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OFCC Administration
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OAKS CI Training and Support

To view additional job aids and 
training materials for OAKS CI:

1. Navigate to ofcc.ohio.gov
2. Mouse over the OAKS CI tab
3. Click Agency/Higher Ed Training 

Before proceeding through this training 
document, it is recommended you view the 
Introduction to OAKS CI job aid.

For additional help, please contact the OAKS 
CI Support Desk - oaksci@ofcc.ohio.gov

3
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https://ofcc.ohio.gov/Portals/0/Introduction%20to%20OAKS%20CI-%20Cloud%209-2019.pdf?ver=2019-09-17-171637-320
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• OFCC will continue to utilize a centralized list of vendors, and 
business processes integrated into OAKS CI, for the procurement 
and administration of Consultant List projects.

• There is a maximum limit of $250K award to any firm during the 
biennium, similar to previous years. 

• There will only be one Consultant List Agreement between OFCC 
and Consultant, housed within the project, it will no longer be 
housed in the SFC-xx0999 project. 

Overview of the New Consultant List Process
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One-Stop Shop for Consultant List 
Information
Consultant List Assistance:
tasheena.duresky@ofcc.ohio.gov 

OAKS CI Assistance:  
oaksci@ofcc.ohio.gov or 614.644.2211

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

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

https://ofcc.ohio.gov/OAKS-CI/Agency-Higher-Ed-Training/Locally-Administered-Consultant-List
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Consultant List Process
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Project Request
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Project Request
‣ Prior to completing any work in OAKS CI, the OAKS CI Project (Initiation) 

Information form must be completed and submitted to 
oaksci@ofcc.ohio.gov

‣ The form can be located at ofcc.ohio.gov under:
‣ Documents tab  Standard Forms
‣ Concept Development  OAKS CI Project Information (Agency/Higher Ed)

mailto:oaksci@ofcc.ohio.gov
https://ofcc.ohio.gov/Portals/0/F010-03-CI-OAKSCI-ProjectInformation%20Update%20%28June%202019%29.docx
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Identify Consultants
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Identify Consultants

• Determine if selection is a Pick 1 or Pick 3 
• If over $100K, Pick 3 Vendors
• If under $100K, Pick 1; however, a Pick 3 is still an option

• In order to identify Consultants for use, the OFCC Project 
Manager will (PM) will run the below report:
• Consultant List Vendors Report- identify consultants based on 

Capacity, Location and Discipline(s)
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Identify Consultants
‣ In order to find applicable consultants, run the user defined report in OAKS CI 

previously mentioned
‣ Log into OAKS CI
‣ Click the + sign
‣ Click Company Workspace
Please note: The report is housed in Company Workspace not within your project
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Identify Consultants- Consultant List 
Vendors Report
‣ Click Reports 

‣ Click User Defined
‣ Double click the Report titled :  Consultant List Vendors
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‣ Select query 
parameters
‣ Choose CSV 

format
‣ Click Run

Identify Consultants –
Consultant List Vendors Report
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‣ Click link to open
‣ View File (report can 

be saved to your 
computer)

Identify Consultants - Consultant List 
Vendors Report
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The Agency Consultant Coordinator(ACC) will:
• Reserve Consultant(s) to ensure their capacity is blocked for 

usage
• Reservations update nightly (once reservation is created, 

it will reflect in the OAKS CI Vendor report the next 
business day)

• A reservation must be created for each project utilizing a 
consultant from the list 

Consultant Reservation
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Create Reservation for Consultants
‣ In order to reserve a Consultant from the Consultant List, you must create a 

Reservation record in OAKS CI 
‣ Log into OAKS CI

‣ Click the + sign
‣ Click Company Workspace

Please note: The reservation is created in Company Workspace not in your project
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Create Reservation for Consultants

