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Getting Started

Online Help Overview

If you are new to online Help, the information below will help you understand how the system
works.

Online Help may be accessed from any screen in the Professional Services Contracting System
(PSCS) Portal or Letter of Interest Submittals (LOIS) System. When working in a specific screen,

clicking on the Help & icon opens the Online Help topic related to that particular screen. For

example, if working in the Initial Business Registration Application, clicking on the Help &2 icon
opens the Initial Business Registration Online Help topic.

From the initial PSCS Portal Home screen, click on the Help 2 icon in the Title Bar to open the
Online Help window.

ilransportation

e & & @ Dot PSCS Portal Welcome!! Sarah Jones

- -
PSCS ‘ , Indiana|Department of

The Home Help Topic displays on the right side of the Online Help window. The PSCS Portal
Help menu on the left side contains links to different sections of the Online Help. Click on the links
to open other Online Help topics.

er — ||:||AI
5 Fs

PSCS Portal HELP :I
PSCS Portal Home

= ) Getting Started

= B Portal Home Firm Information

= m Initial Business Registration Initial Business Registration
)+ b Initial Prequalification Application

Firrn Business Registration Application Functions
)+ b Letter of Interest Submittals (LOI}

e B Firm Maintenance INDOT Processes the Business Registration Application

Business Registration Modification Application

Business Registration Expiration Dates and Renewal Application
Initial Prequalification Registration

Firm Prequalification Application Functions

INDOT Processes the Prequalification Application

General/Technical Modification and Renewal

Prequalification Expiration Dates

LOIS

Eirm Maintenance

Firms wanting to do work for INDOT are required to register their firm in the Professional
Serices Contracting Systerm (PSCS) prior to gaining access to the Letter of Interest Submittals
(LOIS) Systerm and submitting a letter of interest for Request for Proposal (RFP) items.

The Home Screen displays Firm Information, Business Registration Application information,
Prequalification Application information, Firm Maintenance information and LOIS sections. The ﬂ
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Online Help Sections:

Menu Description

Home Overview of PSCS Portal Home page

Getting Started General PSCS Portal features

Portal Home Firm Information

Initial Business Application functions, INDOT Processes the Application,
Registration Business Registration Modification and Renewal, Business

Registration fields

Initial Prequalification Application functions, INDOT Processes the Application,
Application General/Technical/Financial Modification and Renewal,
Detailed field explanations

Letter of Interest Request for Proposals, LOIS Form
Submittals (LOIS)

Firm Maintenance Maintain user access for users associated with a firm

In the PSCS Portal application the Help &7 icon is located at the top left of each page.

Indiana|Department of
ilransportation

Erd il INDOT PSCS Portal Welcome!!! Sarah Jones

To find a specific term or phrase on any Help Topic screen, use the Windows Find shortcut keys,
CTRL + F, to open the Find dialog box as shown below. Enter the term in the text box and click
on the Next button to find the occurrences.
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Find: | |

[ Match whale ward anly []Match caze
Highlight all matches

Presvious M et

An Online Help topic may be printed by clicking on the Printer@ icon in the top right-hand
corner of the Online Help window.

Logging in to the PSCS Portal

To access the PSCS Portal, type the following URL into the browser’s address bar:

https://itap.indot.in.gov

Indiana Department of
Transportation

& & @  INDOT Technical Application Pathway

For external users this portal serves the following business processes:
A [TAP - Login

-> American Recovery and Reinvestment Act Reporting - ARRA
-> Design Submittal
> i jineering Document
© INDOT Employees © Others -> Letters of Interest for Design RFP’s - LOIS
-> Prequalification of Consultants
-> Project Commitments Database
User Name  Eorgot User Name? -> Professional Services Contractual Services - PSCS
-> Real Estate Document Management
[ | > Subcontractor Payment Tracking - SPT

Password Forgot Password? ITAP Training Videos:

[ | > How to Enroll a Business

How to Enroll a User

How to Login as a Non INDOT User
low to retrieve a Forgotten Username
How to retrieve a Forgotten Password
How to Login as an INDOT User

Login

AR

Do you need to enroll a new il ? Complete a business form.
Do you need to apply for a user account? Complete a user enrollment form.

Supported browsers are: IE Version 7.0 and 8.0 (for any later version, turn on compatibility mode), Firefox 3.0 version and later. Please contact ITAP Support for any questions.
Indiana Department of Transportation

Each firm and firm member needs an INDOT Technical Application Pathway (ITAP) login to
access the PSCS Portal. Click here for more information on enrolling a business.

Login to ITAP and the ITAP Main Page displays. From this page click on the + next to
Professional Services Contracting System and then click on PSCS Portal. On the right side of
the page next to the URL line click on “Click here to access application” and the PSCS Portal
application will open in a new window.
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Indiana Department of
lransportation

& & ®  INDOT Technical Application Pathweay Welcome!t Sarah Jones £

Main Page | =]

=-E® INDOT Applications Application Details |
=} Professional Services Contracting System
¥ PSCS Portal

PECS Partal

URL Click here to access application

Description

Abbreviation  [EEEGGAR
Last Login - VR TRE PR R
Time

| Mo of Users

| Logged In 3
Today

Click here to request a new application

Indiana Department of Transportation

PSCS Portal Home screen

& 52 @  INDOT PSCS Portal

Firm Information
Firm Name Smith Jones Construction

Prequalification No

Required

Business Registration
INDOT requires all new consulting firms wanting access to LOIS to submit an Initial Business Registration application. INDOT will review the application
and notify the firm of its findings. Cnce the application is approved, the firm will automatically receive access to LOIS and will be able to submit Letters of
Interest (LOI) for items not requiring pregualification. If INDOT determines the firm needs to be prequalified, the firm will be directed to submit an Initial
Pregualification Application. Please provide complete informatien in the application, including supporting documents.

Initial Business Registration

Firm Maintenance

Maintain a User's Application Permissions. (Click on the icon to the right) @
Maintain Professional People's details. (Click on the icon to the right) &

Indiana Depariment of Transportation
i“t | This is the view upon initial log in to the site for the Firm administrator. The
AN PSCS Portal Home screen will display differently depending on the user’s
' role and the status of the Business Registration/Prequalification Application.
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Understanding the Screen

Security

Users are assigned Roles and Tokens giving them permissions to certain features. For example,
only System Administrators have access to the System Maintenance menu selections. Users
without permissions to certain features see grayed-out records and options on those screens.

Internet Explorer Compatibility View

The icon to the right of the address bar in Internet Explorer 8.0 may be used to switch into
Compatibility View, sometimes beneficial in viewing older applications. PSCS Portal and PSCS
Portal Help are best viewed in Normal view (NOT Compatibility view). For example, the
graphics below show the effect on the Performance Evaluation Help menu alignment.

[ ';\l Google p 'v

Compatibilicy View: websites designed for older browsers will often look better,
and problems such as out-of-place menus, images, or text will be corrected.

Compatibility View

PSCS Portal
HELP

2 W Getting Started

Not in Compatibility View
PSCS Portal HELP

i Getting Started

i Portal Home

I Initial Business Registration
L+ E‘I Portal Home
1 Initial Prequalification Application

| Letter of Interest Submittals (LOI)

K E‘I Initial Buziness Registration

L] E‘I Initial Prequalification Applicatio

1 Firm Maintenance

L+ E‘I Letter of Interest Submittals (LOI

E',T[ Firm Maintenance

Last Save Date: 4/25/2013
Page 9 of 117 Author: Sarah Wingfield
Version: 4.0



Indiana Department of Transportation

Parts of the Screen

& 52 @ NDOT PSCS Portal
Firm Information Firm Information
Firm Mame . ) Registration/General Highest Financial o o ;
Smith Jones Construction Expiration 04/30/2013 Level Unit Price/Limited Services
Prequalification Technical Expiration Financial
Required Yes 04/30/2013 Expiration 06/30/2014
Prequalification Approved Approved for 2 worktypes.
Status RTITECEL WorkTypes Details

Prequalification Application Business Registration/Prequalification

The Edit icon (_J) opens the current application and allows changes. This option is only available when the application status is Draft or Signed.
The View icon {_¥) opens the current application for viewing, read only, not editable.
The Delete icon {\i"\') deletes the application. This option is only available when the status is draft. Delete will remove the current application.

1‘.
The Recall icon (t.') brings back a Submitted application. This option is only available until the application status has been changed to Received by
INDOT.

Recent Application Signed Date Submitted Date Received Date Completed Date

General Prequalification Draft / e

Technical Prequalification Draft @

Financial Prequalification Submitted 04/07/2013 04/07/2013 j G
Letter of Interest Submittal LOIS

LOIS iz used to view currently advertised RFPs and submit letters of interest (LOI). (Click on the icon fo the right)

L

Firm Maintenance Firm Maintenance

Maintain a User's Application Permissions. (Click on the icon to the right)

Maintain Professional Peopled€™s details. (Click on the icon to the right)

Dods

Icon Bar:

@ Home

=2 Help

Email PSCS Portal

Administrator

Last Save Date: 4/25/2013
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Icon List

Hover Name Image Action

Make Active Act!vates a record from Historical to
Active

Add Filter Displays filter input boxes

Add New Displays the add panel for a record

Add Qualifying Person

Add a qualifying person to a Work Type

Apply Filter

Applies (executes) a filter

Application History

Displays application history

Approve

Approve a Work Type

Calendar ( no hover name)

Choose date from a calendar

Clear Search

Clear search criteria

\E’f&*Xuﬁg@@ﬁﬂ%ﬂ#ﬂh

Close Close a window

Collapse Collapse the Item

Create Create LOI Submittal

Delete Delete the selected record

Denial Deny a Work Type

. Displays the Details section for a

Details Professional Person

Documents kL, Dlsplay§ the Documents section for a
Professional Person

Download i Download a document

Page 11 of 117
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Image

Hover Name Action
Edi rd Displays the edit panel for updating a
It
record
Edit Pending Edit a Pending LOI Submittal
Education Displays the Education section for a

Professional Person

Email PSCS Admin

Email PSCS Portal Support

&
£
S
=

Event Log View Application Event Log
Excel Allows for exporting data to Excel
Expand ’ Expand the Item
. ‘é Displays the Experience section for a
Experience ;
Professional Person
Financial £ Make changes to Financial information
&7 Displays the help document for a specific
Help = !
topic
Historical ﬂ Marks a record as historical
Home % Displays the PSCS Portal Home screen
=
License = Displays panel of license information
. _é Displays the Licenses section for a
Licenses —2h

Professional Person

Maintain Professional
People’s Details

Displays the Professional People’s
Details screen

Maintain User Application
Permissions

8| Be

Displays the User Application
Permissions screen

Maximize = Maximize a window
i Displays panel list of name of persons
Merge responsible for deliverable to select to

merge into from the Merge From person

Page 12 of 117
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Image

Hover Name Action

Minimize Minimize a window

Modify o Modify an accepted application
QP Details E View QP details in report format
PDF s View a Report

Print = Print the current window contents

Processing, please wait

Indicates that an action is taking place

Bo

Displays the Projects section for a

Projects Professional Person

Recall & Recall a submitted Business Registration
Application

Receive Mark an application as Received

Refresh Lat Long

Refreshes the Latitude and Longitude of
a physical address

Remove Event

Remove an event from the Event Log

Remove Filter

Removes filter input boxes

Remove Work Type

| & M| @

Removes Work Type from table

Renewal R Renew an existing application
Replace & Replace an uploaded document
Resubmit ™ Resubmit a denied application element

Save Search

Save selected search criteria

Saved Search List

Displays a list of previously saved
searches

Page 13 of 117
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Hover Name Image Action
Search £ Search for an Application
Select v Select a specified record
Set Work Tvpe as Pendin @ Set an approved/denied work type as
yp 9 pending

Upload '£ Upload a document into the system
View ¥ View Business Registration Application
View - View LOI Submittal
Vi . G . )

iew Details Displays all data fields for a record
View Documents M Display documents associated with a QP
Work Type Firms = View firms associated with a Work Type
Work Type History G2 Displays Work Type history

Navigating in the PSCS Portal

Panel Pages

Use the Next button and Previous m button to navigate to subsequent pages or use
the dropdown to navigate to a specific page. For example, click on 2 from the dropdown to go
to Page 2 of

the
List.

The Status Bar changes depending on what Panel page is displayed. For example, the Status
Bar below displays on Page 2 and shows Items 26 — 50 of 53.

Showing 11-20 of 202 ltems Per Page Prev Next

Iltems on each Panel Page
By default, Panels display 10 Items per Page. However, this may be changed.

Last Save Date: 4/25/2013
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Smith Jones Construction Professional People

Filt:
Phone Driver's Driver's License Qualified | Responsible Status Date
Number License
State
Daoe , Sally 7541  sdoelg@smithjones.com 3175555554 (1} 232323223 Mo Active 03022013 ﬁﬂ‘f@‘“ .’i‘l
Thornas , John 7543 jthomas?@smithjones com 3175555558 Mo Mo Active TR k- 1Y
Johnson , Jane 7562 Jiohnsond @smithiones com Ho No Active 030623 6 2 S AR
Hill, Jamie 7563 jhill @smithiones.com Ho No Active 0306013 6 L2 AR i
Leer, Sarah 7864  sleer!@smithjones.com Mo Mo Active 03062013 Sﬂ'f@‘“ ﬂnl
Davis , Robert 7565 rdavis!@smithjones.com 31755455557 Mo Mo Active 03062013 ﬁﬂ‘f@‘“ .’i‘l
Hardy Jr, Lee 7566 Ihardyl @smithjones. com 3175555558 NG 35235023 Mo Mo Active 030603 6 S AE i
Welking , Matt 7567  mnelking 1 @srmithjones.com o No Ative 0306203 6 2 S AR
Ives , Dan 7868  dives!@smithjones.com 3175555510 Mo Mo Active 03/06/2013 W/@ﬂ "]nl
Smith I, Stan 7869 ssmith1@smithjones.com Mo Mo Artive 03062013 Sﬂ'f@‘“ ﬂnl
Showing 1-10 of 12 Items Per Pageml Prev
Close

Click on the Items Per Page dropdown list and select 10, 25, 50 or 100 from the list.

Items Per Page

This example shows a Panel displaying 25 items per page.

Smith Jones Construction Professional People

Filter:
Phone Driver's Driver's License Qualified | Responsible Status Date
Number License Person{QP)| Person{RP}
State Identifier Identifier
Doe, Sally 7542  sdoel@smithjones.com 3175555554 1] 222223222 Mo Mo Active 03/02/2013
Thamas , John 7543 jthomasi@smithjones.com 3175555558 Mo Mo Active 030272013 6"0"/@ ﬂ iil
Johnson , Jane 7562 jiohnsond @smithjones.com Mo Ho Active WL o 1
Hill, Jamie 763 jhilll @smithjones.cam Mo Mo Active 03/06/2013 6"\1"/@‘“ i]r‘l
Leet, Sarah 7564 sleerl @smithjones.com Mo No Active DB 6 S A b
Davis , Robert Ta65  rdavisli@smithjones.com 3175555557 Mo Mo Active 03/06/2013 Wf@ ﬂ iil
Hardy Jr, Lee Ta66  |hardyli@smithjones.com 3175555558 [[es 35235023 Mo Mo Active 03/06/2013 6'13"/@‘“ i]\nl
Melking , Matt Ta67  mnelking! @smithjones.cam Mo Mo Active 030652013 6"\1"/@‘“ i]r‘l
Ives , Dan 7568 dives1@srithjones com 3175555510 Mo Mo Active 03062013 & 5 A i
Stmith I, Stan TEBS  ssmith1@smithjones.corm Mo Mo Ative W ok P
Trummel, Connie 7870 ctrummell @smithjones.com Mo Mo Active 03/06/2013 Wf@ﬂ i]\nl
hurray , Dave 7871 dmurray! @smithjones.com Mo Mo Active 030652013 6"\1"/@‘“ i}nl
Showing 1-12 of 12 tems Per Pagem Pr
Close
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Sorting

Data in Panels may be sorted in ascending or descending order numerically (smallest to largest
or largest to smallest), alphabetically (A to Z or Z to A) or by date and time (oldest to newest or
newest to oldest).

Click on the column heading of the field to be sorted. In the example below, the Professional
People List is sorted by Name (ascending) by clicking once on the Name column heading.

Smith Jones Construction Professional People -

Fiter: [an ~ | % W
Humber License Person{QP) | Person{RP)
State Identifier Identifier
Davis , Robert 7aR5  rdavisT@smithjones com 3175555557 Mo Mo Active 03062013
Doe , Bally 7642 sdoelg@smithjones.com 3175555554 M 222222322 Mo Mo Active 037022013 W/@ ﬁ ﬂn'
Hardy Jr, Lee 7866 Ihardy! @smithjones.com 3175555554 M 35235023 Mo Mo Active 03/06/2013 ﬁ/@ ﬂ ﬂ\nl
Hill, Jamie 7863 jhilll @smithjones.com ko Mo Active 03062013 ﬂ/@ ﬂ ﬂn'
lves , Dan 7568 divest@smithjones.cam 375855510 ko ko Active 03062013 6’6/'@ ﬂ ﬂr"
Johnson , Jane 7562 jiohnsont@srithiones.com Mo Mo Active 00BN 6 S 4T
Leet, Garah 7864 sleer! @ermithiones. com Mo Mo Aitive 006013 6 S 4t G
Murray , Dave 7871 dmurray!@smithjones.com Mo Mo Active 03062013 ﬂf@ ﬂ ﬂ\nl
Melking , Matt 7567 mnelkingl @smithjones.cam Mo Mo Active 0306/2013 6’6/'@ ﬂ ﬂr"
Striith IIl, Stan 7569 ssmithl @smithjones com Mo Mo Active 030603 6 S A
Showing 1-10 of 12 tems Per Pageml Pre\r!l Mext
Close

To re-sort (descending), click again on the column heading.

Smith Jones Construction Professional People -

Fil %W
Number License Person{QP) | Person{RP)
State Identifier Identifier
Trurmel , Connie 7570 ctrummell @smithjones.cam Blo Mo Active 035062013 ﬂ/-@‘“ .'i‘l
Thornas , John 7543 jthomas]@smithjones com 3175555558 Mo Mi Active pam013 & R i
Stmith I, Stan 7569 ssmith1@smithjones com Mo Mo Active 0ane2Ma 67 & 5 4 i
Nelking , Matt 7567 minelkingl @smithjones com Mo Mo Active DELET Rk P
Murray , Dave 7871 dmurrayl @smithjones.com Mo Mo Active 03062013 ﬁf@ﬂ i]nl
Leer, Sarah 7564  sleerl @smithjones.com Mo Mo Active 03/06/2013 &W/@‘“ ﬂn‘
Johnson | Jane 7862 jjohnsont@smithjones.cam Mo Mo Active 03062013 ﬂ/-@‘“ .'i‘l
Ives , Dan 7568 dives@smithjones com 3175555510 Mo Mi Active DIMER013 & 5 R i
Hill, Jamie 7563 jhilll @smithjones.com Mo Mo Active 0ane2Ma 67 & 5 4 i
Hardy Jr, Lee 7866  Ihardyl@smithjones.com 3175555559 NG 36235023 Mo Mo Active 03062013 W/@ ﬂ ﬂnl
Showing 1-10 of 12 tems Per Page m PIWEI Next
Close
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Filtering Information

Data in Panels may be filtered so only particular content displays. For example, the Professional
People Panel below shows that there are 12 records. A filter may be applied so that only those
Status of “Active” are shown in the list.

Smith Jones Construction Professional People -

Fitter: [ano = | % W
Humber License Person{QP) | Person{RP)
State Identifier Identifier
Trummel , Cannie 7570 ctrummell @stithjones.com Mo Mo Active 03/06/2013
Thomas , John 7543  jthomas1@smithiones.com 3175555558 Mo Mo Active 030272013 Wf@ﬂii‘
Smith lll, Stan 7869 ssmith1@smithjones.com Mo Mo Active 03/06/2013 6'1:!"/@ ﬂ ii‘
Melking , Matt 7867 mnelkingl@smithjones.cam Ma Mo Active 03/06/2013 6"\1"/@ ﬂ ii'
Murray , Dave 7571 dmurrayl @smithjones.com Mo Mo Active 03/06/2013 6"\:!"/@ ﬂ ii'
Leer, Sarah 7964  sleerl@smithiones.com Mo Mo Histarical 0a0EMa 6 g
Johnson, Jane 7862 fiohnsont @stithones.carm Mo Mo Active 062013 6 S At
Ives , Dan 7868  dives!@smithjones.com 3175555510 Mo Mo Historical 03/06/2013 Sb"f iil
Hill, Jarnie 7563 jhill@smithjones.com Ma Mo Active 03/06/2013 6"\1"/@ ﬂ ii'
Hardy Jr, Lee 7566 Ihardyl @smithjones corm 3175555558 NG 35235023 Mo Mo Histotical  DXOG013 6" % dgh
Showing 1-10 of 12 Items Per Pagem Prw!l Hext
Close

To create the Filter, click on the Add Filter W icon below the title bar. A filter opens with the left-
most column, “Status”, selected in the dropdown list as shown below.

Status v|[Like (v ||Active %W

To change this Filter, select the new column, “Status”, from the dropdown menu.

Wiark Ernail

Phiane Mumber
1Driver's License State r
Driver'z Licenze
Tewalified Person(GR) Identifier
Responsible Person(RP Idert],

Then, select the operator, “=", from the dropdown menu and enter the value, “CQO”, in the text
box (not case-sensitive).

Operator | Comparison | Description

LIKE Like Enter any character(s) or

| number(s) in the value to
include in the results (no
wildcards). For example,
Funding Program Like “safety”
would return all records with
the word “safety” in their
Funding Program names.
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= Equal to Enter the exact value to
include in the results

1= Not equal to Enter the exact value to not
include in the results

< Less than Enter a value below which all
values are included in the
results

> Greater than Enter a value above which all
values are included in the
results

<= Less than or Enter a value below which all
equal to values are included in the
results, including the value
entered

>= Greater than | Enter a value above which all
or equal to values are included in the
results, including the value
entered

The completed Filter is shown below.

Status w || LIKE s |Active %% W

To apply the Filter, press Enter or click on the Apply Filter W icon.

The filtered list of 9 records is shown below.

Smith Jones Construction Professional People -

Filter: ﬁ-?’
Status ~ | [tke = |factive
e E =R

Humber License Persun(OP) Person{RP}
State Identifier | ldentifier
Trummel , Connie 7570 cirummell @smithjones.com Active 03062013 ﬁf‘f@ﬂ {Iﬂl
Thomas , John 7543 jthomasi@smithjones.com 3175555558 Mo Mo Active 03/02i2013 ﬁf‘/@ﬂ .']r‘l
Smiith IIl, Stan 7569 ssmith]@smithjones.com Na Na Active 0306013 68 S R i
Nelking , Matt 7567 minelking] @smithjones.corm Mo Mo Active TR g s )
Murray , Dave 7571 dmuttayl @smithiones.com Ho Mo Active R s )
Johnson , Jane 7862 jjohnsoni @smithjones.com Mo Mo Active 03/06/2013 ﬁ:f'f@ﬂ {Iﬂl
Hill, Jamie 7863 jhilll @smithjones.com Mo ko Active 03062013 ﬁf‘f@ﬂ {Iﬂl
Doe | Sally 7542 sdoel@smithjones.com 3175555554 1] 232323222 Mo Mo Active 03/02i2013 ﬁf‘/@ﬂ .']r‘l
Davis , Robert 7565  tdavis! @smithjones com 3175555557 Na Na Active 0306013 68 S R i
Showing 1.9 of 9 ltems Per Pagem Prw!l Next
Close

To remove the Filter, click on the Remove Filter E icon and then click on the Apply Filter @’
icon. The complete Professional People list of 12 records displays again.
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Smith Jones Construction Professional People -

Filter: V»?r
Humber License Person{QP)| Pers )
State Identifier Identifier
Trummel , Connie 7870 ctrummell @smithjones.com Mo Mo Active 030652013 6"&'/@ ﬂ ﬂnl
Thamas , John 7543 jthomas1@smithjones.com 375555558 Mo Mo Active 030252013 6’6’/@ ﬂ .']r‘l
Smith Ill, Stan 769 ssmith1@smithjones.cam Mo Mo Active 030652013 6’6’/@ ﬂ .']r‘l
Melking , Matt 7567 mnelking! @smithjones.cam o Mo Active 03iai2013 6’6’/@ ﬂ .']r‘l
Murray , Dave 7571 dmurrayl @smithjones.corm Mo Mo Active D623 6 # S AT i
Leer, Sarah 7564 sleerl@smithjones.com Mo Mo Histaorical DH062013 6 f g
Johnsan, Jane 7862  jiohnsonl@smithjones.com Mo Mo Active 030B2013 60 2 S 4T b
ves, Dan 7468 dives1@smithiones.com 31758555510 Mo Mo Histarical 03/06i2013 ﬁ\fﬂ iil
Hill, Jarmie 7863 Jhilll @smithjones.carm Mo Mo Active naneizn: 6 S 4t i
Hardy Jr, Lee Ta66  |hardyl @smithjones.com 3175555559 MC 35235023 Mo Mo Histarical 0350842013 Wf iil
Doe, Sally 74842  sdoel@smithjones.com 3175555554 1] 222322222 Mo Mo Active 0350242013 6'1:('/@ ﬂ {Iﬂl
Davis , Rohert TaE5  rdavis1@@smithjones.com 3175555557 Mo Mo Active 0350842013 6'1:('/@ ﬂ ﬂn‘
Showing 1-12 of 12 Items Per Page m Prev!l Next
Close

Applying Multiple Filters

To apply more than one Filter to the List, leave the first filter open, select either AND or OR from
the Filter dropdown list, and click the Add Filter W icon.

