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DocuSign Enabled Record

1 The Professional Services Agreements record now utilizes
DocuSign, which enables electronic signature of Agreement

n Users who are sent an Agreement for signature via DocuSic
do not need a separate account to sign the documeént
separate DocuSign account is not required but you can sign
up for one at docusign.net

n For more information about how to use DocuSign, please
refer to the DocuSign Job Aid available on the OFCC Webs




Purpose

n The Professional Services Agreements record establishes tl

Schedule of Values (SOV) for Professional Services Pay
Requests.

n Workflow

Created byAssociate’, Submitted to:PM Technical
ProposaReviewA Sent to:AssociatdJpdate (if necessary)
A Sent to:PC Contract Prefy Sent to:PM Supervisor
ReviewA Sent to:PC for DocuSign




Create a ProfessionahServices

Agreement

Agency OAKS CI Trainin...

I Document Manager

iin Oaks CI navigate to: [

n Logs> Professional

Services Amendment
1 ClickCreate

n Reviews

tion Authorization Req.
Meeting Minutes
Memorandum of Understanding

llaneous Commit

s Invoice

quisition

Professional Services Agreements

Amendments

Agency

(@ =7 \alK=gl PRIMAVERA Unifier (Development)

» OAKS Cl Training

> OA

Total: 1

) TestAgreement#1




Form Completion

J

n Fill out the Generadection(All Items with aed * are required)

N To enter the Professional Services Provider, click Select and choose the
appropriate contract

n Scroll down to the Requirements section

@ Professional Services Agreements - Test Agreement #1 - Project No, OCI-090004 - Mezilla Firefox — O X
@a https://ohio-dev-unifier.oracleindustry.com/bp/process/new?copy= 1 8attach =false&fromModel=upsal &fromSource=cost&fromModelld=54980
File Edit View Actions Help
Warkflow Actions ISme'n; | I=15end Save 'lf? Spelling.. () Add Attachment = '.'_’_. Discussion Cash Flow Close Window
2 General Professional Services Agreements
=3
General ~
Organization: \Department of Administrative Senvices Record Number:
Project Number: \ocl-pa0004 Creator: Katie Tuttle
Project Name: |DAKS CI Training 4 Creation Date:
Project Location: (4200 Surface Road Status:
Title: Test Agreement #1 = Fee Title:
EDGE Waiver: | Mo ~
E Goal Percent: [3
Vendor Information
Professional Services Provider: |amazing Architectural Inc. Cealect. . |*= P3 Acquisition: Select. |
e vendaT Cegar A, EDGE Certified Sub?: | -Select- ~
Joint Venture: | -Select- ~
Agreement Conditions
Change Order Fee Percentage: 292 Agreement Type: | Design | *
Change Order Fee Allowance %200 Other Description:
(%)
Minimum Cnstr. Administration 0
of hoursiwk:
v
£4 Action Details
= w
[= Agreement Details
m|
Attachments (0) Linked Records (0) General Comments Linked Mail (0} 5




Form Completion

J

1 Fill out all information in the Requirements section
n Scroll down to the Fee Summary section

@ Professional Services Agreements - Test Agreement £1 - Project No. OCI-090004 - Moxzilla Firefox - O X
(@ @ https://ohio-dev-unifier.oradeindustry.com/bp/process/new?copy= 1 &attach=falseffromModel= upsa 1 &fromSource=cost&fromModelld=5498
File Edit View Actions Help
Workflow Actions | Submit v| =lsend Save % Spelling. | Add Attachment = 7 Discussion [/i] Cash Flow Close Window
.5 General Professional Services Agreements
=
2. + Ll
Understanding the Project Budget:
Understanding the Owner's Goals:
Detail Description of Approach to Project:
Description of Project Mgt. and Contral:

v
£ Action Details -
=] Agreement Details

[m|
Attachments (0) Linked Records {0} General Comments Linked Mail (0}




Form Completion

J

N For each category in the Fee Summary block, enter the negotiated amot

1 Youmust now add line items to make the difference $0.00

n Note: Each amount must be added as a separate line item (Basic services, additional
services, etc.)

