OAKS

Capital Improvements

Professional Services Pay Request
Specialty Consultants




Purpose & 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

» Workflow

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




Creation Step

» 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




» In OAKS CI navigate
to:

» Logs -> Professional
Services Pay
Request

» Click Create

~

PS Pay Request Creation

@ =V e W=y PRIMAVERA Unifier (Development)

SAO Consultant. . +

Gates

Cost Manager

Data Manager

Document Manager

Logs
Closeout - Professional Services
Fund Allocation
Fund Release
Fund Transfers
Miscellaneous Commit
Miscellaneous Invoice
Professional Services Acquisition
Professional Services Agreements
Professional Services Amendments
Professional Services Fee Allowance
Professional Services Pay Requ...

Professional Services Perfomance __.

Program of Requirements

Purchase Orders

Request for Qualifications

Agency » Ohio Facilities Co... >

Professional Services P

Actions « \

Title

Tech Inc. PR#1

Test of Update to BP
M ©C-090001-01
CCI1-090001-01
OCI-09001-01

=

DMR

EBobo® Tent -08000-1
OC1-0900001-1

Design Services for OCI-(
Design Services for OCI-0
Desing Srv OCI-090001
Design Services For Oci-C

Design Services for OCIN

L= — T — T — N — R — R — ]

design services for oci 091

Total: 50




Complete Form

» Fill out the information
in the General and

Pay ment Re queste d 15 et New rfeios Seices Py Rt - Pt o G000 - Google o x

@& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/1498?__uref=uuu738858349t8 &

L]
b I O C kS . Professional Services Agreements

Search | Find on Page

E Create New Professional Services Pay Request

Title Professional Services Provi...  Agreement Type Total Agreement A.... CAHo...
& ohio-dev-unifier.oracleindustry.com/b ADJ-150006 Firm Name Sands Decker Lid Design 15,000.00 0
E t T H t I . DRC-150002 Archie Architectural ~ Archie’s Architectural Inc. Study 65,000.00 0
a n e r I e Create New Professional Services P4 OCI-140001 - Steve's Electrical | Steve's Electrical Contracting Design 16,000.00 8
Genersl  Pay Request Datails Design Services for DOT 01-00...  Archie's Architectural Inc. Design 70,000.00 0
Design Services for OCI-090...  Archie's Architectural Inc. Design £0,000.00 0

b) Click select button

Organization

n ext to co nt ra ct Ohio Faciliies Construction Gommission

Project Number

Reference

Project Name

c) Choose contract
from list in new ittt

.
WI n d OW Title * Internal Ref. Number

ITest Consultant PR I | ‘
.
d ) ‘ I I C k Se I ect Contract Reference * g Professional Services Provider
|Deswgn Services for OCI-090001 v @ Archie's Architectural Inc

e) Enter Period From e
and Period To dates

Period From * Period To *

5

PM (UTC-5) i)

| 09/30/2020 05:00 PM (UTC-5)




Complete Form

f) In the Payment Requested block, choose Yes/No for Final Payment
g) Enter Amount

h) Choose Yes/No for Invoices for Reimbursable Ex. Attached

Agreement Type EDGE Certified?

Design No

Other Description Received Date

Period From * Period To *

09/0172020 0500 PM (UTC-5) B | 09/30/2020 05:00 PM (UTC-5) i)
4 Payment Requested

Final Payment? * Amount () *

Ho r 5,000.00

Invoices for Reimbursable Exp. Attached? * Line tem Total (§)

Mo v 0.00

Difference ($)
5.000.00




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 the Menu Button = SOV at the top of your window

E Create Mew Professional Services Pay Reguest - Project No. OCI-100001 - Gog...  — O

>
# ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987_ ... Q
Create New Professional Services Pay Request Send Sav@

General  Pay Request Details I S0V /

Export Line ltem Template
4 General

Organization Record HNumber Print »

Ohio Facilifies Construction Commizsion Reload

Project Number Creator Review .

QCl-100001 Matthew Weber Help >,
Close

Project Name Creation Date

SAQ Consuliant List

Project Location Status

w.oracleindustry.com/bp/.../ 14985...




