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Professional Services 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 Agreement.

» Upon completion of this BP, the Professional Services Provider receives:
» A Contract

» Authorization to proceed with the work

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

Prior to creating a Professional Services Agreement record in OAKS ClI:

» The Project Coordinator must ensure that the Professional Service Provider has been
added to the project. If you have questions, contact the OAKS Cl Support team.

» Ensure that the Vendor Record for the Professional Service Provider has been created in
the project
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Professional Services Agreement - Create (A/E)

Associate will:

» Initiate the Professional Services Agreement

»  Attach: Technical/fee proposal, all other
supporting documentation




Professional Services Agreement
Create (A/E)
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SHP Post 23 LEADS Building DPS-110001 IAgency/Department of Public Safety
DPS ACF Standing Seam Roof Renovation DPS-110003 /Agency/Department of Public Safety
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OSHP Alum Creek Crime Lab Addition DPS-120002 IAgency/Department of Public Safety
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C . I C a p p ro p rl a e p rOJ e C o O pe n Alum Creek HVAC DPS-130001 IAgency/Department of Public Safety
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rofessional Services Agreement
reate (A/E)

[@=YNalN =3l PRIMAVERA Unifier (Development)

Agency OAKS CI Trainin... —I—

M Document Manager Agency » OAKSCITraining > OA

‘ E3 Logs
72 Hour Motice
Action ltems

» You are now on your project home page, on

Budget - Initial 0l TestAgreement#1

left side of screen:

Change Order

out - Contractor

seout - Profession

» Click Logs -> Professional Services Agreement

. Field Reporis
» Click Create
Fund Allocation
Fund Release
Fund Transfers
Liens
Local Administration Authorization Req.
Meeting Minutes
Memorandum of Und

Miscellaneous

Total: 1




Professional Services Agreement - Create (A/E)

a) Fill out the General
section (All Items
with a red * are
required)

b) Scroll down to the
Vendor Information
section

c) To enter your
information, click
arrow and choose
the appropriate
vendor record

E: Create New Professional Services Agreements - Project No. OCI-080001 - Google Chrome

= [m] X

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsal/1003/2727_ uref=uuu144166020t1

Create New Professional Services Agreements

General  Agreement Details

4 General
Organization Record Number
OAKS CI Test
Project Number Creator
0CI-080001 IMatthew \Weber
Project Name Creation Date

Agency General Projects Test

Project Location Status

OAKS CI Administration

Title * Fee Title
OCI General 080001-02 ‘ OFCC Standard Fee
EDGE Waiver

Select

EDGE Goal Percent

Py

General  Agreement Details

[S] Create New Professional Services Agreements - Broject Mo. OCI-080001 - Gaogle Chrome

= [m] X

@ ohic-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/272? _uref=uuu144166020t1

Create New Professional Services Agreements

4 Vendor Information
Professional Services Provider *

PS Acquisition

Send Save = v

| OCI Test General @0 '-.‘ | Type a Title.

Vendor Legal Name EDGE Certified? *

| na ‘ | Yes

Joint Venture

[ro -]
4 Agreement Conditions
Change Order Fee Percentage Agreement Type *
| 0 ‘ |Design v |

Change Order Fee Allowance ($) Other Description

| ooo| |

Minimum Cnstr. Administration of hours/iwk
| o




Professional Services Agreement - Create (A/E)

[8] Create New Professional Services Agreements - Project No. OCI-080001 - Google Chrome = O x
d ) SC ro I I d OW n to t h e ‘ 8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/272?_uref=uuu144166020t1 ‘
Req u | rements se Ctlon Create New Professional Services Agreements =
and fill out all necessary S e
information o e — |

e) Scroll down to the Fee @ < /e

Summary section

i Understanding the Owner's Goals




rofessional Services Agreement - Create (A/E)

E: Create New Professional Services Agreements - Project No. OCI-080001 - Google Chrome — O

e
8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/2727__uref=uuu144166020t1 Q

Create New Professional Services Agreements

General  Agresment Details

4 Fes Summary

f)  For each category in the Fee (|| st

| 100,000.00
Summary block, enter the
negotiated amounts

Difference ()

_< 0.00

Additional Services Amount (§)

25,000.00
Additional Services Line ltem Amount (5] =
25,000.00 L
Difference ()
0.00
Allowance Amount (5]
1,000.00
Allowance Line ltem Amount (§]
1,000.00
\ Difference (§)
0.00