@ Professional Services Agreements - Test Agreement #1 - Project No. OCI-090004 - Mozilla Firefox — m} *
@ a https://ohio-dev-unifier.oradeindustry.com/bp/process/task/opendraft?task_id=1879628&id=6803&sourceld=08project_id=1021&fromdraftlog=true8__uref: 120%
File Edit View Actions Help
Workflow Actions | Submit v Hlsend [F]save ¥ speling | Add Attachment - ‘_1 Discussion Cash Flow @ Close Window
+2 General Professional Services Agreements
&
Fee Summary "
Basic Services Amount (3): $3.000,000.00
Basic Services Line [tem Amount ($): $0.00
Difference ($): $3,000,000.00
Reimbursable Cost Amount ($): $1,000,000.00
Reimbursable Cost Line Item Amount ($) $0 00
Difference ($): $1,000,000.00
Additional Services Amount (3): $2,000,000.00
Additional Services Line [tem Amount ($) $0.00
Difference ($): $2,000,000.00
Allowance Amount (3): $0.00
Allowance Line ltem Amount ($): %0.00!
Difference ($): $0.00
Total Agreement Amount ($): %6.,000,000.00
Line ltem Total (3): $0.00
Difference ($)- $6,000,000.00
£% Action Details
[m]
=l Agreement Details
& 7
Attachments (0) Linked Records (0) General Comments Linked Mail (0




Add Line:ltems

n To add Line Items click the Agreement Details tab

@ Professional Services Agreements - Test Agreement #1 - Project Mo. OCI-090004 - Mozilla Firefox - O X
@a https://ohio-dev-unifier.oracleindustry.com/bp/process/task/opendraft?task_id= 187962 &id=6803&sourceld=08&project_id= 1021 &fromdraftlog=true_ uref: 120%
File Edit View Actions Help
Workflow Actions | Submit v| i=send [gsave ¥ Speling. || Add Attachment - '-.'__{- Discussion Cash Flow Close Window
@ General Professional Services Agreements <
Fee Summary -
Basic Services Amount ($): | $3,000,000_00|
Basic Services Line ltem Amount ($): | $,0_00|
Difference (3): | $3,000,000.00)
Reimbursable Cost Amount (3): | %1 ,000,000_00|
Reimbursable Cost Line ltem Amount (3): | $,0_00|
Difference ($): | $1,000,000.00)
Additional Services Amount (3): | $2,000,000_OO|
Additional Services Line ltem Amount ($): | $0_00|
Difference (3): | $2,000,000.00|
Allowance Amount (S): | $0.00]
Allowance Line ltem Amount (3): | $,0_00|
Difference ($): | $0_00|
Total Agreement Amount ($): | %,ggg,ggo_gq
Line Item Total (S): | 50.00|
Difference (3): | %,000,000_00|
W
2% Action Details 5
ee———
C = Agreement Details )
]
Attachments (0) Linked Records (0 General Comments Linked Mail (0




Add Line:ltems

1 Click Add

@ Professional Services Agreements - Test Agreement #1 - Project Mo, OCI-090004 - Mozilla Firefox

- O *
@a https://ohio-dev-unifier.oracleindustry.com/bp/process/task/opendraft?task_id= 187962 8&id=68038sourceld=08&8project_id= 102 1 &fromdraftlog=true8__uref: 120%
File Edit View Actions

Help

Workflow Actions | Submit v i1HAsend [gJsave ¥ Speling. ) Add Attachment + 7 Discussion Cash Flow  [E] Close Window
.:El General \ Professional Services Agreements

m|
£% Action Details

m|
= Agreement Details

o)
Current View: Al
0 Item(s) Page of 1 Display Items Per Page
No.  ~ WBS Code Code Name Short Description Basic Services (%) | Amount

E—gCopy;l ¥ Import | fm Remove |

Attachments (0)

EH Grid

| %, Find | [] Show Filtered Total Amount Total Amount: |

$0.00
Linked Records (0]