‣ Click Company Logs

‣ Select Reservations
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Create Reservation for Consultants
‣ Click Create
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Create Reservation for Consultants
‣ Complete form by following instructions, all * fields are mandatory
‣ Use Active status during selection process
‣ Click Submit when complete



20

Create Reservation for 
Consultants

‣ Sample of Completed Reservation
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Create Reservation for Consultants

‣ If there are no firms interested in your project opportunity, 
release reservations for each consultant in OAKS CI

‣ Follow up with Project Team in order to attain new firms to pursue 
‣ Create new Reservations
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Release Reservation

‣ The ACC must release the reservation:

‣ For any Consultant(s) not selected or not interested

‣ Once an Agreement has been initiated for the chosen 
consultant
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‣ You must release the reservation for any Consultant(s) not selected, and when the 
chosen consultant has an initiated agreement 

‣ Log into OAKS CI
‣ Click the + sign

‣ Click Company Workspace

Please note: The reservation is released in Company Workspace not within your project

Release Reservation
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Release Reservation
‣ Click Company Logs

‣ Select Reservations
‣ Double click the Reservation you wish to release
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Release Reservation
‣ Click Edit
‣ Change Status from Active to Complete
‣ Click Submit
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Release Reservation

‣ Release each reservation for each consultant in 
OAKS CI, not chosen.
‣ Release the reservation for the chosen consultant 

once the Agreement has been created
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Consultant Vendor Record

The Consultant Vendor record must be in the project 
prior to the creation of the Professional Services (PS) 
(Consultant) Agreement
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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

Create Vendor Record (PC)
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‣ Once in your project:

a. Click Data Manager

b. Click Project Vendors K12 a

b

Create Vendor Record (PC)
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c. Click Create to open a 
new record

Complete all fields

d. Click Address tab to 
update Vendor address

e. Click Submit

c

e

Create Vendor Record (PC)

d
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Professional Services (Consultant) 
Agreement

Create, Review, and Approve Agreement
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Professional Services (Consultant) Agreement 
Purpose

• This Business Process (BP) utilizes the information presented in 
the Technical Proposal to develop the contract language and fee 
requirements for the Professional Services (Consultant) 
Agreement.

• Upon completion of this BP, the Professional Services Provider 
(Consultant) receives:

• A  contract 
• Authorization to proceed with the work 

• The Professional Services (Consultant) Agreement BP also 
establishes the Schedule of Values (SOV) for Professional Services 
(Consultant) Pay Requests.
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Consultant Agreement

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

Ensure that you have closed the reservations for the Consultants 
not chosen

Ensure that you have submitted a signed OAKS CI Request for 
Access form for the chosen Consultant to the OAKS CI Support 
team.

Ensure that you have added the Consultant to the project, via the 
Project Vendor record
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Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Create)

• Project Coordinator will:
• Initiate the Professional Services (Consultant) 

Agreement
• Initiate Agreement in OAKS CI
• Initiate DocuSign
• Attach all finalized documents :

• Final Negotiated Technical/fee proposal
• Clean search of State Auditor (State Auditor website)
• Exhibit A: Consultant Standard Terms and Conditions
• Updated Exhibit B: Consultant Scope of Services (with 

updated schedule, if needed) 
• Attach the previously uploaded documents by Consultant*
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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

Professional Services (Consultant) 
Agreement Agency Consultant Coordinator 
(Create)
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• Click  Logs 

• Select -
Professional 
Services 
Agreements

• Click Create

• If given a Workflow 
Option: Select -
Consultant List –
Local Admin

Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Create)
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Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Create)

• Each section of the 
record requires entry of 
relevant information.

• Complete fields in 
the General tab as 
appropriate
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Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Create)

Scroll down page:
Requirements block

• Complete blocks 
– you may enter 
‘See Attached’ if 
referenced 
documents are 
attached to the 
record
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Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Create)

Scroll down page:
Fee Summary block:

• For each category in the 
Fee Summary block enter
negotiated amounts.