Total Agreement Amount (3)




Professional Services Agreement - Create (A/E)

o [ Creste New Professional Services Agrs No. OCI-080001 - Google Chrome - | X
g) The amount entered from each category will be iy con S .
. Create New Profgésional Services A t end Save = «
added to the Total Agreement Amount field at the cre e s =
enera greement etails
bottom of the Fee Summary Block. S
25,000.00
» You must now add Line Items to make the Difference $S0.00
Allowance Amount ($)
0.00
Note: Each amount must be added as a separate line item Allowance Line Item Amount (5)
(Basic services, additional services, etc.) N. o
\Difft&nce ($)
. 0.00
h) Click Agreement Details to add Line Items \~\. ——
N 175,000.00

Line Item Total ($)

N .
N .
N .
@ * Difference ($)

0.00

175,000.00
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Professional Services Agreement -

a)

b)

Open the Agreement Details Tab

Click Add to begin adding Line ltems

& ohic-unifiercracleindustry.com

cord/new/upsa1/1003/2727_uref=uuu144166020t1

Create New Profgésional Services Agreements

General Agreement Details

Difference ($)

25,000.00
Allowance Amount ($)
0.00
Allowance Line Iltem Amount ($)
0.00
Difference ($)
0.00

Total Agreement Amount (§)

Line Item Total ($)

Difference ($)

Send Save = w

175,000.00

0.00

175,000.00

reate (A/E)

[&] Create New Professional Services Agreements - Project No. OCI-080001 - Google Chrome

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsal/1003/2722_uref=uuu144166020t1

Create New Professional Services Agreements

General Agreement Details

s~ |[a | [

Code Name Short Description

Total Amount ¥ 000
Total: 0




Professional Services Agreement - Create (A/E)

[S] Create New Professional Services Agreements - Project No. OCI-080001 - Goegle C.. — O X

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/2727 _uref=uu... &

Create New Professional Services Agreements

Send Save = v

d

Click the arrow next to
CBS Code

In the new window, click
the Collapse button

General  Agreement Details

Line ltem Details

4 General
WBS Code *

Code Name

Short Description

Professional Services EDGE Certified?

E Create New Professional

@ ohio-unifier.cra

CBS Picker

[a] =

ices Agreements - Project No. OCI-0800.. — O

om/bp/mod/bp/record/new/upsa1/1003/272...

Ves |
| CES Code CBS Name
Subcontractor/Supplier 4 PA-00-00 Property Acquisition Summary
o s b 4 PA-PA-O0 Property Acquisition Genera
GE Certified? PA-PA-AP Real Estate Appraisal
PA-PA-BE Property Acquisition Budget
PA-PA-RC Real Estate Commission
4 Fee Category (Enter all $ to 1 category) | 4 PALA-OD Land Acquisition Summary
Basic Services Amount ($) | ) ! :
H 0.00 ; PA-LA-BE Land Acquisifion Budget
| PA-LA-OT Land Acquisition Expense
Basic Services (%) |
° | 4 PA-EA-DD Easement Acqui n Summary
|
PA-EA-BE Easement Acquisifion Budget
Reimbursable Cost Amount ($) |
= ‘ BAEAOT Ezsement Acqu Expense
|
4 RM-00-00 Relocation and Moving Summary
Additional Services Amount ($) |
s 4 RM-RN-00 Relocation and Moving Expense
‘ AM-RM-BE Relocation and Moving Budget
Allowance Amount ($) = RAM-RMLS Leased Temporary Space

BM-RM-MX

Maving Expensa

_— 4 | E-00-00 Legal Expense Summary
4 LE-LE-00 General Legal Expense
Total: 343

=l




Professional Services Agreement - Create (A/E)

e)

f)

g)

Click the arrow next to the
AE Line

Choose a category

Click Select

E Create New Professional Services Agreements - Project Mo, OCI-0800.. — O *
8 ohioc-unifier.oracleindustry.com/bp/mod/bp/record/new/upsal/1003/272... &
CBS Picker X

