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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 7 icon opens the Online
Help topic related to that screen. For example, if working in the Initial Business Registration Application, clicking on the

Help &7 icon opens the Initial Business Registration Online Help topic.

From the initial PSCS Portal Home screen, click on the Help &7 icon in the Title Bar to open the Online Help window.

PING2Y  |NDOT oot rechmicaL aprucaTion PATHWAY (ERITREN

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

= piNoev  INDOT PSCS PORTAL B8 B B 2

Welcome Test Qatwo

PSCS Portal HELP

PSCS Portal Home — Admin

Application Search
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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, Business
Registration 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 right of each page.

JIN.gov INDOT oor technicaL appucaTioN PATHWAY ([SEITSERN

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 in the top right corner. Enter the term in the text box and click on the Next button to find
the occurrences.

[ 37 ot La &

CONTACT 51GM OUT

Welcome Test Qatwo £¥

An Online Help topic may be printed by clicking on the Printer% icon in the top right-hand corner of the Online Help
window.
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Logging into the PSCS Portal
To access the PSCS Portal, type the following URL into the browser’s address bar:

https://itap.indot.in.gov

—access —
INDIANA

Enter Your Password

Enter your password for Access Indiana integrate
to continue to your application

Tstqa2@yahoo.com Edit

[ Password* ﬁ

Forgot password?

Don't have an account? Sign up

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.

M Home |ITAP

PBIN gov INDOT moor recHmicaL appucaTiON PaTHWAY [SEITSSIN

You have 2 active notifications

Links

* INDOT Applications

* Brofessional Services Contracting System

ra Ues
25¢5 Pormal | 1aunen L Enroll New Application

Notifications

Page 7 of 93 PSCS Portal User Guide Version: 6.0


https://itap.indot.in.gov/
https://itap.indot.in.gov/F06/S018.aspx?topic=G001
https://itap.indot.in.gov/F06/S018.aspx?topic=G001

PINgGSY  |NDOT PSCS PORTAL =8

Firm Information

Name of Firm Test Qaone

Prequalification R No

Prequalification Approved WorkTypes Approved for 0 worktypes.
]

Business Registration

INDCOT 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 supporting documents,

Click Here for Initial Business Registration

PSCS Portal Home Screen

l“' This is the view upon initial log in to the site for the Firm administrator. The
N 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.

Parts of the Screen

PINSeY  [NDOT PSCS PORTAL &

Firm Information

Unit Price/Limited Service
14172027

Prequalification Application

The £t icon (g opens the curnent applicotion and allows changes. This cption is only avoilable when the application status is Dratt or Sigred.

The Recall icon { (3 ) brings bock o Submitied application. This ogion & anly available until the application stafus has been chonged to Received by INDOT.

prom P I T

v o Generat Pr
ec penised
p Firancial Prequalifcation Signed 1070372005
Page 1 1 v M A0 v e perpage o Hitems
Master Current and Completed Active and Pending Balance Firm Maintenance Active Contracts
Projects List
CCP it used 1o keep track of current ang APB i your firm's Actve and Pending contract Maintain Professionsl People’s details and Upload documentation 1o active COntracts

completed projects. Balance report Application Permissions.

ek e

Icon Bar

LI Email PSCS
Portal Administrator

= Sign out of system
E Location of User

Guide

Page 9 of 93 PSCS Portal User Guide Version: 6.0



Icon List

Image

Hover Name Action
Make Active E 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)

bl | &

Choose date from a calendar

Clear Search

T

Clear search criteria

Close - Close a window
Collapse - Collapse the ltem
o .
Create Create LOI Submittal
Delete X Delete the selected record
Denial Eﬁ Deny a Work Type
Details / Dlsplay§ the Details section for a
Professional Person
Documents kEJ Displays the Documents section for a

Professional Person
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Image

Hover Name Action
Download " Download a document
. Displays the edit panel for updating a
Edit
record
Edit Pending Edit a Pending LOI Submittal
Education Displays the Education section for a

Professional Person

Email PSCS Admin

Email PSCS Portal Support

Event Log View Application Event Log
= .
Excel Allows for exporting data to Excel
Expand . Expand the Item
E . ‘é Displays the Experience section for a
xperience ;
Professional Person
Financial F Make changes to financial information
H 2? Displays the help document for a specific
elp ;
topic
e H L
Historical Marks a record as historical
A
Home - Displays the PSCS Portal Home screen
o
License = Displays panel of license information
Li _% Displays the Licenses section for a
icenses &

Professional Person

Maintain Professional
People’s Details

B

Displays the Professional People’s
Details screen
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Hover Name i Action
Maintain User Application @ Displays the User Application
Permissions Permissions screen
Maximize + Maximize a window

i Displays panel list of names of persons
Merge responsible for deliverable to select to

merge into from the Merge From person
Minimize - Minimize a window
Modify M Modify an accepted application
QP Details View QP details in report format
PDF View a Report
Print g Print the current window contents
Processing, please wait Indicates that an action is taking place
. A Displays the Projects section for a
Projects Professional Person
=) , . . .

L Recall a submitted Business Registration
Recall Application

¥,
Receive Mark an application as Received
Refresh Lat Lon -~ Refreshes the Latitude and Longitude of

g a physical address

Remove Event X Remove an event from the Event Log
Remove Filter E Removes filter input boxes
Remove Work Type b Removes Work Type from table
Renewal il Renew an existing application
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Hover Name i Action
Replace & Replace an uploaded document
Resubmit o Resubmit a denied application element

Save Search

Save selected search criteria

Saved Search List

Displays a list of previously saved

searches
Search Search for an Application
Select Select a specified record

Set Work Type as Pending

Set an approved/denied work type as
pending

D¢T‘\Emm

Upload Upload a document into the system
View ¥ View Business Registration Application
View “ View LOI Submittal
View Details @ Displays all data fields for a record
View Documents Display documents associated with a QP
Work Type Firms = View firms associated with a Work Type
Work Type History | Displays Work Type history
Page 13 of 93 PSCS Portal User Guide Version: 6.0



Navigating the PSCS Portal

Panel Pages

Use the Next =~ buttons and Previous ~ * buttons to navigate to subsequent pages or use the
textbox to navigate to a specific page. For example, click on 1 from the textbox type 2 and press enter to
go to Page 2 of the List.

Page 1 of 271

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.

M|« Page 2 of 271 L 10 ¥ | items per page 11-20 of 2707 items

Items on Each Panel Page

By default, Panels display 10 Items per Page. However, this may be changed.

[ e e e Coe T | ek ype Desripton T Sort Orer Y| inimum 0t 0P Y| wimum o 07 v
/2007 =
® 4 B 11 Systems Planning 1 1 1 Active 03/13/2001
@ f B 21 Traffic Data Collection 2 1 1 Active 03/13/2007
/2007
® 4 B 22 Traffic Forecasting 3 1 1 Active 03/13/2001
® 4 B 31 Non-Complex Traffic Capacity and 4 1 1 Active 03/13/2007
Operations Analysis
® 4 B 32 Complex Traffic Capacity and 5 1 1 Active 03/13/2007
Operations Analysis
® 4 B a1 Traffic Safety Analysis 6 1 1 Active 03/13/2007
i - 7 /2007
@ A B 42 Highviay Safety - Complex or Major 7 1 1 Historical 03/13/200
Analysis
i /2007
@® & B 5.1 Environmental Document Preparation 8 1 1 Active 03/13/200
- EAJEIS
i /2007
® & B 52 Environmental Document Preparation 9 1 1 Active 03/13/200
-CE
2 - /2007
@ ,. B 33 Envln::nmenta\ Document Preparation 10 1 1 Active 03/13/200;
- Section 4(f) v
4 4 Page 1 of6  » M 10 ¥ items per page 1-10of 59 items

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

10 ¥  items per page
25

50

100
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This example shows a Panel displaying 25 items per page.

A Geotechnical 23 1 4 Ative
@« 4 R e
Engineering Senvices
a1 Mon-Complex Roadway 24 1 1 Ative
® 4 R e Y
Diesign
3z Complex Roadway 25 2 2 Active
@ f @ Diesign v
e »
H 4 Page 1 of 3 M 25 ¥ items per page 1 - 25 of 58 items
Sorting

Data in Panels may be sorted in ascending or descending order numerically (smallest to largest or largest to smallest),
alphabetically (Ato 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.

Y S S S 2T 2 T S A

@& ’ H @ ESt tEstEr 48319 tesv@email.com

@ f H @ QWi 33aiou 48322 socaui@gmail.com
@ j H @ gowifios andjlwef 48320 skjnfdew@gmail.com
@ j H @ geoifjos adscmlkal 48321 soendfko@gmail.com
@& j H o 03 m tester AB217 Tetqaz@yahoo.com

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

e e T [eew 7 [wenewnee 7]

@® j H @ ga m tester ABZ1T Tstqa2 @yashoo.com
@ ,f H @ gecifjos adsonlkal 45321 soendfko@gmail.com
@ j H a gowifios andjlosef 45320 akjnfdew@gmail.com
@® ’ H @ gwwgwg aaziou 48322 a003UiE@gmail. com
@& j H a test tester 42310 test@email.com

M| 4 Page 1 of1 S 10 ¥ items per page
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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 5 records. A filter may be applied so that only those Status of “Active” are shown in the list.

™ e ®
@ ’ H @ ga m tester 48217 Tstga2@yshoo.com
@ ’ H @ qeoifjos adscnlkal 48331 soendfko@gmail.com
@ j H @ gowifios andjlwef 48320 skjnfdew@gmail.com
@ j H @ qQungw 33aiou 48322 sooaui@gmail com
@ j H @ test tester 43318 test@email.com
- “ Pzge 1 of 1 > » 10 T items per page

To create the Filter, click on the Add Filter % icon in the heading of the status bar.

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

Active Filter using the following criteria:
Active Contains v
Active

Active And ¥

Active Contains v
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Then, enter your filter parameters in the text box (not case-sensitive). This can be done by typing or using the parameters
in the “Contains” dropdowns as listed below

Filter using the following criteria:
. . Operator Description
LONT3INs - Contains Returns all records where the field includes the
Does not Cantain specified value anywhere within it.
Equal to Returns records that exactly match the
Is equal to specified value.
Is not equal to Starts with Returns records where the field begins with
Ends With the specified value.
Is Mull Does not Returns records where the field does not
e Bt Bl = contain include the specified value.
Is null Returns records where the field has no value
(empty or null).
Ends with Returns records where the field ends with the
specified value.

The completed Filter is shown below.

Status v|[Lie [ ]| Active N

To apply the Filter, press Enter or click on the Apply Filter "E’ icon.

The filtered list of 5 records is shown below.

PROFESSIONAL PERSON ~

™ e 2 T e e B e Sl
I —_— - . .

To remove the Filter, click on the Clear Filter Clear icon and then click on the Apply Filter icon. The complete
Professional People list of 5 records is displayed again.

PROFESSIONAL PERSON -~
@ / H Ga m tester 42217 Tstga2@yahoo.com No Ne Active 1241072025 a
@ , H ® test tester 48319 ‘test@email.com Ne No Active 12/08/2025
® A ‘gowifios andjiwef 48320 sjnfdew@gmail.com No No Historical 12/10/2025
® A zoifjos adsenlkal 48321 soendfo@gmailcom No No Historieal 12/10/2025
® & H o® g ssaiou ag322 aoosui@gmail.com No No Active 12r10/2025
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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 & icon.

AT

Filter using the following criteria:

Contains ¥
And ¥

Contains i
Filter Clear

Enter the second Filter and press Enter or click on the Apply Filter 1‘E’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.

