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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




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)

» Log into OAKS ClI

a. Click + sign

b. Type project name or number

c. Click appropriate project to open

Shauna Hooks «

s $100,000.00

0.0

r Ed School Facilities Qrganization Te... Cl Admin Test V2 2.0 Test
o -
ﬂs‘esrcﬂ by Name or Number. H |
Recent Locations Bookmarks Key Locations
- . Q = 7 oW OAKS Cl Training 1 Training Project - Home Company Workspace
OAKS Cl Admin Projects (Standard) Projects
al Services Provider  Agreement Type Total Agreement Amo... C! 3¢ Test Agency
rchitectural Inc. Design $25,200.00 Test V2 Higher Ed
rchitectural Inc. Design $25,200.00 OAKS €I Training School Facilities
rehitectural Inc. Design §25,200.00 More
1bing Design $1.000.00 OAKS Cl Training 1 06/0412019 03:02 PM (UTC-5)
fnbing Design $0.00
hitectural | Desi $15.000.00 Project Location Status.
rchitectural Inc. esign
g Surface Road Approved
rchitectural Inc. Design $15,000.00
Ker Ltd Design $325,000.00 Tie Fee Title
Consultant List Agreement 1 SAQ Standard Fee 1
ker Lid Design $325,000.00
il i ?
Ker L1d Design $40.000.00 Selection Method Reimbursement Required?
OFCC ArchitectEngineer FY 20-21
ker Lid. Design $40,000.00
nbing Design $10.000.00 Delivery Method EDGE Waiver
Yes
ker Lid. Design $15,000.00
hnbing Design $15.000.00 . Total Project Cost § EDGE Goal Percent




Create a Professional Services Amendment (A/

=7 a9 PRIMAVERA Unifier (Development)

w OAKS CI Trainin... —I—

Agency » OAKSClTraining 3

. our Notice Professional Services
} I n OA KS C I ) n av I gate to : A:-.nz.tmn \jemb —+ Create Actions w |\
Advertiseme

W Title
Student 2

_ Amendment 1
Change Order

» Logs -> Professional
Services Amendment

o
Katie's Amendment #

i TestAmendment#1

» Click Create

scrow Accoun

Field Repo

Fund Allocation
Fund Rele:

Fund Tran;

thorization Req...
Meeting Minutes

Memorandum of Understanding
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Create Amendment (A/E)

b)

d)

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

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

Click Select

Scroll down to complete
the rest of the General
section

E Create Mew Professional Services Amendments - Project Mo G e Chrome = O x ‘
8 ohio-unifier.cracleindustry.com/bp/mod/bp/record/new/upsa2/1003/2667 _uref=uuu131277555t1 a,
‘ Create New Professional Services Amendments Send Save = = ‘
General Amendment Details |
N
[S) Create New Professional Services Amendment 0001 - O X
4 General & ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa2/1003/2667__uref=uuu131277555t1 Q
Organization Record Number . .
9 Professional Services Agreements X
OAKS Cl Test
Search | Find on Page
Project Number Creator Title Professional Services Provi...  Agreement Type Total Agreement A...  CAHa...
OCI General 080001-02 OCI Test General D 176.000.00
0CI-080001 Matthew Weber e o
Test Ul - mmw 3 OCI Test General Design 146,000.00
mm-test new worklow OCI Test General Design 176,000.00
Project Name Creation Date mimw-Test Agreement OCI Test General Design ,000,000.00
Agenc‘f General Proieds Test Test Agreement Zenith Systems, LLC Design 1,000.00
Agreement #3 Fanning/Howey Associations, Inc. | Design 32,500 00
Migration 2 OCI Migration Inc Design 1,100.00
Project Location Status Angie's Test OCI Test General SAIAgency 000
OAKS Cl Administration testz OCI Test General Design 12,000.00
‘Agreement w internal a'e OClI Test General Design 55,000.00
. | Agreement OClI Test General Design 15,000.00
Amendment No. * Fee Title /
Test Agreement OCI Test General Design 12,000.00
|080001-2 | OFCC Standay
) Total: 12
Title *
| Amendment 080001-2 Cancel

-~

Contract Reference *

| OCI General 080001-02

Professional Services Provider

OCI Test General

Agreement Type EDGE Certified?
Design No
Other Description Amount (§) *
| | | 5,000.00 |
Selection Method Line Item Total ($)
Competitive Selection 0.00
Difference ($)
5,000.00

o




Create Amendment (A/E)

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

f) Click the Amendment Details tab

O -

Create New Professigfial Services Amendments

| General

Amendment Details

~ | 4 summary of Additional Services/Reimbursables

‘E‘] Create New Professional Service nts - Project No. OCI-080001 - Goecgle Chrome = O * ‘
8 ohio-unifier.oracleindustry) Ymod/bp/record/new/upsa2/1003/2667_uref=uuu131277555t1 Q
Send Save = = ‘

Attachments C 3» 22

| Summary
|

| | 4 Explain WHY Agreement is being Amended
Why

4 \What is the EFFECT of the Amendment on the Project
What

Information

Mo Attachments.