Q| B | &

CES Code CES Name

b FA-00-00 Property Acquisition Summary

b RM-00-00 Relocation and Moving Summary

» LE-00-00 Legal Expense Summary

b OR-00-00 Owner Expense Summary

-00-00 Professional Design Summary

F-00-00 Regulatory Fees Summary

b CM-00-00 Construction Management Summary

» CE-00-00 Construction Execution Summary

» Cx-D0-00 Commissioning Summary

» FE-DD-00 F F and E Summary

b AA-O0-D0 Acquisition of Art Summary

» PAA-00-00 Project Management Summary

b ES-00-00 Emergy Services Summary

» ID-D0-00 nterior Design Summary

Total: 3432

=1 =3

[®] Create New Professional Services Agreements - Project No, OCI-0800... — O *

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/272... &

CBS Picker X
Q| |8 || &

CES Code CES Name

k PA-0O-00 Property Acquisifion Summary

F RM-00-00 Relocation and Moving Summary

» LE-00-00 Legal Expense Summary

» OR-D0-0D Owner Expense Summary

4 AE-00-00 Professional Design Summary
b AE-AE-OD Frofessional Design General
4 AE-BS-00 AE Basic Services
AE-BS-BA AE Bid and Award Sarvices
AE-BS-BE AE Basic Services Budget
AE-BS-CA AE Construction Admin Services
AE-B5-CD AE Construction Docs Services
AE-BS-CL AE Closeout Services
AE-BS-C AE Conformed Docs Services
AE-BS-DD AE Design Development Services
AE-BS-PD AE Pre Design Services
AE-BS-ED AE Schematic Design Services
b AE-AS-00 AE Additional Services
b AE-RE-00 AE Reimbursable Expense
Total: 343

cancel  select )




Professional Services Agreement - Create (A/E)

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

Example 1

E Create New Professional Services Agreements - Project Mo, OCI-0800..,

Create New Professional Services Agreements
General Agreement Details

Line ltem Details

General
WBS Code *

= O

Send Save

‘ AE-BS-CD

r 0=

Code Name

AE Consfruction Docs Services

Short Description *
IPra Design

Professional Services EDGE Certified?

Ne

Subcontractor/Supplier

Type a Subcontractor/Supplier. -
EDGE Certified?
4 Fee Category (Enter all 5 to 1 category)
Basic Services Amount (§)
| 100.000.00]
Basic Services (%)
100
Reimbursable Cost Amount ($)
‘ 0.00‘
Additional Services Amount (§)
‘ 0.00‘
Allowance Amount ($)
‘ U.UD‘

ey

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/272...

ma
N

Example 2

E Create New Professional Services Agreements - Project Ne. OCI-0800...

= O X

@ ohio-unifier.oracleindustry.com/bp/mod,/bp/record/new/upsal/1003/272... Q

Create New Professional Services Agreements
General Agreement Details

Line Item Details

4 General
WES Code *

Send Save = v

AE-AS-TI

- O=

Code Name

AE Tesis and Inspections

Short Description *

Tests and Inspecions

Professional Services EDGE Certified?

No

Subcontractor/Supplicr

vpea s

EDGE Certified?

4 Fee Category (Enter all § to 1 category)
Basic Services Amount (§)

0.00

Basic Services (%)

Reimbursable Cost Amount ($)

50,000.00 |

Additional Services Amount ($)

I]DD|

Allowance Amount ($)

UUD|

Save & Add New




Professional Services Agreement - Create (A/E)

» Line Items will populate under Agreement Details

E Create New Professional Services Agreements - Project No. OCI-080001 - Google Chrome - O *
#@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsal/1003/2727_uref=uuu144166020t1
Create New Professional Services Agreements Send Save = v
General  Agreement Details
E m Add RS c = - Q B Line Item Details ~ Aftachments  Linked Records ::
No.o [ -« @2+ WBS Code Code Name Short Description Basic Services (%) Amount
A
003 AE-BS-PD AE Pre Design Services  Additional 0 25,000.00 General
) ) WBS Code *
002 AE-AS-TI AE Tests and Inspections  Tests and Inspections 0 50,000.00
AE-B5-CD - e L
001 AE-BS-CD AE Construction Doc...  Pre Design 100 100,000.00
Code Name
AE Construction Docs Services
Short Description *
Pre Design
Professional Services EDGE Certified?
: Mo
Subcontractor/ Supplier
- "\
EDGE Certified?
Total Amount ¥ - 175,000.00
Total: 3
o o o




Professional Services Agreement - Create (A/E)

» 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)

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

@& ochio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/2727__uref=uuu144166020t1

Create New Professional Services Agreements

General

==

No.

b

Fo 004

003
002
001

Total: 4

Add

o..