Viewing Details
@®

List Panels contain information about each record. More details are available by clicking on the View Details icon to
the left of the record.
PROFESSIONAL PERSON
I S U S 2 LT R 2 TS A LT R 2 [T S
@ , H @ test tester 43319 test@email com No
® & § ® quwgw asaiou 45322 so0aui@gmail.com Mo
@ , H ® gowifios andjlawef 43320 skjnfdew@gmail.com Mo
® & = ® qecifjos adsenlkal Az soendfco@gmail.com Mo
@ / H ® ga m tester az:47 TstgaZ @yahoo.com Mo
4 4 page 1 ofl  * M 10 ™  ivems per page

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 Username and Date reflecting the record’s creation and latest
update.
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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 role(s) to their firm’s application users. If a firm user does
not have access to the expected functionality upon initial login, contact the Firm Administrator first to ensure the user has

been given the appropriate role(s).

w 8 Access Indiana | Dashboard
c 25 itapga.indotin.go
B INDOT Central Offic... DevOps

PINgov

Firm Information

5» New Erin

Indiana | Das

oard
sp SharePoint INDOTD... [} mAPQA [Jl} ITAP Dev

l"nn]’ INDOT TECHNICAL APPLICATION PATHWAY ([ESRITSS)

B Home|iTAP

1 Micro:

QA (Test)

signed in as

a8 Incognito

[ All Bookmarks

M ®

CONTACT SIGN OUT

Walcoma Tester amaiitws €

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

PINYSY  INDOT PSCS PORTAL @&

Firm Information

Name of Firm Test Qaone

Prequalification Required No

Prequalification Status Approved WorkTypes Approved for 0 worktypes.
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 pregualified, the firm will be directed to submit an Initial Prequalification Application. Please provide complete information in the application,
including supporting documents,

Click Here for Initial Business Registration

Firrm bl cof rmatson

“"OBNERsIANN

COMPLETED BUSINESS REGISTRATION - No Prequalification

Firm Information

s12027

Approved for O worktypes. @

Prequatification 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 prequalification for approved work types. Please provide complete information in the application, including supporting documents.

Letter of Interest Submittal Master Current and Completed Active and Pending Balance Firm Maintenance
Projects List

LOIS is used to view currently acvertised RFPs ©CP iz used to keep track of currentand APB iz your firm's Active and Pending contract Maintain Professicnal Pecple’s details and
and subrmit letters of interest (LOJ) completed projects. Balance report. Application Permissions.

Active Contracts

Upload documentation to active contracts.

Desgnes for e Fusure Drgurcon/Oenent  EYTEETS
-0 RSIO
Perstrg

COMPLETED PREQUALIFICATION REGISTRATION
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Firm Information

Testfve Unit Price/Limited Senvce

/3012026

Approved for 1 wordype. @

Preq Agproved

Prequalification Application

The Views e (V') aps the o2 appicarion rocessed by INGOT fo riewing. e oy, ot iz

The Financiat izon (F ) it for making any changes 1 your fingncil information

I e e S T

\" M Approved NS
Compietes 2025
Compheted 2025 -

age 1
Letter of Interest Submittal Master Current and Completed Active and Pending Balance Firm Maintenance
Projects List
LOIS is used to view currently advertised RFPs CCP is sed to keep track of current and APE s your firm's Active and Pending contract Maintain Professional People’s details and
and submit letters of interest (LOI). completed projects. Baiance report Application Permissions

Active Contracts

Firm Information

Firm Name D Tor the Future Unit Price/Limiged Services
Prequalification

Required e 0802014
Prequalification

Status 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 Work Types y

K T R A N

Systems Planning onel asdf1232, another =
a3 Roundabout Decign man2 azdf32432 addingl a
151 Specialty Mot Defined Building Structural Chesign man2 asdf32432 addingl a
151 Spacialty Mot Defined asdizadfd234324 man2 azdf32432 addingl a L 4
4 4 Page 1 of 1 o 13  *  items per page 1 - 4 of 4 items
Close
> Instructions for common functions such as Showing More Items per Page

N may be found in the Getting Started section.

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.
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AEm Intonmation
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&
§

Prequalification Application

Vou have access to the Initisl 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. f approved
items requiring prequalification for spproved work types. Please provide complete information in the application. inchuding supparting documents

the firm will be able to submit Letters of Interest (LOT) for

Letter of Interest Submittal Master Current and Completed Active and Pending Balance Firm Maintenance
Projects List
CCP i3 used to keep track of current and APE iz your firm's Active and Pending contract Maintain Professional People’s details and

LOHS i3 used to view currently advertised RFPs
and subrmit letters of interest (LOT.

e “

Active Contracts

completed projects. Balance repart Application Permissions.

Upload documentation to active contracts.

Initial Business Registration

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.

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

Application)

PINgeY  INDOT PSCS PORTAL me

Frm information

Testive
e
Peraing Agproved tor O wendypes O

Prequalification Application

You have access to the Initial Prequalification Application T has determined that your firm requires prequalification. Once submitted, INDET will review the application and natify the firm of its findings. If sppreved

The firm will be able to submit Letters of Interes . requining prequalification for spproved work types. Plesse provide complete information in the spplication, inthuding tupparting documents

Letter of Interest Submittal Master Current and Completed Active and Pending Balance Firm Maintenance
Projects List
LOHS i used o view y schvertised RFPx CCP i used to keep track of cument and APB is your firm's Active and Pending contract Maintain Brofessional People’s details and
Balance report Application Pe

and submit letters of interest (LOT <ompleted projects.

s ek e

Active Contracts

Upload documentation to active contracts.

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 applications.
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FIRM INFORMATION -
Testfve

Pencirg A Work Appraved for O worktypes. @

Gemeral Information Form: Draft Application Type: initial Prequalification

FIRM INFORMATION

Thoe Professional Licklity insurcrce end the Aficoed Companies end Subsidisries information wat not part of the Butiness Regisration Picie be sure 19

o i ITAR Piease ermoil Contuliont Pracuatiicsions I nesdt 19 B4 €00 or i y0u find 2 bink.

infarmarion entered in “What Ve of werk does vour comeany do” auars (NDOT in determinin If vau aeed o be Dreousiifive

If one section of the application is deleted, all sections will be deleted.

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?

OK Cancel

Once the application has been submitted, the Prequalification Application section changes to display the Applications as
=

well as the ability to View ¥ the applications or Recall % the applications.
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[Firmn Informartion

Testte trat seneral Expirat 53172027

g ng Approned Work Type Approwed for O wondypes

Prequalification Applcation

The Wi icom () apvens the fasr opplootion procemied by WOOT for viewing. reod only. mot editabie

The Riecodl doon (T | Brings bock ¢ Submimwnd applicacion. This apsion is only evellobie unsl the appicasion stecus hos bren changed 1o Received by INDOT

Letter of Interest Submittal Master Current and Completed Active and Pending Balance Firm Maintenance

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

i
Clicking the Recallu 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

3 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 Signed 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 changes. This option ks only available when the application status is Draft or Signed.
The Financial icon ( F ) is for making any changes to your financial information.

The Delete icon { 3 ) deletes the application. This option & only available when the status is draft. Delete will remave the current application.

T T T T T T T T

£ o General Prequalification Draft 11/20,2025 -
Technical Pragualification Draft
F Financial Prequalification Completed 10/08/2025 10/08/2025 10/09/2025 10/22/2025
v
Page | 1 of 1 k| M 10 ¥ items per page 1-30f3 items
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> If one section of the initial application is recalled, all sections will be

|
N recalled.

o

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 Edit icon () apens the current application and alicws changes. This aption & only available when the application status is Draft or Signed.
The Financial icon (F ) is for making any changes to your financial information.

The Delite icon ( 3 ) deletes the application. This option is only available when the status is draft. Delete will remove the current application.

S R B ™S I S I S
Draft a

,. ® 11/20/2025

General Prequalification

Technical Prequalification Draft
F Financial Prequalification Compietad 10/09/2025 10/09/2025 10/09/2025 10/22/2025
v

Page | 1 of 1 10 ™ items per page 1-30f3items

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 LOIls for RFPs that do not require prequalification.

Prequalification Application

'ou have access to the Initial Prequalification Application because INDOT has determined that your firm requires pregualification. 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 prequalification for approved work types. Please provide complete information in the application, including supporiing 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 F 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 Edit icon (4} opens the current application and allows changes. This option is only available when the gpplication status is Draft or Signed.
The Financial icon (F ) is for making any changes to your financial information.

The Delete icon [ ) ) deletes the application. This aption is anly available when the status is draft. Delete will remove the current applicatian.

I T T T N T N QT
Draft &

;S x General Prequalification 1172042025
Technical Prequalification Draft
F Financial Prequalification Completzd 10/09/2025 10/00/2025 10/09/2025 10/22/2025
v
Page | 1 of 1 10 ¥ items perpage 1-3of 3 items

Click on the Modify # 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 for approval

INDOT PSCS PORTAL m% & 2 B &

o

Firm Information

Grreral IR RaTon Form: Dram Application Typa: Bnitial Businsss Rugistratio
FIRA INFORMATION -
- e Pt t o e - ¢t B &
o s Cormaatart = -
nformation entored in Wit yps of wark dow pius Company 06", QLA INDOT b determining I you med 10 b prequatifiod
NUMBER OF EMPLOVEES -
NUMBER OF REGISTERED PROFESSIONALS ~
COM LEGEND
& > =

Ninety days before the General/Technical expiration date, 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 General/Technical
Prequalification Renewal is required to extend the Prequalification expiration date.
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Prequalification Application
The Edit icon (¢} opens the current application and allows changes. This option & only available when the application status & Draft or Signed.

The Financial icon (F ) is for making any changes to your firancial information

The Delete icon [ 3 ) deletes the application. This option is only avaiiable when the status is draft. Delete will remove the current application.

I S T S R S T S N T S I
s x General Prequalification Draft 11/20/2025 a
Technical Prequalification Draft
F Financial Prequalification Completed 10,/09/2025 10,/08,2025 10/09,/2025 10/22/2025
-
4 Page | 1 oft  * ¥ 10 ™ items per page 1-3 of 3 items

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 £ 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.

The View icon () opens the last application processed by INDOT for viewing, read only, not editable.
The Modification icon (N creates a Modification opplication from the last processed application and allows changes.

The Financial icon (F ) is for making any chonges to your financial information.

S T S BN BT |

V M General Prequalification Approved 08/02/2024
Technical Prequalification Completed 08/02/2024
Vv F Financial Prequalification Completed 10/16/2024
4« 4 Page 1 of 1 > > 10 v items per page

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 financia Yes @ Mo
information for fiscal year ending
3/31/2024

Comments

* This color background fizlds are mandatory

e

l" 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 recently 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.

Select a Financial Application Type ®

Are you submitting financia O Yes Me
information for fiscal year ending
3/31/2024

I want to modify the last submitted application. Possible reasons for the
modification are:

# Request a different Financial Level.

= Parfial Year Financial.

o Acquisifion/Merger Transaction has occurmed.

s Other

Comments

* This color badoground fields are mandatory

l“' 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.
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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 INFORMATION FORM

Initial Prequalification Financial Information is required for all firms, and approval allows the firm an Annual B Unit Price Services
Services Capacity limited to $150,000. Approval for Limited Services also allows the firm Unit Price Services at the B Limited Services
appropriate capacity. Minimal financial information is required for this Initial level. Self-Certified
(After approval of the Limited Services level by the Prequalification Division.firms may submit Full Financial Information CPA Audit
for the additional levels of Self-Certified, 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 99-9999988

2. Our most recently completed fiscal year ended on

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 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

APPLICATION SUBMITTAL

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

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

B Ciick here for a printable copy.