Filter: W

Enter the second Filter and press Enter or click on the Apply Filter icon. The Filter appears
below the previous one and the List updates to reflect all applied Filters. Repeat to add as many
Filters as necessary.

[Mame ~[uee <l W
[Quslified Person(@P) den_= J[Lke = || %
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Viewing Details

List Panels contain information about each record. More details are available by clicking on the
View Details " icon to the right of the record.

Smith Jones Construction Professional People -

Fitter: ﬁ-@

S T O = ol - === il i
Number License Person(QP] Person{RP)
State Identifier Identifier
Doe | Sally 7542  sdoel@smithjones.com 3175555554 322223223 Active 03/02/2013 ﬁﬁ'/'@ ‘“ .’i‘l
Thamas , John 7543  jthomasig@smithjones.com 3175555558 Mo Mo Active 030272013 W/@ ﬂ n’i‘
Johnson | Jane TA62  jjohnsoni@smithjones.com Ma Mo Active 03/06/2013 56'/@ ‘“ ﬂnl
Hill, Jarnie 7863 jhilll @smithjones. carm Mo Mo Active 03062013 6 # S A i
Leer, Sarah 7864 sleerl @smithjones.com Ma Mo Historical 03/06/2013 Wﬂ {Iﬂl
Davis , Rohert 7SBS  rdavis| @smithjones com 3175555557 Mo Mo Active IR R s
Hardy Jr, Lee Ta66  Ihardyl @smithjones.com 3175555558 MNC 35235023 Mo Mo Historical 03/06/2013 Wﬂ "]nl
Melking , Matt 7567 mnelkingl @smithjones.com Mo Mo Active 03/06/2013 6\:('/@ ‘“ .’i‘
Iveg , Dan Ta68  dives!@smithjones.com 3175555510 Mo Mo Histarical 03/06/2013 Wﬁ "i'
Srnith 1ll, Stan 7569 ssmith1@smithjones.com Mo Mo Active 03/06/2013 6\:('/'@ ‘“ .’i‘
Showing 1-10 of 12 ttems Per Pagem P[WEI Next
Close

The Details window displays the data from the Panel as well as other fields. The Professional
People panel example shows Person ID, Name, Title, Email, Phone Number, Driver’s License
State and Number, QP Identifier, RP Identifier, Complete Indicator, Status and Status Date,
and the User Name and Date reflecting the record’s creation and latest update.

Click the Print 5 icon to print the detalils.

Users = x| -

Person ID 7547

HName Dioe , Sally
Title PE

Work Email sdoet @smithjones.com
Phone Number I TH555554

Phone Humber 31 THRAAA54

Drivers License State BTy

Driver's License Y

Qualified Person{QP)
lddentifier -

o
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PSCS Portal Home

Firms wanting to do work for INDOT are required to register their firm in the Professional Services
Contracting System (PSCS) prior to gaining access to the Letter of Interest Submittals (LOIS)
System and submitting a letter of interest for Request for Proposal (RFP) items.

The Home Screen displays Firm Information, Business Registration Application information,
Prequalification Application information, Firm Maintenance information and LOIS sections. The
PSCS Portal includes several levels of security. A list of Users (identified by User ID) determines
who may access the PSCS Portal. Access to menu selections, icons, features and fields is
dependent on a User’s role and security level. A PSCS Administrator assigns access rights to
each of the defined privilege categories. Firm administrators assign a role(s) to their firm’s
application users. If a firm user does not have access to expected functionality upon initial
login, contact the Firm Administrator first to ensure the user has been given the appropriate
role(s).

& a2

INDOT PSCS Portal

Firm Information

Firm Name Smith Jones Construction

Prequalification No

Required

Business Registration
INDOT requires all new consulting firms wanting access to LOIS to submit an Initial Business Registration application. INDOT will review the application
and notify the firm of its findings. Once the application is approved, the firm will automatically receive access to LOIS and will be able to submit Letters of
Interest (LOI) for items not requiring prequalification. I INDOT determines the firm needs to be prequalified, the firm will be directed to submit an Initial
Prequalification Application. Please provide complete information in the application, including supporting documents.

Initial Business Registration

Firm Maintenance

Maintain a User's Application Permissions. (Click on the icon to the right) @

Maintain Professional People's details. (Click on the icon to the right) ‘g

Indiana Department of Transportation

Firm Information

The Firm Information section initially only displays the Firm Name (submitted during the ITAP
Business Registration Process). As the firm moves through the PSCS registration process,
additional details will appear for if Prequalification is Required, Prequalification Status,
Registration General Expiration, Technical Expiration, Approved Work Types, Highest Financial
Level and Financial Expiration.
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INITIAL LOG IN - Firm Information
| Firm mformation

Srnith Jonis Consirsction

COMPLETED BUSINESS REGISTRATION — No Prequalification

Firm Information

Firm Name

Registration/General
Expiration

Smith Jones Construction 04/06/2015

Prequalification
Required
Prequalification
Status

Mot Reguired

COMPLETED BUSINESS REGISTRATION - Prequalification

Firm Information
Firm Name . Registration/General
Designes for the Future Expiration 04/11/2015
Preqt_laliﬁcaliun -
Required
Prequalification .
Status Rerig

COMPLETED PREQUALIFICATION REGISTRATION

Firm Information

Firm Name Registration/General Highest Financial

Expiration Level
Technical Expiration Financial

04/12/2015 " 06/30/2014
Expiration

Designes for the Future 04/12/2015 Unit Price/Limited Services
Prequalification Yes

Required
Prequalification
Status

Approved Approved for 3 worktypes.
WorkTypes Details

Approved

For detailed information on the firm’s approved work types, click on the blue Details link under
the number of approved work types. A window will appear with the Work Type Code, Work Type
Description, Specialty and Qualifying Person. Click the Close button to return to the PSCS Portal
Home Screen.

Approved WorkTypes | - |
Work Type Code Work Tyne Description Qualifying Person

Environmental Document Preparation - EAEIS Thamas, John

Ives, Dan

8.2 Complex Roadway Design Trummel, Connie

Ives, Dan
Trummel, Connie

ltems Per Page m Prw!l Mext

9.2 Level 2 Bridge Design

Showing 1-3 of 3

Close

i“t | Instructions for common functions such as Showing More ltems per Page
I may be found in the Getting Started section.
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Initial Business Registration

Upon initial log in for a new Firm, the Business Registration section will only have the Initial
Business Registration button available. Click on the button to begin the business registration
process. Click here for more information on completing the application.

| Business Registration

INDOT requires all new consulting firms wanting access to LOIS to submit an Initial Business Registration application. INDOT will review the application
and notify the firm of its findings. Once the application is approved, the firm will automatically receive access to LOIS and will be able to submit Letters of|
Interest (LOI) for items not requiring prequalification. If INDOT determines the firm needs to be prequalified, the firm will be directed to submit an Initial
Prequalification Application. Please provide complete information in the application, including supperting documents.

Initial Business Registration

Firm Business Registration Application Functions (View, Edit, Sign, Submit, Recall,
Delete an Application)

Once an application has been started and saved, the Business Registration section changes to

display the Application as well as the ability to Edit/ the application or Delete #~ the
application.

Business Registration

The Edit icon () opens the current application and allows changes. This option is only available when the application status is Draft or Signed.

The Delete icon (%) deletes the application. This option is only available when the status is draft. Delete will remove the current application.
Recent Application Status Signed Date Submitted Date Received Date  Completed Date

Business Registration Draft / l’w.

l“' If the user has not been given the proper permissions, the Name and

E Status of recent applications will be visible, but the ability to Edit, Delete,

' View and Recall the application will not be available. Contact the Firm
Administrator to verify and obtain user permissions if the desired functions
are not available.

Clicking the Edit/ icon will open the application. Click here for more information on completing
the application. This option is only available when the application status is Draft and Signed.

Click the Delete #~ icon to delete the application. This option is only available when the
application status is Draft. Click OK at the confirmation message to remove the application or
click Cancel to return to the PSCS Portal without deleting the application. If the application is
deleted, the Initial Business Registration button will redisplay in the Business Registration
section.
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Confirm Delete

ﬂ Are you sure you want to delete this application?

OK Cancel

After the “| affirm” check box in the application is checked, the application status changes from
Draft to Signed. The options to Edit and Delete the application are still available; the application
still needs to be Submitted to INDOT for approval.

Business Registration

The Edit icon (/ ) opens the current application and allows changes. This opfion is only available when the application status is Draft or Signed.

The Delete icon ('i"a} deletes the application. This option is only available when the status is draft. Delete will remove the current application.
Recent Application Status Signed Date Submitted Date Received Date = Completed Date

Business Registration Signed 04/06/2013 / K

Once the application has been submitted, the Business Registration section changes to display

4
the Registration as well as the ability to View ¥ the application or Recall t’ the application.

Business Registration

The View icon {_¥ ) opens the current application for viewing, read only, not editable.

The Recall icon (Ij) brings back a Submitted application. This option is only available until the application status has been changed to Received by
INDOT.

Recent Application Status Signed Date Submitted Date Received Date  Completed Date

Business Registration Submitted 04/06/2013 04/06/2013 VY G

Clicking the View ¥ icon will open the application but the fields will not be editable, only viewable.
Click here for more information on the application.

20
Clicking the Recall (’ icon will recall the application and allow the firm to make
corrections/changes to the submitted application and then resubmit for consideration. To recall
the application click OK at the confirmation message. Click Cancel to return to the PSCS Portal
Home Screen without recalling the application. The Recall icon is unavailable once INDOT
Receives the application to begin processing.
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e |
Confirm Recall

ﬂ Recall will remove the application from submitted status and will not he
available to INDOT until the application is submitted again. Are you sure you
want to recall this application?

OK Cancel

The application status will change to Signed and the Edit and Delete icons will be visible. The
application must be resubmitted for consideration by INDOT.

Business Registration

The Edit icon () opens the current application and allows changes. This option is only available when the application status is Draft or Signed.

The Delete icon ('v’«) deletes the application. This option is only available when the status is draft. Delete will remove the current application.
Recent Application Status Signed Date Submitted Date Received Date = Completed Date

Business Registration Signed 04/06/2013 / (‘\

Once INDOT has received the application, the application status changes from Submitted to

Received and Under Review and the View ¥ icon will be visible. No changes to the application
can be made at this point.

Business Registration

The View icon (V) opens the current application for viewing, read only, not editable.
Recent Application Status Signed Date Submitted Date Received Date  Completed Date

Received and

Business Registration Under Review

04/06/2013 04/06/2013 04/06/2013 V

INDOT Processes the Business Registration Application
Once the application status changes to Received and Under Review, INDOT either approves or
denies the application.

If the application is denied, the firm administrator will receive a letter from the PSCS administrator
alerting them to the denial. The Business Registration section will remove the application
information and the Initial Business Registration button will be available again. However, when
the firm clicks on the Initial Business Registration button the application that loads will contain all
the information previously entered, and it will be editable so that corrections or additions can be
made.

Business Registration

INDOT requires all new consulting firms wanting access to LOIS to submit an Initial Business Registration application. INDOT will review the application
and notify the firm of its findings. Once the application is approved, the firm will automatically receive access to LOIS and will be able to submit Letters of
Interest (LOI) for items not requiring pregualification. If INDOT determines the firm needs fo be pregualified, the firm will be directed to submit an Initial
Prequalification Application. Please provide complete information in the application, including supporting documents.

Initial Business Registration
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If a Business Registration application is approved for a firm wanting prequalification, an email will
be sent to the firm, the Business Registration section will change to Prequalification Application
and there will be a button to complete the Initial Prequalification Application. See the
Prequalification Application section for more details.

Prequalification Application

Initial Prequalification Application

Wou have access to the Initial Prequalification Application hecause INDOT has determined that your firm requires prequalification. Once submitted,
IMDOT will reviewr the application and notify the firm of its findings. If approved, the firm will he ahle to submit Letters of Interest (LOD for items
requiring pregualification for approved work types. Please provide camplete information in the application, including supporting documents.

Business Registration Modification Application

If a Business Registration application is approved for a firm that does NOT wish to be
prequalified, an email will be sent to the firm and the Business Registration section will provide
the options to View ¥ or Modify ™ the application. Clicking the Modify icon will create a
modification application from the last processed application and allows for changes to be made
and the application to be resubmitted.

Business Registration

The View icon {_¥) opens the cumrent application for viewing, read only, not editable.

The Modification icon { M) creates a Modification application from the last processed application and allows changes.
Recent Application Status Signed Date Submitted Date Received Date Completed Date

Business Registration Approved 04/06/2013 04/06/2013 04/06/2013 VvV M

Click on the Edit button to begin a Business Registration Modification.

N

-

If the Firm desires to become Prequalified for a Work Type before the
Registration/General Expiration date, click the Modify icon and click the
radio button next to the text “My firm wants to become Prequalified for one
or more Prequalification work types.” When the modified application is
submitted and approved by INDOT the firm will have the opportunity to
complete the Prequalification Application.

Business Registration Expiration Dates and Renewal Application

The firm’s Registration/General Expiration Date will be set to two years from the Business
Registration approval date. Firms will receive emails 90, 60 and 30 days before their registration
expires alerting them to resubmit their applications. Additionally, 90 days before the Business

Registration expiration, the Renewal ‘R icon will become available. Clicking on the Renewal
icon creates a renewal application from the last processed application and allows changes. A
Business Registration Renewal is required to extend the Business Registration’s expiration date.
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Business Registration

The View icon (Y ) opens the current application for viewing, read only, not editable.
The Modification icon (_M ) creates a Modification application from the last processed application and allows changes.

The Renewal icon (_R ) creates a Renewal application from the last processed application and allows changes. Renewal is reguired to extend the
Business Registration's expiration date.
Recent Application Status Signed Date Submitted Date Received Date  Completed Date

Business Registration Approved 04/06/2013 04/06/2013 04/06/2013 V M R

Business Registration Fields

The Initial Business Registration application must be completed by a firm and approved by
INDOT prior to gaining access to LOIS and submitting a letter of interest for Request for Proposal
(RFP) items.

The Initial Business Registration form pulls some information from ITAP which was entered by the
firm when they enrolled in ITAP and other information will be entered by the firm. Information
does not need to be entered all in one sitting. Clicking the Save button at the bottom of the
application will save any entered information, allowing the user to return and enter/edit
information at a later time. Required fields are not validated at the save step, so all required
fields DO NOT need to be completed before saving the application. Click Close at the bottom of
the Application Submittal section to close the application and return to the PSCS Portal Home
Screen. Clicking Close without saving first will result in a loss of all information entered since the
last Save.

Last Save Date: 4/25/2013
Page 27 of 117 Author: Sarah Wingfield
Version: 4.0



Indiana Department of Transportation

General Form

General Information Form: Draft Application Type: Initial Business Registration

Firm Information

» The Federal ID number and firm name are not editable as this is pulled from the Company's informatien in ITAP. Please email Consultant Prequalifications if it needs to be
edited or if you find it blank.
m You will be asked to upload all appropriate documents at the end of the Application.

Federal Id 355555855

What type of work does your [Road construction -

company do?

Information entered in “What type of work does your company do”, assists INDOT in determining if you need fo be prequalified.

Type of Business Entity l:E
{if less than one year enter 1)
l:EI Date of Incorporation |:| (MM/DDAYYYY)

Years in Operation

State of Incorporation

Indiana Secretary of State Doc.

LT To become registered with the Secretary of State refer to website at Secretary of State.

Number of Employees

As Of Date Firmwide Total for all offices in Indiana

(MM/DDYYYY) | | |

Number of Registered Professionals

As Of Date Total for all offices in Indiana
(MM/DDIYYYY) | | |
Icon Legend
The (A7) icon i used to add a record. The (&) is used to edit a record . The () is used to delete a record.
Owners, Officers, Principals and Partners -

Has authority to sign contracts
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Office List {Main Contact Office and Payment Remit Office are required.)

Contact Name

Indiana Department of = . - .
Administration’s Buy Indiana [l our firm is registered under the Buy Indiana program.

program. o firm is eligible but not registered under the Buy Indiana program.

If you indicated that your firm is
registered or eligible to be
registered as a Buy Indiana firm,
then you must select all
qualifying statements that apply.

~ Abusiness whose principal place of business is located in Indiana
_ Abusiness that pays a majority of its payroll (in dollar volume) to residents in Indiana.
_ A business that employs Indiana residents as a majority of its employees.

_ A business that makes significant capital investments in Indiana

. A business that has a substantial positive economic impact in Indiana.

Select all Business Enterprise

Programs for which the firm is pee [0 mee [ wee
currently certified in Indiana.

m For Information on the INDOT DBE Program : [NDOT DEE Program
w For Information on the Federal DBE Program : DOT DEE Program

Go to the Indiana Department of Administration website for “Buy Indiana” information and explanation of the qualifications.

m For infermation en the State Of Indiana's MBE and WBE Programs: Indiana W/MEE Programs

g Business As Name

Please list any name your firm does business as other than Smith Jones Construction. {Please do not list affiliated companies and subsidiaries here.)

Please list names your firm has previously done work as. Also list companies that your firm has acquired that no longer exist.

Previous Business Names Entity Type Number of Years in Operation Reason for Change

Upload Requested Documentation

Attach a current signed and dated W-9 (Go to the RS website to obtain a W
-9 form)

Attach proof of registration with Indiana Secretary of State (copy of website
page will suffice). Optional. {Secretary of State website

Attach the List of Owners, Officers, Principals, and Pariners of the firm -
Optional

(Attach DBE certification letter

Attach MBE ceriification letier

(Attach WEE certification lefter

Other

Lo Do| Dof Dof Os| 0o] Do

() My firm ONLY wants to submit a Letter of Interest (LOI) for RFP items which do NOT require Prequalification for any given work fype.
(_) My Firm wants to become Pregualified for one or more Prequalification work types.

To sign. click the "I affirm” statement checkbox when all information is completed

If the entered information does not validate, the "I affirm” checkbex will not remain checked and error messages will be displayed.
Signature is required before being able to submit the application.

| affirm the information submitted is frue to the best of my knowledge.

Click here for a printable copy.

Save Close

* This color background fields are mandatory.

Application Submittal

Application Type: Initial Business Registration

Steps to submit the application: (If the step is in red it still needs to be accomplished, once it furns green the step has been completed )
The Business Registration Form must be signed by clicking on the "l affirm"” statement checkbox.
Once all steps are green, click the Submit button

Submit
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|1' Field values that are grayed out are auto-populated, and therefore NON-
N EDITABLE. Fields with a peach background are REQUIRED. Fields with no
' background color are OPTIONAL.

Access to menu selections, icons and features is dependent on a User’s
role and security level. For details, refer to Understanding the Screen in the
Getting Started section.

Incorporation

Certain fields which display as optional may become required based on other selections. For
example, State of Incorporation and Date of Incorporation are both initially optional fields, but
Date of Incorporation becomes required if State of Incorporation is entered.

Years in Operation l:l Type of Business Entity |:E|

(if less than one year enter 1)

State of Incorporation = Date of Incorporation l:l (MM/DDAYYYY)

Indiana Secretary of State Doc.
No.

To become registered with the Secretary of State refer to website at Secrefary of Siaie

Number of Employees/Registered Professionals
In the Number of Employees/Number of Registered Professionals sections, the number of
Total Employees for all offices in Indiana cannot be greater than the Firmwide total.

Feguired Fields - ¥ou can click on the error message below to go directly to the corresponding field.

m Total Mumber of emplovees in Indiana cannot he greater than firrmaide total

Humber of Employees

As Of Date Firmwide Total for all offices in Indiana

0350172013 (MDD 1000 1600 *

Owners, Officers, Principals and Partners

In the Owners, Officers, Principals and Partners section, click on the Add New'{IF' icon to the
right of the Has Authority to Sign Contracts column to add new information.

Owners, Officers, Principals and Partners =

Has authority to sign contracts

The ADD screen will appear. Enter the information as required and click Save to save the
information and return to the application or Cancel to return to the application without saving
information.
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Screen Mode: ADD

L [ -l

Hame {Full Hame include First, Middle
Initial, Last)

Title

Please check if this person has the
authority to sign contracts on behalf of JEEEE
the firm.

Save Cancel

* Thiz calor background fields are mandatary .

i“t . The system will not save the record or leave the ADD Screen Mode if a
| required field is left empty. Instead, a red asterisk (*) will appear to the right
' of the field and the cursor will blink inside the field.

Hame {Full Hame include First, Middle *
Initial, Last)

The new entry will display in the Owners, Officers, Principals and Partners Table with the
ability to Edit/ or Delete #~ the information.

Owmers, Officers, Principals and Partners

m Has authority to sign contracts

Cwner |Sarah E Jones |CEO | Yes |/N |

Click the Edit/ icon to edit. The EDIT screen will open in a new window. Edit the information as
necessary and click Save to save the updated information and return to the application, or click
Cancel to return to the application without saving the changes.

Screen Mode: EDIT

Type
i

Hame (Full Hame include First, Middle
Initial, Last)

Title CEQ

Sarah E Jones

Please check if this person has the
authority to sign contracts on behalf of NERTE
the firm.

Save Cancel

* Thiz color background fislds are mandstory.
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Click the Delete # icon to delete the information. A confirmation window will appear. Click OK
to delete the record and return to the table or click Cancel to return to the table without deleting

the record.

Confirm Delete

i

Are you sure you want to delete this record?

OK Cancel

Office Information

In the Office Information section, click on the Add New'fu}' icon to the right of the Email column to
add new Office information. The ADD screen will open in a new window. Enter the information
as required and click Save to save the office information and return to the application or Cancel
to return to the application without saving information.
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Screen Mode: ADD |+ |

Number of

Employees (for this I:l

office)
Primary Contact - Persan far this office with whom INDOT will cammunicate.

Salutation l:l

First Name | Email |

Middle Initial Phone - | E}{t| |

Last Name Alt Phone |(_) . | ext| |

Fax [ D

| Main Cortact Otfics |

Title

Secondary Contact

I~ Add Secondary Contact
Salutation

First Hame Email |

Middle Initial

| |

Phone B |

Last Name Alt Phone |

Title

Fax

Physical Address - Address should notbe a P.O. Box
Street |

|ru1ai|ing Address |

iﬁ. Main Contact Office and Payment Remit Office types must be added.