Agreement Details

Actions v

WBS Code
OR-CF-AE
AE-BS-PD
AE-AS-TI
AE-BS-CD

v Q || B

Code Name

AE Change Order Allow...
AE Pre Design Services
AE Tests and Inspections

AE Construction Docs ...

Short Description Basic Services (%) Amount

Change Order Allowance 0 1,000.00
Additiona 0 25,000.00
Tests and Inspections 0 50,000.00
Pre Design 100 100,000.00

Total Amount

¥ . 176000.00




Professional Services Agreement - Create (A/E)

a) Open the General tab

E Create New rvices Agreements - Project No. OCI-080001 - Google Chrome - O X
@ ohio-un stry.com/bp/mod/bp/record/new/upsa1/1003/2727__uref=uuu144166020t1 Q
b) Scroll down to the bottom of the Create Sional Services Agreements N

General  Agreement Details

Fee Summary section

c) Ensure the Total Agreement
Amount is equal to the Line Item
Total, and the Difference is $0.00

s N

Additional Services Line item Amount ($)

25,000.00
Difference ($)
0.00
Allowance Amount ($)
1,000.00
Allowance Line Iitem Amount ($)
1,000.00
Difference ($)
0.00

O-

Attachments Comments Linked Records Linked Mail

*

'S

Information

No Attachments.

Total Agreement Amount ($)




Professional Services Agreement - Create (A/E)

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

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

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/2727_uref=uuu144166020t1
Create New Professional Services Agreements

General Agreement Details

4 General
Organization
OAKS CI Test

Project Number
OCI-080001

Project Name

Agency General Projects Test

Project Location
QAKS CI Adminisiration

Title *
OCI General 080001-02

Record Number
Creator

Matthew Weber
Creation Date
Status

Fee Title

OFCC Standard Fee

EDGE Waiver

EDGE Goal Percent

Attachments  Comments  Linked Records Linked Mail
ument Manager.

EDGE Commitment (%)

[&] Create New Professional Services Agreements - Project No. OCI-020001 - Google Chrome

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/2727

Select Files

Home > Project Documents > 0000 Cancept Develop

Name ... Location Owner
C110-01-2019-MAR-AE_Agreement F... 10000 Concept Dev... Matthew Weber

[8 L110-08-C1-2013-JUL-AE-Notice_to_Ca

ncept Dev... | Matthew Weber

Total: 2

iref=uuu144166020t1#

pment —changed > 0070 Local Administration



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

Professional Services Agreement - Create (A/E)

. E Create New Professional Services Agreements - Project No. OCI-080001 - Google Chrome - O X
The Docu ment Ma nager SC reen WI II CIose: & ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa1/1003/272?__uref=uuu144166020t1# Q
Create New Professional Services Agreements —— oo sae = o

General Agreement Details

Th e added attaChm en t(S) Will be Up da ted Aftachments ~ Commenis  Linked Records  Linked 3 L3

4 General

and display under the Attachments tab == ;-
Iﬁ Name .-- E"- Title
. P;D(i:tﬁ::::ber Cr-r;:iattl:erw Weber -Q} : :e a;;‘z;:-zo‘ls-MAR-AE.‘.
» When the record is ready to move

forward, click Send

Project Location Status

OAKS CI Administration

Title * Fee Title
OCI General 080001-02 ‘ OFCC Standard Fee
EDGE Waiver
[ setect -]

EDGE Goal Percent
| o]

EDGE Commitment (%)
| 0




Professional Services Agreement - Create (A/E)

» Verify Workflow Action - Submit

» Click Send

» The record will move forward to the
PM for Technical Proposal Review
and Contract Preparation

reate New Professional Services Agreements - Project No. OCI-080001 - Google Chrome

ohio-u

nifier.oracleindustry.com/bp/mod/bp/record/mew/upsa1/1003/2727__uref=uuu144166020t1#

Workflow Action Details

4 Action Details

Workflow Actions ™

| Submit
To

Archana Atrey;Matthew Weber;Rita Nichols;Shauna Ht

jooks; Steve Mayo; Project Manager

Technical Proposal Review and

cc
‘ Start typing for suggestions.

4 Due Date Details

Task Due Date




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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