• Line Item Amounts and 
Difference fields are auto-
populated

Auto-populated

Negotiated 
amount
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Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Add Details)

Scroll down form:

Agreement Checklist Block:
Complete all fields and be 
prepared to attach all required 
documents

Controlling Board Block:
If Controlling Board has been 
approved:
Select Yes and
Provide Controlling Board 
number and date 

If Controlling Board has not 
been approved
Select No
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Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Add line items)

• Line items are used to develop the Schedule of Values 
agreed to in the technical proposal

• Once the Agreement is approved, the line items will form 
the basis for each PS (Consultant) Pay Request

• Add as many line items as necessary for this record to define 
the proposed compensation items
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a) Open the Agreement Details Tab

b) Click Add to begin adding Line Items 

Professional Services (Consultant) Agreement Agency 
Consultant Coordinator (Add line items)

b

a
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c) Click the Select button 
next to WBS Code

d) In the new window, click 
the Collapse button

Professional Services (Consultant) Agreement Agency 
Consultant Coordinator (Add line items)

c
d
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Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Add line items)

Frequently Used Line items for Basic Services

Description WBS Code
1) Pre-Design Services AE-BS-PD
2) Schematic Design AE-BS-SD
3) Design Development AE-BS-DD
4) Construction Documents AE-BS-CD
5) Bidding and Award services AE-BS-BA
6) Conform Documents AE-BS-CN
7) Construction Administration AE-BS-CA
8) Closeout services AE-BS-CL
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Professional Services (Consultant) Agreement 
Agency Consultant Coordinator (Add line items)

Frequently Used Line items for Additional Services 
and Reimbursables

Description WBS Code
1) Field Investigation                                               AE-AS-OT 
2) Multiple Phases                                                   AE-AS-OT 
3) Testing (geotechnical or other)                         AE-AS-TI  
4) Printing                                                                  AE-RE-DP
5) Plan Approval and Permits                                 RF-GF-PP 
6) Advertisement                                                     AE-RE-OT 
7) Special Inspections                                              AE-RE-OT 

45
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e) Click the arrow next to the 
AE Line

f) Choose a category

g) Click Select

Professional Services Agreement

e

f

g
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h) Enter a Short Description

i) Enter Fee Category Information 
‣ See example Line Items to the right:
‣ The Line Item in Example 1 identifies 

Basic Services 

‣ The Line Item in Example 2 falls under 
Reimbursable Costs

‣ The record will not move forward if the 
amounts are in the incorrect Fee 
Category

j) Click “Save & Add New” to 
continue adding all necessary 
line

Professional Services Agreement

h

i

j

Example 1 Example 2
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‣ Line Items will populate under Agreement Details
‣ Double click the line item to make adjustments

Professional Services Agreement
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‣ When all line items have been added, 
take note of the Total Amount on the 
Agreement Details tab.

‣ This should match the Total 
Agreement Amount from the General 
tab and the Difference should be 
$0.00 (see next slide)

Professional Services Agreement
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a) Open the General tab

b) Scroll down to the bottom of the 
Fee Summary section

c) Ensure the Total Agreement 
Amount is equal to the Line Item 
Total. The Difference in each 
category as well as the Total 
Difference must equal $0.00

b

c

a

Professional Services Agreement
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Once record is complete:

a) Click the Menu at the top 
right of the record

b) Click Print

c) Select Custom

Professional Services (Consultant) Agreement Agency 
Consultant Coordinator  (Create Custom Print)

a

b
c
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d. Select: Consultant Agreement
e. Click : OK

e

d

Professional Services (Consultant) Agreement Agency 
Consultant Coordinator  (Create Custom Print)



53

Open the document 

f. Click Enable Editing and 
update any necessary 
fields.