— Only one Main Contact Office may be added; once it is added, the “Main
Contact Office” option is removed from the Office Type drop down list.

The fields in the Secondary Contact section are only available for an Office
Type of Main Contact Office, and the section will not be editable until the
check box next to Add Secondary Contact is checked.

In the Mailing Address section, click on the Same as the Physical Address
link to populate the Mailing Address information with the information from
the Physical Address section.

The new Office Information will display in the Office List Table with the ability to Edit# or
Delete # the office information.

Office List {Main Contact Office and Payment Remit Office are required.) -

Main Contact Office 100 M Senate Ave INDIANAPOLIS, [N 46204 Wingate, Sarah (317) 555-5555 swingate@smithjones.com /‘X
Fayment Remit Office 100 M Senate Ave INDIAMNAPOLIS, IN 46204 Dravis, SuUsan (317 655-5559 sdavis@smithjones.com /ﬁ
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Click the Edit/ icon to edit an office. The EDIT screen will open in a new window. Edit the
information as necessary and click Save to save the updated office information and return to the
application, or click Cancel to return to the application without saving the changes.

Screen Mode: EDIT | 4 |

Humber of

| Main Cortact Ofics = Employees {for this UL
office)

Pritnary Contact- Person for this office with whom INDOT will communicate,
Salutation I:I

First Name Sarah | Email gwingate@smithjones.com |

Micidle Initial Phone {3171 555-5555 | ex‘t| |

Last Name Wingate Alt Phone |(_) - | ex‘t| |

Fax [ P

Title

Secondary Contact

I™ add Secondary Contact
Salutation

First Hame Email |

[ -1
Middle Initial Phone oy - | ext| |

Last Name alt Phone |(_) o | e;d| |

Fax [ S

Title

Physical Address - Address should not be a PO, Box

Street |1DD N Senate Ave
Zip Code ARZ04 City IMDIAMNAPOLIS

|Mailing Address

Click the Delete # icon to delete the office information. A confirmation window will appear. Click
OK to delete the record and return to the Office List Table or click Cancel to return to the table
without deleting the record.

Confirm Delete

9 Are you sure you want to delete this record?

OK Cancel
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Buy Indiana and Business Enterprise Sections

Complete the Buy Indiana and Business Enterprise sections as necessary by clicking in the
applicable check boxes. Selections in this section will impact which documents must be
uploaded in the Upload Documents section.

Indiana Department of

tration’s Buy Indiana Clour firm is registered under the Buy Indiana program.

[ our firm is eligible but not registered under the Buy Indiana program.

UNTITRRICSC U EIR DRI REN (7] 4 A business whose principal place of business is located in Indiana.
registered or eligible to be °

e e r RN [2. Abusiness that pays a majority of its payroll (in dollar volume) to residents in Indiana
then you must select all [WE

qualifying statements tat apply. _ A business that employs Indiana residents as a majority of its employees

[[14. Abusiness that makes significant capital investments in Indiana.
[El5. A business that has a substantial positive economic impact in Indiana.

Go to the Indiana Department of Administration website for “Buy Indiana” information and explanation of the qualifications

Select all Business Enterprise

e R v [ pee [ mee [ wee
currently certified in Indiana.

m For Information on the INDOT DBE Program : [NDOT DEE Program
m For Information on the Federal DBE Program : DOT DEE Program
m For information on the Siate Of Indiana’s MBE and WBE Programs: Indiana W/MEE Programs

Doing Business As Name

In the Doing Business As Name section, click on the Add New . icon to the right of the Doing
Business As Name column to add other name information.

Please list any name your firm does business as other than Smith .Jones Construction. (Please do not list affiliated companies and subsidiaries here.} -

|

The ADD screen will appear. Enter the information as required and click Save to save the name
and return to the application or Cancel to return to the application without saving information.

Screen Mode: ADD

Doing Business As Hame

Save Cancel

* Thiz color background fizlds are mandstory.

The new information will display in the Doing Business As Table with the ability to Edit/ or
Delete #~ the information.

Please list any name your firm does business as other than Smith Jones Construction. (Please do not list affiliated companies and subsidiaries here.) =

Doing Business As Name
Smith and Jones LLC | 7R |
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Click the Edit/ icon to edit a name. The EDIT screen will open in a new window. Edit the
information as necessary and click Save to save the updated name information and return to the
application, or click Cancel to return to the application without saving the changes.

Screen Mode: EDIT

LR EESUEEER R U (S mith and Jones Construction

Save Cancel

* Thiz color background figlds are mandatory:.

Click the Delete # icon to delete the name information. A confirmation window will appear.
Click OK to delete the record and return to the name table or click Cancel to return to the table
without deleting the record.

| e |
Confirm Delete

» Are you sure you want to delete this record?

OK Cancel

Previous Business Names

In the Previous Business Names section, click on the Add New'fu}' icon to the right of the
Reason for Change column to add previous business name information.

Please list names your firm has previously done work as. Also list companies that your firm has acquired that no longer exist. -

Previous Business Names Number of Years in Operation Reason for Change

The ADD screen will appear. Enter the information as required and click Save to save the name
and return to the application or Cancel to return to the application without saving information.
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Screen Mode: ADD

Previous Business
Name |

Type of business
entity | El

Years in operation

Reason for change -

Save Cancel

* This color background fields are mandatory.

The new information will display in the Doing Business As Table with the ability to Edit/ or
Delete #* the information.

Please list names your firm has previously done work as. Also list companies that your firm has acquired that no longer exisi. -

Previous Business Names | Entity Type | Number of Years in Operation Reason for Change B
Jones Sisters Consfruction LLC | ‘Name change due to marriage of one of the pariners. |/‘K |

Click the Edit# icon to edit a name. The EDIT screen wil open in a new window. Edit the
information as necessary and click Save to save the updated name information and return to the
application, or click Cancel to return to the application without saving the changes.

Screen Mode: EDIT

Previous Business ) -
Name Jones Sisters Construction

Type of business
entity [LLc £

Years in operation 3

SRR iR (Mame change due to marriage of one of the pariners. -

Save Cancel

* This color background fields are mandatory.

Click the Delete # icon to delete the name information. A confirmation window will appeatr.
Click OK to delete the record and return to the name table or click Cancel to return to the table
without deleting the record.
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i’. Are you sure you want to delete this record?

OK Cancel

Upload Documents
Certain documents must be uploaded into the system to complete the application. To upload a

document, click on the Upload 5 icon next to the document type that matches the document to
be uploaded. A new window will appear allowing the user to browse their computer to select the
document.

Select a file to upload

Add Document

Document Type: [W-9 ~]
File size limit is 20 MB_ If larger, split the file and use Other to upload the file.

Click the Browse button to find the desired document on the computer and double click on the
document to select it.

Last Save Date: 4/25/2013
Page 38 of 117 Author: Sarah Wingfield
Version: 4.0



Indiana Department of Transportation

e
| . » Libraries » Documents » INDOT Files

(=) Choose File to Upload u

Organize ~ New folder = - ﬁ
v Favorites 1 Documents Ilbrary Arrange by: Folder -
INDOT Files
- lsleinss MName Date modified Type
.. Documents
d’/ Music = AAC.pdf 3/24/2013 7:58 PM Adobe Ag
&, Pictures | “L APB.pdf 3/24/2013 759 PM  Adobe Ag
! Videos s CCP.pdf 3/24/2013 7:58 PM Adobe Ag
= LOLpdf 372442013 7:.57 PM Adobe Ag
q% Homegroup lj ResumeConnieTrummel.docx 3/9/2013 9:20 PM Microsoft
4] ResumeDanlves.docx 3/9/2013 9:20 PM Microsoft
A Computer ij ResumeDaveMurray.docx 3/9/2013 9:21 PM Microsoftl
& Windows 7 (C) ] W9_document.docx 3/4/2013 11:00PM  Microsoftft
= Documents (E}) !
v 4 Il | b
File name: ~ | All Files () -
I Open l [ Cancel l

The file name will appear in the text box next to the Browse button.

Select a file to upload

Add Document

Document Type: | W-9 [+]
File size limit is 20 MB._ If larger, split the file and use Other to upload the file.

E:\My Documents\INDOT Files'W9_document.docx

Close

Make sure the document type in the drop down window matched the document type to upload,
and then click Upload to upload the document into the system or click the Close button to close
the window without uploading anything.

While the document is uploading, a document loading image will appear.
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Select a file to upload

Add Document

Docurnent Type:  [W-9 ]

File size limitis 20 MB. [flarger, splitthe file and use Other to upload the file.
Uploading file

Please wait ...

Close

Once the document is uploaded successfully, a confirmation will appear in place of the document
loading image. Click Close to return to the Documents Uploaded Table.

Select a file to upload

Add Document

Docurnent Type:  [w-9 |
File size limitis 20 MB. If larger, splitthe file and use Other to upload the file.

File Successiully Uploaded

Close

The Documents Uploaded Table will display all uploaded documents with the ability to

Download Q‘ (View) the document, Replace@ the document and Delete # the document.

Documents can be added by clicking the Add New':EF' icon to the right of the Uploaded Date in
the Documents Uploaded Table, or by clicking the Close button and then clicking the Upload

é icon next to the document to be uploaded.

Documents Uploaded -

Filter: %W

File Name Document Type Uploaded Date
W9_document.docx 04/06/2013 09:28 PM |5, (3 3K

Showing 1-1 of 1 items Per Page ERJIER Prev FIE3 Mext

Close

Click the Download Q;“ icon to download (View) the document from the application. A new
window will open. Click Open to open the document, click Save to save the document to the
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user’s computer or click Cancel to return to the Documents Uploaded table without downloading
the document.

File Download

Do you want to open or save this file?

[!F,‘_ s Mame: W2_document.doot
= Type: Microsoft Office Word Document
From: pscsqaindotin.gov

Open ] [ Save ] [ Cancel

Always ask before opening this type of file

harm your computer. f you do not trust the source, do not open ar

|@ While files from the Intemet can be useful, some files can potentially
L.
= save this file. What 's the rislc?

There can be only one document associated with each document type (with the exception of a

document type of Other). To replace one document with another, click on the Replace@ icon.
A new window will open with the options to Browse for the new document, Upload the new
document and Close to return to the Documents Uploaded section without replacing the file.
Follow the steps outlined in adding a new document to complete the Replace Document
process.

Select a file to upload

Replace Document (Project Search Result.x1s)

Document Type: W9
File size limitis 20 MB. If larger, splitthe file and use Other to upload the file.

Browse. . | Uploacd

Close

Click the Delete # icon to delete the document. A confirmation window will appear. Click OK to
delete the document and return to the table or click Cancel to return to the table without deleting
the document.
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T
Confirm Delete

ﬂ Are you sure you want to delete this record?

OK Cancel

Click the Close button to return to the Documents Uploaded screen.

Documents Uploaded | -

Fitter: W%
m Document Type Uploaded Date ==
Showing 1-1 of 1 items Per Pagem Prev!l Next

Close

From the Documents Uploaded window, click Close to return to the application. Green
“Uploaded” text will appear next to the files that have been uploaded.

Upload Requested Documentation

f\gﬂ?ocrr:n? current signed and dated W-9 {Go to the |ES website to obtain a W é Uploaded
Attach proof of registration with Indiana Secretary of State (copy of website
page will suffice). Optional. (Secretary of State website)

Attach the List of Owners, Officers, Principals, and Partners of the firm -
Optional

Attach DBE cerlification letter

(Attach WEBE certification letter

Other

=
=
5
Attach MBE certification letter &
S
S

Non Prequalification / Prequalification Question
Click in the radio button to indicate if the business wants to be prequalified or not.

o Wy firmn OMLY wwants to submit a Letter of Interest (LO0 for RFP iterns which do MOT reguire Pregqualification for any given work type.
C Wiy Firm wwants to become Pregualified for one ar mare Frequalification work types.

Signing, Validating and Submitting the Application
Click in the check box to Sign the application.

Ta sign, click the "l affirm” staterment checkhoxwhen all information is completed.
Ifthe entered information daoes notwalidate, the "1 affirm” checkbox will not remain checked.
Singnature is required before being able to submit the application.

[~ | afiirm the information submitted is true to the best of my knowledge.
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If there are any errors in the information or missing information after clicking the check box, the
check box will uncheck and must be checked again and the missing information will display in red
under the Signature check box.

[ | affirm the information submitted is true to the best of my knowledoe.

Fequired Fields - You can click on the error messade below to go directly to the corresponding field.

m Total Mumber of emplovees in Indiana cannot be greater than firrmwide total

W8 Aftachment required
gidbe] (:lick hare for a printable copy.

Save

* Thiz color background fields are mandstory.

Once all necessary corrections have been made and the Signature check box is checked again,
the Save button will gray out and the Submit button will become available. The application is
now in Signed mode and changes cannot be made to the application unless the “I affirm”
signature check box is unchecked.

To sign, click the "l affirm” statement checkbox when all information is completed
If the entered information does not validate, the "I affirm” checkbox will not remain checked and error messages will be displayed
Signature is reguired before being able to submit the application.

| affirm the information submitted is true to the best of my knowledge
General Information Form has been signed by  Jones, Sarah on  4/6/2013 8:33:36 PM

iobe| Click here for a printable copy.
Close

* This color background fields are mandatory.
The General Application has been signed but has not been submitted.
To complete the application process you must Submit the application by clicking on the Submit
button.
When the application is in the Signed mode you cannot make changes unless you remove the
signature by removing the checkmark in the "l affirm” checkbox on the bottom of the application.

Application Submittal
Application Type: Initial Business Registration

Steps to submit the application: (If the step is in red it still needs to be accomplished, once it turns green the step has been completed.)
The Business Registration Form must be signed by clicking on the " affirm” statement checkbox.
Once all steps are green, click the Submit button

Submit

To complete the application and submit it for consideration, click the Submit button. The
application fields will be grayed out and non-editable, the Submit button will be unavailable and
the application status will change from Signed to Submitted. Click the Close button to return to
the PSCS Portal Home Screen.

Application Submittal
Application Type: Initial Business Registration

Application submitted by Jones, Sarah on 4/6/2013 9:37:11 PM
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Printing the Application

pa
Click on the PDF s

icon next to the Save button for a printable copy of the application. The

application must be saved before any information already entered into the application will appear;
the fields not yet completed will display as blank fields.

App ID:3701

General Information Form

Smith Jones Construction

App Status:Draft

Federal ID

What type of work does your company do?

55-5655655

Road construction

Years in Operation

State of Incorporation Indiana

Type of Business Entity

Date of Incorporation

01/0171998

Indiana Secretary of State Doc. No.

Number of Employees

As Of Date Firmwide Total for all Offices in Indiana

Number of Registered Professionals

As Of Date Firmwide Total for all Offices in Indiana

Indiana Department of
Administration’s Buy
Indiana program.

Initial Prequalification Application

If the firm requested to be prequalified during the Business Registration application process, once
INDOT accepts the registration the Business Registration section will change to
Prequalification Application and an Initial Prequalification Application button will appear.
Click on the button to begin the prequalification application process. Click here for more
information on completing the application.

Prequalification Application

You have access to the Initial Prequalification Application because INDOT has determined that your firm requires pregualification. Once submitted,
INDQOT will review the application and notify the firm of its findings. If approved, the firm will be able fo submit Letters of Interest (LOI) for items
requiring prequalification for approved work types. Please provide complete information in the application, including supperting decuments.

Initial Prequalification Applicatior

Firm Prequalification Application Functions (View, Edit, Sign, Submit,
Recall, Delete an Application)

Once an application has been started and saved, the Prequalification Application section changes
to display the Applications as well as the ability to Edit/ the application or Delete # the
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applications.

Prequalification Application

The Edit icon (.-:/) opens the current application and allows changes. This option is only available when the application status is Draft or Signed.
The Delete icon (#«) deletes the application. This option is enly available when the status is draft. Delete will remove the current application.

Recent Application Status Signed Date Submitted Date Received Date Completed Date

General Pregualification Draft / G
Technical Prequalification Draft L)
Financial Prequalification Draft / c(,:;‘-

Iﬁ- If one section of the application is deleted, all sections will be deleted.
e If a firm decides they do NOT want to be Prequalified for any work types
and only wants to submit LOIs for RFPs that do not require prequalification,
they should select the radio button next to the text “My firm ONLY wants to
submit a Letter of Interest for RFP items which do NOT require
Prequalification for any given work type.” on the General Form page.
Firms must still complete the Technical and Financial screens, but will not
be prequalified for any work types upon INDOT approval.

Clicking the Edit/ icon will open the selected application section. Click here for more
information on completing the application. The Edit option is only available when the application
status is Draft or Signed.

Click the Delete #~ icon to delete the application. This option is only available when the
application status is Draft. Click OK at the confirmation message to remove the application or
click Cancel to return to the PSCS Portal without deleting the application. If the application is
deleted, the Initial Prequalification Application button will redisplay in the Prequalification
Application section.

Confirm Delete

™ Are you sure you want to delete this application?

Ol Cancel

Once the application has been submitted, the Prequalification Application section changes to
P

[
display the Applications as well as the ability to View ¥ the applications or Recall "’ the
applications.
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Prequalification Application

Recent Application

General Pregualification Submitted 0209720132 030972013 Vv i =,
Technical Prequalification Submitted 030852013 0370852013 —
Financial Prequalification Submitted 03092013 03052013 V 6

The view ican ¢ ¥y opens the current application for viewing, read anly, not editable.

INDOT.

The recall ican (G) hrings back a submitted application. This aption is only available until the application status has been changed to Received by

Clicking the View ¥ icon will open the application but the fields will not be editable, only viewable.
Click here for more information on the application.

24
Clicking the Recall (-’ icon will recall the application and allow the firm to make
corrections/changes to the submitted application and then resubmit for consideration. To recall
the application click OK at the confirmation message. Click Cancel to return to the PSCS Portal

Home Screen without recalling the application. The Recall icon is unavailable once INDOT
Receives the application to begin processing.

Confirm Recall

ﬂ Recall will rernowve the application from submitted status and will not be

available to INDOT until the application is submitted again. Are you sure you
want to recall this application?

OK Cancel

The application status will change to Signhed and the Edit and Delete icons will be visible. The
application must be resubmitted for consideration by INDOT.

Prequalification Application

The Edit icon (/ ) opens the current application and allows changaes. This option is only available when the application status is Draft or Signed.

The Delete icon ( ++) deletes the application. This option is only available when the status is draft. Delete will remove the current application.
Recent Application Status Signed Date Submitted Date Received Date Completed Date

General Prequalification Signed 04/06/2013 / G
Technical Pregualification Signed 04/06/2013 L
Financial Prequalification Signed 04/08/2013 / c“
it If one section of the initial application is recalled, all sections will be
N recalled.
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INDOT Processes the Prequalification Application
Once INDOT has received the application, the application status changes from Submitted to

Received and Under Review and the View ¥ icon will be visible. No changes to the application
can be made at this point.

Prequalification Application

The View icon (_Y.) opens the current application for viewing, read only, not editable.
Recent Application Status Signed Date Submitted Date Received Date Completed Date

Received and

General Prequalification Urdor Reumy 04/06/2013 D4/06/2013 04/06/2013

- Vv
Technical Prequalification 5%2';";‘;32& 04/06/2013 D4/06/2013 04/06/2013 —
Financial Prequalification Decenedand 040612013 04/06/2013 04062013 v

From this point, INDOT can mark the application Denied or Incomplete, or Approve the
application/mark the Technical and Financial Prequalifications Complete.

If the application is denied or marked incomplete, the firm administrator will receive a letter from
the PSCS administrator alerting them to the denial or need for more information. The
Prequalification Application section will remove the application information and the Initial
Prequalification Application button will be available again. However, when the firm clicks on the
Initial Prequalification Application button the application that loads will contain all the information
previously entered, and it will be editable so that corrections or additions can be made. If one
section of the Prequalification is denied or marked incomplete, all sections will be marked Denied
or Incomplete. If an application is denied or marked incomplete, the firm will still have access to
LOIS and can continue to submit LOIs for RFPs that do not require prequalification.

Prequalification Application

You have access to the Initial Prequalification Application because INDOT has determined that your firm requires prequalification. Once submitted,
INDOT will review the application and notify the firm of its findings. If approved, the firm will be able to submit Letters of Interest (LOI) for items
requiring pregualification for approved worlk types. Please provide complete information in the application, including supporting documents.

Initial Prequalification Applicatior

The PSCS Administrator can edit the Prequalification Application on behalf of the firm to assist
the firm if necessary. The status will remain as Received and Under Review until the edits are
completed and the application is moved to another status.

General/Technical Modification and Renewal
If the application is approved, then the status will change to Approved or Completed and the

View ¥, Modify M and Financial -E icons will be available. The View icon displays the
application but the firm cannot edit any information. The Modify icon creates a modification
application from the last processed application and allows for changes. The Financial icon
allows for updates to Financial information, as well allowing firms to submit for different levels of
Financial qualification. See the Financial Form Renewal/Request Different Financial Level
section for more information.
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Prequalification Application

The Wiew icon (¥} opens the current application far viewing, read only, not editable.
The Modification icon ¢ M3 creates a Modification application fram the last processed application and allows changes.

The Financial icon ¢ Fy i for making any changes to your financial infarmation,

Recent Application Status Signed Date Submitted Date Received Date  Completed Date

General Prequalification Approved 0372072013 0372052013 0372052013 v
Technical Prequalification Completed 032002013 03/20/2013 032002013 032002013 L ﬁ
Financial Prequalification Completed 0302002013 03/20/2013 032002013 032002013 VY E

Click on the Modify M icon to modify either the General Form, Technical Form or both. Clicking
the Modify icon opens the existing approved/completed application. The screen opens on the
General Form by default, but it is possible to edit just the Technical Form. Click on the Edit
button at the top of the desired form to make changes. Once all changes are complete, click in
the check box next to “I affirm the information submitted is true to the best of my
knowledge.” The modified application needs to be reapproved by INDOT,; click Submit to
submit the modified application to INDOT for approval.

General Form || Technical Form

General Information Form: Approved Application Type: Initial Prequalification

To Start modifying the General part of the application, please click on the Edit button.
Edit

m The following information is from your approved Business Registration application and may be edited. The Professional Liability Insurance and the Affiliated Companies and
Subsidiaries information was not part of the Business Registration. Please be sure to address those items before signing the General Prequalification application

m The Federal ID number and firm name are not editable as this is pulled from the Company’s informatien in ITAP. Please email Consultant Prequalifications if it needs to be
edited or if you find it blank.

m You will be asked to upload all appropriate documents at the end of the Application.

Federal Id 153334444

What type of work does Highway construction services -
your company do?

Information entered in “What type of work does your company do”, assists INDOT in determining if you need to be prequalified.

Years in Operation Type of Business Entity —
(if less than one year enter 1)

Ninety days before the General/Technical expiration date, the Renewal ‘& icon will become
available. Clicking on the Renewal icon creates a renewal application from the last processed
application and allows changes. A General/Technical Prequalification Renewal is required to
extend the Prequalification expiration date.

Firm Information

Last Save Date

:4/25/2013
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Prequalification Application

The View icon { V) opens the current application for viewing, read only, not editable.
The Modification icon (M) creates a Modificafion application from the last processed application and allows changes.

The application Renewal icon (_R ) creates a Renewal application from the last processed application and allows changes. Renewal is reguired to
extend the General/Technical Prequalification expiration date.

The Financial icon (_F) is for making any changes to your financial information.

Recent Application Status Signed Date Submitted Date Received Date Completed Date

General Prequalification Approved 04/06/2013 04/06/2013 04/06/2013 | 1 1
Technical Prequalification Completed 04/06/2013 04/06/2013 04/06/2013 04/06/2013 1 M —R'
Financial Prequalification Completed 04/06/2013 04/06/2013 04/06/2013 04/06/2013 VYV F

Update General and Technical information as necessary. Once all changes are complete, click in
the check box next to “I affirm the information submitted is true to the best of my
knowledge.” Once the “I affirm” box is checked on both the General and Technical Forms, click
Submit to submit the renewal application to INDOT for approval.

