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Getting Started 

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

Online Help may be accessed from any screen in the Professional Services Contracting System (PSCS) Portal or Letter 
of Interest Submittals (LOIS) System. When working in a specific screen, clicking on the Help  icon opens the Online 
Help topic related to that screen. For example, if working in the Initial Business Registration Application, clicking on the 
Help  icon opens the Initial Business Registration Online Help topic. 

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

 

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.  
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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 
Registration 

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

 Initial Prequalification 
Application 

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

 Letter of Interest 
Submittals (LOIS) 

Request for Proposals, LOIS Form 

 Firm Maintenance Maintain user access for users associated with a firm 

In the PSCS Portal application the Help  icon is located at the top right of each page.  

 

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.  

 

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 

 

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. 

 

 

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
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PSCS Portal Home Screen 

 

 

This is the view upon initial log in to the site for the Firm administrator. The 
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 
 

 
 
Icon Bar 

 Home 

 Help 

  Email PSCS 
Portal Administrator  

 Sign out of system 
 

 Location of User 
Guide 
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Icon List 

Hover Name Image Action 

Make Active  Activates a record from Historical to 
Active 

Add Filter  Displays filter input boxes 

Add New  Displays the add panel for a record 

Add Qualifying Person  Add a qualifying person to a Work Type 

Apply Filter  Applies (executes) a filter 

Application History  Displays application history 

Approve  Approve a Work Type 

Calendar (no hover name)  Choose date from a calendar 

Clear Search  Clear search criteria 

Close  Close a window 

Collapse  Collapse the Item 

Create   Create LOI Submittal 

Delete  Delete the selected record 

Denial  Deny a Work Type 

Details  
Displays the Details section for a 
Professional Person 

Documents  
Displays the Documents section for a 
Professional Person 
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Hover Name Image Action 

Download  Download a document 

Edit  Displays the edit panel for updating a 
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 

Experience  
Displays the Experience section for a 
Professional Person 

Financial  Make changes to financial information 

Help  
Displays the help document for a specific 
topic 

Historical  Marks a record as historical 

Home  Displays the PSCS Portal Home screen 

License  Displays panel of license information 

Licenses  
Displays the Licenses section for a 
Professional Person 

Maintain Professional 
People’s Details 

 Displays the Professional People’s 
Details screen 
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Hover Name Image Action 

Maintain User Application 
Permissions 

 Displays the User Application 
Permissions screen 

Maximize  Maximize a window 

Merge  
Displays panel list of names of persons 
responsible for deliverable to select to 
merge into from the Merge From person 

Minimize  Minimize a window 

Modify  Modify an accepted application 

QP Details  View QP details in report format 

PDF  View a Report  

Print  Print the current window contents 

Processing, please wait  Indicates that an action is taking place 

Projects  
Displays the Projects section for a 
Professional Person 

Recall  Recall a submitted Business Registration 
Application 

Receive  Mark an application as Received 

Refresh Lat Long  Refreshes the Latitude and Longitude of 
a physical address 

Remove Event  Remove an event from the Event Log 

Remove Filter  Removes filter input boxes 

Remove Work Type  Removes Work Type from table 

Renewal  Renew an existing application 
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Hover Name Image Action 

Replace  Replace an uploaded document 

Resubmit  Resubmit a denied application element 

Save Search  Save selected search criteria 

Saved Search List  Displays a list of previously saved 
searches 

Search  Search for an Application 

Select  Select a specified record 

Set Work Type as Pending  Set an approved/denied work type as 
pending 

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 
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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. 

  

  

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.  

 

Items on Each Panel Page 

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

 

Click on the Items Per Page dropdown list and select 10, 25, 50 or 100 from the list.  
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This example shows a Panel displaying 25 items per page.  
 

 

 

 
 

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

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

 

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

 

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. 
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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  

 

  

Operator Description 

Contains Returns all records where the field includes the 
specified value anywhere within it. 

Equal to Returns records that exactly match the 
specified value. 

Starts with Returns records where the field begins with 
the specified value. 

Does not 
contain 

Returns records where the field does not 
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.  

 

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

The filtered list of 5 records is shown below. 

 

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

 



   

 

 
Page 18 of 93 PSCS Portal User Guide Version: 6.0 

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. 

  

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

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.  

 

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). 

 

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

 

COMPLETED BUSINESS REGISTRATION – No Prequalification 

 

COMPLETED BUSINESS REGISTRATION – Prequalification 

 

COMPLETED PREQUALIFICATION REGISTRATION 
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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. 

 

 

Instructions for common functions such as Showing More Items per Page 
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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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)  

 

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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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. 

 

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

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

 

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

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. 

 

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

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

 

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  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. 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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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

 

 

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

 

Click on the Financial  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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If the Financial Expiration date has passed, this window will not appear; the 
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. 