Once complete, Save the 
document to your computer

f

Professional Services (Consultant) Agreement Agency 
Consultant Coordinator  (Create Custom Print)
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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

Professional Services (Consultant) Agreement Agency Consultant 
Coordinator  (Create Custom Print)
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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 (Submit to Project Manager)
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‣ Verify Workflow Action - Submit

‣ Click Send

‣ The record will move forward to the 
PM for Review

Professional Services (Consultant) Agreement – Project 
Coordinator (Submit to Project Manager)
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Professional Services (Consultant) Agreement 
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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Professional Services (Consultant) Agreement 
PM (Review and Controlling Board)

 Click Accept
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Professional Services (Consultant) 
Agreement (PM Review and Controlling Board*)

 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
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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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‣ Project Coordinator receives email

‣ Click on the “Unifier Login” button to 
access the task

Professional Services (Consultant) Agreement 
Project Coordinator (DocuSign Initiation)
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‣ Click Accept

Professional Services (Consultant) Agreement 
Project Coordinator (DocuSign Initiation)
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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

Professional Services (Consultant) Agreement 
Project Coordinator (DocuSign Initiation)
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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

Professional Services (Consultant) Agreement 
Project Coordinator (DocuSign Initiation)
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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:
DocuSign Initiated

 Click Send

The record will now go to the 
Project Manager for 
Controlling Board information

Professional Services (Consultant) Agreement 
Project Coordinator (DocuSign Initiation)
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Professional Services (Consultant) Agreement 
Project Manager (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

*This step will only occur if the PM did
not provide Controlling Board information
at the PM Review step
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Professional Services (Consultant) Agreement 
Project Manager (Controlling Board)*

 Click Accept
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Professional Services (Consultant) Agreement 
Project Manager (Controlling Board)*

 Scroll down to: 
Controlling Board 

 Complete Controlling  
Board block:
 Select Yes
 Enter Controlling 

Board Number and 
Date
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Professional Services (Consultant) Agreement 
Project Manager (Controlling Board)*

 When the record is 
ready to move 
forward, click Send
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 Choose workflow 
action:

If ‘CB Approved’ workflow action 
is chosen, record will go to OFCC 
for Contract Number Assignment

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

Professional Services (Consultant) Agreement 
Project Manager (Controlling Board)*
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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

Professional Services (Consultant) Agreement 
OFCC Consultant Contract Manager (Contract 
Number Assignment)
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 Click Accept

Professional Services (Consultant) Agreement 
OFCC Consultant Contract Manager (OFCC Contract Number)



74

Professional Services (Consultant) Agreement 
(OFCC Contract Number)

Check the following:
1)Does the consultant have 
available capacity for this 
project?

2) Is there a reservation for 
this consultant in OAKS CI?

3) Were other reservations 
cancelled (if needed) for any 
other consultants not chosen 
on this project?

4) Has controlling board been 
approved?

 Complete 
Releases block
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Once complete:

 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

Professional Services (Consultant) Agreement 
Consultant Contract Manager (Submit to Consultant)
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Professional Services (Consultant) Agreement 
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
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‣ 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 ‘PO Attached’, 
record will go to Project 
Coordinator for DocuSign 
Load

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

 Click Send

Professional Services (Consultant) Agreement 
Owner Financial (Funding Certification)
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Project 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

Professional Services (Consultant) Agreement 
Project Coordinator (Final Document Load)
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 Click: Accept

• Download DocuSign 
executed Agreement

• Agreement must be 
signed by Attorney 
General, obtain AG 
signature 

• Attach FULLY executed 
Agreement document 
and all necessary 
supporting documents 

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

 Choose workflow 
action: AG Approved 
and DocuSign Loaded

 Click: Send

• The record will now go 
to the Project Manager 
for “Notice to Proceed”
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Professional Services (Consultant) Agreement 
Project Manager (Notice to Commence Services)

Project Manager will 
receive a notification 
from Unifier (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 
Project Manager (Notice to Commence Services)
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Professional Services (Consultant) Agreement 
Project Manager (Notice to Commence Services)