Financial Form Renewal/Request a Different Financial Level
After the Initial Prequalification application is approved, the application status will change to

Approved or Completed and the View ¥, Modify M and Financial -E icons will be available.
The View icon displays the application but the firm cannot edit any information. The Modify icon
creates a modification application from the last processed application and allows for changes.
See the General/Technical Modification and Renewal section for more details. The Financial
icon allows for updates to Financial information, as well allowing firms to submit for different
levels of Financial qualification.

Prequalification Application

The Yiew icon (¥ opens the current application far viewing, read anly, not editable.
The Modification icon (M) creates a Modification application from the last processed application and allows changes.

The Financial icon ¢_E3 is for making any changes to your financial information.
Recent Application

Status Signed Date Submitted Date Received Date  Completed Date

General Prequalification Anproved 032002013 032002013 032002013 v M
Technical Frequalification Completed 032002013 032002013 032002013 0202013 _ =
Financial Frequalification Completed 0202013 032002013 03202013 0202013 Y E

Click on the Financial -E icon and a new window will open. To submit a Financial
Prequalification Renewal, leave the No button checked and click Save to open the Financial
Form or click Cancel to close the Financial Application window without making changes. The
Financial Form with the Unit Price/Limited Services options checked will open, and all the fields
will be blank.
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Select a Financial Application Type

Are you submitting financial
information for fiscal year = vae 0 pg
ending 1273172012 2

Comment ™

Save Cancel

i"t | If the Financial Expiration date has passed, this window will not appear; the
N Financial Form will load automatically as if the No button had been
' selected.

If the information is for the most recent completed fiscal year, click the Yes radio button. The
screen will refresh, the Comments section becomes required and some of the possible reasons
for modification are listed, including Request a different Financial Level, Partial Year Financial,
Acquisition/Merger Transaction Occurred, or some other event. Enter a comment and Save to
open the Financial Form or click Cancel to close the Financial Application window without making
changes.

%elect a Financial Application Type

Are you submitting
financial information for
fiscal year ending
1213172012 7

* vas O o

[ weant to modif the [ast submitted application. Fossible reasons for
the modification are:

Fequest a different Financial Level.

Fartial vear Financial.

AcquisitioniMerger Transaction has occurred.
Other

Comment ™

Save Cancel

[+~ Ifthe Financial Expiration date has passed, this window will not appear; the
N Financial Form will load automatically as if the No button had been
' selected.
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After clicking Save, the Financial Form will open. The Financial Form that loads is the same as
the original form with three additional Financial Level options: Self Certified, CPA Audit and
Cognizant Audit. Select the desired Financial Level and two additional sections will display
under the Limited Services and Unit Price Services sections: General Financial Information (the
same for all levels) and a Level specific section.

Financial Form

Financial Information Form: Draft Application Type: Financial Other

Initial Prequalification Financial Information is required for all firms, and approval

allows the firm an Annual Services Capacity limited to $150,000. Unit Price Services

Approval for Limited Services also allows the firm Unit Price Services at the L .

appropriate capacity. Minimal financial information is required for this Initial level. Limited Services
[ setr-certified

(After approval of the Limited Services level by the Prequalification Division, firns )

may submit Full Financial Information for the additional levels of Self-Certified, [ cPA Audit

CPA Audit, or Cognizant Audit. The Full Financial submittal is evaluated by [] Cognizant Audit

External Audit.}

Limited Services And Unit Price Services
1. Federal ID 355555555

2. Our most recently completed fiscal year ended on

= pamopvyvy)

3. The total of all wages and salaries for that fiscal year is :
Bonus, Pension, 401K ,ESOP, deferred income whether paid or accrued and all SRS L)
other forms of compensation other than wages and salaries are not included in
this total unless they were verified as allowable under the rules of the FAR. It is
further understood that compensation paid as "Profit Sharing™ is not allowable
under the FAR and that "Guaranteed” payments not clearly related to and
supported by hours worked and/or services performed are generally
unallowable and have not been included in the calculation of annual total
wages.

* This color background fields are mandatory

To sign, click the "I affirm” statement checkbox when all information is completed
I the entered information does not validate, the *I affirm” checkbex will not remain checked and error messages will be displayed.
Signature is reguired hefore being able to submit the application

["] 1 affinm the information submitted is true to the best of my knowledge.

For
% Click here for a printable copy.
Save Close

Information concerning audit issues and the additional documentation is available through the following link_INDOT Audit Information.

General Financial Information
The General Financial Information section is the same for all Financial Levels. Enter the

information and upload documents as required. Anywhere an Upload é icon displays, a
document must be uploaded in order to submit the application. See the Upload Documents
section for more information on uploading documents. Click Save at any time to save entered
information. The form still needs to be Signed and Submitted before INDOT can review it.
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General Financial Information
1. Firm Information

Federal ID
Corporate/Home Office Physical Address
Corporate/Home Mailing Address
Main Contact Office Physical Address
Main Contact Office Mailing Address
Main Contact Person Name

Title

Email Address

Telephone Number

2. Name of firm or business unit represented on the financial statement:

Is this a wholly owned subsidiary of Smith Jones Construction?

What is the relationship of the firm shown on the financial statement to
Smith Jones Construction?

What is the mailing address of the firm shown on the financial statement if
different than address of Smith Jones Construction?

3. Firm's Financial Representative who is knowledgeable of State and Federal
Regulations, policy and procedures:
Name
Title
Telephone Number
Email Address

Mailing Address

4. Enter the person submitting prequalificafion responses to this application:
Name
Title
Telephone Number
Email Address

35-5555655

100 N Senate Ave INDIANAPOLIS IN 45204
100 N Senate Ave INDIANAPOLIS IN 46204
Jones, Sarah

sjones@smithjones.com
3175555555

@ ves © No

‘Aftach the signed Contractor Certification of Costs document. i
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6. Attach the completed AASHTO Internal Control Questionnaire document. ﬁ

7. Attach the Current paid hourly labor rates for all employees, and average paid ﬁ
hourly labor rates by classification document, which has been certified by an
officer of the firm.

8. Attach the Fiscal year end paid hourly labor rates for all employees, and 3
average paid hourly rates by classification document which has been certified
by an officer of the firm.

9. Fiscal year of this submission.

(Date FormatYYYY)

0. Fiscal year end (FYE) of firm

1 | (MmoD)
1. Has your firm submitted financial information in the past? ) ves ©) No

Enter the Fiscal Year of most recent prior financial prequalification I:I YYYY)
submitted to INDOT.

. Consultant firm understands additional financial information or documentation e
may be requested by INDOT upon review of submission?

. Consultant firm has billed for contracts with (or administered through) INDOT NG} Yes O No

during the fiscal year covered by this submission? = =

4. Attach Two(2) completed actual timesheets with typical projects related hours, B3
one for an administrative person, and one for technical person or professional
engineer.

. Attach the Firm's policy for paid and unpaid overtime compensation. =3

. Attach the Firm's policy and procedure for calculafing and recording cost of ﬁ
{and billing for) overtime hours worked.

8. List the Firm's software system used during the fiscal year for:

General Ledger:

Job Costing:

Billing:

Payroll Processing:

Other:

* This color background fields are mandatory

Self-Certified
If the firm selects Self-Certified, the corresponding section will display under General Financial

Information. Enter the information and upload documents as required. Anywhere an Upload é
icon displays, a document must be uploaded in order to submit the application. See the Upload
Documents section for more information on uploading documents.
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Self Certified

1. Consulting Firm's accounting records are prepared on the basis of Cash or

Accrual accounting? ' Cash L) Accrual

Attach the schedule of ct Costs. 2
3. Enter the proposed indirect cost rate in a percent amount. l:l 9% (999.99)

1l it r
4. Is the Facility Capital Cost of Money schedule completed? Yes

5. Attach the firm's policy and/or standard procedures for accounting treatment é
of all vehicle costs, and policy for vehicle mileage reimbursements.

6. Attach the schedule of vehicle costs and summary of mileage per vehicle with
separation of FAR allowable direct , indirect, unallowable miles, along with é
calculated total cost per mile.

7. Attach a copy of an actual mileage log sheet for a vehicle with typical travel for é
firm business.

8. Aftach the firm's depreciation schedule based on GAAP. é

9. Did the firm rent or lease capital assets? Yes

0. Did a related own capital assets rented and/or leased by the firm? —
party i 3l Yes

Attach a statement with that assertion, certified as accurate, and signed by an
officer of the firm.

1. Attach the firm's policy for eligibility requirements for pension, 401k, SEP, or é
other pension contributions.

2. Attach EITHER the firm's compensation analysis as described in AASHTO
iform Audit and Accounting Guide, with support, OR firm has elected to use =
the National Compensation Matrix adopted 2012, and has attached the results.

3. Attach a list of all compensation components including non-wage/salary 2
indirect compensation amounts for each employee.

4. Attach a schedule separafing direct and indirect labor hours of each employee é
for the firm’s fiscal year.

5. Aitach the 941 Statements and reconciliations of total amounts to the firm's
General Ledger labor accounts, and reconciled to the firm's Job Costing 2
system totals, with an explanation for any variances between these totals for
the year.

6. Aftach a copy of W-2 for all owners, officers, principals, partners and 2
managers, with individual social security numbers blacked out or redacted.

7. Attach a Chart of Accounts for firm's accounting system including all account &
numbers and fitles.

8. Attach Trial Balance for fiscal year end, adjusted, that corresponds to indirect [}
cost schedule above.

9. Attach financial statements (Balance Sheet and Income Statement).

[20. Attach Signed Federal Income Tax Retumn é

1. Other comments regarding consultant firm submittal for financial
prequalification at Self-Certified level.

{Maximum characters: 4000). You have 4000 characters l=ft.

* This color background fields are mandatory

To sign, click the "l affirm” statement checkbox when all information is completed.
If the entered information does not validate, the "I affirm” checkbox will not remain checked and errer messages will be displayed.
Signature is required before being able to submit the application

1 affirm the information submitted is true to the best of my knowledge.

Click here for a printable copy.
Save Close

Information concerning audit issues and the additional decumentation is available through the following link:_INDOT Audit Information
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CPA Audit
If the firm selects CPA Audit, the corresponding section will display under General Financial

Information. Enter the information and upload documents as required. Anywhere an Upload é
icon displays, a document must be uploaded in order to submit the application. See the Upload
Documents section for more information on uploading documents.

CPA Audit

1. Attach Indirect Cost Schedule with Independent Auditor's Report. é

2. Enter contact information for CPA firm.

CPA Firm name

CPA Firm Contact person

Telephone Number R _

Email Address

Mailing Address

Is the Facility Capital Cost of Money schedule completed Clves

Attach the F ity Capital cost of Money schedu é

5. Attach EITHER the firm's compensation analysis as described in AASHTO é
Uniform Audit and Accounting Guide, with support, OR firm has elected to use
the Mational Compensation Matrix adopted 2012, and has attached the results.

6. Attach a description of the firm's bonus policy, indicating the measurable and X3
verifiable attributes and/or assertion that bonuses are FAR allowable.

7. Attach ADJUSTMENT to the indirect cost schedule for é
direct/promotional/personal use of vehicle operating costs, or submission of
an audited mileage rate.

8. Did this Consultant firm use contract/purchased labor during the fiscal year? [es

9. Does Employee pension or retirement plan include discretionary or profit Clyes
sharing contributions (48 CFR, Part 31.205-6(4)}{i))?

0. Has the CPA firm been notified that labor testing workpaper package must be  NRY"
separately submitted to INDOT?
Workpaper package includes items for CPA Workpaper Review Program,
Appendix A, Sections VI.B and VI.C of the AASHTO Uniform Audit and
Accounting Guide.

1. Attach a Signed Copy of Consultant-CPA engagement form attachment and é
acknowledgement.

2. Other comments regarding consultant firm submittal for financial A
prequalification at CPA Audit level.

(Maximum characters: 4000). You have 4000 characters left.

* Thiz color background fields are mandatory
To =ign, click the "l affirm” statement checkbox when all information is completed.

If the entered information does not validate, the "I affirm" checkbox will not remain checked and error messages will be displayed.
Signature is required before being able to submit the application

1 affirm the information submitted is true to the best of my knowledge.

P
‘ Click here for a printable copy.

Save Close

Information concerning audit issues and the additional documentation is available through the following link_INDOT Audit Information.

Last Save Date: 4/25/2013
Page 55 of 117 Author: Sarah Wingfield

Version: 4.0



Indiana Department of Transportation

Cognizant Audit
If the firm selects Cognizant Audit, the corresponding section will display under General
Financial Information. Enter the information and upload documents as required. Anywhere an

Upload = icon displays, a document must be uploaded in order to submit the application. See
the Upload Documents section for more information on uploading documents.

Cognizant Agency Audit

1. Is consultant firm located in a non-Indiana state? [ves

2. Has the Consultant firm requested and/or received cognizant approval of an Clyes
indirect cost rate?

3. Enter contact information for Cognizant Agency:

Agency Name

‘Contact Person Name

Telephone Number C -

Email Address

4. Aftach the received Letter of cognizant approval &
5. Enter the Fiscal year of cognizant approval attached. I:l (Date Format:YYYY)
6. Attach the Indirect cost schedule with Independent Auditor's Report. é

7. Enter the approved indirect cost rate in a percent amount.

|

% (Format:099.99)

8. Is the Facility Capital Cost of Money schedule completed? Fles

Enter the proposed rate in a percent amount. l:l% (9.99)

9. Other comments regarding consultant firm submittal for financial s
prequalification at Cognizant Agency Audit level.

(Maximum characters: 4000). You have 4000 characters left.

* This color background fields are mandatory

To sign, click the "I affirm” statement checkbox when all information is completed.
If the eniered information does not validate, the "I affirm” checkbox will not remain checked and error messages will be displayed.
Signature is required before peing able to submit the application.

["] 1 affinm the information submitted is true to the best of my knowledge.

FoF
% Click here for a printable copy.
Save Close

Information conceming audit issues and the additional documentation is available through the following link_INDOT Audit Information.

Submit the Financial Renewal /Modified Financial Form
Once all the necessary information has been filled out, click in the check box to sign the
application.

To sign, click the "l affirm” staternent checkbomowhen all information is completed.
Ifthe entered information does not walidate, the "l affirm” checkbox will not remain checked and error messages will be displayved.
Signature is required before being ahle to submitthe application.

™ Iaffirm the information submitted is true to the best of my knowledge.

If there are any errors in the information or missing information after clicking the check box, the
check box will uncheck and must be checked again and the missing information will display under
the Signature check box in red.
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To sign, click the "I affirm” statement checkbox when all information is completed.

If the entered information does not validate, the "l affirm” checkbox will not remain checked and error messages will be displayed
Signature is required before being able to submit the application.

["1 1 affirm the information submitted is true to the best of my knowledge.
Required Fields

m General Info - 2.Name of Firm or business unit represented on the financial statement
m General Info - 2.Name of Firm or business unit represented on the financial statement: Is this a wholly ownad subsidiary

Once all information is updated, click in the Signature check box again. The screen refreshes
and the Submit button becomes available. Click on the Submit button to complete the
renewal/modification and submit to INDOT for review.

To sign, click the "l affirm” statement checkbox when all information is completed.

If the entered information does not validate, the "I affirm" checkbox will not remain checked and error messages will be displayed.
Signature is reguired before being able to submit the application.

1 affirm the information submitted is true to the best of my knowledge.

This application has been signed by Jones, Sarah on  4/7/2013 8:14:23 PM.

sl Click hare for a printable copy.
Save Close

Informatien concerning audit issues and the additional documentation is available through the following link_INDOT Audit Information.

The Financial Application has been signed but has not been submitted.

To complete the application process you must Submit the application by clicking on the Submit
button.

When the application is in the Signed mode you cannot make changes unless you remove the
signature by removing the checkmark in the "l affirm™ checkbox on the bottom of the application.

Application Submittal
Application Type: Financial Other

Steps to submit the application: (If the step is in red it still needs to be accomplished, once it turns green the step has been completed.)
The Financial Information Form must be signed by clicking on the "I affirm” statement checkbox
Once all steps are green, click the Submit button

Submit

After clicking Submit, the Renewal/Modification status will change to Submitted and the Submit
and Save buttons will be grayed out.

To sign, click the "l affirm” statement checkbox when all information is completed.

If the entered information does not validate, the "l affirm” checkbox will not remain checked and error messages will be displayed
Signature is required before being able to submit the application

1 affirm the information submitted is true to the best of my knowledge.

This application has been signed by Jones, Sarah on  4/7/2013 8:14:23 PM.

FoF
Click here for a printable copy.

Save Close

Information concerning audit issues and the additional documentation is available through the following link: INDOT Audit Information

Application Submittal
Application Type: Financial Other

Application submitted by Jones, Sarah on 4/7/2013 8:14:58 PM

Submit
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Prequalification Expiration Dates

The General/Technical Expiration date is two years from the Completed/Approval date. The
Expiration Date is not changed if General/Technical Modified Applications are submitted. Firms
will receive emails 90, 60 and 30 days before their registration expires alerting them to resubmit
their applications.

The Financial Expiration date is 18 months past the firm’s annual end of Fiscal Year date. Firms
will receive emails 90, 60 and 30 days before their registration expires alerting them to resubmit
their applications.

Prequalification Application Form - Overview

The Prequalification Application must be completed by a firm and approved by INDOT prior to
gaining access to submitting a letter of interest for Request for Proposal (RFP) items requiring
prequalified work types.

The Prequalification Application is made up of three parts: General Form, Technical Form and
Financial Form. Users complete the application by clicking on each of the tabs and completing
the necessary information. Information does not need to be entered all in one sitting. Clicking
the Save button at the bottom of any tab will save all entered information, allowing the user to
return and enter/edit information at a later time. Required fields are not validated at the save
step, so all required fields DO NOT need to be completed before saving the application. Click
Close at the bottom of the Application Submittal section to close the application and return to
the PSCS Portal Home Screen. Clicking Close without saving first will result in a loss of all
information entered since the last Save.
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Firm Information

Firm Name

Registration/General
Expiration

Smith Jones Construction 04/06/2015

Prequalification Yes

Required
Prequalification
Status

Pending

General Form " Technical Form | Financial Form

General Information Form: Draft Application Type: Initial Prequalification

Firm Information

The following information is from your approved Business Registration application and may be edited. The Professional Liability Insurance and the Affiliated Companies and
Subsidiaries information was not part of the Business Registration. Please be sure to address those items before signing the General Prequalification application.

The Federal ID number and firm name are not editable as this is pulled from the Company’s information in ITAP. Please email Consuliani Pregualifications if it needs to be
edited or if you find it blank.

You will be asked to upload all appropriate documents at the end of the Applicafion.

Federal Id 35-5555555

What type of work does
your company do?

Road construction -

Information entered in “What type of work does your company do’, assists INDOT in determining if you need to be prequalified.

T of Business Entil
= g
(if less than one year enter 1)
l:E Date of Incorporation l:l (MM/DDAYYYY)

Years in Operation

State of Incorporation

Indiana Secretary of State

[ To become registered with the Secretary of Siate refer to website at Secretary of State

Number of Employees

04/01/2013 (MMDD/YYYY)

Total for all offices in Indiana

General Form

The General Form tab contains all the information entered in the Initial Business Registration
application. Any updates or changes to the general business information can be made on the
General Form tab. For more information on completing the General Form information, see the
Business Registration Fields section.

Professional Liability Insurance and Affiliated Companies and Subsidiaries
There are two additional fields on the General Form that were not in the Initial Business
Registration application: Professional Liability Insurance and Affiliated Companies.

Enter Professional Liability Insurance {Insurance Binder not accepted)

B My firm does not require Professional Liability Insurance according to the Professional Liability Insurance Level Requirements and the work types my firm is requesting.
Professional Liability Insurance Level Requirements

PLI Limit Per Occurrence PLI Aggregate Limit Expiration Date

L 1| L ] [ ] owoo

Affiliate/Subsidiary Affiliate/Subsidiary Name

If the firm does not require Professional Liability Insurance, check the checkbox to make the
fields optional. If the firm does require Professional Liability Insurance, enter the required
information in the text fields.

List all Affiliated Companies and Subsidiaries -

Last Save Date: 4/25/2013
Page 59 of 117 Author: Sarah Wingfield

Version: 4.0



Indiana Department of Transportation

Enter Professional Liability Insurance {Insurance Binder not accepted)

& My firm does not reguire Professional Liability Insurance according to the Professional Liability Insurance Level Requirements and the work types my firm is requesting.
Professional Liability Insurance Level Requirements

PLI Limit Per Occurrence PLI Aggregate Limit Expiration Date

L 1 | ] | [ oo |

Click on the Add New'::}' icon to the right of the Federal ID column to add in all affiliated
companies and subsidiaries.

List all Affiliated Companies and Subsidiaries -

Affiliate/Subsidiary Affiliate/Subsidiary Name

The ADD screen will appear. Enter the information as required and click Save to save the
information and return to the application or Cancel to return to the application without saving
information.

I Screen Mode: ADD

Affiliate or Subsidiary IZI

Affiliate or Subsidiany |

Hame
Firm Federal Tax Humber

Save Cancel

* Thiz calor background fields are mandatory.

The new information will display in the Affiliate/Subsidiary Table with the ability to Edit# or
Delete #* the information.

List all Affiliated Companies and Subsidiaries

Affiliate/Subsidiary Affiliate/Subsidiary Name Federal
D
Afiliate Jones Brothers Real Estate | | PR |

Click the Edit/ icon to edit the record. The EDIT screen will open in a new window. Edit the
information as necessary and click Save to save the updated record information and return to the
application, or click Cancel to return to the application without saving the changes.
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Screen Mode: EDIT

=

Affiliate or Subsidiary

Affiliate or Subsidiary

Name Jones Brothers Real Estate

Firm Federal Tax Number | EOrperre

Save Cancel

* This color background fields are mandatory.

Click the Delete # icon to delete the record. A confirmation window will appear. Click OK to
delete the record and return to the Affiliate/Subsidiary table or click Cancel to return to the table
without deleting the record.

| e |
Confirm Delete

-

Are you sure you want to delete this record?

OK Cancel

Signing and Validating the General Form
Once all General Form information is complete, click in the check box next to “I affirm the
information submitted is true to the best of my knowledge” to sign the application.

To sign, click the "l affirm” staterment checkhoxwhen all information is completed.
[fthe entered information does notwalidate, the "l affirm” checkbox will not remain checked.
Signature is reguired hefore heing akle to submit the application.

[T | afiirm the information submitted is true to the best of my knowledge.

If there are any errors in the information or missing information after clicking the check box, the
check box will uncheck and must be checked again and the missing information will display under
the Signature check box.
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To sign, click the "I affirm” statement checkbox when all information is completed.

If the entered information does not validate, the "I affirm” checkbox will not remain checked and error messages will be displayed.
Signature is required before being able to submit the application.

[T 1 affirm the information submitted is true to the best of my knowledge.

Required Fields - You can click on the error message below to go directly to the corresponding field.

m PLI Limit Per Occurence

m PLI Aggregate Limit

m Professional Liability Insurance Expiration Date

m Proof of Liability Insurance cerification Attachment required

Once all necessary corrections have been made and the Signature check box is checked again,
the Save button will gray out. The General Form application is now in “Signed” mode and
changes cannot be made to the application unless the “I affirm” signature check box is

unchecked. The Submit button will only be available once all three tabs have been completed
and signed.

To sign, click the "I affirm” statement checkbox when all information is completed.
If the entered information does not validate, the "I affirm” checkbox will not remain checked and error messages will be displayed.
Signature is required before being able to submit the application.

1 affirm the information submitted is true to the best of my knowledge.
General Information Form has been signed by  Jones, Sarah on  4/6/2013 10:13:14 PM

tdobe| Click here for a printable copy.

Close
* This color background fields are mandatory.

The General Application has been signed but has not been submitted.

To complete the application process you must Submit the application by clicking on the Submit
button.

When the application is in the Signed mode you cannot make changes unless you remove the
signature by removing the checkmark in the "I affirm™ checkbox on the bottom of the application.