General Comments Linked Mail (0)




WBS Codes

1 To Add a New Line, click the arrow next to WBS Code
n Click Collapse

OK

Cancel

10

E Line Item - Google Chrome _ = g‘ https://ohio-unifier.oracleindustry.com/bp/budget/whs/select_wbs_code?r
= Select Expand( = Collapse)clk Find Close Window
https://ohio-unifier.oracleindustry.com/bp/studio/bp/cost/itemopen?a=form.0&i SelectWBS Code
v Spelling... [ Attach v % Delete Line ltem WBS Code WBS Name '
Professional Services Agreements Line Item: I Ei52500,00 PRy AR NETED SR =
2 E-PA-PA-0D Property Acquisition General
- 3 PA-PA-BE Property Acquisition Budget
— General 4 FPA-FA-RC Real Estate Commission
WEBS Code:| Type 3 WES code.. @ 5 PA-PA-AP Real Estate Appraisal
6 E-PA-LA-DD Land Acquisition Summary
Code Name;' | 7 PA-LA-BE Land Acquisition Budget
Short Description: | s 8 PA-LA-OT Land Acquisition Expense
) ) 9 E-PA-EA-DD Easement Acquisition Summary
Professional SEWICCEESn;EEJdGE| | 10 PA-EA-BE Easement Acquisition Budget
Subcontractor.l'SuppIier:| — I " PA-EA-OT Easement Acquisition Expense
12 E-RM-00-00 Relocation and Moving Summary
EDGE Certified SL"t"?:| | 13 E-RM-RM-00 Relocation and Moving Expense
14 RM-RM-BE Relocation and Moving Budget
— Fee Category (Enter all $ to 1 category) 18 RM-RM-MX Maving Expense
16 RM-RM-LS Leased Temporary Space
Basic Services Amount (5): $0.00] 17 E-LE-00-00 Legal Expense Summary
Basic Services [%}:l {J| 18 E-LE-LE-00 General Legal Expense
19 LE-LE-BE Legal Expense Budget
Reimbursable Cost Amount [$}:| $|:'-DD| 20 LE-LE-CS Legal Consulting Expense
Additional Services Amount (5): 50.00] 21 LE-LE-DE Legal Defensa Expense
22 LE-LE-PA Property Acquisition Legal Exp
Allowance Amount [$}'| $D'DD| 23 LE-LE-BF Bond Financing Legal Expense
24 |E-OR-00-00 ‘Owner Expense Summary
Notes: e Dlmn AR An e B oo !
-
Attachments (0) Linked Records (0)




WBS Codes

Click the plus (+) next to the AE Line

7
n Choose the appropriate category and click Select

-
[=] WES Picker - G
https://ohio-unifier.oracleindustry.com/bp/budget/whs/select_whs_code?r
(= Select *ZExpand =ZCollapse & Find Close Window
=] WBS Picker - Google Chrol =
Select WB S Code
https://ohio-unifier.oracleindustry.com/bp/budget/wbs/select_wbs_code?main_t
WEBS Code WEBS Name e = = - :
= Select)é Expand =ZCollapse @ Find Close Window
1 |E-PA-00-00 Property Acquisition Summary - | SelectWBS Code
12 |E-RM-00-00 Relocation and Moving Summary WBS Code WBS Name
17 |E-LE-00-00 Legal Expense Summary 1 |E-PA-00-00 Property Acquisition Summary o
24 |H-QOR-00-00 Owner Expense Summary 12 |E-RM-00-00 Relocation and Moving Summary
56( | = )uE-00-00 Professional Design Summary ~ 17 |E-LE-00-00 Legal Expense Summary
%0 |@ Reaulatory F S 24 |E-OR-00-00 Owner Expense Summary
egulatory Fees Summa \
RF-00-00 g ry 2 56 |E-AE-00-00 Professional Design Summary
99 |H-CM-00-00 Construction Management Summary \ =7 F-AE-AE-0D Professional Design General
128 |E-CE-00-00 Construction Execution Summary 50 E-AE-BS-00 AE Basic Services
217 |H-Cx-00-00 Commissioning Summary &0 AE-BS-BE AE Basic Services Budget
239 |@-FE-00-00 F F and E Summary a1 AE-BS-FD AE Pre Design Services
_— 62 AE-BS-SD AE Schematic Design Services
250 |E-AA-00-D0 Acquisition of At Summary
= 63 AE-BS-DD AE Design Development Services
254 |E-PM-00-00 Pm]e“ Management Summaw G4 AE-BS-CD AE Construction Docs Services
277 |E-E5-00-00 Energy Services Summary | 5 AE-BS-BA AE Bid and Award Services
316 |E-ID-00-00 Interior Design Summary &5 AE-BS-CN AE Conformed Docs Services
- LT AE-BS-CA AE Construction Admin Services
. - ! 68 AE-BS-CL AE Closeout Services
69 F-AE-AS-00 AE Additional Services
86 #-AE-RE-00 AE Reimbursable Expense
90 |E-RF-00-00 Regulatory Fees Summary
99 | E-CM-00-00 Construction Management Summary
128 |EH-CE-00-00 Construction Execution Summary

