account as a Direct Vendor. Reach out to your General 

Contractor if you need projects added to your account, or if you need to be invited to 
invoice. 
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How to Edit a Schedule of Values as a Direct Vendor 

Cleveland Clinic may require that you provide detail on your schedule of values. Follow the below 
instructions to learn how to do so, or call (866) 839-8872 for live assistance. 

 
 

1. Log in to cpm.texturacorp.com and click on the project. From there, select the My Contracts 

tab at the top and choose Edit Schedule of Values. This brings you to this page: 

 
 
 

 
2. In this example, our contract is input as a lump sum with a generic description. If we want to fix 

this, we need to click on the description of the line and press the Delete Selected button as 

shown: 
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3. Pressing the Delete Selected button will get rid of the line item entirely and from here you can 

press Add New Line: 

 
 
 
 
 
 
 
 
 

There are three columns only that you touch when breaking out your budget for the first time: 

 Phase Code- The line item number for your contract. Keeps lines in order. Highly 

recommended that you use “001” for your first line item, “002” for your second, etc. 

 Description- Displays what your line item represents 

 Scheduled Value Amount- How much your line item is worth for the entire job. Note: 

This is not where you invoice. You are itemizing your contract only. 

 

 
4. Continue adding as many line items as needed until your Working Total in the Scheduled Value 

Amount Column adds up to you Totals line as shown. You will know this as Working Totals and 

Totals will be in black and will match: 

 

 
5. Select Save Changes in the upper left when finished. 
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How to Allocate Change Orders 

Sometimes Cleveland Clinic may increase or decrease your contract value via change order. Adding those 
change orders to your contract is called change order allocation. Follow the steps below to be walked through a 
typical change order allocation. 

 

1. You will receive an email titled “New Change Order” that will list the project that the change order is 
regarding. 

2. Log in to cpm.texturacorp.com and click on the project that has the change order. When you have a 
change order to allocate, you will see a warning triangle displayed on the page asking you to allocate the 
change order. Click Allocate Change Order for Contract. 
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3. When you click on the allocate option, you are brought to the Change Order Allocation page 

 
4. From here, you have 2 options; 1. You can allocate your change order to the same line item (most scenarios) 

all direct vendors will just have a single line item, or 2. You can add new line items to your SOV for the change 
orders. 
Option 1 (most scenarios): if you want to keep your schedule of values as a single line item, you will need to 
allocate each change order to the same line. 
Input the value of EACH CHANGE ORDER into the red allocate box and click Save Changes 

 

Option 2: If you would like to add your change orders to a new line item, press the Add New 

Line button, give your change order a Phase Code (item number) and description and in the 

allocate column, put in the exact amount that is displayed next to the word “allocate” in the 

allocate column 

 
5. Select Save Changes in the upper left when finished and you will receive a confirmation message: 
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Updating Prior Billed Amounts 

If your company has submit invoices outside of Textura, you will need to update the amounts that you had billed 
previously to match what was reflected in Cleveland Clinic’s previous invoicing system. 

To do this, follow the below steps 

1. Click on My Contract. Then Edit Schedule of Values. 
 

 
 

2. Once in Edit Schedule of Values, click on the Edit Billings tab 
 

 
3. The billed to date amount will be $0.00 

 

4. Update the billed to date amount to match and then click save changes 
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How to Submit an Invoice as a Direct Vendor 

If you are new to Textura and need help submitting a pay application, refer to the below guide, or 
give us a call at 866- 839-8872 Monday-Friday 7am-8pm EST for live assistance. 

1. Log in to cpm.texturacorp.com and click on the project name. If a draw is open, you will see a Draw 

Card that says Enter Billing for Draw. Click on the Enter Billing for Draw link under My Contract 

Tasks. 

 
 

2. You will be directed to the Enter Billing Details page. When you know how much of each line item you 
wish to bill, enter those values under the Work This Period column or edit the % Complete column. 
You can select More to apply contract level changes or upload your billing values by CSV. Press Save & 
Continue. 
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3. If you are able to bill for previously held retention, you will be taken to the Retention tab. When you 
know how much previously held retention to request, enter those values under the Request Previously 

Held column. Press Save & Continue. 

 
4. The Record Sub-Tiers tab is only required to list companies outside of your own that have either 

physically worked with you on the project or have provided material, and the amounts you have already 
paid them. If you have suppliers, select Add New Sub Tier. If not, select Save & Continue to review your 
billing summary. 