Application Submittal
Application Type: Initial Prequalification

Steps to submit the application: (If the step is in red it still needs to be accomplished, once it turns green the step has been completed.)
The General Information Form must be signed by clicking on the "l affirm” statement checkbox.
The Technical Information Form must be signed by clicking on the "l affirm" statement checkbox
The Financial Information Form must be signed by clicking on the "I affirm” statement checkbox.
Once all steps are green, click the Submit bution

General Form Modification

To modify an approved General Form, click on the Edit button at the top of the General Form.
The General Form status will change from Approved to Draft, and the fields will be editable.
This is a modification of the General Form only — the Technical Form will stay Complete.
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General Form " Technical Form |

General Information Form: Approved Application Type: GeneralTechnical Modification
To Start modifying the General part of the application, please click on the Edit button.

Firm Information

m The following information is from your approved Business Registration application and may be edited. The Professional Liability Insurance and the Affiliated Companies and
Subsidiaries infermation was not part of the Business Registration. Please be sure to address those items before signing the General Prequalification application.

The Federal ID number and firm name are not editable as this is pulled from the Company's information in ITAP. Please email Consuliani Pregualifications if it needs to be
edited or if you find it blank.

*You will be asked to upload all appropriate documents at the end of the Application.

Federal Id 35-5555555

What type of work does Road construction -
your company do?

Information entered in “What type of work does your company do”, assists INDOT in determining if you need to be prequalified.

Years in Operafion 14 Type of Business Entity

{if less than one year enter 1)
State of Incorporation I:EI Date of Incorporation I:I (MMIDDAYYYY)

Indiana Secretary of State
Doc. No.

To become registered with the Secretary of State refer to website at Secretary of State.

Once all changes are complete, click in the check box next to “I affirm the information
submitted is true to the best of my knowledge.” Click Submit to resubmit the application to
INDOT for approval.
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Technical Form
The Technical Form tab allows firms to select the Work Type they wish to become prequalified
for, as well as entering any Qualifying Person details.

General Form || Technical Form || Financial Form

Technical Information Form: Draft Application Type: Initial Prequalification
Cluick Steps for filling out the Technical Pregualification Application:

Usethe (CDJ) to add & new wark type.

Select a predefined work type or choose 15.1 for specialty not listed

If requesting 15.1, add a brief description of the type of work in the text box.

The firm must associate qualified person(s) to each work type by clicking an the (&) icon. If anly one gualifying person is required per the Consultant Pregualification
Manual, then the application will anly et you submit one person.

Frovide information about the qualifying persan, including professional licenses, active registrations, and cedifications by clicking on the (/)icon nextto the person
Narme.

List the gualifying person's education.

List projects related to the requested work type, including detail about each project and the role the gualifying person plaved in the project.

L]

L]

» Selectthe work types thatwere perforrned on each project entered. Atleast one project associated to the work typeds) requested is reguired to submit the application.
m Provide a brief summary of the gualifving person's employment history, experience, and qualifications.
L]
L]
L]

Usethe (lx) icon to remove a gualified person from a work type
Usethe d}) icon to rernove awork type.
Lze the (‘I?J) icon to view or print a gualified person's details

Application Work Types | =
Filler: W
Work Type Work Type Description m QP MinMax Qualifying Persons +

Showing 1-1 of 1 Hems Per Page ml

Wiew All Technical Documents

Ta sign, click the "l affirm” staterment checkbox when all infarmation is completed.
Ifthe entered infarmation does notvalidate, the "l affirm" checkboxwill not remain checked and error messages will be displayved.
Signature is required hefore heing able to submit the application

I laffirm the information submitted is true to the best of my knowledge.
FOF FOF

Click here to printthe Technical Application. Click here to print Qualification Persaon information.

Close

l" There is no Save button on the Technical Form tab; all information is
N automatically saved as it is entered in the table.

The Application Work Types table will only show the first 10 Work Types
(arranged by Work Type number) by default. See Navigating in the PSCS
Portal for more details on viewing more items per page.

Work Types
Click on the Add New'fu}' icon to the right of the Qualifying Persons column to add a new Work
Type.

Application Work Types | =
Fitter: %W
Work Type Work Type Description m QP MinMaxz Qualifying Persons -I-

Showing 1-1 of 1 ltems Per Page m

The ADD screen will appear. Select the Work Type from the dropdown and click Save to save
the information and return to the application or Cancel to return to the application without saving
information.
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Screen Mode: ADD

e ] =

Save Cancel

* Thiz color background fields are mandstary.

l" If Work Type 15.1 Specialty Not Defined is selected, an additional drop down field
N will display asking the firm to select the specialty. Select from the drop down list or
i )
select Other to enter text on the New Specialty.

Screen Mode: ADD

Select WorkType:

| 151 Specialty Mot Defined E|

Select St v- |Dﬂ1er - Select to enter new speciality |E|

Add New Specialty: ‘ |
Save Cancel

* This color background fields are mandatory.

The new Specialty will need to be approved by INDOT before it will be added to the
Specialty Not Defined drop down list permanently.

The Work Type will display in the Application Work Type Table with the options Add
Qualifying Person %" or Remove Work Type Q.

Application Work Types | =

Filter: %%
Work Type Work Type Description m QP MinMax Qualifying Persons
9.2

Level 2 Bridge Design FPending 22 %’Q

Showing 1-1 of 1 Items Per Pagem Pre\r!l Next

Add as many Work Types as the firm wants to be prequalified in by clicking on the Add New
icon.

To add a qualifying person to a Work Type, click on the Add Qualifying Person %’ icon. A
window will appear with a list of all ACTIVE Professional Persons in the Professional People
Details section. Click here for more information on the Professional People Details section.

Click on the Select¥” icon next to an existing person, or click the Add New'{IF' icon to add a new

Professional Person. Click here for more information on adding a new professional person in
the Technical Form tab.
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9.2 Level 2 Bridge Design

Select a Professional Person -

Use the ('{::']l to add a new Person.
Use the [‘f Jicon to select a Person.

Filter: %W

Name Email Phone Driver's License Number | State |=j=
lves,Dan  |dives@smithjones.com  |3175555557 | | v
Murray, Dave |dmurray@smithjones.com |3175555553 -,f
Showing 1-2 of 2 Items Per Page Prev Next

Close

If an existing Professional Person is selected, the window will close and the Work Type table will
display the selected person’s name in the Qualifying Persons column along with the Qualifying

Person’s status with the application, the ability to Edit/ and Delete # the Qualifying Person

and the ability to Printm QP Details. If a new Qualifying Person is added, the screen will go
straight to the QP Details screen of the Add Qualifying Person Details section.

Application Work Types | =

Fitter: [ano = | % %

Work Type Work Type Description m QP MinMax Qualifying Persons
Level 2 Bridge Design Pending 212 Weg, Dan [not Reviewed v | # K T dr [

Showing 1-1 of 1 Items Per Pagem P[WEI Next

l* A QP’s status with the Application defaults to Not Reviewed and cannot be

E edited by the firm. As the Technical Application moves through the

' approval process, the QP’s status will change as decided by INDOT
Reviewers to either Approved or Denied.

A Work Type cannot be approved if one of the QPs has a status of Denied
or Not Reviewed.

Each Work Type has a preset minimum and maximum number of Qualifying Persons. Click the
Add Qualifying Person until the desired number of People are entered. If the maximum number
of Qualifying Persons have been entered, clicking the Add Qualifying Person icon will result in

an error message. Click OK and either stop entering Qualified People or click the Delete # icon

next to a previously entered Qualified Person to remove them and make space for another
Quialified Person to be entered.
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Message

A You have reached the maximum number of qualified persons allowed.

Click the Delete icon to remove a Qualified Person. A confirmation window will appear. Click
OK to delete the record and return to the Work Type table or click Cancel to return to the table

without deleting the person.

Confirm Remove
h . o
Are you sure you want to remove this person?
OK Cancel
P e

Click Remove Work Type L to remove a Work Type from the Application Work Types Table.
Click OK at the confirmation message to remove the Work Type, or click Cancel to return to the
Work Types Table without removing the work type.

Confirm Remove

= If you remove a work type or specialty the only way to qualify for that work
type or specialty again is to submit a modification or renewal to the technical
application. The work type is subject to approval before it becomes active.

OK Cancel

If OK is selected, the selected work type will be removed from the Work Types Table and from
the Technical Form application.

If modifications to the application are made and/or additional work types are requested for
prequalification, the originally approved work types will remain as approved prequalified work
types; the new/modified work types appear with a status of “Pending” as opposed to
“Approved.”
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Application Work Types

| =
Finer:?l-%
Ives, Dan [tot Reviewsd =] & K T8 FY
Murray, Dave  [Hot Reviewed v | &2 % T
9.2 Level 2 Bridge Design Fending 242 :Z?razﬁ;ave I%;:% %’Q

Showing 1-2 of 2 Items Per Page ml PerI Next

8.2 Complex Roadway Design Pending piys

Add Qualifying Person Details

Click the Edit # icon next to the Qualifying Person to add all required Qualifying Person
details.

Application Work Types | =

Filter: ﬁ ?’

Work Type Work Type Description m QP MinMax Qualifying Persons
9.2 Level 2 Bridge Design FPending 212 Ives, Dan |Not Reviewed = I/KE &D

Showing 1-1 of 1 Items Per Pagem Pre\r!l Next

The Professional Person table will open, with icons for Details / Licenses ,

Education @ Projects A Experienceé, and Documents ““/ . Click on any of the

icons across the top to move to the desired section, or click the Next and Previous buttons at the
bottom of the pages to navigate through the screens. Click Save at any time to save entered
information. Click Close to close the Qualifying Person Information section and return to the
Technical Application; any information not saved will be lost.
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Professional Person

Ives, Dan

Details

B &

Licenses Education

9.2 Level 2 Bridge Design

Projects Experience

Documents

Person Details
First Name

Last Name

Driver's License Id

Work Email

Phone Number

Contracting Entity

Years with this firm

Office

|Dan

Middle Initial

|Ives

Suffix Name

|dives@smilhjnm=_l; com

|
|
| Driver's License State
| Title

(317) 555-6557

Smith Jones Construction

|:| (If less than a year enter 1)

Phone Extension

Years with other firms

* This color background fields are mandatory.

lPe |

D (If less than a year enter 1)

Close

Next

N

If the Add New'{::' icon was selected when adding a Qualified Person to
the Work Type, this is the screen the user is taken to. All the fields will be

empty.

All information entered for a Professional Person will be saved (if the save button is clicked). If
the Qualifying Person is removed from all Work Types, the information entered will still be saved
and will appear if the person is added as a QP for future Work Types.

QP Details

The screen defaults to the Details section, which will display the basic information entered in the
Professional Person Details section. Make any necessary corrections and add in any
additional required information. When finished, click on any icon to jump to that section, or the
Next button to move to the next section.
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Work Email

Professional Person
Ives, Dan 9.2 Level 2 Bridge Design
4 & P
Details Licenses Education Projects Experience Documents
Person Details
First Name |Den | Middle Initial I:l
Last Name |Ives | Suffix Name | |
Driver's License Id | | Driver's License State l:El

|dives@smi1hjones.com L |PE |

Phone Number (317) 555-5557 Phone Extension l:l

Contracting Entity Smith Jones Construction
‘Years with this firm (If less than a year enter 1) Years with other firms {If less than a year enter 1)
iR [ Main Contact Office - 100 N Senate Ave, INDIANAPOLIS, IN_ [+
Save
* Thiz color backg d fields are Y.
Next
Close

QP Licenses
All License information should be entered on the License screen. Any existing License

information will display in the table. Click on the Add New" ™ icon next to the Text column to add
new License information.

Professional Person

les, Dan 8.1 Non-Complex Roadway Design
Ve N A & W
Details Licenses Education Projects Experience Documents

Indiana Professional Licenses, Active Registrations, and Certifications ‘ =

Filter: %%

T R R To
Showing 1-1 of 1 ltems Per Pagem Prw!l Next

Previous Next

Close

The ADD screen will appear. Select the type of license from the Type drop down and then enter
the License Id in the Id field. Click Save to save the record and add it to the License Table, or
click Cancel to return to the Professional Person section without adding license information.
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I Screen Mode: ADD

Enter applicable Indiana professional licensing board registration number and other applicable
cerification numbers as required.
~]

Save Cancel

* Thiz calor background fields are mandatory.

The new License information will display in the License Table with the ability to Edit/ or
Delete 7 the license.

Indi; Professi I Li Active Registrations, and Certifications | -

Filter: [AND[=] & W

Professional Enginesr 333333333

Showing 1-1 of 1 items Per Page FUJIER| PrevFiER| Next

Click the Edit#” icon to edit the record. The EDIT screen will open in a new window. Edit the
information as necessary and click Save to save the updated record information and return to the
application, or click Cancel to return to the application without saving the changes.

I Screen Mode: EDIT

Enter applicable Indiana professional licensing board registration number and other applicakble
cerification numbers as required.

Professional Engineer LI
latitalalalat:s

Save Cancel

* Thiz color background fields are mandatory.

Click the Delete # icon to delete the record. A confirmation window will appear. Click OK to
delete the record and return to the name table or click Cancel to return to the table without
deleting the record.
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T
Confirm Delete

ﬂ Are you sure you want to delete this record?

OK Cancel

Add as many licenses as necessary. When finished, click on any icon to jump to that section,
the Next button to move to the next section or the Previous button to return to the previous
section.

QP Education

All Education information should be entered on the Education screen. Click on the Add New'fu}'
icon next to the Specialization column to add new Education information.

Professional Person

hes, Dan 8.1 Hon-Complex Roadway Design
Cetails Licenses Education Projects Experience Documents
Education [=
Filter: %%
Institution Hame Year Obtained Specialization ==

Showing 1-1 of 1 Items Per Page m

Previous Hext

Close

The ADD screen will appear. Complete the information as required and click Save to save the
record and add it to the Education table, or click Cancel to return to the Professional Person
section without adding education information.

—
| Screen Mode: ADD

Include degree, year obtained, and specialization.

Institution

Degree

Year Obtained

Specialization

Save Cancel

* Thiz calor background fields are mandatary .
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The new education information will display in the Education Table with the ability to Edit/ or
Delete # the education.

Education | -

Filter: [aro ] % W
+

Institution Name Year Obtained Specialization

Purdue University PR

Showing 1-1 of 1 items Per Page JUJIES| PrevFIER| Next

Click the Edit/ icon to edit the record. The EDIT screen will open in a new window. Edit the
information as necessary and click Save to save the updated record information and return to the
application, or click Cancel to return to the application without saving the changes.

I Screen Mode: EDIT

Include degree, year obtained, and specialization.

Purdue University
Degree ES

Specialization

Save Cancel

* Thiz color background fields are mandatory.

Click the Delete # icon to delete the record. A confirmation window will appear. Click OK to
delete the record and return to the name table or click Cancel to return to the table without
deleting the record.

e e
Confirm Delete

ﬂ Are you sure you want to delete this record?

OK Cancel

Add as many Education items as necessary. When finished, click on any icon to jump to that
section, the Next button to move to the next section or the Previous button to return to the
previous section.

QP Projects
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All Project information for a person should be entered on the Project screen. Click on the Add
New'{IF' icon next to the Work Types Assigend column to add new Project information.

Professional Person

Ives, Ives 9.2 Level 2 Bridge Design
Details Lioeses Education Projects Experience Documents
List of Projects | =
Filter: %%
Proje De ptio 0 pes A gned
owing 1-1 0 ems Per Page [RIEY rrevEIER

Previous Next

Close

The ADD screen will appear. Complete the information as required and click Save to save the
record and add it to the Project table, or click Close to return to the Professional Person section
without adding project information. At least one work type selected for the project must match the
desired prequalification work type.

Screen Mode: ADD

Project _
Description

Assigh one or more work types that pertain to the project.

] =

Fitter: [anp_~ | & W
Showing 1-1 of 1 ltems Per Pagem Preu!l Hext

Save

* Thiz color background fields are mandatory.

Last Save Date: 4/25/2013
Page 74 of 117 Author: Sarah Wingfield
Version: 4.0



Indiana Department of Transportation

i" If a person will serve as QP for multiple work types, enter all Project information for a
N person in this screen, not just the project information related to one specific work type.
' When this person is selected for the other work types, the information will carry
over and will not need to be re-entered.

When selecting a work type from the drop down, after clicking on an item, the work
type will display in the Work Type table below the drop down. To remove the work

type, click on the Delete % icon next to the work type to be removed.

Screen Mode: ADD

Project Intersection improvement at SR 32 and Carey Road. -~
Description

Assign one or more work types that pertain to the project. ‘ -
WorkType | LI
Fifter: %%
work Type |
2.1 Mon-Complex Roadway Design F .9

104 Lighting Design

*
Showing 1-2 of 2 Items Per Page m Prw!l Next

Save Close

* This color background fields are mandatory .

Click OK at the confirmation message to delete the work type and return to the ADD
screen, or click Cancel to return to the ADD screen without deleting the work type.

| Confirrm Delete

ﬂ Are you sure you want to rernowve this work type from this project?

0K Cancel

The new project information will display in the Project Table with the ability to Edit/ or Delete
* the project information.
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List of Projects | -

Filter: %W

Project Description Work Types Assigned

Bridge Replacement at SR 9 in Shelby County

Showing 1-1 of 1 ltems Per Page FIER| PrevFiE3| Next

Click the Edit/ icon to edit the record. The EDIT screen will open in a new window. Edit the
information as necessary and click Save to save the updated record information and return to the
application, or click Cancel to return to the application without saving the changes.

Screen Mode: EDIT

Project EBridge Replacement at SR 9 in Sheloy County -
Description

Assign one or more work types that pertain to the project.

-]
Filter: % %

3.2 Complex Roadway Design

9.2 Level 2 Bridge Design
Showing 1-2 of 2 Items Per Page Prev Next

Save

* This color background figlds are mandatory.

Click the Delete # icon to delete the record. A confirmation window will appear. Click OK to
delete the record and return to the table or click Cancel to return to the table without deleting the
record.

|
Confirm Delete

9 Are you sure you want to delete this record?

OK Cancel
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Add as many project items as necessary. When finished, click on any icon to jump to that
section, the Next button to move to the next section or the Previous button to return to the
previous section.

QP Experience

The Experience section provides a place to enter a brief summary of the person’s overall work
history, experience and qualifications. It is optional, and should NOT contain information
already entered in the Projects section. Type in information as desired and click the Save
button to save the text. When finished, click on any icon to jump to that section, the Next button
to move to the next section or the Previous button to return to the previous section.

Professional Person
es, Dan 8.1 Non-Complex Roadway Design
Details Licenses Education Projects Experience Documents
Employment History, Experience and Qualifications Summary
{Please provide a hrief summary of this person's overall work history, experience and gqualifications.) Optional
Information entered here should not contain information entered in project experience.
[—
=
Save
Previous Next
Close

QP Documents
Upload any supporting documents, such as resumes, samples of work, training certificates,

etc to the Documents section. Click on the Upload é icon next to the appropriate document
type to upload a document. See Upload Documents for more details on uploading documents.

Professional Person

hes, Dan 8.1 Non-Complex Roadway Design
V4 & S 2y W
Details Licenses Education Frojects Experience Documents

Documentation

Resume

Samples of Work

Training Certificates

Other

b [s Do [

Previous Finish

Close
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From the Technical Form home screen, click on the View All Technical Documents link to view
all documents uploaded to the Technical Form.

Application Work Types | -
iter: [arp_~] % W
Work Type Work Type Description | status | QP MinMax Qualifying Persons
lves, Dan INnt Reviewed | ¥ I *®
82 Complex Roadway Design Fending 202 - / ﬁ &{I}-
Murray, Dave |Not Revigwed | * I/XE
lves, Dan INnt Reviewed | ¥ I *®
92 Level 2 Bridge Design Pending 202 - / E &f@
Murray, Dave |Not Reviewed = I/kﬂ
Showing 1-2 of 2 ltems Per Page ml PerI Hext
Vig All Tachnical Documents ||
I

(e )
A new window will open with a table of all uploaded documents and the ability to Download
(view) the uploaded document.

Uploaded Documents

=

Filter: %W
File Name Document Type QP Name Uploaded Date
ResumeDanlves docx Individual's Resume Ives, Dan 04/06/2013 10:51 PM |
ResumeDaveMurray. docx Individual's Resume Murray, Dave 04/06/2013 10:52 PM |15

Signing and Validating the Technical Form

After all the Work Types for prequalification have been added and the Qualifying Person details
are complete, click in the check box to sign the application.

To sign, click the "l affirm” staterment checkboowhen all information is completed.

Ifthe entered infarmation does not walidate, the "l affirm” checkbox will not remain checked and error messages will be displayved.
Signature is required before being ahle to submitthe application.

™ 1affirm the information submitted is true to the best of my knowledge.

If there are any errors in the information or missing information after clicking the check box, the

check box will uncheck and must be checked again and the missing information will display under
the Signature check box in red.

To sign, click the "l affirm” statement checkbox when all information is completed.

If the entered information does not validate, the "I affirm” checkbox will not remain checked and error messages will be displayed.
Signature is required before being able to submit the application.

[ 1 affirm the information submitted is true to the best of my knowledge.
9.2 Level 2 Bridge Design: " Dave Murray” needs to have at least one project associated to the 8.2 worktype.

Once all necessary corrections have been made and the Signature check box is checked again,
the screen will refresh and the Add New Work Type icon will not be accessible on the page. The
Technical Form application is now in “Signed” mode and changes cannot be made to the

application unless the “I affirm” signature check box is unchecked. The Submit button will only
be available once all three tabs have been completed and signed.
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General Form || Technical Form || Financial Form |

Technical Information Form: Signed Application Type: Initial Pregualification
The Technical Application has been sighed but has not been submitted.

To complete the application process you must Submit the application by clicking on the Submit
button.

When the application is in the Signed mode you cannot make changes unless you remove the
i e by ing the K in the “1 affirm™ checkbox on the bottom of the application.

Ciuick Steps for filling out the Technical Pregualification Application:

Use the ('{IP) to add a new wiork type.
Select a predefined wark type or chooge 15.1 for specialty not listed.
Ifrequesting 15.1, add a hrief description of the type of work in the text home.

The firm must associate qualified person(s) to each work type by clicking on the (&f) icon. If only one gualifving person is required per the Consultant Pregualification
Manual, then the application will only |etyou subrmit one person.

Frovide information about the qualifying person, including professional licenses, active registrations, and cerdifications by clicking on the (/)icon next to the person
narme.

Ligtthe gualifying person's education

List projects related to the requested waork type, including detail ahout each project and the role the qualifying person played in the project.

Select the work types thatwere performed on each project entered. At least one project associated to the work tvpeds) requested is required to submit the application.
Provide a brief summary of the gualifying person's emplovment history, experience, and gualifications

Lze the (x) icon o remove 3 qualified person from a work type.

Use the d}) icon to rermnove a work type.

L=e the (-IJ) icon to viewr or print a qualified person's details

Application Work Types | -

Filter:

Work Type Work Tyne Description QP MinMax Qualifying Persons

. . lves, Dan INUt Reviewed _x I'E
8.2 Complex Roadway Design Pending 22 -
Murray, Dave |Not Reviewed v I'ﬂ

: . Ives, Dan INot Reviewsd = I'E
8.2 Level 2 Bridge Design Pending 212
Murray, Dave [tiot Reviewad = TH)

Showing 1-2 of 2 Items Per Pagem Prw!l Next

Wiew All Technical Documents

Ta sign, click the "l affirm” statement checkbox when all infarmation is completed
Ifthe entered information does not validate, the "l afirm” checkbowill not remain checked and error messages will be displayed.
Signature is required before being able to submit the application

¥ 1affirm the information submitted is true to the best of my knowledge.
Technical Information Form has heen signed by hves, Sarahon 4/24/2013 3:46:45 PM.

FDF g

FOI
Click here to print the Technical Application. ﬁ Click here to print Qualification Person information.

Close

The Technical Application has been sighed but has not been subrmitted.

To complete the application process you must Submit the application by clicking on the Submit
hutton.

