Professional Services Agreements
Consultant List Project




Purpose

» The Professional Services Agreements record establishes the
Schedule of Values (SOV) for Professional Services Pay
Requests in the Consultant List Project.

» Workflow

Created by: Consultant Contract Manager - Submitted to: PM Technical
Proposal Review = Sent to: Consultant Contract Manager Update (if necessary)
— Sent to: PM Supervisor Review > Sent to: Consultant Contract Manager for
DocuSign Initiation = Sent to: Vendor sighature via DocuSign = Sent to: OFCC
Accounts Receivable for Request Reimbursement PO (if necessary) OR End




Create a Professional Services
Agreement

» In Oaks Cl navigate to: -

» Logs -> Professional
Services Amendment

» Click New

» Select Workflow \

(if applicable)




Form Completion

» Fill out the General block (All Items with a red * are required)

» To enter the Professional Services Provider, click Select and choose the
appropriate contract

» Scroll down to the Requirements section




Form Completion

» Fill out all information in the Requirements section

» Scroll down to the Fee Summary section




Form Completion

» For each category in the Fee Summary block, enter the negotiated amounts
» The difference at the bottom reflects the total agreement amount.




Form Completion

» Scroll down and complete the Agreement Checklist and AG Checklist
sections




Add Line ltems

» You must now add line items to make the difference S0.00

» Note: Each amount must be added as a separate line item (Basic services, additional
services, etc.)

» To add Line Items click the Agreement Details tab




Add Line ltems

» Click Add




WBS Codes

» To Add a New Line, click the arrow next to WBS Code
» Click Collapse
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WBS Codes

» Click the plus (+) next to the AE Line
» Choose the appropriate category and click Select

O N
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Add Line ltems

» Enter a Short Description
» Enter Fee Category Information (only use one fee category per line item)
» Click OK
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Add Line ltems

» Line Item will populate in Agreement Details
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Add Line ltems

» Continue adding items as necessary
» The Total Amount should match the Amount from the General block
and the Difference should be $0.00
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Submit Agreement

» Add any necessary documentation by clicking “Add Attachment”
» Reminder: Documents must first be uploaded into Document Manager

» Choose a Workflow Action
» Click “to” and choose who to sent the record to

>
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Submit Agreement

» “To” box will populate with the recipients name
» Click Send

\O
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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