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

Application Type: Financial Update
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

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 UploadIé icon displays, a document must be uploaded to submit the application.
See the Upload Documents section for more information on uploading documents. Click Save at any time to save the
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

i. Federal ID

ii. Corporate/Home Office Physical Address
iii. Corporate/Home Mailing Address

iv. Main Contact Office Physical Address

v. Main Contact Office Mailing Address

vi. Main Contact Person Name

vii. Title

viii. Email Address

ix. Telephone Number

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

i. Is this a wholly owned subsidiary of ?

ii. What is the relationship of the firm shown on the financial statement to ?

iii. What is the mailing address of the firm shown on the financial statement if different than address of ?

3. Firm's Financial Representative who is knowledgeable of State and Federal Regulations, policy and procedures

i. Name

ii. Title

iii. Telephone Number

iv. Email Address

v. Mailing Address

4. Enter the person submitting prequalification responses to this application:

i» Name

ii. Title

iii. Telephone Number

iv. Email Address

99-9999988

100 N Senate Ave, Indianapolis, IN 46204

100 N Senate Ave, Indianapolis, IN 46204

Connie Brown
President
corown@nowhere.com

(317) 555-5551

O Yes ® No
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5. Attach the signed Contractor Certification of Costs document.

6. Attach the completed AASHTO Internal Control Questionnaire document.

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

9, Fiscal year of this submission.

10. Fiscal year end (FYE) of firm

11, Has your firm submitted financial information in the past?

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

13. Consultant firm has billed for contracts with (or administered through) INDOT during the fiscal year covered
by this submission?

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

15. Attach the Firm’s policy for paid and unpaid overtime compensation.

16. Attach the Firm’s policy and procedure for calculating and recording cost of (and billing for) overtime hours
worked.

17. Attach Two (2) actual job cost reports for current contracts which demonstrate costing details and system
capability.

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

i. General Ledger

ii. Job Costing

iii, Billing

iv. Payroll Processing

v, Other

Select files...

Select files...

Select files...

Select files...

YYyy

MM/YY
O Yes ® No

Yes

O Yes ® No

Select files...

Select files...

Select files...

Select files...

Page 31 of 93 PSCS Portal User Guide

Version: 6.0



Self-Certified

If the firm selects Self-Certified, the corresponding section will be displayed under General Financial Information. Enter

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

SELF CERTIFIED DETAILS
1. Consulting Firm's accounting records are prepared on the basis of Cash or Accrual accounting? © cash O Accural

2. Attach the schedule of indirect costs.

Select files...
3. Enter the proposed indirect cost rate in a percent amount.
4. Is the Facility Capital Cost of Money schedule completed? O Yes ® No
5. Attach the firm's policy and/or standard procedures for accounting treatment of all vehicle costs, and policy for
vehicle mileage reimbursements. Select files...
6. Attach the schedule of vehicle costs and summary of mileage per vehicle with separation of FAR allowable direct,
indirect, unallowable miles, along with calculated total cost per mile. Select files...
7. Attach a copy of an actual mileage log sheet for a vehicle with typical travel for firm business.

Select files...
8. Attach the firm’'s depreciation schedule based on GAAP.

Select files...
9. Did the firm rent or lease capital assets? O Yes ® No
10. Did a related party own capital assets rented and/or leased by the firm? O Yes ® No

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

11. Attach the firm’s policy for eligibility requirements for pension, 401k, SEP, or other pension contributions.

Select files...
12. Attach EITHER the firm’s compensation analysis as described in AASHTO Uniform Audit and Accounting Guide,
with support, OR firm has elected to use the National Compensation Matrix adopted 2012, and has attached the Select files...
results.
13. Attach a list of all compensation components including non-wage/salary indirect compensation amounts for
each employee. Select files...
14, Attach a schedule separating direct and indirect labor hours of each employee for the firm's fiscal year.

Select files...
15. Attach the 941 Statements and reconciliations of total amounts to the firm’'s General Ledger labor accounts, and
reconciled to the firm's Job Costing system totals, with an explanation for any variances between these totals for Select files...
the year.
16. Attach a copy of W-2 for all owners, officers, principals, partners and managers, with individual social security
numbers blacked out or redacted. Select files...
17. Attach a Chart of Accounts for firm's accounting system including all account numbers and titles.

Select files...
18. Attach Trial Balance for fiscal year end, adjusted, that corresponds to indirect cost schedule above.

Select files...
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19, Attach financial statements (Balance Sheet and Income Statement).
Select files...

20. Attach Signed Federal Income Tax Return.
Select files...

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

APPLICATION SUBMITTAL

To sign, click the I offirm” statement checkbox when all information is completed.
If the entered information does not validate, the °l offirm” checkbox 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 true to the best of my knowledge.

B Cick here for a printable copy.

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

Application Type: Financial Update
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 “| affirm” stotement checkbox.
Once all steps are green, click the Submit button
CPA Audit

If the firm selects CPA Audit, the corresponding section will be displayed under General Financial Information. Enter the

information and upload documents as required. Anywhere an Uploadé icon displays, a document must be uploaded to
submit the application. See the Upload Documents section for more information on uploading documents.
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CPA AUDIT DETAILS

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

2. Enter contact information for CPA firm.
i. CPA Firm name
ii. CPA Firm Contact person
iii. Telephone Number
iv. Email Address

v. Mailing Address

3. Enter Proposed Combined Overhead Rate
4. Enter Proposed Office Overhead Rate
5. Enter Proposed Field Rate

6. Is the Facility Capital Cost of Money schedule completed? O Yes @ No

7. Enter Proposed Combined Cost of Money Percentage
8. Enter Proposed Office Cost of Money Percentage
9. Enter Proposed Field Cost of Money Percentage

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

Select files...

11. Attach a description of the firm’s bonus policy, indicating the measurable and verifiable attributes and/or

assertion that bonuses are FAR allowable. Select files...

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

13. Did this Consultant firm use contract/purchased labor during the fiscal year? Yes

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

15. Has the CPA firm been notified that labor testing workpaper package must be separately submitted to Yes
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.



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

Select files...
17. Other comments regarding consultant firm submittal for financial prequalification at CPA Audit level.
18. Attach Trial Balance for fiscal year end, adjusted, that corresponds to indirect cost schedule above.

Select files...
19. Attach financial statements (Balance Sheet and Income Statement).

Select files...

APPLICATION SUBMITTAL

To sign. click the "I offirm” statement checkbox when all information is completed.
If the entered infor ion 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 gpplication.

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

B Ciick here for a printable copy.

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

Application Type: Financial Update
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
Cognizant Audit

If the firm selects Cognizant Audit, the corresponding section will be displayed under General Financial Information.

Enter the information and upload documents as required. Anywhere an Upload£ icon displays, a document must be
uploaded to submit the application. See the Upload Documents section for more information on uploading documents.
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COGNIZANT AUDIT DETAILS

1. Is consultant firm located in a non-Indiana state? Yes
2. Has the Consultant firm requested and/or received cognizant approval of an indirect cost rate? Yes

3. Enter contact information for Cognizant Agency:

i. Agency Name

ii. Contact Person Name

iii. Telephone Number

iv. Email Address

4, Attach the received Letter of cognizant approval

Select files...
5. Enter the Fiscal year of cognizant approval attached. YYYY
6. Attach the Indirect cost schedule with Independent Auditor’s Report.

Select files...
7. Enter Proposed Combined Overhead Rate
8. Enter Proposed Office Overhead Rate
9. Enter Proposed Field Rate
10. Is the Facility Capital Cost of Money schedule completed? O Yes ® No
11. Enter Proposed Combined Cost of Money Percentage
12. Enter Proposed Office Cost of Money Percentage
13. Enter Proposed Field Cost of Money Percentage
14.0ther comments regarding consultant firm submittal for financial prequalification at Cognizant Agency Audit
level.
15. Attach Trial Balance for fiscal year end, adjusted, that corresponds to indirect cost schedule above.

Select files...
16. Attach financial statements (Balance Sheet and Income Statement).

Select files...
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APPLICATION SUBMITTAL

To sign, click the "I offirm™ checkbox when all info ion is pleted.
If the entered inft ion does not valil the °l affirm” checkbox 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 true to the best of my knowledge.

B Click here for a printable copy.

Information concerning audit issues and the additional doc tion is available through the following link :INDOT Audit Information.
Application Type: Financial Update
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

v Submit

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.

APPLICATION SUBMITTAL

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

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

B Click here for a printable copy.
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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. The missing information will be displayed under the Signature check box in red.

APPLICATION SUBMITTAL

To sign, click the “I offirm” statement checkbox when oll 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 gpplication.

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

A Please fix below errors

The Cog Firm Name field is required.

The Fiscal year of this submission field is required.
The Fiscal year end (FYE) of firm field is required.

The Name field iz required.

The Billing field is required.

The General Ledger field is required.

The Job Costing field is required.

The Payroll Processing field is required.

The Email Address field is required.

The Telephone Number field is required.

The Title field is required.

The Name field is required.

The Email Address field is required.

The Telephone Number field is required.

The Title field is required.

The Cog Firm Contact Name field is required.

The Combined Overhead rate field is required.

The Cog Firm Contact Email field is required.

The Cog Firm Contact Phone field is required.

The Cognizant Approval Fy field is required.

The Financial Rep Address field is required.

The Field Overhead rate field is required.

The Office Overhead rate field is required.

The Name of firm or business unit represented on the financial statement field is required.
The Combined Cost of Money Percentage field is required.
The Field Cost of Money Percentage field is required.
The Office Cost of Money Percentage field is required.

' Click here for a printable copy.
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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.

APPLICATION SUBMITTAL

To sign, click the °I affirm” statement checkbox when all information is complered.
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.

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

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

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 "I affirm™ checkb
Application Type: Financial Update

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.)

' Submit

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 later. 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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PINgeY  |NDOT PSCS PORTAL =8

FIRM INFORMATION "

General Information Form: Draft Type: Initial P

FIRM INFORMATION -

ction ond may be eced The Professionol Lickility Insuronce ond the Affiiicted Componies ond Subtidicries information was not part of the Buriness Registration Piecse b rre 1o

ny’s nformation in TAR Pieast emall Consuitont Arequolfications If i needs t b #0i0d or if you find it blank.

infarmation entered in “What tvne of werk dees voer famoany do” ateid te INDOT in If wous et

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. A final expiration notice will also be sent out following
the completion of this process.

The Financial Expiration date is 180 days after the firm’s most recent fiscal year ending date. Firms will receive emails 90,
60 and 30 days before their registration expires alerting them to resubmit their applications. A final expiration notice will
also be sent out in a final expiration notice.

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.

PROFESSIONAL LIABILITY INSURANCE (INSURANCE BINDER NOT ACCEPTED) -

My firm does not require Professional Lisbility Insurance according to the table C1 in the Prequalification Manual and the work types we are requesting. Professonyd Liabsiy Infarance Level Requirements
$250,000.00

$250,000.00

AFFILIATED COMPANIES AND SUBSIDIARIES =
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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.

PROFESSIONAL LIABILITY INSURAMCE (INSURANCE BINDER NOT ACCEPTED)
My firm does not require Professional Liability Insurance according to the table C1 in the Prequalification Manual and the work types we are requesting. Professional Liability Insurance Level Requirements

PLI Limit Per Occurrence $250,100.00
PLI Aggregate Limit $250,100.00
Expiration Date 12/31/2026 &l

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

AFFILIATED COMPANIES AND SUBSIDIARIES
I A T, AN
other -~
v

Affiliate

&S %

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.