11




Add Line:ltems

n Enter a Short Description
n Enter Fee Category Information (only use one fee category per line item
WClickh { S 9 ! RR bS¢gé¢ (2 O2yiAydzS |

@ Line ltem - Mozilla Firefox — O >
':i?ﬂ https:/fohio-dev-unifier.oracleindustry.com/bp/studio/bp/cost/itemopen?a=form.0&id=C 120%
¥ speling... ) Attach = < Delete Line ltem

Professional Services Agreements Line Item:

— General

WBS Code:| AE-BS-PD r;‘| ®

Code Mame’ |AE Pre Design Services
| Short Description: *

Professional Services EDGE Certified?: | |

Subcontractor/Supplier: | | Select... |

EDGE Certified Sub?: | |

— Fee Category (Enter all $ to 1 category)
Basic Services Amount (3):| $3.000,000.00|
Basic Services (%).| 100|
Reimbursable Cost Amount ($):| ${]_O{]|
Additional Services Amount ($):| $O_00|
Allowance Amount (S).| 50.00]

| v

Linked Records (0)

Attachments (0)

Save & Close G\.’e & Add New P Cancel

12




Add Line:ltems

1 Lineltems willpopulate in Agreement Details

@ Professional Services Agreements - Test Agreement #1 - Project No. OCI-090004 - Mozilla Firefox - a X
(L“ B https:/fohio-dev-unifier.oracleindustry.com/bp/process/task/opendraft?task_id= 187962 &id=6803&sourceld=0&project_id=10218fromdraftlog=true8_ uret 120%
File Edit View Actions Help
Workflow Actions | Submit ~ | i=1send ﬁ Save v Spelling.. () Add Attachment - '_'_ Discussion Cash Flow Close Window
+2 General : Professional Services Agreements
O
£% Action Details
a
=] Agreement Details
&
Current View: All
3 ltem(s) Page |1 of 1 Display | 100 |~ | ltems Per Page
MNo. *|WBS Code Code Name Short Description Basic Services (%) Amount
003 AE-RE-DP AE Document Printing doc printing 0 %1,000,000.00
ooz AE-AS-OT AE Other Additional Services Additional services 0 $2,000,000.00
001 AE-BS-PD AE Pre Design Services Pre design 100 $3,000,000.00
Er Add | Copy « | Li Import | m Remove | EH Grid | @, Find | ] Show Filtered Total Amount Total Amount: $6,000,000.00
Attachments (0) Linked Records (0) General Comments Linked Mail (0}

13



Change OrderFee-Allowance

n To enter the Change Order Fee Allowance, use the WBS code under th
Owner Expense Summary for AE Change Order AllowaneEROR)

MCBLIAOFftes Y2ySeée FT2NJ 0KAa Ftt2al
IS transferred with the Associate processes a change order for the
project and submits the associated Change Order Fee Allowance
Process