Review SOV

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

[E] scheduls of Values- (Base Record: agree-0001) - Google Chrome = O b4

@ ohio-dev-unifier.oracleindustry.com/bp/sov/view/processing?docid=08&recordid =898 __ uref=uuu366360...
\ Fil it View

éi' Export) [ Import ~ Rows [ Spit [E] Freeze 2| Fund Assignment

m of Values
Currency. United States Dollar (USD)
ltem# Ref Description WES Cods wg
000010 1 Basic Services - Landscape AE-ES-BE 0.00 g2
000020 2 Basic Services AE-BS-BE 0.00 =
000030 3 Change Order Fee Allowance AE-AS-CO 0.00
000040 4 Schematic AE-BS-5D 39.000.00
000050 5 Proffessional Design AE-AE-BE 155.000.00
0000s0 [ Basic Services AE-BS-BE 12.500.00
000070 7 Design AE-BE-0D 32.500.00
00000 a8 Tests AE-AS-TI 0.00
000030 9 tests AE-AS-TI 0.00
000100 10 Test AE-AS-TI 0.00
0oo110 i1 Test AE-AS-TI 0.00
000120 12 Tests AE-AS-TI 0.00
000130 13 Test's AE-AS-TI 0.00
000140 14 Tests AE-AS-TI 0.00
000130 15 testing AE-AS-TI 0.00 g~
000180 16 Test. soil AE-AZ-TI o.00 I¥
290.400.00
L] -
[ appy || ok || Close




Add Line ltems

a) Click on the Pay Request Detail Tab
b) Click Add

[=] Create New Professional Services Pay Requ Mo, OCI-100001 - Goagle Chrome = O X
# ohio-dev-unifier.oracleindustry.co /record/new/upspr/1016/14987__uref=uuu366860808t8
Create New Professional Pay Request send Save = v

Pay Request Details

Actions v [CRIR = Q || B

General

No., [ -- @ WBS Code Code Name Short Description

. Information

Details of the line item Is not available.
Select a line item to view the details

A
Total Amount ¥ 000
Total: 0




Add Line ltems

c) Click the select button next to WBS Code
d) Choose the appropriate WBS Code

e)
f)
g)

Click Select

Enter a Short Description and the Amount

Click “Save & Add New” to continue adding lines or “Save” to finish.

[S] Create New Professional Services Pay Request - Project No. OCI-100001 - Google Chrome

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987__uref=uuu366860808t8
Create New Professional Services Pay Request

General Pay Request Details

send Save = v

AE Basic Services Budget

Short Description *

Basic Services

Professional Services EDGE Certified?
No

Amount ($) *

5,000 DO‘

Subcontractor/Supplier

Type a S

EDGE Certified?

L]
Subcontractor/Supplier Name

Total Amount v - 000
Total: 0

Save & Add New l

[S] Create New Professional Services Pay Request - Project No. OCI-180001 - Google Chrome - o x

& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987_uref=uuu366860808t3

SOV Picker X

Search | Find on Page

Item # Ref  Description €BS Code Breakdown
Add || Actions v Line Item Details b4 000010 1 Basic Services - Landscape AE-BS-BE
Noww §. S WBS Code Code Name y 0o 2 Basic Services AE-BS.BE
4 General / 000060 6 Basic Services AE-BS-BE
WES Code * S d
AE-BS-BE -
Code Name

Search Total: 3 Cancel Search

Cancel
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Add Line ltems

» Saved Line Item information displays in the Pay Request Details tab
» Continue to enter line items as necessary

» The Total Amount of all Line Items will display at the bottom

E Create New Professional Services Pay Request - Project No. OCI-100001 - Google Chrome = O X

8@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987__uref=uuu366860808t8

Create New Professional Services Pay Request send Save = v

General ~ Pay Request Details

E M| aw || acions » |[C|[& v |[a ][ Line tem Details  Aftachments  LinkedRe » 4
NO. 0. == WBSCode Code Name Short Desc... Amount
4 General
-E} 001 AE-BS-BE AE Basic Services Budget Basic Services 5,000.00
WES Code *
AE-BS-BE vy O=
Code Name

AE Basic Services Budget

Short Description ™

Basic Services

s

Proefessional Services EDGE Certified?