Edit Affiliate/Subsidiary

Affiliate/Subsidiaries Affiliate
Affiliate/Subsidiary Mame s
Federal 1D

* This coler background fields are mandatory

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

_
I e ) [ e S AL T 2
, guerty worldwide a

" Affiliate
v

Affiliats other

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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Edit Affiliate/Subsidiary X
Affiliate/Subsidiaries Affiliate -
Affiliate/Subsidiary Name gwerty warldwide

Federal ID

TIITTI Y

* This coler background fields are mandatory

Click the Deleteﬁ 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.

Confirm Delete

» Are you sure you want to delete this record?

OK Cancel
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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 checkbox when all information is completed.
[fthe entered information does not validate, the "l affirm” checkhox will not remain checked.
Signature is required hefore heing ahle to submitthe application.

[ | affirm the infarmation 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.

To sign, click the "| 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.

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 ceriification 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 "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 frue to the best of my knowledge
General Information Form has been signed by  Jones, Sarah on  4/6/2013 10:13:14 PM.

FoF
@ 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 Prequalification

Steps to submit the application: (If the step is in red it still needs io be accomplished, once it tuns 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 on the "I 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
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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.

FIRA INFORMATION

Approved for O noryper. @

ﬂm Appicatesn Hatery i)

Pendeng

VEE vOis Wi

O Azgrove b1 3 e reQurng Sreaud

ol Lagratean Date B ownoonrn

o Sraer modifying She Genernd parT of Ehe SPPOCEnon, pleass ok on the INDOT fale buron,

General Informazion Form: Redeored and Usder Revera Appiecation Type: laetisl Business Regatration
Ganeral Form Technsal Form
A alaan Tpgms Gt 0L Tl P il Mot ity

wmmnﬁnnnmmumtﬁm

@ Trs Rolowng IiOrmanon & TOM YOur SDved Buses FpETanon OQECEGN S may Db 0080 Tha Professonsl Listity nsarsnc Snd T AMEated Companss
St ianast, PRGN il 1L DT OF Wb Buiaid FAGANENON PUedie b Borw 10 BOILT INOIH Bl DA LGNy T (il Pruaiing ston
o Tr Fadaril 1D iumbad 2 I Abma Bie 108 3000 B Tl Duled 1om B Comodety i Nlrmaton in ITAP Pipbid emil {ord Jlas! PreguiiSoilion @0 needi 1 04

e Y

e o i you e B Dian
0 Vou wll D daied 10 wpided o apidopnate SO0ty Bl e od of Tae ADObCation

Pypad o WAl o -
compady 3T
oraton anleted  VWhat Trpe of work doed yiur Compary 00" Biats INDOT 5 deleimeing f you Heed 1 be pheguatted

S - i ) e

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
enteringany Qualifying Person details.

Technical Information Forms: Received and Under Review Application Type: Initial Prequalification

APPLICATION WORK TYRES -

Qesck S for the Techieal

‘Sefect o prosned wort 1y o choose 15,1 for specialy not Ened.

f regueseing 151, aad o sief descripion of the ype of workin the ot e
Th i must qusocisee qualied persontt  each work e By cicting onche { Ik ion. i nly ove qualtying parsan i reguioed per the Consultant Prequalficaeion Mangal,chan the appfcerion wil oy i Jou SaBmit o person.

Provice Incha € ff ) icon menea the person name

st the guaying person's edacesion.

sbous each projec i tying parzon picyed in the prject

Sebect the work fypes s Aelacz: ek fpei)

Brouid o brief summory . sy opeice.
Yarzhe (38}

uotfied person from o week rpe
warane [

Usehe { [E1

T L A T S A S A T
8 - e e e .

e affie” checbbn will g 2 b cisplayed. Sgnasent s roquined before being cble 50

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'{::' icon to the right of the Qualifying Persons column to add a new Work Type.

T | ) T ] e A T
e Rouerids wery Sewrd
+ - -
TEC WM AL DOCUMINTE -

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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Add WorkType

Select Work Type Select. =

* This color background fields are mandatory

o
jo

1.1 Systems Planning
2.1 Traffic Data Collection .

2.2 Traffic Forecasting

3.1 Non-Compiex Traffic Capacity and Operations Analysis -

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

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&f or Remove
Work Typelg.

Page 1 of1 » 25 ¥ jtems per page 1-10f 1 ieens

TECHNICAL DOCUMENTS =

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 Personi& icon. A window wil 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'::}' icon to
add a new Professional Person. Click here for more information on adding a new professional person in the Technical
Form tab

1.1 - Systems Planning - tester, ga m

-
| 3 4 5 6
o—©
Personal Details Licenses Education Projects Experience Documents
_
I — T o v
, *® Crther FASDFASDFASZ234 OTHER &
v
L Page 1 of 1 | M 10 ¥ jtems per page
Step 2 of 6 Previous MNext Close
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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.

Add New Work Type
Action Details Work Type Y Description Status QP Min/Max

3 [ " c Systems Planning Firm Removed

. 1 Page 1 of 1 L 25 ¥  jtems per page 1-2

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 has 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
Qualified Person to be entered.

Message

ﬂ You have reached the maximum number of gqualified 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.
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Confirm Remove
» . o
Are you sure you want to remove this person?
OK Cancel
N e

Click Remove Work TypeIg 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

T 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.”

Add Qualifying Person Details

Click the Edit 4 icon next to the Qualifying Person to add all required Qualifying Person details.
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Add New Work Type
Action Details Work Type T Description Status QP Min/Max

3 [ " Cl Systems Planning Firm Removed 1/1

4 . Page 1 of 1 L 25 ¥  items per page 1-20of 2 items

The Professional Person table will open, with numbers (1-6)for Details, Licenses, Education, Projects, Experience, and
Documents. Click on any of the numbers 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.

1.1 - Systems Planning - tester, ga m

@ 2 3 4 5 [

Personal Details Licenses Education Projects Experience Documents

First Name ga Middle Initial .
Last Mame Gy Suffix Mame Enter Suffix
Contracting Entity e e

ester Qatwo
Phone Mumber Phone Extension - - .

Enter Phone Extension

Wears With this Firm 00 {If less than a year enter 1) Vears With Other Firms 00 (If less than a year enter 1)
Office Main Contact Office - 35 E Main St, Greenwood, IN 46142 .

ii]- If the Add New™. icon was selected when adding a Qualified Person to
=Y 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.
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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.

1.1 - Systems Planning - tester, ga m x
—~
(0] 2 3 4 5 6
-
Personal Details Licenses Education Projects Experience Documents
First Name a5 Middle Initial .
Last Mame T Suffix Name Enter Suffix

Contracting Entity Tecter Ciatmn
Phone Number Phone Extension Enter Phone Extension
Years With this Firm 00 (If less than 2 year enter 1) Years With Other Firms oo (If less than a year enter 1)

Office Main Contact Office - 35 E Main St, Greenwood, IN 46142 v

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 Ngw':EF' icon next to the Text column to add new License information.

Ca—
° “9’ 3 4 5 &
R

Personal Details Licenses Education Projects Experience Documents

f ® Cther FASDFASDRAS5234 OTHER &

al 4 Page 1 of 1 > » 10 ¥ items per page

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.

Edit Prof. Person Licenses . Edit Prof. Person Licenses x

Enter applicable Indiana professional licensing board registration number and other

applicaie certification munbers o required Enter applicable Indiana professional licensing board registration number and other

applicable certification numbers as required.

Type Select.
_ﬁ Rt rover )
(8]

Professional Engineer a

D ‘
Teaboano ¢ . 193
*This color background fields ay  En@ineer in Training {or Engineer 8 1234567
Intem)
Land Surveyor ® Cancel * This color background fields are mandatory

Surveyor in Training

Professional Traffic Operations ® Cancel
Enaineer hd |
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the license.

The new License information will display in the License Table with the ability to Edit or Delete
Add New Qualified Person
Q@ 3 4 5 6

Personal Details Li(e;'u.es Education Projects Experience Documents
N | 2 [T )¢
&’ x Professional Engineer 1234567 -
v

Page | 1 of 1 > > 10 v iemsperpage
Step2of 6 Previous m

icon to edit the record. The EDIT screen will open in a new window. Edit the information as necessary

Click the Edit 4
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.
Edit Prof. Person Licenses

Enter applicable Indiana professional licensing board registration number and other

applicable certification numbers as required.
'ype Professional Engineer

- 12345671

* This color background fields are mandatory

B oo

icon to delete the record. A confirmation window will appear. Click OK to delete the record and return

Click the Delete
to the name table or click Cancel to return to the table without deleting the record.

Confirm Delete

» 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.

Version: 6.0
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QP Education

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

SMART SMART 2021 a
Fs %X

. 4 Page 1 of 1 * * 10 ¥ items per page

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.

Add/Edit Education Details X
Institution Name Tech
Degree BA

Year Obtained
Specialization Soecialization b
Specializatio

* This color background fields are mandatory

The new education information will display in the Education Table with the ability to Edit ’ or Delete = the
education.

Add New Qualified Person

o o \e. 4 5 6

Personal Details Licenses Education Projects Experience Documents

Fage 1 of1 O 10~  items perpage b

Step3ofb Previous Next
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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.

Add/Edit Education Details

* This color background fieids are mandatory

Click the Delete X 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.

Confirm Delete

i

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

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

Edit Project Details X

Project Description TreriiEE

Page of0  * 10 ¥ items perpage

* This color background fields are mandatory
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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.

Add New Work Type
Work Type Tl =

* This color background fields are mandatory

I" If a person will serve as QP for multiple work types, enter all Project information for a

E 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 X icon next to the work type to be removed.

Edit Project Details

Project Description Add project details
) i
Add New [ Work Type T
4 4 Page of 0 > » 10 ¥  items per page

* This color background fields are mandatory

+ Save ® Cancel

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.

Confirm Delete

™ Are you sure you want to remove this work type from this project?

OK Cancel
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The new project information will display in the Project Table with the ability to Edit 4 or Delete = the project

information.

Work Types T
Actions Project Description T Assigned Created Date T
10v09,/2025 02:07:22 PM L

11,22

& %

4 4 Page 1 of 1 O i0 ¥ items per page

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.

Edit Project Details

Project Description 15.1

e
2.2 Traffic Forecasti a
*® ng
" 1.1 Systems Planning
v
page 1 oft  » ¥ 10 ¥ items perpage 1-2 of 2 items

* This color background fields are mandatory

Click the Delete X 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

» Are you sure you want to delete this record?

OK Cancel

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.
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QP Experience

The Experience section provides a place to enter a 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.

1.1 - Systems Planning - tester, ga m X

P
o © o < @ .
-
Personal Details Licenses Education Projects Experience Documents
Employment History, Experience and Qualifications Summary
(Please provide a brief summary of this person’s overall work history, experience and qualifications.) Optional Information entered here should not contain information

entered in project experience,

WORKING

StepSof6 Previous MNext Close

QP Documents
Upload any supporting documents, such as resumes, samples of work, training certificates, etc. to the Documents

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

1.1 - Systems Planning - tester. gam

A
o o o o o ©
-
Personal Details Licenses Education Projects Experience Documents
Training Certificates
Select files.. Drop files here to upload

Samples of Work

Select files... Drop files here to upload
Individual's Resume
Select files... Drop files here to upload
Other
Select files... Drop files here to upload
Step 6076 revoss [

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

I e e e I e &
> 11

Status T
Systems Planning Firm Removed 171

”
Q

> 2 b 2.2 Traffic Forecasting Pending 171
- 4 Pzge 1 of 1 > ¥ 25 ¥ items per page 1-2of 2items

TECHNICAL DOCUMENTS ~
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A new window will open with a table of all uploaded documents and the ability to Download: = (view) the uploaded
document.

Uploaded Documents For Application: 631459 X

App ID 53149

Mo Records were found

4

[

4 | 4 Fags O of 0 K 10 ¥  items per page Mo items to display

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 checkbox when all information is completed.