When the application is in the Signed mode you cannot make changes unless you remove the
ignature by r ing the check k in the "l affirm" checkhox on the bottom of the application.

Application Submittal
Application Type: Initial Prequalification

Steps to submitthe application: (Tthe step is in red it still needs to be accomplished, once it turns green the step has been completed.)
The General Infarmation Form must be signed by clicking on the "l affirm” staternent checkbox.
The Technical Infarmation Form must be signed by clicking on the "l affirm® statermnent checkiox.
The Financial Infarmation Farm must be signed by clicking on the "l affirm” statement checkbox
onee all steps are green, click the Submit button

Submit

Print the Technical Application
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Click on the PDF 2 icon next to the Close button and to the right of the text “Click here to

print the Technical Application” for a printable copy of the Technical Application. Any information
already entered into the application will appear; the fields not yet completed will display as blank
fields.

Technical Application Form
Smith Jones Construction

App ID: 3799 App Status:Draft
Federal ID: 35-5555555
Application Work Types
Waork Type  Work Type Description Work Type Status QP Minimum QP Maximum  Qualifying Person
Code
81 Non-Complex Roadway Design Pending 1 1
Ives, Dan
Upload Requested Documentation Document Name

o 1 affirm the information submitted is true to the best of my knowledge.

Click on the PDF icon next to the Close button and to the right of the text “Click here to
print Qualification Person information” for a printable copy of the Qualified Person information.

No more than 5 Qualified People’s information can be printed at one time. A window will appear
allowing for the selection of the desired Qualified People. Click in the check boxes next to the
desired name(s) and click Submit to run the report or click Close to return to the Technical
Application without running the report. Selecting no names and clicking Submit will print a blank
Qualified Person report.

Select QP's to Print Report. -
Only 5 names may be selected per report.
Select QP Name
| |Ives, Dan |
[l Murray, Dave

Showing 1-2 of 2 Items Per Page Prev Next

Submit Close

Any information already entered into the application will appear; the fields not yet completed will
display as blank fields.
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App ID: 3809
Federal ID: 35-5555555

Technical Application Form

Smith Jones Construction

App Status: Signed

Qualifying Person

Prof First Name Middle Initial Last Name Suffix Name Email
Person ID
764 Dan Ives dives@smithjones.com
Phone Phone Extension Drivers Licesnse ID Drivers License State Contracting Entity
(317)-555-5557 Smith Jones Construction(2811)
Title Years with this Firm Years with other Firm  Office Status Status Date
PE 5 7 100 N Senafte Ave INDIANAPOLIS, IN 46204(2346) Active 04/06/2013
Education
Institution Hame Degree Year Obtained Specialization
Purdue University BS 1998

Add, Resubmit or Modify a Work Type
INDOT may deny one or multiple submitted Work Types. A letter is sent to the firm with details
on the denial. Click on the Edit button at the top of the Technical tab to make changes to the
application. The status of the application will change from Complete to Modification. Changes
can be made to any work type (even approved work types), but changes will require INDOT to
reapprove the work type. To begin modifying the Technical Form, click on the Edit button at the
top of the Technical Form. The Technical Form status will change from Completed to Draft.
This will create a modification for the Technical Form only — the General Form will stay approved.
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General Form || Technical Form

Technical Information Form: Completed Application Type: GeneralTechnical Renewal

To Start modifying the Technical part of the icati please click on the Edit button.

Edit
[Quick Steps for filling out the Technical Prequalification Application:

Use the ['{IF) to add a new work type.

Select a predefined work type or choose 15.1 for specialty not listed.

If requesting 15.1, add a brief description of the type of work in the text box.

The firm must associate qualified person(s) to each work type by clicking on the {ig!} icon. If only one qualifying persen is required per the Consultant Prequalification
IManual. then the application will only let you submit one person

Provide information about the qualifying person, including professional licenses, active registrations, and certifications by clicking on the (/)icon next to the person name.

L ]
m List the qualifying person’s educafion.
m List projects related to the requested work type, including detail about each project and the role the qualifying person played in the project.
m Select the work types that were performed on each project entered. At least one project associated to the work type(s) requested is required to submit the application
m Provide a brief summary of the gualifying person’s employment history, experience, and gualifications.
m Usethe (x) icon to remove a qualified person from a work type.
m Usethe [Q) icon to remove a work type.
m Usethe (E) icon to view or print a gualified person's details.
Application Work Types ‘ -
Work Type Work Type Description
Ives, Dan i
82 Complex Roadway Design INDOT Denied 212
Murray, Dave hrd|
. Ives, Dan "
92 Level 2 Bridge Design Approved 212
Murray, Dave br 3]

View All Technical Documents

To sign, click the "I affirm” statement checkbox when all information is completed
If the entered information does not validate, the "I affirm” checkbex will not remain checked and error messages will be displayed.
Signature is required before being able to submit the application.

1 affirm the information submitted is true to the best of my knowledge.
Technical Information Form has been signed by  Jones, Sarahon  4/7/2013 8:32:22 PM.

3 FoF
Click here to print the Tachnical Application. g Click here to print Qualification Person information ﬁ

Close

it If an approved QP is removed from an approved Work Type, the Work Type
N status will change from Approved to Pending and must be resubmitted for
approval.

Click the Resubmit G icon to resubmit a denied work type without making changes. If changes
are made, the Resubmit icon is removed and the basic options of Add Qualifying Person %"

and Remove Work Type L will be available, as well as the ability to make changes to the
Qualified People.

Application Work Types | -

Work Type Description QP Min/Max

Ives, Dan
82 Complex Roadway Design INDOT Denied 22

Murray, Dave

Ives, Dan App
a2 Level 2 Bridge Design Approved 22

Murray, Dave | 2pp
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l" If the Resubmit icon is clicked the Application Work Type rules (such as

N QP Min/Max and one or more of the Projects must have the requested
Work Type associated with the Project) are still validated and the Work
Type rules must be followed.

Click OK at the confirmation window to resubmit the work type, or click Cancel to return to the
Application Work Types table without resubmitting the work type.

Confirm Resubmit
™ Are you sure you want to re-submit this worktype?

OK Cancel

The Application Work Type table refreshes showing the denied work type status changed to
Pending.

Application WorkTypes | =
Fitter: [ane ~ ] % %
Work Type ‘Work Type Description QP MinMax Qualifying Persons
lves, Dan Denizd V4 .
9.2 Level 2 Bridge Design Pending 2i2 &l
Trummel, Connie[Approved = | # % T
a1 Envitonmental Document Preparation - EAEIS Approved 1M Tharmas, John Approved - I/XE gﬂ;
Ives, Dan Approved hd I/‘K'E
8.2 Complex Roadway Design Approved 202 &f@
Trummel, Connie| Approved /KT

Once all changes are complete, click in the check box next to “I affirm the information

submitted is true to the best of my knowledge.” Click Submit to resubmit the application to
INDOT for approval.

Financial Form

The Financial Form allows firms to enter the required financial information to become
prequalified. Enter the required information and click Save to save the information or click Close
to close the application and return to the PSCS Portal Home Screen.

Last Save Date: 4/25/2013
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General Form | Technical Form || Financial Form

Financial Information Form: Draft Application Type: Initial Prequalification

Save

Initial Prequalification Financial Information is required for all firms, and approval
allows the firm an Annual Senvices Capacity limited to $150,000. Uit Price Senvces
Approval for Limited Services also allows the firm Unit Price Services at the 7 Lirnited Services

appropriate capacity. Minimal financial information is required for this Initial level.

™ selt-certified

{After approval of the Limited Services level by the Prequalification Division, firms IS YNITT
may submit Full Financial Information for the additional levels of Self-Certified, CPA N Cognizant Audit
Audit, or Cognizant Audit. The Full Financial submittal is evaluated by External Audit.y

Limited Services And Unit Price Services

1. Federal ID 35-33324444

2. Our most recently completed fiscal year ended on I:l ] oDy

3. The total of all wages and salaries for that fiscal year is : l:l (3850535099999 53)
Bonus, Pension, 401K ,ESOP, deferred income whether paid or accrued and all
other forms of compensation other than wages and salaries are not included in
this total unless they were verified as allowable under the rules of the FAR. It is

further understood that compensation paid as "Profit Sharing™ is not allowable
under the FAR and that " Guaranteed™ payments not clearly related to and

supported by hours worked andior services performed are generalhy
unallowable and have not been included in the calculation of annual total
wages.

# Thiz colar background fislds are mandstary

To sian, click the "l affirm" staternent checkbox when all information is completed.
Ifthe entered information does notvalidate, the "l affirm” checkboxwill not remain checked and error messages will be displayed.
Signature s required before being able to submitthe application

I 1affirm the information submitted is true to the best of my knowledge.

For
ﬂ Click here far 3 printable copy.
Save Close

Information concerning auditissues and the additional documentation is available through the following link INDOT Audit Information.

i“t | Once the Initial Prequalification Application is approved, firms can request

| full financial information for additional levels of financial approval. See

' Financial Form Renewal/Request a Different Financial Level for more
details.

Signing and Validating the Financial Form
After all the financial information has been entered, click in the check box to sign the application.

To sign, click the "l affirm” statement checkhox when all information is completed.
[fthe entered information does notvalidate, the "l affirm” checkbox will not remain checked and error messages will he displayed.
Signature is required before being ahle to submit the application.

™ 1affirm the information submitted is true to the best of my knowledge.

If there are any errors in the information or missing information after clicking the check box, the
check box will uncheck and must be checked again and the missing information will display under
the Signature check box in red.
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To sign, click the "l affirm” statement checkhax when all infarmation is completed.

Ifthe entered information does not walidate, the "l affirm” checkhox will not remain checked and error messages will be displayed
Signature is required before heing able to submitthe application.

[ 1affirm the information submitted is true to the best of my knowledge.
Required Fields
m Limited Services and Unit Price Services - 3 The total of all wages and salaries for that fiscal yearis :
Once all necessary corrections have been made and the Signature check box is checked again,

the Save button will gray out. The application is now in “Signed” mode and changes cannot be
made to the application unless the “I affirm” signature check box is unchecked.

Last Save Date: 4/25/2013
Author: Sarah Wingfield
Version: 4.0

Page 85 of 117



Indiana Department of Transportation

General Form | Technical Form " Financial Form l

Financial Information Form: Signed Application Type: Initial Prequalification

The Financial Application has been signed but has not been submitied.

To complete the application process you must Submit the application by clicking on the Submit
hutton.

When the application is in the Signed mode you cannot make changes unless you remove the

Save

Initial Prequalification Financial Information is required for all firms, and approval

allows the firm an Annual Services Capacity limited to $150,000.

Approval for Limited Services also allows the firm Unit Price Services at the

appropriate capacity. Minimal financial information is required for this Initial level, 7 UnitPrice services
I Lirnited Serices

(itter approval of the Limited Services level by the Prequalification Division, firms
may submit Full Financial Information for the additional levels of Self-Certified, CPA
Audit, or Cognizant Audit. The Full Financial submittal is evaluated by External Audit.)

ture by r ing the check k in the "] affirm" checkbox on the bottom of the application.

Limited Services And Unit Price Services

1. Federal ID

36-3334444

2. Our most recently completed fiscal year ended on 1213112012 " (MMD DAY
3. The total of all wages and salaries for that fiscal year is F444,444 00 (9999999999999 99)
Bonus, Pension, 401K ,ESOP, deferred income whether paid or accrued and all
other forms of compensation other than wages and salaries are not included in
this total unless they were verified as allowable under the rules of the FAR. It is

further understood that compensation paid as "Profit Sharing" is not allowable
under the FAR and that "Guararteed" payments not clearly related to and

supported by hours worked and/or services performed are generally
unallowable and have not been included in the calcutation of annual total
wages.

* Thiz color backaround fields are mandstory

To sign, clickthe " affirm” staternent checkbox when all information is completed.
Ifthe entered information does not validate, the "l affirm” checkbomowill not remain checked and error mes=ages will he dizplayed.
Signature is required before being able to submit the application

¥ 1affirm the information submitted is true to the best of my knowledge.

This application has heen signed by Wingate, Sarah on  4M18/2013 1225483 P

For
‘ Click here for a printable copy.

Save Close

Infarmation concerning auditissues and the additional documentation is available thraugh the fallowing link: INDOT Audit Informatian.

The Financial Application has been signed but has not been submitted.

To complete the application process you must Submit the application by clicking on the Submit
hutton.

wWhen the application is in the Signed mode you cannot make changes unless you remove the
signature by removing the checkmark in the "1 affirm" checkbox on the hottom of the application.

| Application Submittal

| Application Type: Initial Prequalification

Steps to submitthe application: {fthe step is in red it still needs to be accomplished, once itturns green the step has been completed )
The General Information Form must be signed by clicking on the "l affirm" statement checkbox
The Technical Information Form must be signed by clicking on the "1 affirm” statement checkbox.
The Financial Information Form must he signed by clicking on the "l affirm" staterment checkhox.
Once all steps are green, click the Submit button

Submit
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Print the Financial Application

Click on the PDF icon next to the Save button for a printable copy of the application. The
application must be saved before any information already entered into the application will appear;
fields not yet completed will display as blank fields.

Financial Information Form
Smith Jones Construction

App ID:3799 App Status: Draft

Initial Prequalification Financial Information is required for all firms, and approval allows
the firm an Annual Services Capacity limited to $150,000.
Approval for Limited Services also allows the firm Unit Price Services at the appropriate

Unit Price Services
Limited Services

[m i R w Y

capacity. Minimal financial information is required for this Initial level Seif-Certified
CPA Audit

(After approval of the Limited Services level by the Prequalification Division, firms may Cognizant Audit

submit Full Financial Information for the additional levels of Seli-Cerified, CPA Audit, or

Cognizant Audit. The Full Financial submittal is evaluated by External Audit )

Limited Price Services/ Unit Price Services

1. Federal ID 155555555

2. Our most recently completed fiscal year ended on 12/31/2012

3. The fotal of all wages and salaries for that fiscal year is

Bonus, Pension, 401 K, ESOP, deferred income whether paid or accrued and all other
forms of compensation other than wages and salaries are not included in this total
unless they were verified as allowable under the rules of the FAR. It is further understood
that compensation paid as "Profit Sharing” is not allowable under the FAR and the
"Guaranteed” payments not clearly related fo and supported by hours worked andfor
services performed are generally unallowable and have not been included in the
calculation of annual total wages.

O 1 affirm the information submitted is true to the best of my knowledge.

Submitting the Prequalification Application
Once all three sections of the Prequalification Application (General Form, Technical Form, and
Financial Form) have been completed and signed, the Submit button will become clickable.

Application Submittal
Application Type: Initial Prequalification

Steps to submit the application: (1f the step is in red it still needs to be accomplished, once it turns green the step has been completed.)
The General Information Form must be signed by clicking on the "I affirm” statement checkbox.
The Technical Information Form must be signed by clicking en the "l affirm” statement checkbox
The Financial Information Form must be signed by clicking on the "I affirm” statement checkbox.
Once all steps are green, click the Submit button

Submit

To complete the application and submit it for consideration, click the Submit button. The
application fields will continue to be grayed out and non-editable, the Submit button will be
unavailable and the application status will change from Signed to Submitted. Click the Close
button to return to the PSCS Portal Home Screen.

Application Submittal
Application Type: Initial Pregualification

Application submitted by Jones, Sarah on 4/6/2013 11:06:59 PM
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LOIS

Once a firm’s initial Business Registration is completed, submitted and accepted by INDOT, a link
to the Letter of Interest Submittal (LOIS) system appears under the Business

Registration/Prequalification Application section. Click on the LOIS @ icon to view currently
advertised RFPs and submit Letters of Interest.

Letter of Interest Submittal |

LOIS is used to view currently advertised RFPs and submit letters of interest (LOI). (Click on the icon to the right) @‘

i* The LOIS link will not be available if the Business Registration,
N General/Technical or Financial expiration dates have passed.

Request for Proposals

The Letter of Interest Submittal (LOIS) System allows firms to submit Letters of Interest (LOI) for
advertised Requests for Proposal (RFPs). Firms must be registered via the PSCS Portal to gain
access to LOIS. If a firm is not prequalified for any Work Types they may only submit for RFPs
Items that do not require prequalification. Prequalified firms can submit RFP Items for the Work
Types for which they are prequalified and for RFP Items that do not require prequalification.
LOIS provides a way to view all open RFP items and submit LOIs for applicable RFP items.

Firm Information

Firm Name Registration/General
Expiration

Technical Expiration

Highest Financial
Level
Financial Expiration

Smith Jones Construction 0410152015 Unit PricefLirnited Serdces

Prequalification

es 040152015 OB/30r2014

Resuired
Prequalification
Status

Contact Person

Approved WorkTypes

Approved Approved for B workivpes. Details Jones, Sarah

RFP ltems
lcon legend

b to see RFP itemns under the selected RFP % tg Create Mew LOI Submittal

- to collapse the selected RFP # 1o Edil Pending LOI Submittal

89" ta View Details & o View Latest LOI Submittal
Click Here to Expand Al RFPS Click Here to Collapse All RFPs

RFP Number RFP Posting Response Due Date
Date
3 130251 227203 0312712013
» 1303 M3 03126/2013
i Access to menu selections, icons and features is dependent on a User’s

|
N role and security level. For details, refer to Understanding the Screen in the
Getting Started section.

The Firm Information header is populated with information pertaining to the firm submitting the
Letter of Interest. Click on the Details link next to Approved Work Types for a list of the firm’s
approved Work Types.

Firm Information

Firm Name Registration/General Highest Financial
Expiration Level

Technical Expiration 04012015 Financial Expiration  WESrerem

Smith Jones Construction 040142015 Unit Priceilimited Senices

Prequalification

. Yes
Required

Pregualification
Status

Approved WorkTypes Contact Person

Approved Approved for B worktypes. Details Jones, Sarah
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The RFP Items section displays a list of all open RFP items, the RFP Posting Date and the
Response Due Date. The Icon Legend explains what action each of the icons performs, and
provides links to expand all and collapse all RFPs.

RFP ltems
Icon legend

b to see RFP items under the selected RFP % tg Create MNew LO| Submittal
v tocollapge the selected RFP , to Edit Pending LOI Submittal

" 0 View Details % o Yiew Latest LOI Submittal
Click Here to Expand All RFPs Click Here to Collapse All RFPs

RFP Number RFP Posting Response Due Date
Date
» 130281 202712013 03/27/2013
» 1303 31202013 03/26/2013

Click on the Expand ¥ icon to view Items for a selected RFP. The icons available for each Item
will depend on if the firm has the required prequalified work types and financial levels.

Firm Does Not Meet RFP Item Required Prequalification’s

If the firm does not meet the requirements for an RFP Item, the line will be grayed out. In the
Additional Information column it will explain why the firm cannot submit a LOI for the item —
either the approved financial level or approved work types (or both) do not meet the requirements
for the item. To change the firm’s approved work types or financial levels; the Prequalification
Application must be modified and resubmitted to INDOT.

RFP Number RFP Posting Response Due Date
Date
- 1302¢1 22702013 0322772013

tem Item Due Date Hem Description Additional Information Press Fa
HNumber 1o Refresh

Icons

Click here for more details

Click here for more details

Firm Meets Some RFP Required Prequalification’s

If a firm meets some but not all of the RFP Item requirements, the items for which the firm is
qualified will have icons allowing for different actions. The items the firm is not qualified for will be
grayed out and the Additional Information column will explain why the firm is not qualified.

RFP Number RFP Posting Response Due Date
Date
3 130251 24272013 03/272013
- 1303 31262013 03262013
Item Item Due Date Item Description Additional Information Press F5
Number to Refresh
Icons

01 262013 10:00 AM  Multi Des: Project Development Services for Small Structure " o a
Replacements

oz 32620131000 A Mulli Des: Project Development Senices for Bridge Replacement 8 /

03 262013 10:00 AM  Multi Des: Project Development Services, (Bridge Deck Overlay) "
(Bridge Replacement)

04 2620131000 AM  Mulli Des: Project Development Serdces for Bridge Replacement o o
and Bridge Rehabilitation

08 262013 10:00 AM  Multi Des: Project Development Services for Intersection " o
Improvements

06 32620131000 A Mulli Des: Project Development Senices for Bridge Replacement 6 o
and Bridge Rehabilitation

G
Click here for mare details
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Click the View Details #" icon to view details on a specific RFP item. Additional details on the

item will open in a new window. Click the Print@ icon to print RFP item details. Click Close #
to return to the LOIS home screen.

REP ltem Details =
RFP Humber

RFP kem Humhber

Response Due Date
ltem Description

Work Description

Required Work Types
For this kem

Additional Information

Click the Create o icon to create a new LOI submittal. The LOI Submittal screen will open.

1303
01

S2E201310:00:00 A

multi Des: Project Development Services far Small Structure
Feplacements

Selected firm shall provide some or all of the following services on each
ofthese projects as indicated in the suppoding documents:
Ervironmental Document, Topographic Sumey, Geotechnical
Engineering, Design & Plan Development, Waterway Permits, Right-of-
Wigy Plan Development, Title Research, Liility Coordination, and
Canstruction Phase Services. DES 1296535 - LIS 421, Small Structure
Feplacement, 1.69 miles B of 3R 224 in Ripley Co., atRP 38 + 52 DES
1296543 - SR 3, Emall Structure Replacement, 2.09 miles M of -7 4 in
Decatur Co., at RP 75 + 28 DES 1296560 - LIS 31, Small Structure
Replacement, 1.35 miles M of Memphis Rd in Clark Co., atBRP 16 + 80
DES 1296565 - SR 135, Small Structure Replacement, 6.95 miles M of
SR 45 in Margan Cao., at RP 111 + 30 DES 1296567 - SR 135, Small
Structure Replacement, .85 miles b of 3R 1358F 83 Jct in Brown o, at
RP 82+ a0 DES 1296571 - SR 135, Small Structure Replacement, 5.149
riles B of W SR 135/U5 a0 Jetin Jackson Co., at BRF 73 + 5 Flease refer
to the Supparting Documents for additional information. Allowahle
proposed profit rate is 9.7 % plus overhead factor. The "Past Perdformance”
scores for this itern will be calculated using the following performance
trpe: Roadway Design

8.2 Ervironmental Document Preparation - CE, 5.6 Waterway Permits, 6.1
Topographic Survey Data Collection, 7.1 Geotechnical Engineering
Services, 3.1 Mon-Complex Roadway Design, 11.1 Right of Way Plan
Development, 12.2 Title Research

4]

See Letter of Interest Submittal Form for more details. If an LOI has already been submitted for a

specific RFP Item, clicking Create will create a new application and copy the contents of the

previously submitted LOI to the new application. Click OK at the confirmation window to create a
new submittal; only the last submitted LOI will be considered. Click Cancel to return to the LOIS
home screen without creating a new LOI.
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Create New LOI

B There is already a submitted LOI for this item. Click on OK to create a new
submittal. Only the last submittal recemed prior to the deadline will be
considered.

OK Cancel

B All information and uploaded documents from the most recent LOI submittal
N will be copied into the new LOI submittal and will be available for editing.

A LOI must be Submitted to INDOT in order for it to be considered. If
multiple LOI's for the same Item are Submitted, only the last submittal will

be used by INDOT. If the LOI is not submitted to INDOT, the firm will not be
considered for the RFP Item.

Click the View * icon to view the latest LOI submittal. The most recent LOI submittal will open;

details can be viewed but no information can be edited. Click Close to return to the LOIS home
screen.

Last Save Date: 4/25/2013
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Firm Information

Firm Name

Registration/General 041012015 Highest Financial

. . Smith Jones Construction Expim_tiurl o Lgvel : w Unit Price/Limited Services
::]E:::z:dlﬁcalloﬂ Yes Technical Expiration 0410172015 Financial Expiration [FESFTR
:tr:lc:lusalrlicallon Approved Approved WorkTypes App G, R Contact Person Jones, Sarah
RFP 1303 ftem Number 01 - Multi Des: Project Development Services for Small Structure Replacements
Work Description Click here RFP Posting Due 3/26/2013 10:00:00 AM Time left to submit
PLEASE NOTE: Although the response due date and time for the RFPs showing on this page have not yet passed, it is possible that they mlghl pass before you click the “Submit to
INDOT" button. If this happens, the submittal will not be accepted. Only submittals received prior to the ine will be idered for 5
Step 1:
0 Responsible for ti 0

| 100N Senate A

INDIANAPOLIS, [N 46204 v|

Step 2: Attach Required Documents: (Note: only .pdf and .tif files are accepted and each file size must be less than 20MB).

