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Consultant Amendment

• Prior to creating a Professional Services (Consultant) 
Amendment record in OAKS CI:

• Consultant will email project team with the Amendment request 
• The request must be on their company’s letterhead.

• A Consultant Reservation must be created by the PC or PM
• Once the Amendment has been created and submitted the 

Reservation status must be updated to Complete
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Amendment Process
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Notes on Amendments

• Revisions to the scope of work of a Professional Services 
Provider requires written authorization from the Contracting 
Authority

• Adjustments in basic services fees, additional services, or 
reimbursable expenses resulting from changes in scope of 
work or additional time must be processed and approved by 
the Contracting Authority with revisions in funding certified 
by the Owner
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Purpose & Procedure

• The PS (Consultant) Amendment Business Process (BP):

• Provides for the submission, review, and approval of 
amendments to the Professional Services Agreement

• Provides the Amendment document and other 
necessary communication using custom prints
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‣ Log into OAKS CI

a. Click + sign

b. Type project name or 
number in search bar

c. Click appropriate 
project to open

a
b

c

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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• Click  Logs 

• Select: Professional 
Services Amendments

• Click Create

• If given a Workflow Option: 
Select - Consultant List 
Amendment

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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• Fill out the General section (All Items 
with a red * are required)

• To enter the Contract Reference, 
click Select button and choose the 
appropriate contract

• Complete Summary field 
information to ensure the Custom 
Print provides all necessary details

PS (Consultant) Amendment 
Agency Consultant Coordinator
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PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)

• Scroll down form

• Complete all fields 
• Click the Amendment Details tab
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a) To add Line Items click Add

b) If you are referencing a 
current line in your 
agreement click the select 
button next to Reference

c) Highlight a Line Item and 
click Select

d) Fill out the Amount field

e) Click Save & Add New to 
add another line, otherwise 
click Save

a
b c

d

e

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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a) If you are creating a new 
Line Item, click the 
button next to WBS Code

b) Click the Collapse button 

c) Choose CBS code and 
click Select

d) Fill out required fields 
marked with a red *

e) Click Save & Add New to 
add another line, 
otherwise click Save

a

b

c

d

e

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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f) Saved Line Items will 
display

g) When all lines have 
been added, note the 
Total Amount 

h) Click the General tab

h

g

f

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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Once record is complete:

a) Click Save
b) Click the menu button
c) Print --> Custom

b

a

c

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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d) Select: Consultant 
Amendment

e) Click : OK
d

e

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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f) Double click 
on the 
document

g) Click Enable 
Editing and 
update any 
necessary 
fields

Once complete 
Save the document 
to your computer f

g

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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h) Click the attachments button in the Attachments tab
i) Choose Document Manger
j) Navigate Document Manager to find your file
k) Highlight the appropriate file
l) Click Select

h

i
j

k

l

PS (Consultant) Amendment 
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The screen will close:

‣ Your attachment will 
display under the 
Attachments tab

‣ When the record is ready 
to move forward, click the 
Send button

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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‣ Verify Workflow Action

‣ Click Send

‣ The record will move forward to PM 
for Amendment Proposal Review 

PS (Consultant) Amendment 
Agency Consultant Coordinator (Create)
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PS (Consultant) Amendment 
PM (Review and Controlling Board)

Project Manager will 
receive a notification 
from OAKS CI via email:

Click the link in the email or:

 Log into your project 
 Click Tasks
 Double click the record 
to open
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 Click Accept

PS (Consultant) Amendment 
PM (Review and Controlling Board)
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 Review record and 
attachments

 Scroll down to: 
Controlling Board 

 If Controlling Board has 
been approved:
 Select Yes
 Enter Controlling 

Board Number and 
Date

 If Controlling Board has 
not been Approved:
 Select No
* if you choose: No, the 
record will come back to you 
after the Consultant 
signature for Controlling 
board information

PS (Consultant) Amendment(PM Review and 
Controlling Board (if necessary)*
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Professional Services (Consultant) Agreement 
PM (Review and Controlling Board) Submit to Consultant