Notes
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& ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa2/1003/266?_uref=uuui3.. &

Commit Line Item Picker x

|E Create Mew Professional Services Amendments - Project Mo. OCI-080001 - Google Chrome - O I

Search | Find on Page

a ) TO a d d Li n e Ite m S Cl iC k Add ‘ @ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa2/1003/2667__uref=uuu131277555t1 s ot beserton I

‘ Create New Professional Services Amendments Send Save = | " 1 Pre Design : AEBS.CD
000020 2 Tests and Inspections AE-AS-TI
General Amendment Details 000030 3 Additional AE-BS-PD
b) If yO u a re refe re n Ci n g a ‘H o Line Iterm Details 000040 4 Change Order Allowance \ OR-CF-AE
. o No.* Wl - Refer.. WBS Code Code Name I
current line in your 4 Genera
. Reference 8
agreement click the select E - ) |
Total: 4
WBS Code *
button next to Reference e “orl (==
Code Name

C) Highlight a Line Item and AE Tests and Inspections
CIiCk Select Short Description *

Tests and Inspections |

Professional Services EDGE Certified?

d) Fill out the Amount field ”

Amount (8) *

I
e) Click Save & Add New to

. . | Type a Subcontractor/Supplier.. - |
add another line, otherwise
O EDGE Certified?
CI ic k Save Total Amount v - 0.00

Total: 0




Create Amendment (A/E)

‘E Create New Professional Services Amendments - Project No. OCI-080001 - Google Chrome - u] x |
‘ @ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa2/1003/2667__uref=uuu131277555t1 Q ‘
‘ CBS Picker X ‘
|E Create New Professional Services Amendments - Project No. OCI-080001 - Google Chrome = O * ‘
. | | E |
If t @ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa2/1003/2667__uref=uuu131277555t1 (S} |
a you are creating a new
Create New Professional Services Amendments Send Save = \ AEASEN AE Envronmental Survey
. . —
AE-AS-GT AE Geolechnical Investigation
|
Line Item, click the -
‘ T — AE-ASLD AE LEED Documentation Services
b u tto n n eXt to W B S CO d e Add P o Line Item Details ol ‘ AE-AS-MV AE Measurement and Verification
| —— AE-AS-OT AE Other Addifional Services
No.* Wl =F- Refer... WBS Code Code AE-AS-PF AE Parinering Facilitation
| 4 General AE-AS-PR AE Program of Requirements
| Reference AE-AS-SU AE Sile Surveying Services
. Tvpe a Reference No AE-AS-TI AE Tesis and Inspections
b) Click the Collapse button e
» AE-RE-00 AE Reimbursable Expense
| WBS Code * _*-“ ¥ RF-00-00 Regulatory Fees Summary
‘ AEASTI Total: 343

c) Choose CBS code and =
click Select

AE Tests and Inspections

Short Description * ~

Inspection |

d ) F| | | O ut req u | red f| e I d S : Pr:ofessional Services EDGE Certified?
marked with a red * -
| 5,000.00] >
e) Click Save & Add New to e ——
add another |ine, —— EDGE Certified?

Total Amount v - 0.00 /

otherwise click Save

Cancel m Save & Add New
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|E Create Mew Professional Services Amendmenis - Project Mo. OCI-080001 - Google Chrome = O * |
& ohio- racleindustry.com/bp/mod/bp/record/new/upsa2/1003/2667__uref=uuu131277555t1 Q)
f) Saved Line Items will Create rofessional Services Amendments Send Save = +
d |Sp|ay Amendment Details
| m | [ Add Actions = ~ e - a | s Line Item Details ~ Attachments  Linked Records | [
g) When a” |ineS have | No.* .. - Refer... WBS Code Code Name
_ 4 General
ﬁl 001 2 AE-AS-TI AE Tests and Inspeclions
been added, note the | Reference
| 2 - '|
Total Amount | ©
| WBS Code *
h) Click the General tab | AEAST - 0=
Code Name
. @000 ] AE Tests and Inspections
Total Amount » - 500000
Total: 1 Short Description *

| Torte and lnennctinne

M A
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| & ohio-unifier.oraclei ndustry.com/bp/mod/bp/record/new/upsa2/1003/2667__uref=uuu131277555t1

Create New Professional Services Amendments \-'e = .

| General Ameandment Details
" L]
: Project Number Creator Attachments — Comments | . &
. . [ ] |
| QCI-080001 Matthew Weber
i) Inthe General section, the Line | * :

Project Name Creation Date

Item Total ($) field will be
updated. Ensure that this Propotoesion___
number is equal to the Amount

080001-2 OFCC Standard Fee

(S) field, and the Difference ($) o

field equals $0.00 -

Contract Reference * Professional Services Provider
OCI General 080001-02 * 9= OCI Test General
. . Agreement Type EDGE Certified?
i) When the record is ready to .
L
f d I k S d Other Description Amount (§) *
move forward, click Sen
Selection Method Line Item Total ($)
Competitive Selection 5,000.00
Difference ($)
0.00

P &
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E Create New Professional Senvices Amendments - Project Mo, OCI-080001 - Google Chrome - O X
# ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/upsa2/1003/2667__uref=uuu131277555t1# Q
Workflow Action Details X

» Verify Workflow Action

4 Action Details

Workflow Actions * Send For

o H Submit Amendment Proposal v Amendment Proposal Revie
» Click Send ™

Archana Afrey:Matthew \Weber;Rita Nichols;Shauna Hooks; Steve Mayo;Project Manager
CcC

Start typing for suggestions... -

» The record will move forward to PM
for Amendment Proposal Review el Doe

Task Due Date

Task Due Date is not available




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211




	Professional Services Amendment�Create
	Notes on Amendments
	Purpose & Procedure
	Create a Professional Services Amendment (A/E)
	Create a Professional Services Amendment (A/E)
	Create a Professional Services Amendment (A/E)
	Create Amendment (A/E)
	Create Amendment (A/E)
	Create Amendment (A/E)
	Create Amendment (A/E)
	Create Amendment (A/E)
	Create Amendment (A/E)
	Create Amendment (A/E)
	Questions?