E WES Picker - Google Chrome NN X
& https://ohio-unifier.oracleindustry.com/bp/budget/whs/select_wbs_code?main_budget_
r - - = = = = —
E WBS Picker - Google Chrome —|{-=] i‘z_ [ Select +=Expand = Collapse &, Find Close Window
Select WBS Code
& https://ohio-unifier.oracleindustry.com/bp/budget/wbs/select_wbs_c WES Cods WBS Name
& Select *#ZExpand =ZCollapse @ Find Close Window 1 |E-PA-00-00 Property Acquisition Summary
Select WEBS Code 12 |E-Rm-00-00 Relocation and Moving Summary
17 |E-LE-00-00 Legal Expense Summary
WBS Code 'WBS Name
24 |E-OR-00-00 Cwner Expense Summary
1 |E-PA-D0-00 Property Acquisition Summary 25 E-DR-0R-00 Owner Expense General
12 |E-RM-00-00 Relocation and Maoving Summary 27 EH-OR-PL-00 OR Planning Expense Summary
17 |@-LE-00-00 Legal Expense Summary 34 F#-0OR-0OT-00 OR Cther Expense General
47 B-OR-CF- O Conti Fund
24 |E-OR-00-00 Owner Expense Summary SHOREETS Wi EETIEETE) (R
51 E-0OR-CF-BC Design Contingency Fund
5o | - AE-O0H PTolessional peeign summa
HENR < Ll A2 OR-CF-DC Bid Reserve Contingency Fund
90 |#-RF-00-00 Regulatory Fees Summary - P Constnuction Contingency Fund
99 |E-CM-D0-00 Construction Management Summary 54 OR-CF-AE AE Change Order Allowance
128 |E-CE-D0-00 Construction Execution Summary 232 CR-CF-FM P Change Oraer Anowance
56 |E-AE-DO Professional Design S
217 |H-Cx-00-00 Commissioning Summary k0000 M B S Y
90 |E-RF-00-00 Regulatory Fees Summary
[#-FE-00-
239 |B-FE-00-00 Pl BT, 99 |E-Cm-00-00 Construction Management Summary
250 |E-AA-00-00 Acquisition of Art Summary 128 |E-CE-D0-00 Construction Execution Summary
254 |E-PM-00-00 Project Management Summary 217 |E-Cx-00-00 Commissioning Summary
277 |E-ES-00-00 Energy Services Summary 239 |E-FE-00-00 F F and E Summary
R R | | iti
316 |E-ID-00-00 Interior Design Summary 250 |E-AA-00-00 Acquisition of Art Summary }
2R4 |[F..Dha AN AN Praiart Mananaman t Sommans
"

14




Add Line:ltems

n When all line items have been added, fietal Amount should match
the Amount from the Generdahb and the Difference should H0.00

@ Professional Services Agreements - Test Agreement #1 - Project No. OCI-090004 - Mozilla Firefox - [m} =
@a https://ohio-dev-unifier.oracleindustry.com/bp/process/task/opendraft?task_id= 187962 &id=6803&sourceld=08&project_id=1021&fromdraftiog=trued__uret 120%
File Edit View Actions Help
Workflow Actions ISubm'rt ~  iI=1send ﬁ Save ";‘/" Speling ] Add Attachment ~ '_'_ Discussion Cash Flow Close Window
& General Professional Services Agreements
[m|
Ll
Allowance Line ltem Amount ($): $0.00
Difference ($): $0.00
Total Agreement Amount ($): $6.000.000.00
Line Item Total (%) $6.000.000.00
Difference (3): $0.00
. v
i - -
= Action Details
- ]
Submit
To | Archana Atrey,Barbara Taylor,Bill Schwertfager,} \-:;Task Notes:
Ce... | “d Workflow Progress
Send For: Technical Proposal Review
=] Agreement Details
]
Current View: All
3 Item(s) Page |1 of 1 Display | 100 ~| ltems Per Page
No. * WBS Code Code Name Short Description Basic Services (%) Amount
003 AE-RE-DP AE Document Printing doc printing 0 $1.000,000.00
00z AE-AS-OT AE Other Additional Services Additional services 0 $2,000,000.00
001 AE-BS-PD AE Pre Design Services Pre design 100 $3,000,000.00
—_—
eF Add | Copy « | & Import | i Remove | ] Grid | @ Find [ show Filtered Total Amouft Total Amount: $6,000,000.00 >
—1
Attachments (0) Linked Records (0) General Comments Linked Mail (0) 15