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

[ laffirm 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 9.2 workiype.
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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.

Name of Firm Testar Qatwo Registration/General Expiration 127312027 Highest Finance Leval Unit Price/Limited Service
Pragual on Required ACH Technical Expiration 127312027 Financial Expiration 12/30/2026
Prequalification Status Approved Approved WorkTypes Approved for 0 worktypes. @
Technical Information Form: Draft Application Type: General/Technical Modification
APPLICATION WORK TYPES -~

Quick Steps for filling cut the Technical Prequalification Application:

Use the (4] to add @ new work type.

Select g predefined work type or choose 15.7 for specialty not listed.

If requesting 15.1, add  brief description of the type of wark in the text bax

The firm must associate qualified person(s) to each work type by clicking on the { B3 icon. If only one qualifying persan is required per the Consultant Prequalification Manual, then the application will only let you submit ane person.
Prewide information about the qualifying person, including professional lirenses, active registrations, and certifications by clicking on the | #* ) icon next to the person name.
List the qualifyying person’s education.

List projects refated to the requested work type. including detail about each project and the role the qualifying person played in the project.

Select the work types that were performed on eoch project entened. At legst one project gssocigted to the work types) requested [s required to submit the aoplication.
PBrovide g brief surmarny of the qualifiing person’ employment histony: experience, and quolifomtions.

Uise the { 3 ) icon to rernove @ qualified person from g work fype.

Use the { [ icon to remove @ work type.

Use the { [} fcon to view or print o qualifisd persan’s details.

Firm Removed 141

I = S Ly S [T U S 2 T S &
. @ 11 Systems Planning

+ | 4 page | 1 oft | » | W 25 ¥  items perpege 1-2of 2 items
TECHNICAL DOCUMENTS -~
APPLICATION SUBMITTAL b

To sign, click the ™I affim” statement checkbor when all information is completed. If the emtered information does not validate, the ™ afftrm” checkbax will not remain checied and error messages will be disployed. Signature is required before being ohle to
submit the gpplicgtion.

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

B Chick here to print the Technical Apglication. B Ciick her to print Qualification Person information,

@ Cose

Application Type: General/Tachnical Modification

Steps to submit the application: (If the step is in red it still needs to be accomplished, ance it turns green the step has been completed.)
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Print the Technical Application

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
Work Type  Work Type Description Work Type Status QP Minimum QP Maximum  Qualifying Person
Code
a1 Non-Complex Roadway Design Pending 1 1
Ives, Dan
‘ Upload Requested Documentation Document Name
[m] | 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

8 o Y

tester, ga m

4k

4 Page 1 of 1 L 10 ¥  items per page 1-10of1items

Page 59 of 93 PSCS Portal User Guide Version: 6.0



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: 3609 App Status: Signed
Federal |D: 35-5555555
Qualifying Person
Prof First Hame Middle Initial Last Name Suffix Name Email

Person ID

7764 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 T 100 N Senate Ave INDIANAPOLIS, IN 46204(2346) Active 04/06/2013

Education
Institution Name 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 remain approved.

Agpec afuc Wor ik Tygees

e et o Foiorngt ot Dot Tl Pl e A gl i

L vhw o i i 3 e e T

SR R e T 0 TR 1 M WAy RO EPRE

Fowporamag 11§ ol o derieeitas off - Eied o mae® B 0 B i

Tiig S T OO o PRI I Y wel T By T P T o, Y e el e PR N T GO Pl T St PR I SR i i T e R i
Dol Pt B P SRR e L B SRR P L el SRR by Gt B B L L e e 18 B e ey

L2 B dunifnd Seaoe b addcion

LO¥ e FEe P A sl . ol I it O TP e I T (P iy DI il 1 SrpnT

S ot Sp PP ey par e on pach prgect oirmd AT e ord prent imeoe e 0 P wort SO Aessrted 0 reourn 0 julbeiE Sy apoicstor

Bzt 2 Bt Lovemasy of oig gusidig e 1 PRy e and o "
Lo 2 B o B rermoer @ Sunitied pemion o f mort Bpa
W.‘t.hwnmlm;ﬂ

Ling i _: T W e O AT 3 puiilad pamiom | drmds

o 6 2] ¥
+

Work Type Work Typo Descripton st

| ¥

51

2

Craefying Pev noms

O B
wes, Dan f—-llﬁﬂ&
~=O LD VERSION r==cwr=—=mat:
ENE! "

Thaemas., Jois ’_'J/Kﬁ& -
oo, D I'—-J/H'.ﬂ&, .
Tranmat, Coonin[ oo =] A XS

Ermirpcrnandal Document Préparaton - Approved

Complis Robdwiy Dikigh Appr i n
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If an approved QP is removed from an approved Work Type, the Work Type
status will change from Approved to Pending and must be resubmitted for

ii]- approval.
e

Click the Resubmitﬂ 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&f and Remove Work TypeIé will be
available, as well as the ability to make changes to the Qualified People.

—
Action Details Work Type Y Description Status QP Min/Max

T c Systems Planning Firm Removed 1/1

q 4 Page 1 of 1 L 25 ¥  items per page 1-2o0f2items

i" If the Resubmit icon is clicked the Application Work Type rules (such as

E 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.

™ S Y S T T owm 7]
Systems Plan Firm Removed 11
at C =
3 ={ b 2.2 Traffic Forecasting Pending 1/1
4 4 page| 1 of1 | M 25 ¥ jtems per page 1-20f2items

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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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.

PINSSY  |NDOT PSCS PORTAL &

FIRM INFORMATION
Testve Registration/General Expirat /3172007
Approved for 0 worktypes. i)

.
m.

Status : Signed

ion Type: Initial Pre
FINANCIAL INFORMATION FORM

) Urit Price Sendces
3 Uirnited Services

LIMITED SERVICES AND UNIT PRICE SERVICES

359555558

N

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.

1=

Signing and Validating the Financial Form

After all the financial information has been entered, click in the check box to sign the application.

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

[fthe entered information does notvalidate, the "l affirm” checkbox will not rermain 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.
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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. The missing information will be displayed under the Signature check box in red.

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

[fthe entered information does not walidate, the "l affirm®™ checkbox 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 knowledige.
Required Fields
m Limited Services and Unit Price Services - 3. The total of all wages and salaries far that fiscal yearis :

Once all necessary corrections have been made and the Signature check box is checked again, the Save button will be

grayed out. The application is now in “Signed” mode and changes cannot be made to the application unless the “l affirm”
signature check box is unchecked.

FINS2Y  |NDOT PSCS PORTAL &

FIRM INFORMATION

Testfve
s
Pending

Appraved for O worktypes. )

G i ]
M[

Status : Signed

Application Type: Initial Prequalification
FINANCIAL INFORMATION FORM -~
@ Unit Price Senvices

=) Umnited Services

ed Services level by
1 of S+ Certifiee CPA Ausit. 0 Ct

LIMITED SERVICES AND UNIT PRICE SERVICES

35-9595559

APPLICATION SUBMITTAL

g | i groteree Sheekban when ol infermation i tamplened
red information does not volidate. the */ offirm” che
Signoture i reguined before being obie 1o fubemir he Spplicotion

o will Pt remain checked and eror messages will be dispiyed

B3 1 affirm the information submitted is true to the best of my knowledge,

This application has been signed by Qual Five on /792028 10253 PM.

® Cose
Information eancemming SUT isues BAd the GOIITARS! SOCURMANITIEN i BVSISB theugh the fallawing fink INDOT Augis infermation
The Fi

To complete the applic
VWhen the appiication is in the Signed made you cannot make char

ppdication has been signed but has not been submitted.
voess you must Submit the applicotion by dicking on the Submit butfon.
13 you remove the signature by removing the checkmark in the "1 affirm” checkbax an the bottom of the application

Financial Update

If the step s in red i still needs to be accomplished, once it tums green the siep has besn compieted,
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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 appears. Fields not yet completed will display as blank fields.

Financial Infermation 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

Doo0DA &

capacity. Minimal financial information is required for this Initial level. Self-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 Self-Certified, CPA Audit, or

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

Limited Price Services/ Unit Price Services

1. Federal ID J—

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

3. The total 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 salares 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 fto and supported by hours worked and/or
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 be clickable.

Application Submittal
Application Type: Initial Prequalification

Steps to submit the application: (I the step iz 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 on the "I 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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Letter of Interest Submittal (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 Letter
of Interest Submittal tile 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 Here

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

Request for Proposals (RFPs)

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 RFP ltems 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.

INDOT PSCS Portal - LOI Submittal

FIRM INFORMATION

Name of Firm Firm A Registration/General Expiration 12/31/2027 Highest Finance Level Unit Price/Limited Service
Prequalification Required Yes Technical Expiration 12/31/2027 Financial Expiration 1/1/2027
Prequalification Status Approved Approved WorkTypes Approved for 54 worktypes. @
RFP ITEMS ~
I T 2 2 A T s 2 L e

v RFPID: 2349

¥ Item Number: 01

, x 251 11/10/2025 11/25/2025 10:00 AM Long Range Transportation Planning - Development of INDOT Active
@ Transportation Plan
v Item Number: 02
2511 11/10/2025 11/25/2025 10:00 AM Long Range Transportation Planning - 2027 Strategic Highway Safety  Your approved financial level

@ Plan for the State of Indiana does not meet the requirements
for this item.
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Access to menu selections, icons and features is dependent on a User’s
0 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 o icon next to Approved Work Types for a list of the firm’s approved Work Types.

FIRM INFORMATION

Name of Firm Firm A Registration/General Expiration 12/31/2027 Highest Finance Level Unit Price/Limited Service
Prequalification Required Yes Technical Expiration 12/31/2027 Financial Expiration 1/1/2027
Prequalification Status Approved Approved WorkTypes Approved for 54 worktypes. @

The RFP ltems section displays a list of all open RFP items, Action Details, RFP Number, RFP Posting Date, Response
Due Date, Item Description, and Additional Information.

RFP ITEMS ~

-- RFP Number Y RFP Posting Date Y Response Due Date Item Description Y Additional Information Y

¥ RFPID: 2349

¥ Item Number: 01 &
@ v 2511 11/10/2025 11/25/2025 10:00 AM Long Range Transportation Planning - Development of INDOT Active
Transportation Plan
¥ Item Number: 02
2511 11/10/2025 11/25/2025 10:00 AM Long Range Transportation Planning - 2027 Strategic Highway Safety  Your approved financial level

@

Plan for the State of Indiana does not meet the requirements
for this item.

Click on the * icon to view ltems for a selected RFP. The icons available for each Item will depend on whether the firm
has the required prequalified work types and financial levels.

Firm Does Not Meet RFP Item Required Prequalifications

If the firm does not meet the requirements for an RFP Item, the line will be grayed out. The Additional Information
column will explain why the firm cannot submit an 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 ITEMS ~
-- RFP Number Y RFP Posting Date Y Response Due Date Y Item Description Y Additional Information Y
¥ RFPID: 2349
Ly

» Item Number: 01

v Item Number: 02

@ 2511 11/10/2025 11/25/2025 10:00 AM Long Range Transportation Planning - 2027 Strategic Highway Safety Your approved financial level
Plan for the State of Indiana does not meet the requirements
for this item.
v Item Number: 03
@ 2511 11/10/2025 11/25/2025 10:00 AM Project Development Services - District Bridge Project (5 Your approved financial level
replacements- US 36, US 41, |-74,1 replace superstructure- US 36) in does not meet the requirements
Fountain and Parke Counties. for this item.
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Firm Meets Some RFP Required Prequalifications

If a firm meets some but not all the RFP ltem 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 ———
column will explain why the firm is not qualified.