 

 

 

If the Financial Expiration date has passed, this window will not appear; the 
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. 

 

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

documents as required. Anywhere an Upload  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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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 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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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 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 
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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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.  
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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. 
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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. 

 

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

 

 

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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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.  
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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. 

 

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

 

 

 

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. 

 

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

 

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

 

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. 

 

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. 
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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.  

 

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. 

 

 

 

 

There is no Save button on the Technical Form tab; all information is 
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.  

 

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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If Work Type 15.1 Specialty Not Defined is selected, an additional drop-
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  or Remove 
Work Type .  

 

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

To add a qualifying person to a Work Type, click on the Add Qualifying Person  icon. A window will appear with a list 
of all ACTIVE Professional Persons in the Professional People Details section. Click here for more information on the 
Professional People Details section. Click on the Select  icon next to an existing person or click the Add New  icon to 
add a new Professional Person. Click here for more information on adding a new professional person in the Technical 
Form tab 

.  
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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 Print  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. 

 

 

 

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

 

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. 

https://spms.dev.indot.in.gov/SPMSData/Reports/Report_138.pdf
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Click Remove Work Type  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. 

 

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  icon next to the Qualifying Person to add all required Qualifying Person details.  
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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. 

 

 

 

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

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

 

QP Licenses 
All License information should be entered on the License screen. Any existing License information will display in the 
table. Click on the Add New  icon next to the Text column to add new License information. 

 

The ADD screen will appear. Select the type of license from the Type drop down and then enter the License Id in the Id 
field. Click Save to save the record and add it to the License Table or click Cancel to return to the Professional Person 
section without adding license information. 
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The new License information will display in the License Table with the ability to Edit  or Delete  the license.  

 

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.  

 

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

 

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. 
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QP Education  

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

 

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. 

 

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

 

  



   

 

 
Page 53 of 93 PSCS Portal User Guide Version: 6.0 

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.  

 

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

 

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  icon next to the 
Work Types Assigend column to add new Project information. 
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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.  

 

 

 

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

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

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

 

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. 
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The new project information will display in the Project Table with the ability to Edit  or Delete  the project 
information.  

 

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.  

 

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

 

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. 

 

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

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

 

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

 

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.  

 

If there are any errors in the information or missing information after clicking the check box, the check box will uncheck 
and must be checked again, and the missing information will display under the Signature check box in red. 
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Once all necessary corrections have been made and the Signature check box is checked again, the screen will refresh, 
and the Add New Work Type icon will not be accessible on the page. The Technical Form application is now in “Signed” 
mode and changes cannot be made to the application unless the “I affirm” signature check box is unchecked. The 
Submit button will only be available once all three tabs have been completed and signed. 
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Print the Technical Application 

Click on the PDF  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. 

 

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. 
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Any information already entered into the application will appear; the fields not yet completed will display as blank fields. 

 

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. 
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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 
approval. 

Click the Resubmit  icon to resubmit a denied work type without making changes. If changes are made, the 

Resubmit icon is removed and the basic options of Add Qualifying Person  and Remove Work Type  will be 
available, as well as the ability to make changes to the Qualified People.

 

 

 

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

 

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

 

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.  

 

 

Once the Initial Prequalification Application is approved, firms can request 
full financial information for additional levels of financial approval. See 
Financial Form Renewal/Request a Different Financial Level for more 
details. 

 

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

 

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 “I affirm” 
signature check box is unchecked. 
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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. 

 

 

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.  

 

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. 
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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.  

 

 

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 Items that do not require prequalification. Prequalified firms can submit RFP 
Items for the Work Types for which they are prequalified and for RFP Items that do not require prequalification. LOIS 
provides a way to view all open RFP items and submit LOIs for applicable RFP items.  
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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.  

The Firm Information header is populated with information pertaining to the firm submitting the Letter of Interest. Click on 

the icon next to Approved Work Types for a list of the firm’s approved Work Types.   

 

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

 

Click on the  icon to view Items 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. 
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Firm Meets Some RFP Required Prequalifications 
If a firm meets some but not all the RFP Item requirements, the items for which the firm is qualified will have icons 

allowing for different actions. The items the firm is not qualified for will be grayed out and the 
column will explain why the firm is not qualified.  
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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.  

 

Letter of Interest Submittal  
The LOI Submittal screen allows a firm to submit an LOI for a specific RFP Item. 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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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.  

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 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. 

 

 
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. 

 

  



   

 

 
Page 70 of 93 PSCS Portal User Guide Version: 6.0 

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 2: Attach Required Documents 
The next step is to upload the required documentation. Click 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  to 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. 

 

Click the  (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 
file type is selected, or if the file size is over 20 MB, an error message will 
display.  