 Review attached 
documents, ensure 
that all signatures 
have been acquired
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Once record is complete:

a) Click the Menu at the top 
right of the record

b) Click Print

c) Select Custom

a

b
c

Professional Services (Consultant) Agreement 
Project Manager (Notice to Commence Services)
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d. Select: AE Notice to Commence Services
e. Click : Print

e

d

Professional Services (Consultant) Agreement 
Project Manager (Notice to Commence Services)
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f. Open downloaded 
form, Click Enable 
editing

‣ Make updates as 
necessary

‣ Save Document to 
computer

‣ Attach Document to 
Record

f

Professional Services (Consultant) Agreement 
Project Manager (Notice to Commence Services)
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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 
Project Manager (Notice to Commence Services)
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The Document 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 Manager (Notice to Commence Services)
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‣ Verify Workflow

‣ Use the CC field to carbon copy 
other users in the project

‣ Click Send to Distribute

‣ The record will now end

Professional Services (Consultant) Agreement 
Project Manager (Notice to Commence Services)
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Professional Services (Consultant) 
Pay Requests
Create and Review
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Professional Services (Consultant) Pay Request
Purpose and Procedure

‣ 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
‣ Important reminder to all Consultants: Pay Request’s which 

were previously created and approved in the SFC -999 
project, must now be created and approved in the Local 
Project
‣ Workflow:
‣ You will continue to use the current workflow currently 

in place in your Locally Administered projects
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Professional Services (Consultant) Pay Request
Consultant - Creation

‣ Consultant/AE:
‣ Create the Professional Services (Consultant) 

(Consultant) Pay Request
‣ Submit the Pay Request for Approval
‣ Note: Any documents that must be attached to the pay 

request must be uploaded into Document Manager first
‣ For information on Document Manager, please refer 

to the Job Aid located at the OFCC website, 
ofcc.ohio.gov
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Professional Services Pay Request
‣ Workflow Steps

Creation (A/E) PM Approval

PC Validation PM Supervisor Review

Payment Authorization 
(Owner)

Payment Process
(Owner Financial)

Click the boxes to 
navigate directly to 
each section

PM Supervisor Review step only 
occurs when this pay request 
represents Final Payment.  
Otherwise Continue to the 
Payment Authorization step. 

*
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Subcontractor/Supplier Declaration 
Review Validation (PC)
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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

Professional Services Pay Request Creation (A/E)
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‣ In OAKS CI navigate to:

‣ Logs -> Professional 
Services Pay Request

‣ Click Create

Professional Services Pay Request - Create (A/E)
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a) Enter the required * fields 
in the General section

‣ Enter the Title
‣ Select Contract Reference
‣ Select Period From and Period To

Professional Services Pay Request - Create (A/E)

a
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b) Enter the required * fields in the 
Payment Requested section

‣ 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 ($)
‣ Enter the amount of the current payment 

request

b

Professional Services Pay Request - Create (A/E)
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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 the Menu at the top 
right of the record and 
select SOV

Professional Services Pay Request - Create (A/E)
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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 may need to scroll to the right to find the column)

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

Professional Services Pay Request - Create (A/E)
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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.

Professional Services Pay Request - Create (A/E)
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‣ Enter a line item corresponding to 
each item on the Schedule of 
Values (SOV) from the agreement 
for which payment is requested

a) Open the Pay Request Details tab
b) Click the Add button

Professional Services Pay Request - Create (A/E)

a

b
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c) Click on the arrow next 
to WBS Code

d) Choose the 
appropriate line item

e) Enter a Short 
Description and the 
Amount 

f) To add additional lines, 
click Save & Add New, 
otherwise click Save

Professional Services Pay Request - Create (A/E)

c

e

f

d
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g) Once all lines have been added, the 
Line Item information will display

h) Note the Total Amount field at the 
bottom of the record

Professional Services Pay Request - Create (A/E)

g

h
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‣ Open the General tab and scroll down to the Payment Requested Section