RFP ITEMS ~

-- RFP Number Y RFP Posting Date Y Response Due Date Y Item Description Y Additional Information Y

¥ RFP ID: 2349
> Item Number: 01
» ltem Number: 02
> Item Number: 03 [N

¥ Item Number: 04

@ 2511 11/10/2025 11/25/2025 10:00 AM Project Development Services - 1 Slide Correction in Putnam County Your approved financial level
and Small Structures & Drains Construction at multiple locations does not meet the requirements
within the Crawfordsville District. for this item.

¥ Item Number: 05

@ 251 11/10/2025 11/25/2025 10:00 AM Project Development Services - District Pavement Project (Interstate), Your approved financial level
HMA Overlay Minor Structural (DES 2500977) and Small Structures & does not meet the requirements
Drains Construction (DES 2500940) on I-69 from SR-13 to .08 miles for this item.

North of SR-38.
¥ Item Number: 06

@ v 2511 11/10/2025 11/25/2025 10:00 AM Project Development Services - Other Project Type, Bike/Pedestrian
Facilities on SR-9 from 59th Street to Lora Street in Anderson

¥ Item Number: 07

@ v 2511 11/10/2025 11/25/2025 10:00 AM On Call - Environmental Services
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INDOT PSCS Portal — LOI Submittal Dashboard

Click the ® icon to view details on a specific RFP item. Additional details on the item will open in a new window.

View Details X

RFP Mumber
251

Response Due Date
11/25/2025

Item Due Date
11/25/2025

Item Number
o7

Item Description
On Call - Environmental Services

Waork Description

The selected firm shall perform the enwironmental services for projects
from Seymour District. The environmental document will be prepared
in accordance with Indiana’s "Categorical Exclusion Manual”. All
necessary sections including, but not limited to, Section 106, 4F
documentation, bat assessments, waters reports and wetland
delineations will be included as part of the environmental document.
Services to also include waterway permitting and wetland mitigation.
All On-Call contract services are on an as-needed basis and there is a
possibility that no assignments will be made. The selected consultant’s
fee proposal shall be due 15 calendar days after the selection date for
this RFP item. These contracts will utilize the INDOT elnvoice
application.

Contract Type
On Call

Required Work Types For this ltem

5.2: Environmental Document Preparation - CE 5.4: Ecological Surveys
5.5: Wetland Mitigation 5.6: Waterway Permits 5.9: Archaeological
Investigations 5.10: Historical/Architectural Investigations

Additional Information

Date Submitted

Letter of Interest Submittal

The LOI Submittal screen allows a firm to submit an LOI for a specific RFP ltem. When 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 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

button to submit the LOI for consideration. The LOI MUST be submitted before the RFP Posting

due date and time expires. Click to return to the LOIS home screen.
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i 0 INEKOT™ . o hagpons, e cobmittal il s g, Coy submials

Skt Oftic. .

STER 2. ATTACH REQUIRED DOCUMENTS: (NOTE ONEY .POF AND .TIF FILES ARE ACCERTED AND EACH FILE SITE MUST BE LESS THAN 20M8)

Dusumant Type

Sallct fles Dvep files hors 2 uplaad

STEP 4 TOTAL ANNUALIZED ACTIVE PENDING BALANCE (APE)

B = B

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

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 o next to Work Description for a detailed work description. The RFP Posting Due Date displays, as well as
a running countdown of the time left to submit.

RFP 2511 Item Number 01
Work Description ;] RFP Posting Due Date and Time 11/25/2025 10:00:00 AM Time Left to Submit 7 Days 23 Hours 14 Minutes 27
Seconds

0 If the Response Due Date and Time pass before is
clicked, the LOI will NOT be considered. Only submittals received prior to
the deadline will be considered for selection.
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Step 1: 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. Also complete the Authorized Negotiator Name and Email.

STEP 1 o

Select Office Responsible for this Weark Selact Dffice

N P Sl fur INGIANASON 1, 1IN 367204 (Paymenl Resmil Officr)

Step 2: Attach Required Documents

The next step is to upload the required documentation. Click Select files...to begin the LOI upload process. The Total Cost
Proposal Amount is entered if required.

Current and Completed Projects (CCP): Click to populate and review the CCP report. This report can be
maintained on the Portal Dashboard by the submitting firm, or edited during the LOI submittal. Click * t0 add additional

projects as needed. After selecting the desired projects, click , or to return to the LOI
Submittal screen without making changes.

Active and Pending Contract Balance (APB): The APB has been generated based on INDOT data sources and can be
edited within the item to incorporate deductions for subcontract amounts on a contract-by-contract basis. Editing for one
item will be reflected in the APB for all items in the current RFP, but the changes will not be included for any future RFPs.
This report is primarily used to help verify that firms have adequate capacity for a new contract selection but is also
available for review by INDOT scorers to see active contracts. Updates to incorporate subcontract amounts are optional.
Substantial errors in this report can be noted in the comments area of the Letter of Interest submittal form APB comments
area. Estimated Annualized Contract Balances are calculated by dividing the unpaid contract amounts by the years
remaining in the contracts. For on-call contracts the encumbered PO amounts are used instead of the contract amounts.
The Total Firm Annualized Balance is the sum of the Estimated Annualized Contract Balances. If the submitting firm’s
APB is $0, the APB line will display “Firm does not have any active or pending balances with INDOT at this time.” The
APB tile on the Portal Dashboard will only be available for users with the GENTECH EDIT, FINANCIAL EDIT, PQ Admin,
CS Admin, and User Admin roles.

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)
Select files... Drop files here to upload

Complexity Level: Low (4 pages maximum)

Total Cost Proposal Amount $0.00

Current and Completed Projects (CCP) R Copy Master CCP

Active and Pending Contract Balance (APB) Firm does not have any active or pending balances with INDOT at this time.

Click the Select files... (or drag and drop the document) to upload the firm’s desired Letter of Interest.
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Documents must be either .pdf or .tif file types and under 20 MB. If the wrong
0 file type is selected, or if the file size is over 20 MB, an error message will

display.
Select files... (™ Done
Notes for Testing.docx X

File type not allowed

While the document is uploading, an indicator will appear.

L
Select files... A Uploading...

LOI Eli rm Apdf o

Once the document is uploaded successfully, the document link will appear below Select files....

Select files... Drop files here to upload

LOI Firm Apdf ¢

Click on % to delete the document if you wish to upload a different document for that Document Type.

Click to delete the document or click & !

document.

to return to the LOI Submittal screen without deleting the

Confirm Delete X

Are you sure you want to delete this Document

v 0K O Cancel

Step 3: Add Firm

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 as ¥ Firm Name:FirmA | Enter the estimated

' . . Update % >
percentage of the contract the firm will complete by selecting PEEER or &
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DBE/MBE/WBE/IVOSB information is pulled from the PSCS Business Registration or PSCS Prequalification application
and is not editable.

STEP 3 : ADD FIRM &

Click “Add New~ (<) icon to identify firms who are part of the team associated with this LO. Click “Edit" (#") icon to edit a firm. Click on "Update % " to update 9% of contract for a firm.
If the item requires Prequalification worktype(s) then identify one lead firm for each worktype.

¥ Firm Name: Firm A

- V0S8 KYTCDEE F | Work Type/Other Se T | Work Type NAICS Cod
a

Update % ,

4 4 Page 1 oft  » ¥ 25 ¥ items per page 1-10f1items

Required BE Goals DBE: 3%
Total Estimated % of Contract 0%
% of BE Goals: met vs. required 0% of 3%

Are you done building your team?

N
If the item requires Prequalification work type(s) then click # 1o select which work type(s) the firm submitting the LOI will

perform. Select m for each work type(s) the submitting firm will be the Lead Firm. One lead firm needs to be
selected for each work type.

Selected Firm - Firm A X

Firm A :
] 4 Page 1 of 1 L 10 ¥  items per page 1-1of1items
KYTCDBE Please click here to see KYTCDBEs

For all firms on your team enter:
* Percent of work on item
* Click the INDOT Prequalified worktype service to be provided by the firm on your team that is prequalified. The INDOT Prequalified Consultant Listing is available at: https://www.in.gov/indot/2732.htm.
* To be eligible for RFP items requiring prequalification, the prime consultants & sub-consultants MUST be prequalified by the Response due date & time unless otherwise noted in the Consultant
Prequalification Manual

Enter the services to be provided, if the firm is not an INDOT Prequalified Consultant.
Percent of Work on Item

Other Non-Prequalified Work Type Services

If more than one “Other Non-Prequalified Work Type Service” is to be identified for the firm place a
comma between each service. Ex: Publicity, Lab Work.

No. of Firms
Selected Y Work Type Y Firm Work Type Status Y Submitted T DBE NAICS Code Y Is Lead Firm h 4
m] 0 O a

1.1 Systems Planning Approved 541330, 541614
O 2.1 Traffic Data Collection Approved 0 541330, 541614 O
@] 4.1 Traffic Safety Analysis Approved o] 541330 @] -
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The submitting firm must complete the largest percentage of the work on
0 the contract. As additional firm(s) are added and their is
determined, the Total Estimated % of Contract fjg|q will be updated.

Add a Firm to the LOI

To add a firm to the team associated with the LOI Submittal, click ¥ located in the upper-left corner of the table. A new
window will open.

Select Firm

Firm Name

4 Page of 0 > 10 ¥ items per page

KYTCDBE Please click here to see KYTCDBEs

Cannot Find Firm

For all firms on your team enter:
® Percent of work on item

Click the INDOT Prequalified worktype service to be provided by the firm on your team that is i The INDOT ified Consultant Listing is available at:
https:/fwwwiin.gov/indot/2732.htm.

To be eligible for RFP items requiring p the prime & sub MUST be preg| by the Response due date & time unless otherwise noted in the Consultant
Prequalification Manual

Enter the services to be provided, if the firm is not an INDOT Prequalified Consultant.
Percent of Work on Item

Other Non-Prequalified Work Type Services

If more than one "Other Non-Prequalified Work Type Service" is to be identified for the firm place a
comma between each service. Ex: Publicity, Lab Work.

No. of Firms
Selected Y Work Y Firm Work Type Status h d Submitted v DBE NAICS Code h d Is Lead Firm Y

Type
4 Page of0 > | M 10 ¥  items per page

D= O Cancel

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.

Firm Name Erm
T (| o |
o Name pee: [ Mee: O wee: O vee: O EH
4 Page of 0 M 10 ¥ itemsp FirmB
DBE: 0 MBE: O wee: O vee: O
KYTCDBE Please click here to see KYTCDBEs
Cannot Find Firm
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If the additional firm cannot be found in the Firm Name field, click Eallatiititl and type in the firm name. If the firm
has completed a PSCS Business Registration or Prequalification application, the DBE, MBE, WBE, and IVOSB boxes will
be auto populated if applicable to the firm and are not editable. Otherwise, if the firm name was entered using
the MBE, WBE, IVOSB and KYTCDBE fields are open. Click on the appropriate box to indicate if the firm is an MBE,
WBE, IVOSB, and/or KYTCDBE.

Select Firm

Ifyou are unable to find the firm in the firm name search, Type the complete firm name below in the Firm Name field. If the firm is a:
e MBE
* WBE
e [VOSB
® KYTCDBE

Please check the applicable Business Enterprise (B) type.

Firm Name I TYPE MISSING FIRM HERE I

I IO B B N
7] Page of 0 > b 10 ¥ items per page

BE Types(s) if applicable I MBE ~ WBE | IVOSB = KYTCDBE Please dlick here to see KYTCDBEs I

Enter the percentage of work the associated firm will complete, as well as any Other Non-Prequalified Work Type
Services the firm may be providing. Other Non-Prequalified Work Type Services could include items such as kitchen table
meetings, lab work, or public relations assistance.