 

While the document is uploading, an indicator will appear. 

 

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

 

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  to return to the LOI Submittal screen without deleting the 
document. 

 

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 . Enter the estimated 

percentage of the contract the firm will complete by selecting   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.  

 

If the item requires Prequalification work type(s) then click  to select which work type(s) the firm submitting the LOI will 

perform. Select  for each work type(s) the submitting firm will be the Lead Firm. One lead firm needs to be 
selected for each work type. 
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The submitting firm must complete the largest percentage of the work on 
the contract. As additional firm(s) are added and their  is 
determined, the field 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. 

 

Begin typing any portion of the firm name into the  field. A drop down of possible matches will display under the 
field; continue typing to refine the results until the desired firm name displays, then click on the firm name to 

select it.  
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If the additional firm cannot be found in the field, click  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. 

 

  

 

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  

column. Only one firm per work type is allowed to be selected as the Lead Firm for the work type. Selecting , 

will automatically check the  box for the appropriate work type. The  already selected in this LOI 

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.  
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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 column if the associated firm will be the lead firm for the 

work type. Another option is to click , which will automatically check the  box for the appropriate work 
type. 

 

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

Submittal screen. Click  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 

 equals 100%.  

 

Edit a Firm 

The  field is editable directly in the table under Step 3. Click to enter and/or edit the 

. Click  to save the information, or  if changes aren’t needed.  
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Click  to enter work type information for the submitting firm, or to edit a firm at any time. A new window will open. The 
will not be editable.  

 

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

Submittal screen or click  to return 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  icon once added to 
the LOI.   

 

Click  at the confirmation message to delete the firm or click  to return to the Step 3 table without deleting 
the firm.   
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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 . 

 

 

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. 
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Step 5 – Update ‘Current Priority” before submitting to INDOT 

Once all information has been entered, click  to submit the LOI for consideration. 
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A new window will open. If multiple items appear in the table, it means the firm is submitting multiple LOIs for items on the 

same RFP. Click   to enter the  of the item. If multiple items appear, re-prioritize as needed. Select the 

 button after selecting the current priority prior to submitting to INDOT. The column 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. 

 

 

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

then click  again. 
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Submit to INDOT 

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

Upon returning to the LOI Submittal screen, the  and  buttons will no longer be available. 

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

submitted LOI to the new application. Click  at the confirmation window to create a new submittal; only the last 

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

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

 to return to the LOIS home screen. 

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

 

 

 

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

 

 

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

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

Click on the Assign Roles icon to assign PSCS Portal permissions for a user. The Application Roles list will 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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If role permissions were saved, click OK at the confirmation message to return to the Application User Table. 
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The following table shows which tiles each user can view based on the assigned role(s). 

Role 

Prequal 
Application/Initial 
Business 
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 ), and Merge
 with another professional.   

 

Prophet, Isaiah
No button found for merge
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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. 

 

 

 

 

 

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.  

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

 

In the Professional People Table, there are two columns not available for entry from the Person Details screen and not 
editable: Qualified Person Identifier and Responsible Person Identifier. 

A person becomes a Qualified Person (QP) when they are selected as the representative from the firm who has the 
qualifications needed to meet the requirements for a work type. At that point the Qualified Person Identifier column will 
change from No to Yes.   

A person becomes a Responsible Person (RP) once a Performance Evaluation is completed on them. This evaluation is 
completed after a firm is awarded work from an RFP. INDOT has 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. 

 

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. 

 

Click the Add New  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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If saving, the table will display the new license information, along with the option to Edit  the information or Delete  
the license. 

 

Click the Edit  icon to edit an existing license/registration/certification. The EDIT screen will open in a new window. 
Edit the information as necessary and click Save to save the updated license information and return to the 
license/registration/certification table or click Cancel to return to the table without saving the changes.  

 



   

 

 
Page 91 of 93 PSCS Portal User Guide Version: 6.0 

Click the Delete  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. 

 

Once all license information has been added/edited for a person, click Close to close the license/registration/certification 
table. 

 

Make Firm Association Historical 

To make a professional person’s firm association historical, click on the Make Historical  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. 
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People designated as a Qualified Person (QP) cannot be made historical. The person 
must be removed from all PSCS prequalification work types before the firm relationship 
can be made historical. If trying to make a QP historical, the Make Historical icon will 
be visible, but not clickable. Warning text will provide notification that the QP is 
associated with a prequalification work type. 

 

 

The Status changes to Historical, the Status Date changes to the current date and the options are limited to View Details
, Make Active  and Merge .  

 

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

 

A Confirmation message displays. Click OK to confirm the change or click Cancel to exit without saving the changes. 
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The Status changes back to Active, the Status Date changes to the current date, the Edit  and License  icons are 

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