‣ Ensure that the Total Amount displayed from the Pay Request Details tab 
equals the Amount entered in the Payment Requested section, and the 
Difference equals $0.00

Professional Services Pay Request - Create (A/E)
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Upload all documents to Document 
Manager prior to attaching 
documents

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

2) Choose Document Manager

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 Pay Request –
Attach Supporting Documentation
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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 Pay Request - Create (A/E)
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‣ Verify Workflow Action
‣ Click Send
‣ The record will now go to PM 

Approval

Professional Services Pay Request - Create (A/E)
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Professional Services Pay Request 
PM Approval
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Professional Services Pay Request PM Approval

‣ PM receives an Email

‣ Click on the “Unifier Login” 
button to access the task
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‣ Click Accept to begin 
work on the task

PM Approval
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a) Review the information in 
the General tab

b) Scroll down to the Payment 
Requested block

a

b

PM Approval
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c) Review the pay request to 
determine if it accurately 
reflects work completed to 
date. Review invoice for 
any reimbursables. 

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

c

d
PM Approval
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‣ If the record is ready to move 
forward to PC Validation:
‣ Choose Recommend Approval
‣ Click Send

‣ If record must be returned to the 
Associate for Update :
‣ Choose Return for Clarification 
‣ Click Send

PM Approval
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Professional Services Agreement
Pay Request Payment Processing

(Owner Financial)
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‣ As the Owner Financial representative you will:

‣ Create the Voucher (check) in your own financial system of record
‣ Record a Voucher Record in OAKS CI
‣ Pull the Voucher Record into the Pay Request

Professional Services Agreement Pay Request
Payment Processing (Owner Financial)
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Payment Processing (Owner Financial)

‣ Owner Financial receives an Email

‣ Click on the “Unifier Login” button 
to access the task
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Task Action (Owner Financial)

‣ Click Accept Task
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Payment Processing (Owner Financial)

‣ Review information 
in the General tab
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a) Open the Voucher tab

b) Click Create 

Payment Processing – Create Voucher 
(Owner Financial)

b

a
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‣ Under the General tab:

‣ Title the Record
‣ Set the Record Status to: Paid
‣ Choose Financial System of Record

Payment Processing (Owner Financial)
Record Voucher
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‣ Scroll down the General 
tab using the slider

‣ Pay request details 
should be populated

Payment Processing (Owner Financial)
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a) Scroll down to 
Voucher Line 1

b) Click the button to 
choose OAKS PO 
Name

c) Highlight appropriate 
PO

d) Click Select

Payment Processing (Owner Financial)

b

a

c

d
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e) Enter PO Amount 
e

Payment Processing (Owner Financial)
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f) In the Voucher Details 
Section Enter: 

‣ Voucher ID number 
(Check #)

‣ Payment Date
‣ Payment Method
‣ Payment Amount

Payment Processing (Owner Financial)

f
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‣ Open Voucher 
Distribution Lines tab

‣ Click Add

Payment Processing (Owner Financial)
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a) Click the button to select a 
Fund Code

b) Highlight a Fund Code

c) Click Select
a

b

c

Payment Processing (Owner Financial)
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d) Enter Short Description and 
amount

e) Click Save or Save & Add New 
to add additional funding lines

Payment Processing (Owner Financial)

d

e
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‣ Your line(s) will show in 
the Voucher Distribution 
Lines tab

‣ Click Submit to finish 
recording the voucher

Payment Processing (Owner Financial)
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a) Return to the 
General tab

b) Scroll down to the 
Voucher 
Information
section

c) Click the button to 
select previously 
recorded Voucher

d) Highlight Voucher

e) Click Select

Payment Processing (Owner Financial)
a

b
c

d

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

Payment Processing (Owner Financial)
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‣ Verify Workflow Action

‣ Click Send

‣ This will end the Professional Services 
Pay Request Workflow

Payment Processing (Owner Financial)
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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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