If applicable, select any Prequalification the firm will participate in by clicking in the check box in the
column. If applicable, indicate if that firm is the lead firm on a work type by clicking in the check box in the m
column. Only one firm per work type is allowed to be selected as the Lead Firm for the work type. Selecting m
will automatically check the box for the appropriate work type. The already selected in this LOI

No. of Firms
Submittal for a specific will be displayed in the column.

Firm Is Not Prequalified for any Work Types and/or Status Is Expired
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 line will be grayed out, and the
column will display the appropriate status.

No. of Firms
Work Type Firm Work Type Status Submitted DBE NAICS Code Is Lead Firm

1.1 Systems Planning Not Prequalified 541330, 541614
2.1 Traffic Data Collection Expired 541330, 541614
4.1 Traffic Safety Analysis Not Prequalified 1 541330
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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 column to select the work type. Click mcolumn if the associated firm will be the lead firm for the
work type. Another option is to click m which will automatically check the box for the appropriate work

type.
No. of Firms
Work Type Firm Work Iype Status Submitted DBE NAICS Code Is Lead Firm

11.1 Right of Way Plan Development 0 541330, 541370
12.2 Title Research Not Pmpnliﬁad 0 541191, 541370
16.1 Utility Coordination Not Prequalified 0 541330, 541990
17.2 Small Structure and Pipe Hydraulic Design Not Prequalified 0 541330
5.2 Envi tal D it Preparation - CE Not Prequalified 0 541620
5.4 Ecological Surveys Not Prequalified 0 541620
5.6 Waterway Permits Not Prequalified 0 541620
O 6.1 Topographic Survey Data Collection Approved 0 541330, 541370 |
8.1 Non-Complex Roadway Design Not Prequalified 0 541330

Once all information has been entered, click to save the information, which automatically returns to the LOI

Submittal screen. Click ® Cance 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%.

Estimated
%of Y
Action Details Contract DEBE Y | mee T | weE Y | WOSB Y | KYICDBE Y | WorkType/OtherService ¥ | Work Type NAICS Codes Y | Lead Firm Y

¥ Firm Name: Firm A

95 1.1 Systems Planning 541330, 541614

Update % I‘ - 4
2.1 Traffic Data Collection 341330, 341614
4.1 Traffic Safety Analysis 341330

¥ Firm Name: Firm B
5 Kitchen Table
Update % [. ®
< Page 1 ofl » ¥ 25 ¥ items perpage 1-40f4 items
Required BE Goals DBE: 3%
Total Estimated % of Contract 100%

Edit a Firm
The field is editable directly in the table under Step 3. Click “Pdate % o enter and/or edit the
Estimated % of Contract [H@IITNIRGELIE ‘ to save the information, or ® Cancel if changes aren’t needed.

Estimated
%of Y
Action Details Contract DBE Y | mBe Y | wBE Y | IVOSB Y | KYICDBE Y | Work Type/OtherService Y | Work Type NAICS Codes Y | Lead Firm Y

¥ Firm Name: Firm A

I 1.1 Systems Planni 541330, 541614
© Caneel s

2.1 Traffic Data Collection 541330, 541614
4.1 Traffic Safety Analysis 541330
¥ Firm Name: Firm B
5 Kitchen Table

Update % [‘ x
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g
Click 4 to enter work type information for the submitting firm, or to edit a firm at any time. A new window will open. The
Firm Name will not be editable.

Selected Firm - Firm A

L L L e

Firm A
4|« Page 1 of 1 [ 10 ¥  items per page 1-10f1items
KYTCDBE Please click here to see KYTCDBEs

For all firms on your team enter:

Percent of work an item

Click the INDOT Prequalified worktype service fo be provided by the firm on your team that is prequalified. The INDOT Prequalified Consultant Listing is avatlable at:
https:/Awwwin.gov/indot/2732.htm.

To be eligible for RFP items requiring prequalification, the prime consultants & sub-consultants MUST be prequalified by the Response due date & time unless otherwise noted in the Consultant
Prequalification Manual

Enter the services to be provided, if the firm is not an INDOT Prequalified Consultant.
Percent of Work on ltem 95 9%

Other Non-Prequalified Work Type Services

If more than one “Other Non-Prequalified Work Type Service” is to be identified for the firm place a
comma between each service. Ex: Publicity, Lab Work.

No. of Firms
Selected Work Type Firm Work Type Status Submitted DBE NAICS Code Is Lead Firm

/] 1.1 Systems Planning Approved 541330, 541614

/] 2.1 Traffic Data Collection Approved 1 541330, 541614

4,1 Traffic Safety Analysis Approved 1 541330 v
3 1 Page 1 of 1 r ¥ 10 ¥ items per page 1-30of 3items

ARTT O Cancel

Enter information and/or make desired edits. Click to save the changes and automatically return to the LOI

Submittal screen or click & €2l {4 retum to the LOI Submittal screen without saving the changes.

Delete a Firm

The submitting firm cannot be deleted from an LOI Submittal, but all additional firms will have the x icon once added to
the LOI.

ted
T
Act ‘ontract DBE Y | mee Y | wee Y | wose Y DBE Y | WorkType/OtherService Y | Work TypeNAICS Codes Y | Lead Firm ¥

¥ Firm Name: Firm A

95 1.1 Systems Planning 541330, 541614
- S -————————

2.1 Traffic Data Cellection 541320, 541614
4.1 Traffic Safety Analysis 341320
¥ Firm Name: Firm B
5 Kitchen Sink

Update % [’ x

Click at the confirmation message to delete the firm or click © Cancel 5 retyrn to the Step 3 table without deleting
the firm.
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Confirm X

Are you sure you want to delete this SubFirm?

v OK ® Cancel

If is selected, the firm will be removed from the table when the screen refreshes, and the for the
deleted firm will be deducted from the Total Estimated % of Contract

imated
%of Y
Action Details Contract DBE Y | Mee T | weE Y | IVOSE Y | KYICDBE Y | WorkType/OtherService Y | Work Type NAICS Codes Y | Lead Firm ¥
a

¥ Firm Name: Firm A

95 1.1 Systems Planniny 341320, 541674
Update % #° - 4 9
2.1 Traffic Data Collection 541330, 541674
4.1 Traffic Safety Analysis 341330 v
4 4 Page | 1 ofl > ¥ 25 ¥ items per page 1-3of 3items
Required BE Goals DBE: 3%
Total Estimated % of Contract

Step 4 — Total Annualized Active Pending Balance (APB)

The Active and Pending Contract Balance (APB) is auto generated from INDOT'’s contract and purchase order data
sources and cannot be edited. If the submitting firm does not have an active or pending balance with INDOT, the APB line
will display as $0. If the APB appears to be substantially incorrect, please provide an explanation in the field provided.

STEP 4 : TOTAL ANNUALIZED ACTIVE PENDING BALANCE (APB)

Total Annualized Active Pending Balance (APB) $0.00

If you believe your APB is substantially incorrect, please provide an explanation.
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Step 5 — Update ‘Current Priority” before submitting to INDOT

. . . date Prionties and Submit . . .
Once all information has been entered, click to submit the LOI for consideration.

P
100 M Senabe &, INDLAMAPTLES, N 45204 (Paymant Ramie Offics r

Authorized Megotiates First N Ouas

Authorized Megotiater Last Mame Fiia
Authorized Nogotanos Ema tetasar s

STEF 2 | ATTACH REQUIRED DOCUMENTE: (WOTE: DMLY JFOF AND TIF FILES ARE ACCEFTED AMD EACH FILE SIZE MUST BE LESS THAN 20MB). o

Decument Tipe
Letver af | t (LA,
Select fikes. Drop files here 10 uphoad
LW Firm A.pdt 3¢
Cormigleaty Lavad: Low (4 pages aaawiititim
Total Cost Progasal Ameunt £1.000.00000
nd Completed Prapeas (OCF) mﬂ

Aotk and Pending Contract Balance (AFE) Flres dests mol howve any sctive or gending balances with INDOT o this rime.

ETEF 2 : ADD FIRM -~

Click "Add M«'."‘_; b 1o k!
IF i By reguibres Pragqualifi

w0 G Pt of D Mavi Sisodanad wd LOL Click "Edir™ ‘!‘J.‘:w- P infita o Click oo "Dipahate % ™ ro apadote % of contract for a i
tfly oo b fivn for eoch workType.

Extirmarts:
d%cf T [=]
‘Contract Work Type/Oither Servics T Wiark Type FAKS Codes T Firm L

¥ Firm Nama: Firm A

i
us 1.1 Sgratermre Planning SATEEL ST
Update ® /
21 rabic Dats Collesson SA1EEL ST
A1 b Sabwty Arsyun RET ]
T Firm Hame: Fm ©
4 Krichen lakls Mestnz
Wpclabe % f b 3 I
4 Fage o1 e | e 35 v  twmaper page 1-4 ot 4w
Ranguiireed BE Goals
Tatal B % ol Contract 00 %
% of BE Couls: med Vi reguired S0% of 3%
A you doee: building your e
STEF 4 . TOTAL ANNUALIZED ACTIVE FENDING BALANCE (AFE] i

Total Arevualized Active Panding Balance [APB:

1t yoi g o s APE IS substa

forct, pldk e provide an oxplanaton

mm
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A new window will open. If multiple items appear in the table, it means the firm is submitting multiple LOls for items on the
Current

same RFP. Click YPd2te {5 enter the kil of the item. If multiple items appear, re-prioritize as needed. Select the

Current

Submittal
button after selecting the current priority prior to submitting to INDOT. The BEs=#8column indicates if the item is
Pending or Submitted. The first item submitted will default to 1 but may be changed. Different RFP items cannot have the
same priority.

Step 5: Update 'Current Priority’ before submitting to INDOT X

Select the "Update" button below to enter the "Current Priority" of the item. If multiple items appear, re-prioritize as needed. Select the "Save” button after selecting current priority prior to submitting to
INDOT.

RFP ltem Y
Action Details Number

o7 Pending The selected firm shall perform the environmental services for projects from Seymour District. The environmental

Item Description Y

Update

document will be prepared in accordance with Indiana’s "Categorical Exclusion Manual®, All necessary sections
including, but not limited to, Section 106, 4F documentation, bat assessments, waters reports and wetland delineations
will be included as part of the environmental document. Services to also include waterway permitting and wetland
mitigation. All On-Call contract services are on an as-needed basis and there is a possibility that no assignments will be
made. The selected consultant’s fee proposal shall be due 15 calendar days after the selection date for this RFP item.
These caontracts will utilize the INDOT elnvoice application.
06 Pending The selected firm shall perform preliminary engineering and plan development services necessary to produce
Update construction contract decuments in accordance with the INDOT project development process. The selected firm shall
complete Road Design, Small Culverts and Hydraulics Design, Environmental Documentation, Permits Applications,
Public Involvement, Right of Way Engineering, Utility Coordination, Pavement Design, and Construction Phase Services.
Other services such as Ecological Surveys, Archeclogical Investigations, Historical/Architectural Investigation and
Wetland Mitigation, may be included later if these work types become necessary. INDOT will provide the Geotechnical
Engineering and Real Estate Services for this project, if needed. The INDOT Project Manager and the Consultant will
schedule the Scoping Meeting within two (2) weeks of the Notice of Selection. The selected firm's fee proposal shall be
due 45 calendar days after the selection date for his RFP item. The contract may utilize the INDOT elnvoice application.