Letter of Interest (LOI) LOLpdf

Affirmative Action Certificate (AAC) AAC pdf
Current and Completed Projects (CCP) CCP.pdf
Active and Pending Contract Balance Form (APE) APB.pdf

Step 3: Click "Add Ne’w"{':ll:ll:'} icon to identify firms who are part of the team associated with this LOI. Click "Edit” {/} icon to edit a firm. If the item requires
Prequalification worktype(s) then identify one lead firm for each worktype.

Smith Jones Construction 7.1 Geotechnical Engineering Services

8.1 Non-Complex Roadway Design

Total Estimated % of Contract 100 %

Step 4:

Enter your Total Annualized Active Pending Balance (APB) ‘

Step 5: Enter the Priority of the item below. If multiple items appear, re-prioritize as needed, any previously submitted items for the above RFP.

000.00

Filter: W

02 Pending |Multi Des: Project Development Services for Bridge Replacement

02 Pending  [Multi Des: Project Development Services, (Bridge Deck Overlay) (Bridge Replacement)

05 Pending  [Multi Des: Project Development Services for Intersection Improvements

Prio
01 i Submitted [Multi Des: Project Development Services for Small Structure Replacements

* This color background fields are mandatory

Close

Click the Edit Pending f icon to edit a pending (saved but not submitted) LOI. The LOI will
open in a new window. See Letter of Interest Submittal Form for more details on LOI Submittal.
Click Close to return to the LOIS home screen.
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Firm Information

RID(CTER Smith Jones Construction E:g::;{;‘:l"“’ee"em' 0410172015 e N Uit PricefLimited Services
g::]c:luiz:dlﬁcauon Ves Technical Expiration 04012015 Financial Expiration PSSR
glr:lc:.usal'rﬁcatiun Approved Approved WorkTypes Approved for & workiypes. Details Contact Person Jones, Sarah
RFP 1303 Item Number 02 - Multi Des: Project Development Services for Bridge Replacement
Work Description Click here RFP Posting Due 3/26/2013 10:00:00 AM Time leftto submit 01 Days 13 Hours 53 Minutes 54 Seconds.
PLEASE NOTE: Although the response due date and time for the RFPs showing on this page have not yet passed, it is possible that they might pass before you click the “Submit to
INDOT" button. If this happens, the submittal will not be accepted. Only submittals received prior to the ine will be ed for i
Step 1:
elect Office Responsible for - [100 N Senate Ave. INDIANAPOLIS, IN 46204 7]

Step 2: Attach Required Documents: (Note: only .pdf and .tif files are accepted and each file size must be less than 20MB).

Letter of Interest (LOI) LOLpdf ¥
Affirmative Action Certificate (AAC) Select File
Current and Completed Projects (CCP) Select File
Active and Pending Contract Balance Form (APB) Select File

Step 3: Click "Add New"l‘ﬂ“) icon to identify firms who are part of the team associated with this LOI. Click "Edit" {/} icon to edit a firm. If the item requires
Prequalification worktype(s) then identify one lead firm for each worktype.

Smith Jones Construction | | | | | | |f

Total Estimated % of Contract 0%

Step 4:
Enter your Total Annualized Active Pending Balance (APB) |

Step 5: Enter the Priority of the item below. If multiple items appear, re-prioritize as needed, any previously submitted items for the above RFP.

Filter: W
p Prio b Descriptio
be
02 1 Pending  [Multi Des: Project Development Services for Bridge Replacement
03 1 Pending  [Multi Des: Project Development Services, (Bridge Deck Overlay) (Bridge Replacement)
01 1 Submitted Multi Des: Project Development Services for Small Structure Replacements
05 1 Pending [Multi Des: Project Development Services for Intersection Improvements

* This color background fields are mandatory

Save Submit to INDOT Close

Letter of Interest Submittal Form

The LOI Submittal screen allows a firm to submit a LOI for a specific RFP Item. If coming to the
screen for the first time, the fields will be blank. If the firm is editing an in-process (saved but not
submitted) LOI for an Item or creating a new LOI for the same Item after submitting once, the
fields will be populated with the last saved/submitted information and documents. Click the Save
button at any time to save the LOI submittal. This does NOT submit it to INDOT for consideration
and none of the required fields will be validated. Once all fields have been completed, click the
Update Priorities and Submit button to submit the LOI for consideration. The LOlI MUST be
submitted before the RFP Posting due date and time expires. Click Close to return to the LOIS
home screen.
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Firm Information

Firm Name = 5 Registration/General Highest Financial P -
. . Smith Jones Construction Expiration 04/30/2013 Level - Unit Price/Limited Services
Prequalification Yes Technical Expiration 04/30/2013 Financial Expiration 06/30/2014

Required
Prequalification Approved WorkTypes
Status ST

Contact Person

Approved for 4 workiypes. Details Jones, Sarah

Click here to see RFP Items

RFP 1302s1 Item Number 02 - Real Estate Acquisition Services for PR 69, New Interstate Construction Project in Monroe and Morgan counties
'Work Description Click here RFP Posting Due 4/13/2013 10:00:00 AM Time leftto submit 05 Days 12 Hours 11 Minutes 51 Seconds
PLEASE NOTE: Although the response due date and time for the RFPs showing on this page have not yet passed, it is pessible that they might pass before you click the “Submit to
INDOT" butten. If this happens, the submittal will not be accepted. Only submittals received prior to the ine will be idered for i
Step 1:
elect Office Responsible for ti 0 | lzl
Step 2: Attach Required Documents: {Note: only .pdf and .tif files are accepted and each file size must be less than 20MB).
Do
Letter of Interest (LOI) Select File
Affirmative Action Certificate (AAC) Select File
Current and Completed Projects (CCP) Select File
Active and Pending Contract Balance Form (APEB) Select File

Step 3: Click "Add Ne’w"{':ll:ll:'} icon to identify firms who are part of the team associated with this LOI. Click "Edit" {/J icon to edit a firm. If the item requires
Prequalification worktype{s) then identify one lead firm for each worktype.

Smith Jones Construction ”—‘ ‘ | | | | ‘/

Total Estimated % of Contract 0%

Step 4:

Enter your Total Annualized Active Pending Balance {APB) | |

* This color background fields are mandatory

Save Update Priorities and Submit Close

i"t . Field values that are grayed out are auto-populated, and therefore NON-
N EDITABLE. Fields with a peach background are REQUIRED. Fields with no
' background color are OPTIONAL.

The Firm Information section contains information related to the firm submitting the LOI. Click on
the Details link next to Approved Work Types to see a list of the firm’s approved Work Types.

Firm Information

Firm Name . . Registration/General Highest Financial o . 5
. . Smith Jones Construction Expiration — 04/30/2013 Level w Unit Price/Limited Services
Prequalification Yes Technical Expiration 047302013 Financial Expiration 06/30/2014

Required
Prequalification

Contact Person
Status Approved

Approved WorkTypes

Approved for 4 workiypes. Details Jones, Sarah

Between the Firm Information and the RFP Information there is a blue link that says “Click here to
view RFP Items. Clicking the link will take the user back to the LOIS home page.

Firm Information
Firm Name

Registration/General Highest Financial
Expiration LIS Level o
Technical Expiration 04302013 Financial Expiration

Smith Jones Construction Unit Price/Limited Services

Prequalification 06/30/2014

Required
Prequalification
Status

Approved G TR Approved for 4 workiypes. Details TR Jones, Sarah

Click here to see RFP ltems

RFP 1302s1 Item Number 02 - Real Estate Acquisition Services for PR 69, New Interstate Construction Project in Monroe and Morgan counties
Work Description Click here RFP Posting Due 4/13/2013 10:00:00 AM Time left to submit 05 Days 12 Hours 10 Minutes 02 Seconds

PLEASE NOTE: Although the response due date and time for the RFPs showing on this page have not yet passed, it is possible that they might pass before you click the “Submit to
INDOT" butfon. If this happens, the submittal will not be accepted. Only i received prior to the deadline will be considered for selection.

The top of the LOI Submittal screen displays the RFP number, the RFP Item Number and a brief
description of the item. Click on the Click here text next to Work Description for a detailed work
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description. The RFP Posting Due Date displays, as well as a running countdown of the time left
to submit.

RFP 130251 Item Number 02 - Real Estate Acquisition Services for PR 69, New Interstate Construction Project in Monroe and Morgan counties
Work Description Click here RFP Posting Due 4/13/2013 10:00:00 AM Time left to submit 05 Days 12 Hours 09 Minutes 22 Seconds.

PLEASE NOTE: Although the response due date and time for the RFPs showing on this page have not yet passed, it is possible that they might pass before you click the “Submit to
INDOT" button. If this happens, the submittal will not be accepted. Only submittals received prior to the deadline will be considered for selection.

l" If the Response Due Date and Time pass before the Submit button is
N clicked, the LOI will NOT be considered. Only submittals received prior to
the deadline will be considered for selection.

Step One - Select Responsible Office
First select the office responsible for the RFP Item work. The drop down list populates from the
list of offices entered in the Business Registration and Prequalification applications.

Step 1: ‘
Select Office Responsible for this Work E

100 M Senate Ave, INDIANAPOLIS, IN 46204

Step Two - Attach Required Documents
The next step is to upload the required documentation. Click the Select File button next to the
appropriate document type to begin the upload process.

Step 2: Attach Required Documents: {(Note: only .pdf and .tif files are accepted and each file size must be less than 20MB).

Letter of Interest (LOI) Select File
Affirmative Action Certificate (AAC) Select File
Current and Completed Projects (CCP) Select File
Active and Pending Coniract Balance Form (APE) Select File

A new window will open. Navigate through the folders on your computer until you find the correct
document. Click on the document and click the Open button to upload the document or click
Cancel to return to the LOI Submittal screen without attaching a document.
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r |
(=) Choose File to Upload ﬂ

< | . % My Documents » INDOT Files - +1| Search INDOT Files P|

Organize ~ New folder =~ [ @
- Favorites il Name : Date modified Type
" AAC pdf 3/24/2013 7:58 PM Adobe Ac
- Libraries “L APB.pdf 3/24/2013 759 PM  Adobe Ag
.l Documents "X ccp.pdf 3/24/2013 758 PM  Adobe Ag
& Music ] Error.docx 3/19/2013 9:44 PM  Microsoft
B, Pictures = |®k LOLpdf 3/24/2013 7:57 PM  Adobe Ag
& videos ] ResumeConnieTrummel.docx 3/9/2013 9:20 PM Microsoft
] ResumeDanlves.docx 3/9/2013 9:20 PM Microsoft [y
4 Homegroup ] ResumeDaveMurray.docx 3/9/2013 921 PM Microsoft |l
"1 W9_document.docx 3/4/2013 11:.00 PM Microsoft
& Computer
& Windows 7 (C) I
+» Documents (E:)
= (F4 1] | 3
File name: LOLpdf ~ | Al Files () v

[oeen ] [ coneel ]

i
- ——

Documents must be either .pdf or .tiff file types and under 20 MB. If the
wrong file type is selected, or if the file size is over 20 MB, an error message
will display. Click OK and then click the Select File button to upload a
different file.

=

Error

< Invalid File type/size, Please select PDF/TIff files only and must be less than
20 MB.

OK

After the correct file is selected and the Open button is clicked, the file will begin to load. Text

saying “Upload in progress...” displays and the Processing ——— icon displays while the file is
uploading. Users can upload additional documents or continue working in the application while
the document uploads. Only one document can be uploaded per document type.

Last Save Date: 4/25/2013
Page 96 of 117 Author: Sarah Wingfield
Version: 4.0



Indiana Department of Transportation

Step 2: Attach Required Documents: {(Note: only .pdf and .tif files are accepted and each file size must be less than 20MB).
Document Type

Letter of Interest (LOI)

Upload in progress... ! J

Affirmative Action Certificate (AAC) Select File
Current and Completed Projects (CCP) Select File

Active and Pending Contract Balance Form (APB) Select File

B The LOI Submittal can be submitted to INDOT while a document is being

N uploaded. If the submit button is pressed prior to the deadline date and
time the system will allow the documents that are in the process of
uploading to continue to be uploaded. DO NOT CLOSE THE BROWSER
until the uploading of all documents is complete.

Once a document is uploaded, the document name will display in place of the Select File button.
Click on the file name to open and view the document in a new window.

Step 2: Attach Required Documents: {(Note: only .pdf and .tif files are accepted and each file size must be less than 20MB).

Letter of Interest (LOI) LOlodi &
Affirmative Action Certificate (AAC) Select File
Current and Completed Projects (CCPF) Select File
Active and Pending Contract Balance Form (APB) Select File

A Delete # icon is also next to the uploaded document name. Click on Delete to delete the
document if you wish to upload a different document for that Document Type. Click OK to delete

the document, or click Cancel to return to the LOI Submittal screen without deleting the
document.

Message

N Are you sure you want to delete this document?

OK Cancel

Step Three - Identify Team for the LOI

The Step 3 section allows the Firm submitting the LOI to identify the firms who are part of the
team associated with this LOI. The firm’s name that is submitting the LOI will automatically
display in the Firm Name column. Enter the estimated percentage of the contract the firm will
complete. DBE/MBE/WBE information is pulled from the PSCS Business Registration or PSCS
Prequalification application and is not editable. If the item requires Prequalification work type(s)

then click the Edit # icon to select which work type(s) the firm submitting the LOI will perform
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and identify which work types the firm submitting the LOI will be the Lead firm. See Edit a Firm for
more information.

Step 3: Click "Add New"['{::') icon to identify firms who are part of the team associated with this LOI. Click "Edit" {/) icon to edit a firm. If the item requires
Prequalification worktype{s) then identify one lead firm for each workiype.

Smith Jones Construction ‘ | | | | | |/

Total Estimated % of Contract 0%

| The submitting firm must complete the largest percentage of work on the
N contract. As additional Firm(s) are added and their Estimated % is
' determined, the Total Estimated % of Contract field will be updated.

Add a Firm to the LOI

To add a firm to the team associated with the LOI Submittal, click the Add New'::}' icon to the
right of the Lead Firm column header. A new window will open.

Select Firm ‘ ¥

© Firm Name || ‘

@ Other Firm Name | |
BE Type(s) if applicable

Percent of Work on Item

Other Services |

If mare than one "Other Type Senvices" is fo be identified for the firm, place a comma
behween each service. Ex. Publicity, Lab Work.

Select Prequalification Work Types

Selected Firm Work Type Is Lead
Status Firm

* Thig color background figlds are mandatory

Save Close

Begin typing any portion of the firm name into the Firm Name field. A drop down of possible
matches will display under the Firm Name field; continue typing to refine the results until the
desired firm name displays, then click on the firm name to select it. For example, typing gat
returns the desired firm of Wingate Construction.
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Select Firm

@ Firm Name |gaﬂ |

@ Other Finm Name
BE Type(s) if applicable

I.Mingate Construction |
_Ipee | Imee | lwee

Percent of Work on ltem

Other Services ‘

If more than one "Other Type Services”is to be identified for the firm, place a comma
between each service. Ex. Fublicity, Lab Work.

Select Prequalification Work Types

Selected Firm Work Type MNo. Of Is Lead
Status Firms Firm
Submitted

721 Prjoc Management for Acqusion Sevices [Nl Prewalfied | 0] |
DoTheReeach  elpewaid | 0] |
ampasd  eieewaiid | o] |
DsmpEaReiy  |NoiPeamied | 0

0
* This color background fields are mandatory

If the additional firm cannot be found in the Firm Name field, click in the radio button next to
Other Firm Name and type in the firm name.

Em

@ Firm Name | |

© Other Firm Name |\"l|"lﬂgﬂte |

BE Type(s) if applicable DEE MEE WEE
Percent of Work on Item
Other Services |

If more than ome "Other Type Services” is to be identified for the firm, place a comma
belween each service. Ex° Fubiicity, Lab Work.

Select Prequalification Work Types

Selected Firm Work Type MNo. Of Is Lead
Status Firms Firm
Submitted

121 Prjoct Wenagement o Acqusiion Services[NolProguaifed | 0

PoTeReems  [Noipegifed |0

ahpasal  Noireaited | o[

25 oprasalFovew——[Naipreuaiied | 0
iati i

Mot Prequalified

* This color background fields are mandatory
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l" The name in the Other Firm Name field cannot match any firm names in the

E PSCS Portal database. If there is a match, an alert displays any possible
matches. Click the green checkmark\/ next to the firm name to select that firm
for use, or click NO to continue. If the green checkmark is selected then the
PSCS Portal firm name is moved to the Firm Name field.

Select Firm X

® Firm Name

© Other Firm Name Wingate

If you meant one of these firms, click the green checkmark (v") next to the firm name
or click "NO" to continue.

+ Wingate Construction

BE Type(s) if applicable g p ] V- = L1 =

Percent of Work on ltem

Other Services

If more than one "Other Type Services" is to be identified for the firm, place a comma between each
service. Ex: Fublicity, Lab Work.

Select Prequalification Work Types

Selected Work Type Firm Work Type| No. Of Is Lead
Status Firms Firm
Submitted

* This color background fields are mandatory

If the firm has completed a PSCS Business Registration or Prequalification application, the DBE,
MBE, WBE boxes will be auto populated if applicable to the firm and are not editable. Otherwise,
if the firm name was entered in the “Other Firm Name” field the DBE, MBE, WBE fields are open.
Click on the appropriate box to indicate if the firm is a DBE, MBE or WBE.

Enter the percentage of work the associated firm will complete, as well as any Other Services the
firm may be providing. Other Services could include items such as project management or public
relations assistance.

If applicable, select any Prequalification Work Types the firm will participate in by clicking in the
check box in the Selected column. If applicable, indicate if that firm is the lead firm on a work
type by clicking in the check box in the Is Lead Firm column. Only one firm per work type is
allowed to be selected as the Lead Firm for the work type. The number of firms already selected
in this LOI Submittal for a specific work type will display in the No. of Firms column.

Firm Is Not Prequalified for any Work Types

If a firm is not prequalified for any of the Work Types associated with the RFP Item, the table will
be grayed out. If a firm is prequalified for a work type but their prequalification status is expired
then the Work Type line will be grayed out and the Firm Work Type Status column will display
the text Expired.
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Select Prequalification Work Types

Selected Work Type Firm Work Type No. Of Is Lead
Firms i
Submitted

12.1 Project Management for Acquisition Services Mot Prequalified

12.2 Title Research Mot Prequalified
12.4 Appraisal Mot Prequalified
12.5 Appraisal Review Mot Prequalified

Firm Is Prequalified for Some Work Types

If the firm is prequalified for some of the work types, the available work types will appear in white
with the ability to click in the Selected column to select the work type and the ability to click in the
Is Lead Firm column if the associated firm will be the lead firm for the work type.

Select Prequalification Work Types

Selected Firm Work Type No. Of Is Lead

Status Firms Firm
Submitted

12.4 Appraisal 0

|” 12.5 Appraisal Review 0
12.6 Negotiation 0
0

il

ooi=

12.1 Project Management for Acquisition Services

12 2 Title Research Mot Prequalified

Once all information has been entered, click Save to save the information and return to the LOI
Submittal screen. Click Close to return to the LOI Submittal screen without adding the additional
firm. The new firm and its information will be added to the Step 3 table. Add as many additional
firms as necessary, until the Total Estimated % of Contract equals 100%.

Step 3: Click "Add lle'l"{'{ll:') icon to identify firms who are part of the team associated with this LOI. Click "Edit” {/} icon to edit a firm. If the item requires
Prequalification worktype(s) then identify one lead firm for each worktype.

Firm Name i Work Type/Other Service
Smith Jones Construction el || el || el V4
'Wingate Construction 35.00 % 1] 1| ] |12.4 Appraisal /K
12 5 Appraisal Review
12.6 Negotiation
Total Estimated % of Contract 35%
Edit a Firm

Some fields are editable directly in the Step 3 table, such as Estimate % of Contract. Type
directly in the field or check boxes to make changes.
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Step 3: Click "Add New"{'{lF') icon to identify firms who are part of the team associated with this LOI. Click "Edit" [/} icon to edit a firm. If the item requires
Prequalification worktype{s) then identify one lead firm for each worktype.

Work Type/Other Service

Smith Jones Construction 65.00 %,|
Wingate Construction 35.00 %, 12.4 Appraisal
12 5 Appraisal Review
12.6 Negotiation
Total Estimated % of Contract 100 %

To enter Work Type information for the submitting firm, or to edit a firm at any time, click on the
Edit# icon in the far right column.

Firm Name 1 Work Type/Other Service

Smith Jones Construction

A new window will open. The Firm Name or if applicable Other Firm Name will not be editable.

Selected Firm - Smith Jones Construction | %

@ Firm Name Smith Jones Construction ‘

@ Other Firm Name
BE Type(s) if applicable

DBE MBE WEBE

Percent of Work on ltem 65.00 %

Other Services ‘

If more than one "Other Type Services” I fo be identified for the firm, place a comma
between each service. Ex: Publicity. Labh Waork.

Select Prequalification Work Types

12.1 Project Management for Acquisition Services

|:| 12.2 Title Research of [

* This color background fields are mandatory

Save Close

Enter information as necessary and click in the desired Work Type and Is Lead Firm columns.
Click Save to save the changes and return to the LOI Submittal screen or click Close to return to
the LOI Submittal screen without saving the changes.

Delete a Firm
The submitting firm cannot be deleted from a LOI Submittal, but all additional firms will have a

Deleteﬁ icon once added to the LOI.
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Step 3: Click "Add NW'['{IF'} icon to identify firms who are part of the team associated with this LOI. Click "Edit" [/l icon to edit a firm. If the item requires
Prequalification worktype(s) then identify one lead firm for each worktype.

Work Type/Other Service

Smith Jones Construction 65.00 % 12.1 Project Management for Acquisition Services V4
12.2 Title Research

Wingate Construction | 35.00%] 12.4 Appraisal A |2
12.5 Appraisal Review
12.6 Negotiation =]}

Total Estimated % of Contract 100 %

Click OK at the confirmation message to delete the firm, or click Cancel to return to the Step 3
table without deleting the firm.

Confirm Delete

'7:.' Are you sure you want to delete this firm?

OK Cancel

If OK is selected, the firm will be removed from the table when the screen refreshes.

Step 3: Click "Add New"{'{lF') icon to identify firms who are part of the team associated with this LOI. Click "Edit" [/) icon to edit a firm. If the item requires
Prequalification worktype(s) then identify one lead firm for each worktype.

Work Type/Other Service
Smith Jones Construction 65.00 % 12.1 Project Management for Acquisition Services /
12.2 Title Research
Total Estimated % of Contract 65 %

Step Four - Total Annualized Active Pending Balance
Enter the firm’s Total Annualized Active Pending Balance (APB) in the text box. If the firm does
not have a APB then enter 0.

Step 4:
Enter your Total Annualized Active Pending Balance (APB) |

Step Five - Update Priorities Before Submit to INDOT
Once all information has been entered, click on the Update Priorities and Submit button to
submit the LOI for consideration.
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Firm Information
Firm Name

Registration/General Highest Financial
Expiration LHEEE Level o
Technical Expiration 0473012013 Financial Expiration

Smith Jones Construction Unit Price/Limited Services

Prequalification 06/30/2014

Required

Prequalification

Approved WorkTypes
status e

Contact Person

Approved for 4 worktypes. Details Jones, Sarah

Click here to see RFP lfems

RFP 1302s1 Item Number 02 - Real Estate Acquisition Services for PR 69, New Interstate Construction Project in Monroe and Morgan counti
Work Description Click here RFP Posting Due 4/13/2013 10:00:00 AM Time left to submit 05 Days 11 Hours 35 Minutes 36 Seconds

PLEASE NOTE: Although the response due date and time for the RFPs showing on this page have not yet passed, it is possible that they mlghl pass before you click the “Submit to
INDOT" button. If this happens, the submittal will not be accepted. Only submittals received prior to the line will be for

Step 1:

O e Respo ble for i 0

| 100 M Senate Ave, INDIANAPOLIS, IN 46204 E|

Step 2: Attach Required Documents: {Note: only .pdf and .if files are accepted and each file size must be less than 20MB).