• Click Send at the top of 
the record

 Choose workflow action:

If ‘Accept Contract’ workflow action is chosen, 
record will go to the Consultant for Signature

If ‘Return for Clarification’ workflow action is 
chosen, record will go back to ACC for update, 
please ensure that you add General Comments

 Click Send
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Consultant will receive a 
notification from OAKS CI 
via email:

Click the link in the email or:

 Log into your project 
 Click Tasks
 Double click the record 
to open

Professional Services (Consultant) 
Amendment  Consultant Signature
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PS (Consultant) Amendment 
Consultant Signature

Click Accept
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 Open document in 
attachments tab

 Print and sign the 
attached  agreement, 
scan copy of signed 
agreement to your 
computer

 Attach signed 
agreement with the 
supporting 
documents

PS (Consultant) Amendment
Consultant Signature (Attach Documents)
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1) Under the Attachments tab on 
the right side of the record, click 
the attachments button 

2) Choose Browse

3) Navigate to the folder where the 
document is stored; select the 
document you wish to attach

4) Click Select

1

2

3

4

PS (Consultant) Amendment
Consultant Signature (Attach Documents)
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The Document Manager screen will close:

The added attachment(s) will be updated 
and display under the Attachments tab  

‣ When the record is ready to move 
forward, click Send

Professional Services (Consultant) Agreement 
Project Coordinator (DocuSign Initiation)
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Choose Workflow 
Action:

If you choose ‘Amendment 
Signed’ the record will go To OFCC 
Consultant Contract Manager for 
Contract Assignment Number’ 

If you choose ‘Return for 
Clarification’ record will go back 
to ACC for Update

 Click Send

PS (Consultant) Amendment
Consultant Signature 
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PS (Consultant) Amendment
OFCC (Contract Number Assignment)

Consultant Contract 
Manager will receive a 
notification from OAKS 
CI via email:

Click the link in the 
email or:

 Log into your project 
 Click Tasks

 Double click the 
record to open
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PS (Consultant) Amendment
OFCC Contract Number Assignment

 Click Accept
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PS (Consultant) Amendment
OFCC Contract Number Assignment

Check the following on 
the General tab:

• Review the Amendment 
document, backup 
documentation and 
record information. If 
everything is correct issue 
a Contract Number in FIN 
to be used by the agency 
for PO approval and set 
the maximum contract 
amount. 
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PS (Consultant) Amendment
OFCC Contract Number Assignment

 Complete Releases 
section

 Click Send
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PS (Consultant) Amendment
OFCC Contract Number Assignment

 Choose Workflow 
Action:

If you choose ‘Contract 
Number issued’, record will 
go to the Agency Owner 
Financial for Funding 
Certification

If you choose ‘Return for 
Clarification’, record will go 
back to ACC for update

 Click Send
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PS (Consultant) Amendment
Owner Financial (Funding Certification)

Owner Financial will 
receive a notification 
from OAKS CI via email:

Click the link in the 
email or
 Log into your project 

 Click Tasks

 Double click the 
record to open
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Professional Services (Consultant) Agreement 
Owner Financial (Funding Certification)

 Click: Accept
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Professional Services (Consultant) Agreement 
Owner Financial (Funding Certification)

 Review record

 Create the 
Purchase Order in 
OAKS FIN or your 
financial system 
of record



38

‣ Record the Purchase Order information in this record:

a. Open the Purchase Order tab
b. Click Create

b

a

Professional Services (Consultant) Agreement 
Owner Financial (Funding Certification)
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Record the Purchase 
Order in this record:

c. Complete the 
General block, 
scrolling down to 
all required fields

d. In PO Type 
section, Keep 
OAKS PO Amount 
field empty

e. Click PO 
Distribution Lines 
tab to add Fund 
Codes

c

d

e

Professional Services (Consultant) Agreement 
Owner Financial (Funding Certification)
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hComplete Record:

h. Click General tab
View upper form

i. Enter the OAKS PO 
Amount

j. Click Submit Editing
i

j

Professional Services (Consultant) Agreement 
Owner Financial (Funding Certification)
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Complete Record:

• When the record is 
ready to move 
forward, click Send

Professional Services (Consultant) Agreement 
Owner Financial (Funding Certification)
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 Choose: 
Workflow Action

• If you choose ‘Funding 
Certified’, record will 
go to Contracting 
Authority for 
Signature

• If you choose ‘Return 
for Clarification’, 
record will be returned 
to ACC for update

 Click Send

Professional Services (Consultant) Agreement 
Owner Financial (Funding Certification)
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Professional Services (Consultant) 
Agreement Contracting Authority (Signature)

Contracting Authority 
will receive a 
notification from 
OAKS CI via email:

Click the link in the 
email or :
 Log into your project 

 Click Tasks

 Double click the 
record to open
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Professional Services (Consultant) Agreement 
Contracting Authority (Signature)

 Click: Accept
 Print and sign the 

agreement, scan copy to 
your computer

 Attach signed 
agreement to record
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Attach all necessary documents:

1) Under the Attachments tab on 
the right side of the record, click 
the attachments button 

2) Choose Browse

3) Navigate to the folder where the 
document is stored; select the 
document you wish to attach

4) Click Select

1

2

3

4

Professional Services (Consultant) Agreement 
Contracting Authority (Signature)
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The Document Manager screen will close:

The added attachment(s) will be updated 
and display under the Attachments tab  

‣ When the record is ready to move 
forward, click Send

Professional Services (Consultant) Agreement 
Contracting Authority (Signature)
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Professional Services (Consultant) Agreement 
Contracting Authority (Submit to ACC for Document Load)

 Choose: Workflow 
Action 

• If you choose ‘Signed’ the 
record will go to the ACC for 
Document Load

• If you choose ‘Return for 
Clarification’ record will go 
back to ACC for Update

 Click Send
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Professional Services (Consultant) Agreement 
ACC (Final Document Load)

Agency Consultant 
Coordinator will receive 
a notification from 
OAKS CI via email:

Click the link in the 
email or 
 Log into your project 

 Click Tasks

 Double click the 
record to open
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Professional Services (Consultant) Agreement 
ACC (Final Document Load)

Agency Consultant 
Coordinator will receive 
a notification from 
OAKS CI via email:

Click the link in the 
email or 
 Log into your project 

 Click Tasks

 Double click the 
record to open
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 Click: Accept

Professional Services (Consultant) Agreement
ACC (Final Document Load-Submit to Project Manager)
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Professional Services (Consultant) Agreement
ACC (Final Document Load-Submit to Project Manager)

Review attached 
documents, ensure 
that all signatures 
have been acquired

Click Send
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 Choose: Workflow 
Action 

• If you choose ‘AG Approved & 
Documents Loaded’ The 
record will now go to the AE 
for “Notice to Commence 
Services”

 Click Send

Professional Services (Consultant) Agreement
ACC (Final Document Load-Submit to Project Manager)
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Professional Services (Consultant) Agreement
ACC (Final Document Load-Submit to Project Manager)

Review attached 
documents, ensure 
that all signatures 
have been acquired

Click Send
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 Verify Workflow 
Action: Documents 
Loaded

 Click Send

• The record will now go to 
the End step

•

Professional Services (Consultant) Agreement
ACC (Final Document Load-Submit to Project Manager)
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Questions?
Consultant List Assistance:
tasheena.duresky@ofcc.ohio.gov 

OAKS CI Assistance:  
oaksci@ofcc.ohio.gov or 
614-644-2211

Job Aids:
ofcc.ohio.gov (full link below)

OAKS CI Tab
Agency/Higher Ed Training
Local Consultant List Training:
FAQ’s, Training Guides, Consultant List Instructions and Forms, Consultant List 
Brochure

https://ofcc.ohio.gov/OAKS-CI/Agency-Higher-Ed-Training/Locally-Administered-Consultant-List

https://ofcc.ohio.gov/OAKS-CI/Agency-Higher-Ed-Training/Locally-Administered-Consultant-List
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