01 Pending The Indiana Department of Transpertation (INDOT) is committed to the development of a statewide Active
Transportation Plan that will outline strategies and an actionable framework to support walking, bicycling, and other
non-motorized forms of transportation. In addition to a public facing planning document, the consultant will be
expected to develop interactive digital suitability maps (levels of traffic stress, availability of bike/ped infrastructure,

Update

etc), multimedia educational components, and a planning prioritization tool. INDOT is soliciting proposals from

qualified consultants to develop the Active Transportation Plan and other supporting items. Interested respondents

shall include examples of previous work and/or plans on how they can help INDOT achieve the objectives laid out in

the RFP. v

If there are any errors, a red error window will provide notification of any problems. Correct the issues,

then click Update Priorities and Submit again.

Page 79 of 93 PSCS Portal User Guide Version: 6.0



A Please fix below errors

Error submitting LOL. Are you done building your team? checkbox must be checked.
Total of all firms estimated % of contract should be 100%.

Submit to INDOT

Once the priorities have been entered as desired, click the button to submit the LOI, or click Close Frs
return to the LOI Submittal screen without submitting to INDOT.

Upon returning to the LOI Submittal screen, the and Upe el el s Ol S buttons will no longer be available.

There will be a el htton and a Mdkeaaad button.
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Click Msslisssll to view and print a receipt of the LOI Submittal.

The information bhelow has been submitted to the Indiana Department of Transportation. FPlease
print this page for your records, or save a copy to your hard drive.

MOTE: In the ewvent that changes to your original submittal becomes necessary, Yyou will be
permitted to re-submit the information more than once for the same RFFP item, as long as it is
PRIOR to INDOT's response due date and time. Only the latest submittal will be considered for
salection.

2511 01 - Long Range Transportation Planning - Development of INDOT Active Transportation 11/20/2025 02:54:53 PM

|

Firm A 100 N Senate Ave, INDIANAPOLIS, IN 46204
100 N Senate Ave
INDIANAPOLIS, IM, 46204

8
|:|

$1,000,000.00
Firm A 09500 1.1 Systems Planning v
2.1 Traffic Data Collection v
4.1 Traffic Safety Analysis v
Firm C 5.00 ” Kitchen Table Mestings

Letter of Interest (LOI) File: LOI Firm A.pdf

Priority Item Mumber  Item Description
1 01 Long Range Transportation Planning - Development of INDOT Active Transportation Plan
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Re-submitting a LOI

Click the ¥ icon to create a new LOI submittal. The LOI Submittal screen will open. If an LOI has already been

submitted for a specific RFP Item, clicking ¥ will create a new application and copy the contents of the previously

. L . v OK , . . .
submitted LOI to the new application. Click - at the confirmation window to create a new submittal; only the last

© Cancel

submitted LOI will be considered. Click to return to the LOIS home screen without creating a new LOI.

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

considered for selection.
v OK & Cancel

Click the 4 icon to edit a pending (saved but not submitted) LOI. The LOI will open in a new window. Click

Back to RFP ltems
_ to return to the LOIS home screen.

Click the Q 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 it to return to the LOIS home screen.
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Active Contracts

The Active Contracts section allows the firm administrator to review active contracts along with status and contact
persons.

Active Contracts

Upload documentation to active contracts.

Click Here

Active contracts are listed by contract number, including description, des number, owner office contact, selection date,
project manager, contract lead, and current contract status.

Active Contracts

Not to be used with amendments, Frofect manager to review and approve before sending to Contract Administration

The upload icon will open the details of the contract. From this screen, users can upload contract documents. No

user is notified if documents are uploaded therefore a follow-up with the project manager/owner office and/or Contract
lead is required. This page is only to be utilized for original contracts, not amendments. Amendments must follow the
procedures outlined in the Professional Services Contract Administration Manual.

Page 83 of 93 PSCS Portal User Guide Version: 6.0



CONTRACT DOCUMENTS (PREFERRED FILE TYPE) A

Billing Rate Worksheet (.xIs or .xlsx)

Select files... Drop files here to upload
Fee Justification (xlIs or .xlsx)

Select files... Drop files here to upload
Proof of Insurance (.pdf)

Select files... Drop files here to upload
DBE Goals (.xls or xlsx)

Select files... Drop files here to upload
Schedule of Deliverables (.pdf)

Select files... Drop files here to upload
Scope of Services (.doc or .docx) )

Select files... Drop files here to upload
Administrative Type Classifications {xls or .xlsx) )

Select files... Drop files here to upload
Unit Cost Proposal (.xls or .xlsx)

Select files... Drop files here to upload
Certified Payroll (.pdf) )

Select files... Drop files here to upload
Other )

Select files... Drop files here to upload

Firm Maintenance

The Firm Maintenance section allows the firm administrator to Maintain a User’s Application Permissions@ and to
Maintain Professional People’s Detailslg.

Page 84 of 93 PSCS Portal User Guide Version: 6.0



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.

Firm Maintenance - Tester Qatwo

PROFESSIOMNAL PERSON

Work Email
Actions Persomn II¥ Address Phomne NMumbe

gqa m tester 48217 Tstga2 @yahoo.com

>

-

- - Page 1 of 1 > > 10 - items per page 1-1of 1items

FIRM USERS MAINTENAMNCE -~

e S 2 N = —
Qatwo, Test TCOATW OO0 tstga2@yahoo.com (217) 503-2c &
-
- -
. - Page 1 of 1 > » 10 - items per page 1 -1 of 1 items

Close

Instructions for common functions such as Applying Filters, Sorting, and
Showing More Items per Page may be found in the Getting Started section.

-
|
N 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 be displayed
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 within 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 User Role(s) Maintenance - Qatwo, Test X

———

r |:| USER ADMIN Assign Security Roles - User may assign role(s) to other firm users, -
FINANCIAL EDIT Edit Financial - User may create, edit, sign, and submit a Financial application.
FINANCIAL VIEW View Financial - User may only view a Financial application.
GENTECH EDIT Edit General Technical - User may create, edit, sign, submit a General and
Technical application.
GENTECH VIEW View General Technical - User may only view a General and Technical application.
LOIS Submit Letters of Interest - User may create, edit, and submit a Letter of Interest. v
3| 4 Page | 1 of 1 > M 10 ¥  items per page 1-6of 6items

Application Roley =

Applicason Roke(u) List

B Frund b UHed iy £rede, o0, Sagn, Snd Subemel & F ool Sphs sbon

Wiew Financial-Lsser mary onfy view a Firancil appls ston

ot Genenal Tsehrat S-Uses iy create, o, 5ign, 3 subm & Gererl nd Techie sl Spphe aton
Wiew Chertal TochescalUser mary ooy view a General and Technacal appication

Submt Lefiers of Inferest User may create. e, and subrm a Leder of Inferest

Adagh Securty ol - Uie mry sisign ol i ko olfer I udent

Save  Cime

If role permissions were saved, click OK at the confirmation message to return to the Application User Table.

ﬂ Changes have been saved successfully.
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The following table shows which tiles each user can view based on the assigned role(s).

Prequal

Application/Initial

Business
Role Registration LOI Master CCP | APB Firm Maintenance | Active Contracts
GenTech
View Yes No No No Yes Yes
GenTech
Edit Yes No Yes Yes Yes Yes
Financial
View Yes No No No No Yes
Financial
Edit Yes No Yes Yes No Yes
LOIS No Yes Yes Yes No Yes
User
Admin Yes Yes Yes Yes Yes Yes

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.

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 ® , Edit/ the professional’s basic information,

add/edit License @ information, make the professional’s firm association Historical — (or Active \;I), and Merge

ﬁ' with another professional.

PROFESSIONAL PERSON ~
Qualified Person Respansibile Person
I P e e P il R P N
® &£ H @ first 2 parson 48192 first@y BT 1111 Yes No Active 09/19/2025 a
=1 Tast A Tester 43318 test@email [N AR RLR] No No Historical 12/09/2025 .

Page | 1 o1 10 ¥ itams parpage 1-20f2items
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Prophet, Isaiah
No button found for merge


Add a Professional Person

To add a new Professional Person, click on the Add New'::}' 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.

Add/Edit Professional Person
Person ID
First Name

Middle Name

Phone

Phone Extension

* This color background fields are mandatory

S cancor

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

L_f

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.

First Name Tl e

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 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
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without saving the changes. If saved, the screen will refresh, and the new information will display in the Professional
People Table.

FROFESSIOMNAL FERSDN

HNamez erson I
ﬂ (#]u] ] -
-

»

- 4 Iage | 1 ot 10 ®  jtems per page 1 1ot foms

Add/Edit Mrotessional Person *
Porson 1D A2239T
First M
i s -
Ricille Mame -
Last Name e
Sufflx Mame s
Wiark Fmadl Istgz2imyanoo.com
Tite e
Phone
Phone Extension -
* Ihis coler background fields Sre mandstony

License Information

Click the Edit ¢ on to add or edit professional license, active registration or certificate information for a person. The
License Table will be displayed under the Professional People Table.

I P e

r
opon | 0§
4

»

- 4 Iage | 1 ot L L} 10 ¥ jtems per page 1 Tetl doms

Click the Add New'{:j 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 the license/registration/certification table or click Cancel to return to the
table without saving the information.
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Edit Prof. Person Licenses x

Type Other e

I FASDFASDF45234

Text OTHER

* This color background fields are mandatory

If saving, the table will display the new license information, along with the option to Edit ¢ the information or Delete L
the license.

INDIANA PROFESSIONAL LICENSES, ACTIVE REGISTRATIONS, AND CERTIFICATIONS .

Enter ONLY applicable State of Indiana licensing board registration numbers or other State of Indiana applicable cerfification numbers as
required.

Selected Person ga m tester

Other FASDFASDF45234 OTHER .

4 | 4 Page 1 of 1 L 10 ¥  items per page 1-10of1items

Click the Edit 4 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.

Edit Prof. Person Licenses X
Type Select.. v
o License ID

* This color background fields are mandatory
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Click the Delete X icon to delete the license information. A confirmation window will appear. 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.

Confirm Delete

» 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.
PROFESSIONAL PERSON

Work Email
Person ID Address

ga m tester 48217 Tstga2 @yahoo.com
X ] >
4 | 4 Page 1 of 1 b 10 ¥ items per page 1-10of 1items

Make Firm Association Historical

To make a professional person’s firm association historical, click on the Make Historical H 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 will display. Click OK to confirm the change or click Cancel to exit without saving the changes.

Confirm Historical

» Are you sure you want to mark this record as historical?

OK Cancel
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i"'t . People designated as a Qualified Person (QP) cannot be made historical. The person

yj 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 natification that the QP is
associated with a prequalification work type.

Warning x

This person is the Qualified Person for one or more work types. This person
must be removed from all PSCS prequalification work types before the firm
relationship can be made historical.

The Status changes to Historical, the Status Date changes to the current date and the options are limited to View Details
@ , Make Active E and Mergeﬂﬁ‘.

SEDE 115 10 dy PEASOR

Make Firm Association Active

To make the professional person’s firm association active again, click on the Make Active Iﬁ icon next to the record to be
made active.

PROFESSIONAL PERSON

Qualified Person Responsible Person v
hd Person ID hd Work Email Address T Phone Numbes Identifier identifier Status T Status Date

Test A Tester 43318 rest@ermail (111111111 Historical 12/08/2025

L4

<« pag Make Active »om 10 ¥  items per page 1-2of2iems

A Confirmation message displays. Click OK to confirm the change or click Cancel to exit without saving the changes.
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Confirm Activate
ﬂ 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"‘ﬁ'&':“Jr icons are

available again and the Make Historical H icon replaces the Make Active .y icon.

PROFESSIONAL PERSON

T | Work Email Address

Tast A Tester 8318

I

Higtorical 0GRS
v
« «  fag Make Active b 10w e par page

1-20f2ieme

wosai |de 5 o b
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