No

Amount ($) *
I Total Amount ¥ . 5.00000 I

‘ 5.000.00
Total: 1

Cancel Save




Add Line ltems

» Click the General tab to return

» Ensure that the Total Dollar Amount seen on the Pay Request Details tab

matches the Amount seen on the General tab

\

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987__uref=uuu366860808t8

E Create New Professional Services Pay Request - Project Ne. OCI-100001 - Google Chrome

Create New Professional Services Pay Request

< General >Pay Request Details
ract Reference "

Professional Services Provider

‘ Design Services for OCI-090001 *yO= Archie's Architectural Inc.
Agreement Type EDGE Certified?
Design No
Other Description Received Date
Period From Period To *
09/01/2020 05:00 PM (UTC-5) E“ ‘ 09/30/2020 05:00 PM (UTC-3) ::'{3
4 Payment Requested
Final Payment? * Amount ($) *
‘ No v | | 5,000.00
Inveices for Reimbursable Exp. Attached? * Line Item Total (§)
‘ No v | 5,000.00
Difference ($)
0.00

0

é

Send Save = v

L¥ ]

Attachments > ex

Information

Mo Attachments.
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Add Attachments

Up/OGd all documents to 0. 0CI-080001 - Google Chrome _ O %
Document Manager pr,or to ord/new/upsal/1003/272? _uref=uuu144166020t1 (o]
attaching documents il send save = v

Attachments Comments Linked Records Linked Mail

1) Under the Attachments o Mt X3
tab on the right side of [ occmentnager |
the record, click the —
attachments button

atthew Weber

ation D=4
E Create New Professional Services Agreements - Project No. OCI-080001 - Google Chrome o= O x
& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/272?__uref=uuu144166020t1# Q
2) Choose Document el Sesdiles X
M Home > Project Documents > 0000 Concept Development —changed > 0070 Local Administration
a nager Search | Find on Page
+ Title Name .- |ocation Owner Title Revision. IssueDate  Size
sCC Stz B ©110-01-2019-MAR-AE_Agreement F... 10000 Concept Dev... Matthew Weber 431 KB

E L110-08-CI-2019-JUL-AE-Notice _to_Co 0000 Concept Dev Matthew Weber 363 KB

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

Total: 2

Copy Comments Cancel

4) Click Select



https://ofcc.ohio.gov/Portals/0/Documents/OAKSCI/Introduction_to_OAKS_CI.pdf#page=18

Add Attachments

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

E Create New Professional Services Pay Request - Project No. OCI-080001 - Google Chrome

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/312376/17__uref=uuu4 18648075t 1#

Create New Professional Services Pay Request

General Pay Request Details

4 General
Organization
0AKS CI Test

Project Number

OCI-080001

Project Name

Agency General Projects Test

Project Location
0AKS CI Administration

Title *

Record Number

ﬁ Send Save

Attachments Comments Linked

-
[ Name - I
Creator 4 Published Attachments
Matthew Weber o ~ [ C110-01-2019-MAR-AE...

Creation Date

Status

Internal Ref. Number

| Matt's Consulting ou-cuﬂm_m‘ |

Contract Reference *

| mmw-testnewwor... ~ €3 "

Professional Services Provider

QOCI Test General
Total: 1




v

v

v

v

Click Done

v

Submit Record

Verify Workflow Action: Submit

You must now choose the PM to send the record to

Click the Select button and choose the appropriate person
Use the arrow button to move the name from available to selected

[S] Create New Professional Services Pay Request - Project No. OCI-100001 - Goagle Chrome

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987__uref=uuu366860803t8#

User and Group Picker

To

‘ Matthew Weber X

cc

Start typing for suggestions

4 Due Date Details
Task Due Date

Task Due Date is not available

e |

Total: 24

View Groups B
Users and Groups >  Project Manager
ssional Services Pay Request - Project No. OCI-100001 - Google Chrame
Available Items Selected Items
ier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987__uref=uuu366860805t5# e First Name Last Name Name Company
. . Consultant Student5 Consuliant Student5 . 4 g Users
Workflow Action Details X Consultant Studentd Consultant Student6 > Matthew Weber State of Ohio
Consultant Student? Consultant Student? >>
4 Action Details Consultant Students Consultant Students
tions * Send For Consultant Student9 Consuliant Studentg
I.W.EW <
Submit - ‘I PM Approval Matthew Weber Matthew Weber
shauna hooks shauna hooks <<

Cancel
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Submit Record

» Click Send

E Create Mew Professional Services Pay Reguest - Project Mo, OCI-100001 - Google Chrome

# ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/upspr/1016/14987__uref=uuu366860808t8#

Workflow Action Details

4 Action Details

4

Workflow Actions Send For
Submit v PM Approval
To

Matthew Weber X

cc

Start typing for suggestions...

4 Due Date Details
Task Due Date

Task Due Date is not available

Cancel
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What if | want to know the status
of my Record?

