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Notes on Amendments

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

‣ Adjustments in Basic Services Fees, Additional Services, or Reimbursable 
Expenses resulting from changes in scope of work or additional time must 
be processed and approved by the Contracting Authority with revisions in 
funding certified by the Owner
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Purpose & Procedure

‣ The PS Amendment Business Process (BP):
‣ Provides for the submission, review, and approval of amendments to the Professional 

Services Agreement

‣ Provides the Amendment document and other necessary communication using custom 
prints

‣ Allows the addition of new line items or modification of line item through use of the 
Reference selection

‣ Once the approval process has been completed, which includes funding, a 
“Notice to Commence Services” will be sent to the Professional Services Provider 
authorizing work to begin
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Create a Professional Services 
Amendment (A/E)
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‣ Log into OAKS CI

a. Click + sign

b. Type project name or number

c. Click appropriate project to open

a

c

b

Create a Professional Services Amendment (A/E)
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‣ In OAKS CI, navigate to:

‣ Logs -> Professional 
Services Amendment

‣ Click Create

Create a Professional Services Amendment (A/E)
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a) Fill out the General section 
(All Items with a red * are 
required)

b) To enter the Contract 
Reference, click the button 
on the right side of the 
field and highlight the 
appropriate contract

c) Click Select

d) Scroll down to complete 
the rest of the General 
section

Create Amendment (A/E)

ba

d

c
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e) Complete Summary, Why, and What 
sections in the General section OR add 
attachments containing these details

f) Click the Amendment Details tab e

f

e

Create Amendment (A/E)
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a) To add Line Items click Add

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

c) Highlight a Line Item and 
click Select

d) Fill out the Amount field

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

Create Amendment (A/E)

a
b c

d

e
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a) If you are creating a new 
Line Item, click the 
button next to WBS Code

b) Click the Collapse button 

c) Choose CBS code and 
click Select

d) Fill out required fields 
marked with a red *

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

Create Amendment (A/E)

a

b

c

d

e
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f) Saved Line Items will 
display

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

h) Click the General tab

Create Amendment (A/E)

h

g

f
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i) In the General section, the Line 
Item Total ($) field will be 
updated.  Ensure that this 
number is equal to the Amount 
($) field, and the Difference ($)
field equals $0.00

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

Create Amendment (A/E)

i

j
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Create Amendment (A/E)

‣ Verify Workflow Action

‣ Click Send

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

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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