Letter of Interest (LOI) LOlLpdf &

Affirmative Action Certificate (AAC) AACpdT
Current and Completed Projects (CCP) ccrpdr
Active and Pending Contract Balance Form (APB) APE.pdf F.3

Step 3: Click "Add New"{'{luj) icon to identify firms who are part of the team associated with this LOI. Click "Edit" {/) icon to edit a firm. If the item requires
Prequalification worktype{s) then identify one lead firm for each workiype.

Smith Jones Construction 65.00 % 12.1 Project Management for Acgquisition Services /
12.2 Title Research
Wingate Construction ‘ 35.00 %| 12.4 Appraisal Va3
12.5 Appraisal Review
12.6 Megotiation
Total Estimated % of Contract 100 %
Step 4:

Enter your Total Annualized Active Pending Balance (APB) | 50.00

* This color background fields are mandatory

Save rUpdale Priorities and Suhmitj Close

A new window will open. Enter the priority for this RFP Item. If multiple items appear in the table,
it means the firm is submitting multiple LOIs for Items on the same RFP. Reprioritize the RFP
Items as needed by numbering the items in the Current Priority field. 1 is the highest priority.
The Current Submitted Status column indicates if the Item is Pending or Submitted. The Most
Recent Submitted Priority indicates the priority of items on the last submittal. The Previously
Submitted column indicates whether the item has been previously submitted. The first Item
submitted will default to 1 but may be changed. Different RFP ltems cannot have the same
priority.

Step 5: Update Priority Before Submit to INDOT *
Enter the Priority of the item below. If multiple items appear, re-prioritize as needed, any previously submitted items for the above

Item Description

Real Estate Acquisition Services for PR 69, New Interstate Construction Project in
Monroe and Morgan counties

I |Pem:ling ‘ ‘ No |

Submit to INDOT Close
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i“t | If there are any errors either the problem field will be highlighted with a red
] asterisk (*) next to it, or an error window will provide notification of any problems.
' Click OK to return to the LOI and correct the issues, then click Update Priorities

and Submit again.

R [ |

Message

Total of all firms estimated % of contract should be 100%.
Unable to submit.

Submit to INDOT
Once the priorities have been entered as desired, click the Submit to INDOT button to submit the
LOlI, or click Close to return to the LOI Submittal screen without submitting to INDOT.

Step 5: Update Priority Before Submit to INDOT ¥
Enter the Priority of the item below. If multiple items appear, re-prioritize as needed, any previously submitted items for the above

Filter: Y W

Item Description

Pendin No Real Estate Acquisition Services for PR 69, New Interstate Construction Project in
g Monroe and Morgan counties

Submit to INDOT Close

Click OK at the confirmation message to complete the LOI submission.

Message

i" Submitted successfully.
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Upon returning to the LOI Submittal screen, the Save and Update Priorities and Submit buttons

will no longer be available. There will be a View Submitted Items Priority button and a PDFE
icon next to the Close button.

Click View Submitted Items Priority to view the priority designation of all submitted RFP items
for the firm. Click Close to return to the LOI Submission screen.

Step 5: Update Priority Before Submit to INDOT *
Enter the Priority of the item below. If multiple items appear, re-prioritize as needed, any previously submitted items for the above

Filter: N7

Item Description

Feal Estate Acquisition Services for PR 69, New Interstate Construction Project in
NMonroe and Morgan counties

I i ‘Submi‘l‘ted| 1 ‘ Yes ‘

Close

Click the PDF icon to view and print a receipt of the LOI Submittal.

The information below has been submitted to the Indiana Department of Transportation. Please
print this page for your records, or save a copy to your hard drive.

NOTE: In the event that changes to your original submittal becomes necessary, you will be
permitted to re-submit the information more than ocnce for the same RFP item, as long as it 1is
PRIOR to INDOT's response due date and time. Only the latest submittal will be considered for

selection.

RFP Item Date and Time Submitted

1302s1 02 - Real Estate Acquisition Services for PR 69, New Interstate Construction Project in 04/07/2013 10:30:42 PM
Monroe and Morgan counties

Submitting Firm Name and Address Office Responsible for this Work

Smith Jones Construction 100 N Senate Ave, INDIANAPOLIS, IN 46204

100 N Senate Ave Total Annualized Active Pending Balance Amount

INDIANAPOLIS, IN, 46204 $0.00

3175555555

Firm Name Percentage DBE MBE WBE Work Type/Other Services Lead

Smith Jones Construction 65.00 12.1 Project Management for Acquisition Services v

12.2 Title Research
Wingate Construction 35.00 12.4 Appraisal

12.5 Appraisal Review

S NS

12.6 Negotiation

Submitted Forms

Firm Maintenance
The Firm Maintenance section allows the firm administrator to Maintain a User’s Application

Permissions@ and to Maintain Professional People’s Details ﬁ

Firm Maintenance
Maintain a User's Application Permissions. (Click on the icon to the right) @
Maintain Professional People’s details. {Click on the icon to the right) 3

Last Save Date: 4/25/2013
Page 106 of 117 Author: Sarah Wingfield
Version: 4.0


https://spms.dev.indot.in.gov/SPMSData/Reports/Report_138.pdf

Indiana Department of Transportation

Maintain a User’s Application Permissions

The Application Permissions screen will display all users associated with a firm in the Application
Users Table. This association is created when the users register as a member of the firm during
ITAP registration. The names will display alphabetically in the format Last Name, First Name.

& & @&  INDOTPSCS Portal

Dana Corp Application Users

Filter: %%
[ Name | Userfame | Tae | Emal | Phone

(321) 321-3213
Dee, Dee DDEEO1 CEO dee@nowhere.com X33 @

Do, Ana ADOCO01 CEO ad@nowhere_com (555) 555-5555 x5 @

Lo, Dan DLOO1 Department Director di@nowhere.com im) @

Showing 1-3 of 3 Items Per Page Prev Next

i‘ | Instructions for common functions such as Applying Filters, Sorting, and
N Showing More Items per Page may be found in the Getting Started section.

Access to menu selections, icons and features is dependent on a User’s

role and security level. For details, refer to Understanding the Screen in the
Getting Started section.

Click on the Assign Roles@ icon to assign PSCS Portal permissions for a user. The
Application Roles list will display under the Application User Table. Click in the check boxes next
to the desired permission(s) to assign a role to the user. Users can have one or multiple
permission levels, depending on their role with in the firm. To remove permissions, click in a
checked check box; the box should change from checked to unchecked. An unchecked box
means the permission is not assigned to the user.

Click Save to save the role assignments or click Close to close the Application Role(s) List
without assigning permissions.
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Application Roles | -

Application Role(s) List

User Name DDEEO1

Name Dee, Dee

Edit Financial-User may create, edit, sign, and submit a Financial application.

View Financial-User may only view a Financial application.
Edit General Technical-User may create, edit, sign, and submit a General and Technical application.
View General Technical-User may only view a General and Technical application.

Submit Letters of Interest-User may create, edit, and submit a Letter of Interest.

OOo0OoO0OOO

Assign Security Roles - User may assign role(s) to other firm users.

Save Close

If role permissions were saved, click OK at the confirmation message to return to the Application
User Table.

ﬂ Changes have been saved successfully.

Once all role assignments are complete, click the Close button at the bottom of the Application
User Table to return to the PSCS Portal Home Screen.

Smith Jones Construction Application Users

Fifter: %
L UserName | Tt Emal | Phone | Phone Extension|

Jones, Jane JJONESD3 Account Manager jiones 1@smithjones.com 3175555552

Showing 1-1 of 1 Items Per Pageml Prw!l Hext

Maintain Professional People’s Details

The Professional People screen allows firm professionals to be added and maintained for
selection in a Performance Evaluation review and assigning a firm person to be the Qualified
Person (QP) for a Work Type in a Prequalification application. Once a professional is added, you

can View Details W, Edit/ the professional’s basic information, add/edit License &
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information, make the professional’s firm association Historical ﬂ (or Activef), and Mergeﬂn‘
with another professional.

Smith Jones Construction Professional People

Fitter: [an[=] % W

Phone Number Driver's License

(317) 565-5557

Showing 1-1 of 1 ttems Per Page FRIIER PrevIER Next

Close

Add a Professional Person

To add a new Professional Person, click on the Add New'fu}' icon to the right of the Status Date
column. The Person Details screen will display under the Professional People Table. Enter the
person’s details and click Save to save the person or Cancel to return to the Professional People
Table without adding the person. If saving, the screen will refresh and the new person will be
added to the Professional People Table.

Person Details
First Name | Middle Initial

Last Name Suffix Name |

Driver's License Id Driver's License State

Work Email | Title |

Phone Number Phone Extension

Save Cancel

* This color backg d fields are ¥.

,"t Field values that are grayed out are auto-populated, and therefore NON-
N EDITABLE. Fields with a peach background are REQUIRED. Fields with no
' background color are OPTIONAL.

The PSCS Portal will not save the record or leave the ADD Screen Mode if
a required field is left empty. Instead, a red asterisk (*) will appear to the
right of the field and the cursor will blink inside the field.

| *

In the Professional People Table, there are two columns not available for entry from the Person
Details screen and not editable: Qualified Person Identifier and Responsible Person Identifier.

A person becomes a Qualified Person (QP) when they are selected as the representative from
the firm who has the qualifications needed to meet the requirements for a work type. At that point
the Qualified Person Identifier column will change from No to Yes.

A person becomes a Responsible Person (RP) once a Performance Evaluation is completed on
them. This evaluation is completed after a firm is awarded work from an RFP. INDOT has
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checkpoints where the person performing the work is evaluated, and at that time the Responsible
Person Identifier will change from No to Yes.

Edit Details

Click the Edit# icon to edit basic person details. The Person Details screen will display under
the Professional People Table. Edit the person’s details and click Save to save the changes or
Cancel to return to the Professional People Table without saving the changes. If saving, the
screen will refresh and the new information will display in the Professional People Table.

Smith Jones Construction Professional People -

Filter: %W

Work Email Phone Number Driver's Driver's License Qualified | Responsible Status Date +

License Person{QP) | Person(RP}
State Identifier Identifier

dives@smithjones com {317) 555-5557
Showing 1-1 of 1 liems Per Page RJIER Prev FJE3 Next

Close

Person Details
First Name

| Middle Initial
Dan

Last Name Suffix Name |

|

[ives |
Driver's License Id | | Driver's License State

|

Work Email

dives@smithiones.com Wiz |

Phone Number (317) 555-5557 Phone Extension

Save Cancel

*This color background fields are mandatory.

License Information

Click the License & icon to add or edit professional license, active registration or certificate
information for a person. The License Table will display under the Professional People Table.

Smith Jones Construction Professional People

Filter: A
Work Email Phone Number [ Driver's Driver's License
License
State

dives@smithjones.com (317) 555-5557
Showing 1-1 of 1 ttems Per Page EUJIES Prev BB Next

Close

Indiana Professional Licenses, Active Registrations, and Certifications -
Enter applicable Indiana professional licensing board registration number and other applicable certification numbers as required.

Selected Person: Ives, Dan (7764)

05

Showing 1-1 of 1 ttems Per Page FRJIE3 PrevfJEd| Next

‘ Close ‘

Click the Add New'fljj icon to add a new license/registration/certification. The ADD screen will
open in a new window. Select the type of license from the drop down and add the Identification
Number (or text if Other is selected) and click Save to save the license information and return to
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the license/registration/certification table or click Cancel to return to the table without saving the
information.

I Screen Mode: ADD §

Enter applicable Indiana professional licensing board registration number and other applicable
certification numbers as required.

| Professional Engineer |E|

333333333

Save Cancel

* This color background fielkds are mandatory.

If saving, the table will display the new license information, along with the option to Edit# the
information or Delete 7 the license.

Indiana Professional Licenses, Active Registrations, and Certifications -
Enter applicable Indiana professional licensing board registration number and other applicable certification numbers as reguired.

Selected Person: Ives, Dan (7764)

Professional Engineer

Showing 11 of 1 items Per Page [EJJEZ Prev EIEA| Next

| Close ‘

Click the Edit/ icon to edit an existing license/registration/certification. The EDIT screen will
open in a new window. Edit the information as necessary and click Save to save the updated
license information and return to the license/registration/certification table, or click Cancel to
return to the table without saving the changes.

Screen Mode: EDIT

Enter applicable Indiana professional licensing board registration number and other applicable
cedification numbers as reguired.

Profezzional Engineer LI
333333333

Save Cancel

* Thiz calor background fieldz are mandstary .

Click the Delete #~ icon to delete the license information. A confirmation window will appeatr.
Click OK to delete the record and return to the license/registration/certification table or click
Cancel to return to the table without deleting the record.
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Confirm Delete

ﬂ Are you sure you want to delete this record?

OK Cancel

Once all license information has been added/edited for a person, click Close to close the
license/registration/certification table.

Indi: Professi I Li . Active Registrations, and Certifications -
Enter applicable Indiana professional licensing board registration number and other applicable certification numbers as required.

Selected Person: lves, Dan (7764)

+

Professional Engineer

Showing 1-1 of 1 items Per Page EGJJEG| Prev EYEd Next

| Close ‘

Make Firm Association Historical

To make a professional person’s firm association historical, click on the Make Historical ﬂ icon
next to the name of the person to be made historical. A person should be made Historical when
they no longer work for the firm.

A confirmation message displays. Click OK to confirm the change or click Cancel to exit without
saving the changes.

Confirm Historical

i" Are you sure you want to mark this record as historical?

OK Cancel
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[+~ People designated as a Qualified Person (QP) cannot be made historical. The person

E must be removed from all PSCS prequalification work types before the firm

' relationship can be made historical. If trying to make a QP historical, the Make
Historical icon will be visible, but not clickable. Warning text will provide notification
that the QP is associated with a prequalification work type.

Status Date -+

04/06/2013 |6 # &5 A G
04/06/20 A

Sk e

This person is the Qualified Person for one or more work types. This
person must be removed from all PSCS pregualification work types
before the firm relationship can be made historical.

0407120

page [T

The Status changes to Historical, the Status Date changes to the current date and the options
are limited to View Details ", Make Active £ and Merge .

Work Email Phone Number Dniver's Driver's License Qualified | Responsible Status Date

License State Person(QP) | Person{RP)
Identifier Identifier

‘(317) 555-5557 Historical | 04/06/2013 |€cf 7 .1”-‘

| 7764 ‘ dives@smithjones.com

Make Firm Association Active

To make the professional person’s firm association active again, click on the Make Active ﬂ
icon next to the record to be made active.

Work Email Phone Number Driver's License Qualified | Responsible Status Date

Person(QP)| Persan(RP)
Identifier | Identifier
| No ‘ No ‘ Historical ‘ 04/06/2013 |€u"£.’]”-‘

| 7764 ‘dwes@smi{mones.com ‘(317)5555557 ‘

A Confirmation message displays. Click OK to confirm the change or click Cancel to exit without
saving the changes.

Confirm Activate

9 Are you sure you want to activate this record?

OK Cancel

The Status changes back to Active, the Status Date changes to the current date, the Edit/

and License & icons are available again and the Make Historical ﬂ icon replaces the Make
Active & icon.
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Work Email

Ives, Dan ‘ 7764 ‘diues@smilhjunes,cam

Phone Number

(317) 555-5557

Driver's

License
State

Driver's License | Qualified | Responsible
Person(QP) | Person{RP}
Identifier Identifier

No No

Active

Status Date

04/06/2013 |ﬁf/§ A i

Merge Professional Persons
Click the Mergeﬂnl icon to merge that professional person’s profile into another existing profile. A
table of available Professional Persons to merge the Merge From profile into will appear under
the Professional Persons Table. Click the Select¥” icon in the row of the person to Merge Into
to start the merge process, or click Cancel at the bottom of the page to close the Available
Professional Persons Table.

When the Merge process is complete it is final and cannot be undone so be accurate with the

selections.

Dana Corp Professional People -

Filter: %%

e [kl

Do, Dana
Doright Jr., Dudley D 7849
Farmer, Fanny D 7807

Stoakes Sr., Jeffrey G 7708

Stoakes, Jeff 7805
Stoakes, Sarah M 7673
Wopan, Darin D 7847

Wopper, Donna 7846

dd@nowhere.com
dd@nowhere.com
FDF@nowhere.com
jstoakes@nowhere.com

Jstoakes@nowhere.com
sstoakes@nowhere.com
wop1@nowhere.com

wop@nowhere.com

““m —

(321) 456-7798
x9

(321) 321-3213

(317) 233-0430
x123

(317) 232-5339

(654) 321-3468

Driver's
License
State

ND

IN

Driver's License Qualified | Responsible Status
Person(QP)| Person(RP)
Identifier Identifier

231313216498798 No

BR549 Yes

Cleose

Yes

Yes

Active 04/05/2013

Active 04/11/2013

Active 04/09/2013

Active 04/03/2013
Active 04/09/2013
Active 04/02/2013
Active 04/11/2013

Active 04/11/2013

Showing 11-18 of 18 Items Per Page PrevFIEA Next

6" 7 & A i
6 7 &R i
6 7 SR i
60 7 SR i

o 7 & i
6 /SR i
b0 /SR i
6 /&R i
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i"l | The Merge From person (the original person selected) CANNOT be a QP and
AN CANNOT be active with another firm. The Merge From name will be deleted once
' the merge is complete.

04/09/2013 6" # L0 b
04/0212013 6o # S 2 ﬁ;

0411/
0411/

This person is the Quallfled Person for one or more work types. This
person must be removed from all PSCS prequalification work types
before this person’s information can be merged into another

person’s information.

The Merge Into person CAN be a QP but CANNOT be active with another firm. The
Merge Into person (the second person selected) will retain their original name and
profile information, and will have the Merge From profile information added to their
profile.

Dana Corp Professional People

Fiter: [ano[=] % ¥
[Name  [x][UkE[x]
Work Email Phone Number Driver's Driver's License Qualified | Responsible
License Person(QP) | Person(RP)
State Identifier Identifier
Do, Dana 7745  dd@nowhere.com 04/05/2013
Dori (321) 456-7798 i
oright Jr, Dudley D 7849 dd@nowhere com o ND 231313216498798 No Yes Active 04/11/2013  &d" / &? ﬂ i
Farmer, Fanny D 7807 FDF@nowhere.com (321) 321-3213 No Yes Active 04/09/2013  6d" f@ L jl
Stoakes St Jefirey G 7708 jstoakes@nowhere com (17 2330430 Yes Yes Actve 041032013 68 # 5 At i
Stoakes, Jeff 7805  Jstoakes@nowhere com No No Active 04109/2013 6" f 2 ﬂ {il
Stoakes, Sarah M 7673 sstoakes@nowhere.com (317) 232-5339 N BR549 Yes Yes Acive 040022013 60" 7 &t i
Wopan, Darin D 7847  wopl@nowhere com No Yes Active 04112013 6¢ 7 5 4t b
Wopper, Donna 7846  wop@nowhere.com (654) 321-3468 No Yes Active 04112013 6 # S A
Showing 11-18 of 18 Items Per Pigem Prevﬂ Next
Close
Select a person to merge Stoakes, Jeff into [ =]
Fitter: (A0 7] % W
1o} Work Email Phone Driver's Driver's License Qualified | Responsible
License State Person(QP) | Person(RP)
Identifier Identifier
Do, Dana 7745 dd@nowhere com Yes Active 041052013 o
Doright Jr., Dudiey D 7849 dd@nowhere.com (321)456-7798x8  ND 231313216498798 No Yes Active 041112013
Farmer, Fanny D 7807  FDF@nowhere com (321) 321-3213 No Yes Active 0410872013 o/
Stoakes Sr., Jeffrey G Tr08 jstoakes@nowhere.com (317) 2330430 x123 Yes Yes Active 04/03/2013 v
Stoakes, Sarah M 7673 sstoakes@nowhere.com (317) 232-5339 N BR549 Yes Yes Active 0410272013 v
Wopan, Darin D 7847 wopl@nowhere.com o Yes Active 04112013
‘Wopper, Donna 7846 wop@nowhere.com (654) 321-3468 No Yes Active 04112013
Showing 11-17 of 17 ttems Per Page [EJIE Prev FIEY Next

Cancel

After the Select icon is clicked, the Available Professional Persons Table will be replaced with a
Merge Table. The Merge From name, information and licenses will display in the Merge From
Row. This is the person who will be removed from the system and their information will be
transferred to the Merge Into Person. The Merge Into hame, information and licenses will display
in the Merge Into Row. This is the information that will be maintained after the merge process.
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Merge From Person Work Email Drivers License State Drivers License Complete Indc IsQP  IsRP

This Merge From
recard il be deleted

after the information is

combined withthe | Stoakes, Jeff 7805 Jstoakes@nowhere com N o Ls
"Merge Into” person

below

Merge Into Name Person Phone Work Email Drivers License State Drivers License Complete Indc IsQP  IsRP
After the merger, this

record will contain both

the information from

the "Merge From"

above and the

information 1o the right

Stoakes Sr., Jeffrey G 7708 [: com N Yes Yes
[The information that
will be merged is listed

elow Licenses, Registrations, Certfications | 1D | Degree Institution Name (Year Project Description

= AL e Certfied Environmental Professionsl 55555 Obialiwed) new project information
u Al Evalustions Professional Engineer PE12345 zs :‘”"" University “372’ . 12014 ntrsecton improvement. Desugned sigh distance correction for e nersecton US €2 and SR
. :::;‘;tw:es' Professional Traffic Operations Engineer 321154654 | M25te urdue University (1980} fg;&;fea:‘:;ec"-;‘mwesw was not limited to: Traffic signals Highway lighting new curb and gutter
istrations: ;
and B-12345 Bridge design over the Wabash River 165 in Tppecanoe County. Deesigned the new process for
Certifications using a concrete that wil hold the winterizing spray and keep the pavement free of ice.
= All Project
Detais
= All Education
Details

Qualification
Summary
Details

Clear Selection

Warning: Merge will be final and cannot be undone!

Merge Cancel -

Click the Clear Selection button to clear the Merge Into name and return to the Available
Professional Persons Table. Click Cancel to cancel the merge process entirely and return to the
Professional Persons Table. To complete the merge process, click the Merge button. Click OK
at the confirmation message to complete the merge process, or click Cancel to return to the
Professional Persons Table.

ionim‘n ﬁerger

ﬂ Are you really really really sure? The merge is final!

OK Cancel

Click OK at the Merge Successful confirmation message to return to the Professional Persons
table.

ﬂ Merge Successful

The merge process is complete and the Merge From person no longer displays in the
Professional People table.
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Dana Corp Professional People

Doright Jr., Dudley D 7849
Farmer, Fanny D 7807
Stoakes Sr., Jeffrey G 7708

Stoakes, Sarah M 7673
Wopan, Darin D 7847
Wopper, Donna 7846

dd@nowhere.com
dd@nowhere.com
FDF@nowhere.com
jstoakes@nowhere.com

sstoakes@nowhere.com
wop1@nowhere.com

wop@nowhere.com

(321) 456-7798
x9

(321) 321-3213

(317) 233-0430
x123

(317) 232-5339

(654) 321-3468

ND

IN

231313216498798

BR548

Active
Active
Active
Active
Active

Active

Status Date

04/06/2013
0471172013
04/09/2013
04/03/2013

04/02/2013
04/11/2013
04/11/2013

6 7 S/ ip
6 7 S 4t i
6 IR ip
6 7 St i
6 # S/ ip
6 7GR ip
6 # SR i

ttems Per Page fOJIE Prev FIE3 Next
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