17



Basic Record Status

» In Logs, choose Record type, click on specific Record
»  The basic status can be viewed in the “Record Details” preview

PRIMAVERA Unifier Katie Tutle + W (@ sign Out
ﬁ‘ School Facilities OAKS CI District. .. Oak Hills Local ... OAKS CI Trainin. .. —I—
LT =R Agency > OAKSCITraining > OAKS ClTraining 4 s
Alerts B ) e - R A
Action ltems Switch to Classic View Record Details  Workflow Progress =
Tasks ——
Nofifications -+ Create Actions v | View| All Records SRAR=NEN- 4 General
L= T 7 Organization Record Number
uMail ’ Department of Administrative Al-DD165
. - Services
S . RecordNo ., Title Assignee Due D
Al-00165 Test Action ltem 05/ Project Number Creator
Cost Manager )
Al-00164 tast 1 05/0 CCIH090004 Katie Tuttle
Data Manager :
_ Al-0D163 test 1 Project Name Creation Date
LrrimETL TR AL00162 Chris Hare OAKS CI Training 4 05/02/2017 10:20 AM (UTC-8)
Logs s ) ) .
.. Al-D018 Carol Amistadi _ PPH oject Location
12 Hour Notice . A-D0160 Winnie Agbalevu 04/1 420
EE e . AL00159 Katie Marie 04/1 Title Status
Advertisements _ Al-DD158 Ben Posey 04M Test Action ltem Pending
Budget - Initial ___ Al-OD15T katie 0411 Assignee Priority
Cuuyel- RevIsions ___ Al-DD156 DAVE BILLS D4M Medium
Relbmnvge e Al-00155 Emily Rinear 04H: Meeting Minute Due Date
Closeout - Contractor Al-00154 Katie Tuttle 041 05/09/2017 10:05 AM (UTC-8)
Closeout- Professional Serv ALNNARY STIINENT 4 nam




orkflow Progress

»  Click “Workflow Progress” in the preview screen to view the step-by-step
information about this record

PRIMAVERA Unifier Katie Tuile v W (@ Sign Out
| scrooFacites | Agency +

OAKS Cl Training 4 - Home Agency » OAKS ClTraining » QAKS ClTraining 4 / ,ﬂ
Alers Switch to Classic View Record Details Workflow Progress KA

Action ltems K ¥

Tasks

Notifications ~+ Create Actions w | View | All Records v CllE| | XY@ Workflow Progress View Graphic...
i% Drafts ] . ;
Record No . Title Assignee Due Date F Title Record Number  Current Step BP Setup Used
uMail Test Action ltem Al-00165 Response Action ltems
.. Al-00185 Test Action ltem 05/09/2017
Information . AL-DD164 test 1 05/01/2017
Filter By: | All Steps v
Cost Manager ... Al-DD163 test 1 05/01/2017
Data Manager ... Al-D0162 Chris Hare 04192017 Step Name Assignee Status Action
Document Manager . A-HDD1&1 Carol Amistadi _ PPH D4/19/2017 Creation Katie Tuttle Completed Send
Logs ... Al-00180 ‘Winnie Agbalevu 041412017 Response Steve Mayo Not Started
72 Hour Notice ... ARDD159 Katie Marie 0411912017 Response Oaks Instructar Mot Started
Action ftems - | AHO0158 Ben Posey 04118/2017 Response Bill Schwertiager | Not Started
Advertisements ... ALD0157 katie 0471372017 Response Rita Nichols Not Started
Al-001586 DAVE BILLS 04132017 ian
Budget - Initial : o Review
Al-00155 Emily Rinear 041212017 o e
Budget - Revisions ’ Response Support
Al-00154 Katie Tuttle 041142017 Delegate Response
Change Order
Al-00153 STUDENT 4 03/30/2017 End
Cl t- Confract
oseout=Lontacon A-D0152 Student2 Student 1 0422712017
e A-00151 Student6 0373012017
Contract ~ - -~ [
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

20



	Slide Number 1
	Purpose & Procedure
	Creation Step
	PS Pay Request Creation
	Complete Form
	Complete Form
	Review SOV
	Review SOV
	Add Line Items
	Add Line Items
	Add Line Items
	Add Line Items
	Add Attachments
	Add Attachments
	Submit Record
	Submit Record
	What if I want to know the status �of my Record?
	Basic Record Status
	Workflow Progress
	Questions?

