
Professional Services Pay Request
Consultants
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Purpose and Procedure
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‣ All Pay Requests will be submitted through the SFC-150999
Consultant List Project. All other work will be done in your Agency 
Project (e.g. DNR, DRC, etc.)

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

‣ References and relates directly to the schedule of values (SOV) 
line item amounts as outlined in the Consultant’s Agreement

‣ Workflow
Created by: Consultant Submitted to: Project Manager Approval 
Sent to: Consultant Update (if necessary)  Sent to: Consultant 
Contract Manager for Validation  Sent to: OFCC for Payment Process



Creation Step
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‣ Consultant:

‣ Creates the Professional Services Pay Request

‣ Submits the Request for Approval

‣ Note: Any documents that need attached to the 
pay request must be uploaded into Document 
Manager first
‣ For information on Document Manager, please refer 

to the Job Aid on the OFCC website, ofcc.ohio.gov, 
under All Users



PS Pay Request Creation
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‣ In Oaks CI navigate 
to:
‣ Logs -> Professional 

Services Pay 
Request

‣ Click New



Complete Form
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‣ Fill out the information in the General and Payment Requested 
blocks



Review SOV
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‣ 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



Review SOV
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‣ 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



Review SOV
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‣ This is how your SOV will look in Excel
‣ Note: This file is for reference only. It cannot be re-imported into OAKS CI



Add Line Items
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‣ Click on the Pay Request Detail Tab
‣ Click Add



Add Line Items
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‣ 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



Add Line Items
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‣ Continue Adding Line Items as necessary
‣ 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



Add Attachments
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‣ 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
‣ Select File and click OK



Submit Record
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‣ Choose Workflow Action Submit



Submit Record
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‣ You must now choose the PM to send the record to
‣ Click the “To” button and choose the appropriate person
‣ The “To” box will populate with their name



Submit Record
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‣ Click Send



What if I want to know the status 
of my Record?
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Finding the Record Status
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‣ Navigate to Logs, choose Record type, view Status column
‣ For more detail, double-click the record to open



Finding the Record Status
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‣ Review Task Details
‣ Click Workflow Progress link to view status of the record



Finding the Record Status
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View the workflow of the Record 
from Creation to End

Diagram view of the workflow



Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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