Submit: Agreement

l RR | y e ygéééél- NE FvezészSy'ijl- 67\2)/
n Reminder: Documents must first be uploaded into Document Manager
Verify Workflow Action

Click Send

(

@ Professional Services Agreements - Test Agreement #1 - Project No, OCI-0300 ozilla Firefox - [m] >
Ga https://ohio-dev-unifier.oracleindustry.com/bp/process/t pendraft?task_id=187962&id=68038&sourceld=08&project_id=10218&fromdraftlog=true8__uref 1208
File Edit View Actions Help
Workflow Actions | Submit ~| i=send ﬁ Save '{'}’ Speling.. |l Add Attachment - '7{ Discussion Cash Flow Close Window
e General Professional Services Agreements
m]
A
Allowance Line ltem Amount ($): $0.00
Difference ($): $0.00
Total Agreement Amount ($): $6.,000,000 00
Line ltem Total ($): $6,000,000.00
Difference ($): $0.00
- W
cia - .
= Action Details
O
Submit
To... | Archana Atrey,Barbara Taylor,Bill Schwertfager} -Task Notes:
Cc... | fd Workflow Progress
Send For: Technical Proposal Review
=] Agreement Details
O
Current View: All
3 ttem(s) Page 1 of 1 Display | 100 |~ | ltems Per Page
Mo. ~ |WBS Code Code Name Short Description Basic Services (%) Amount
003 AE-RE-DP AE Document Printing doc printing 0 $1.,000,000.00
002 AE-AS-OT AE Other Additional Services Additional services 0 $2,000,000.00
001 AE-BS-PD AE Pre Design Services Pre design 100 $3,000,000.00
@’ Add | Copy = | L-i- Import | i Remove: | [#] Grid | & Find [ show Filtered Total Amount Total Amount: $6,000,000.00
Attachments (0) Linked Records (0) General Comments Linked Mail (0) 16




Technical Proposal Revieww- PM

" The technical proposal contains information important to the

negotiation and contract execution process including:
m!  adl aSYSyid 2F 0KS NBO2YYSYRSR
n A proposed management approach
" Proposed design and project schedules
n A proposal of basic and additional service fees
n A proposed project budget summary and other relevant information

n The Project Manager will:
1 Review the submission
n If necessary, return the record to the Professional Services Provide
clarification or updates to the propos@RAccept the proposal as
submitted and forward it to the Project Coordinator to prepare the
Contract

17




Update Step

1 If the record needs an update, the Professional Services Provider will :
n Provide clarifications or modifications to the record submission
n Send it back to the Project Manager for another review

 The provider will receive an email notification that they have a task for
G! LIRF 0S¢
ml £t AO0] UKS a!'yYyAFTASNI [23AYyE odzidz2y

Unifier - Katie Tuttle,soo <unifier_notifications@oracle.com= Tuttle, Katie 12:28 PM

Professional Services Agreements Agree-0002 is sent to you for Update.

o If there are problems with how this message is displayed, click here to view it in a web browser. “

-

This is a system-generated e-mail message. Do not reply to sender.
Project/Shell: OAKS CI Training 4

Professional Services Agreements Agree-0002 is sent to you for Update.

From : Katie Tuttle

Sent For : Update

Source Name : OAKS CI Training 4

Record Mo : Professional Services Agreements Agree-0002
Title : Test Agreement #1 /

gu——

‘ Unifier Login ’

For Oracle technical assistance hitp-/iwww oracle com/us/support




Update Step

N Review General Comments to see notes from the Project Manage

BN
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