 
 
Note: to enter the diverse statuses of your suppliers, please reference page 20: 
How to Submit Project Supplier Tracking 

 
5. After you review the billing summary, select Yes, proceed to signing. Your billing documents will generate 

for signing. Click Sign Billing Documents, this will prompt Docusign to display the billing documents for you 

to sign. 
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6. Continue through Docusign to apply your signatures. Press Finish when complete. 

 
7. Once signed, you will see a message stating your draw submission is complete. 

8. If you have any documents to upload as backup, navigate to the Draw Home Page and click the Attachments 

link: 
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9. Navigate to the Project Home page to see your Submitted Draws. This confirms your invoice has been 

submitted to Cleveland Clinic 
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How to Submit Compliance Documents 

In addition to being the avenue to submit invoices and receive payment from Cleveland Clinic, Textura 
is also the same website where you can submit compliance documents to Cleveland Clinic. Read below 
to learn more. 

 

1. You will receive an email when your compliance documents are expired. If you click on the link, 
you will be directed to the My Document Status page. 

 
2. Click on the word “Submit” underneath the word “Document Action” 

 

 
3. Depending on your browser, you will receive a pop up that will have the option to “Browse” or 
“Choose File” 

 
 

4. The File Explorer window will appear, and you will need to search your computer for the 
missing compliance document. 

 
5. Double click on the file and press “Save”. 
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6. This uploads the file to Textura. You may notice that the status did not change to a green 
“Received” status. This is because Cleveland Clinic still needs to review your documents, update 
the insurance date and mark it as Received. If some time has passed since you have uploaded 
the document and you are still on hold, please reach out to Cleveland Clinic directly. If you see 
the word “View” next to “Submit”, you have uploaded the document successfully. 
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How to Submit Supply Spend in Textura 

Cleveland Clinic is utilizing the Textura system to track direct vendor and lower tier diverse status and 
payment amounts. The below steps walk you through adding your suppliers and ensuring their Tax ID 
is added in Textura 

 If your invoice is submitted and all supplier information is not included will result in 
invoice being rejected 

If you have supplier/subtiers, record the subtiers during the Enter Invoice workflow 

1. Click Add New Subtier 

 
2. Cleveland Clinic requires lower tiers be added as LW Only Subtiers 

a. This mean the organization must be selected from the Textura system 
 

3. Type in the company name in the Organization Name field on the Organization Location Information pop-up 
box 

a. The system will search for the company in the Textura database. 
b. If the company is not found, follow the steps on Page 22 to create a new subcontractor organization 
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4. Once your supplier details and Tax ID are added, this supplier will be available to record payments for 
remainder of your project. 

a. Add in Service, Contract Amount and Current Payment amount details. 
 

5. Sign the Billing Documents for your Draw. 
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How to Invite a Subtier Organization to Textura 

Follow the below steps to add a subtier/supplier organization if you do not find them in the Textura 
database. 

 
1. From your Home Screen, click on Organizations  Invite Subcontractor 

 

 
2. Search for the company name 

a. Then click on + Add New Organization 
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3. Fill out as much information as possible on the Add New Organization page 
a. Company Name, Address, Phone, Tax ID and Contact Information 
b. Note: Tax ID is REQUIRED for Cleveland Clinic to track supplier spend information 

 

 

4. The company can be added/linked after steps 1-3 are complete 

 

How to upload Lien waivers 

 

- Direct Vendor will go into “Manage Lien Waiver By Draw” page 

 - To upload LW for manual subtier they will click “Upload” highlighted in the image below 
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- Direct Vendor will choose file from computer and select “Save” 

 

 

 

- Direct Vendor can view what they added and then mark as progress in the approval column highlighted 
below 
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 Lien Waiver Sub Tier 

- Direct Vendor will add subtier information 

- Lien waiver subtier will have an organization within Textura and will choose organization 
that will populate name, location, and Tax ID, highlighted below 

  

 

- Direct Vendor will click box for “Request LW” 

- This will prompt an email notification for organization to login to Textura and sign the lien 
waiver 

  

 

- Once lien waiver is signed by lower tier, direct vendor will have a compliance task to review lien 
waiver 
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-Direct Vendor will be able to see uploaded Lien Waiver from Subtier in “Manage Lien Waivers” screen and 
mark “Progress” as approval 
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