
Professional Services Pay Request
Specialty Consultants
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Purpose and Procedure
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йProvides for the submission, review, and approval of interim 
or final payment requests for services completed by the 
consultant

йReferences and relates directly to the schedule of values 
ό{h±ύ ƭƛƴŜ ƛǘŜƳ ŀƳƻǳƴǘǎ ŀǎ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ /ƻƴǎǳƭǘŀƴǘΩǎ 
Agreement

йWorkflow

Created by: ConsultantĄ Submitted to: OFCC Staff Approval Ą
Sent to: Consultant Update (if necessary) Ą Sent to: OFCC Fiscal 
Review Ą Sent to: OFCC for Payment Process



Creation Step
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йConsultant:

йCreates the Professional Services Pay Request

йSubmits the Request for Approval

йNote: Any documents that need attached to the 
pay request must be uploaded into Document 
Manager first
йFor 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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йIn Oaks CI navigate 
to:
йLogs -> Professional 

Services Pay 
Request

йClick Create



Complete Form
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йFill out the information in the General and Payment Requested 
blocks



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

йClick SOV at the top of your window



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

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



Review SOV
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йThis is how your SOV will look in Excel

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



Add Line Items
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йClick on the Pay Request Detail Tab

йClick Add



Add Line Items
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йClick on the arrow next to WBS Code

йChoose the appropriate WBS Code and click Select

йEnter a Short Description and the Amount 

й/ƭƛŎƪ ά{ŀǾŜ ϧ !ŘŘ bŜǿέ ǘƻ ŎƻƴǘƛƴǳŜ ŀŘŘƛƴƎ ƭƛƴŜǎ

й/ƭƛŎƪ ά{ŀǾŜ ϧ /ƭƻǎŜέ ǘƻ ŦƛƴƛǎƘΦ 



Add Line Items
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йLine item information displays in the Pay Request Details

йContinue to enter line items as necessary

йEnsure 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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йUpload all documents to Document Manager prior to attaching documents to PS 
Pay Request record
йClick Add Attachment
йChoose Unifier Folder and locate your documents
йSelect File and click OK
йDocuments will populate in the lower left of the record



Submit Record
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йVerify Workflow Action
йYou must now choose the person to send the record to
й/ƭƛŎƪ ǘƘŜ ά¢ƻέ ōǳǘǘƻƴ ŀƴŘ ŎƘƻƻǎŜ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǇŜǊǎƻƴ
й¢ƘŜ ά¢ƻέ ōƻȄ ǿƛƭƭ ǇƻǇǳƭŀǘŜ ǿƛǘƘ ǘƘŜƛǊ ƴŀƳŜ



Submit Record
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йClick Send



What if I want to know the status 
of my Record?

15



Basic Record Status
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й In Logs, choose Record type, click on specific Record

й ¢ƘŜ ōŀǎƛŎ ǎǘŀǘǳǎ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ƛƴ ǘƘŜ άwŜŎƻǊŘ 5Ŝǘŀƛƭǎέ ǇǊŜǾƛŜǿ



Workflow Progress
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й /ƭƛŎƪ ά²ƻǊƪŦƭƻǿ tǊƻƎǊŜǎǎέ ƛƴ ǘƘŜ ǇǊŜǾƛŜǿ ǎŎǊŜŜƴ ǘƻ ǾƛŜǿ ǘƘŜ ǎǘŜǇ-by-step 
information about this record


