Professional Services Pay Request
Agency/Higher-Ed




Purpose

» Provides for the submission, review, and approval of
interim or final payment requests for services
completed by the provider

» References and relates directly to the schedule of
values (SOV) line item amounts as outlined in the
Professional Service Provider’s Agreement

» Workflow

Created by: Associate = Submitted to: PM Approval =
Sent to: Associate Update (if necessary) = Sent to: PC

Validation =2 Sent to: PM Supervisor Approval = Sent to:
Owner Payment = Sent to: Payment Process




Roles & Responsibilities

» Professional Services Provider

Creates the pay request record

Submits the record to the Project Manager
Provides clarification and updates as requested
Can also withdraw the payment request
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» Project Manager (PM)

Reviews the payment request record
Requests clarification

Updates

Recommends approval
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» Project Coordinator
» Reviews and confirms that the mechanics of the pay request are accurate
» Ensures that all necessary information and forms are present
» Requests clarification and updates from the Project Manager
» Sends the record to the Owner for payment




Roles & Responsibilities

» Project Manager Supervisor

» Receives this record from the Project Coordinator when this is the final
payment

» Requests clarification and updates from the Project Manager

» Forwards the final payment to the Owner for payment once it has been
approved

» Owner’s Representative
» Authorizes and initiates payment procedures
» Requests clarification or updates from the Project Manager

» Owner’s Financial
» Creates the payment voucher to pay the request
» Records the voucher information in OAKS CI if it was created manually




PS Pay Request Creation

» In Oaks Cl navigate S -
to:
» Logs -> Professional

Services Pay
Request

» Click New




Complete General Block

» Enter the required * fields

» Enter the Title
» Select Contract Reference (Contract Trade Name & the Pay Requests Application #)

» Select Period From (period covered by current payment request)
» Select Period To




Complete Payment Requested Block

» Enter the required *
fields

» Final Payment

» Select Yes if this is the
final pay request for
this agreement

» Invoices for
Reimbursable Exp.
Attached?

» Select Yes if invoices
are attached

» Amount (S)

» Enter the amount of
the current payment
request




Add Notes

» To aid the next person in the workflow process, add
information about this pay request. For example:
» Pre-Design- 100%
» Schematic Design- 90%
» Document Design- 25%




Review SOV

» Prior to adding lines to your pay request, you may want to view the
remaining balance on your SOV (Schedule of Values)

» Click SOV at the top of your window
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Review SOV

» This allows you to look at the Scheduled Value and Commits Remaining Balance
for each of the line items on your SOV

» You can also export the SOV to Excel by clicking Export and choosing the
Summary Schedule of Values Sheet
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Review SOV

» This is how your SOV will look in Excel

» Note: This file is for reference only. It cannot be re-imported into OAKS CI

H - = Summary_Schedule_of Value_Sheet (§) - Excel T i R | 15 4
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Katie Tuttle ~
&D 3{} Calibri Ju aay == o - % General - E[%Conditional Formatting = %“Insert - 2 %Y H
Em - _ $-9% > GFormat as Table~ i Delete - - ]
Pﬂth ~ B I 4u- & L =E==E% T GCE”StthS' EIFormat' &~ ?ﬁ:;&- :;T;P;
Clipboard Font [F} Alignment o Number Styles Cells Editing -
Al A j1 Column: All v
A B C D E F G H -
1 |COIumn:ﬁ.lll
2 |Note: This file is for reference only. The contents of this file cannot be modified and re-imported into the Schedule of Value Sheet.
3
4 |Line Item WBS Item WEBS Code BreakdowdScheduled Value Commits Remaining Balance |% Labor Complete % Materials Complete N
5 1 Insurance CE-01-IN 3500.00 30,00 30,00 $100.00
6 2 Bond CE-01-SB $800.00 $800.00 $0.00 $0.00
7 3 setup Shed CE-01-MBL $700.00 $700.00 $0.00 $0.00
8 4 Shed CE-01-MBM $500.00 $40.00 $0.00 $0.00
2] 5 Earthwork CE-SI-31L $1,500.00 $1,200.00 $20.00 $0.00
10 6 Equipment Rental CE-SI-31M $1,200.00 $960.00 $0.00 $20.00
11 7 Concrete Foundation CE-FC-03L 58,000.00 58,000.00 50,00 50.00
12 8 Foundation Material CE-FC-03M 54,200.00 $4,200.00 30.00 50.00
13 9 Block/5tone Walls CE-FC-04L $5,500.00 $5,500.00 $0.00 $0.00
14 10 Wall Materials CE-FC-04M $4,100.00 $4,100.00 $0.00 $0.00
15 11 Paint CE-FC-07L $500.00 $500.00 $0.00 $0.00
16 12 Paint CE-FC-07M $0.00 $0.00 $0.00 $0.00
17
18
19
20
21
22
23 -
Summary_Schedule_of Value_Sheet ({-) ] ¥

READY H M -——F——+ 100% 11




Add Line Items

» Enter a line item corresponding to each item on the Schedule of Values
(SOV) from the agreement for which payment is requested

» Click on the Pay Request Detail Tab
» Click Add
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Add Line Iltems

» Click on the arrow next to WBS Code

» Choose the appropriate WBS Code and click Select
» Enter a Short Description and the Amount

» Click OK
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Add Line ltems

» Continue Adding Line Items
» Line item information displays in the Pay Request Details
» Continue to enter line items as necessary

» Ensure that the dollar amount entered in the top of the form matches the
dollar amount in the lower form
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Add Attachments

Upload all documents to Document Manager prior to attaching documents
to PS Pay Request record

Click Add Attachment

Choose Unifier Folder and locate your documents
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Select File and click OK
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Submit Record

Choose Workflow Action Submit

Action Details will auto-populate the “to” field
Click Send
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PM Approval Step

» Project Manager:

» Enters the date received

» Reviews the pay request to determine if it
accurately reflects work completed to date

» Can request clarification and update from
the Professional Services Provider or
approve the pay request and submit it to
the Project Coordinator for further
processing
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Finishing the Pay Request
Process

» After PM review, the record will
follow this process:

» Sent for update (If necessary)
» Validated by the Project Coordinator

» Payment Authorized by the Owner’s
Representative

» Payment Processed by the Owner Financial
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Note on Final Pay Request

» If the Professional Services Provider initiates a final pay
request and the PM or PM Supervisor changes the final pay
request status from Yes to No to keep the contract open for
further business as an amendment or payment of addition
change order fees:

» The final payment amount may be processed for services
completed to date

» The record will indicate completed status

» A subsequent payment record can be initiated to include additional
services or adjustments
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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