EDS thoughts
edshelp@idoa.in.gov  - three people have access to the account, please be sure to use this address instead of emailing us directly.  We can help you with the following:
1) Deleting records

2) Re-numbering (more of a re-name feature)



The naming convention is: APS number, one digit fiscal year number and 


then an agency assigned number.  This same number is used to track the 


contract through the signature route through KMS 





http://intranet.doit.state.in.us/IDOA/CSS/ 
3) Help with printing and other related issues

*Be sure to pull up the last record and click Amend or Renew as needed.  This will cause the record to create a new sequence number that will be tied to the original document’s contract number (4 or 5 digit number printed in the lower right hand corner).  
*Because on most contracts that you are now submitting the original EDS was created in Procurement, be sure to do a find on the EDS number (maybe just the requisition number) before creating a new one.

You can find helpful documents on creating the EDS form at http://www.in.gov/idoa/2525.htm .
If your agency is interested in having an EDS workshop, then please contact Jeania Geer.
Contracts

All original, executed contracts are scanned and posted to the active contract search (http://www.in.gov/idoa/2448.htm) website and then are sent back to the agency.  No paper copy of the contract or purchase order is kept in IDOA Procurement.
We are developing a contract training separate from Streamlining class.  It will include all aspects of procurement contracts including: EDS forms, contract types, PeopleSoft entries, purchase order approvals and related areas..
Contract Clearances

Be sure that your agency is running the clearance check process as required for commodities and contracts.  This should be as normal as making sure a vendor is registered with the Secretary of State, set up with the Auditor, etc.  
Multiple year contracts which contain projects a directive from Marilyn Rudolph
1.  Prior to entering the PO, project administrator should create projects for the future years covered by the contract, regardless of the type of contract (service, lease, etc.).

2. If future year project name uncertain, create ‘dummy’ projects; only Project ID and one Activity ID need to be set up.

3. Set ‘dummy’ project Status to E-Reject-ACT/GLE/BUD/REV/PAY to avoid any accidental charges to this project.

4. Enter PO, using multiple lines for future years, utilizing ‘dummy’ projects.

5. When future year is to be activated, modify ‘dummy’ project to the correct project, setting status to active.
GMIS workshops

You can find these on the ENCOMPASS website (http://myshare.in.gov/sba/encompass/Lists/Events/calendar.aspx).  They have a month end workshops and Encumbrance Clean Up classes.  
Be sure you are keeping up with encumbrance cleanup on requisitions and purchase orders throughout the year.  Your agency should review and clean up requisitions and purchase orders you can find on the ENCOMPASS website under ENCOMPASS Documents, 2010 Year End Close.  Not all of the documents should be closed, but they should be researched for possible closure.  Any requisitions from prior years should be cancelled and/or closed.  Requisitions from 2010 that have not been sourced to purchase orders should be cancelled or updated to 2011 funds unless they will be taken to purchase orders prior to the June 18th deadline.

Be sure you are matching the budget reference with an appropriate budget date when creating requisitions.  This time of year it is easy to enter 2011 as the budget reference, but forget to change the budget date to 07/01/2010.

Shipping Charges

There should not be any shipping charges on QPA purchases unless specifically outlined on the QPA (http://www.in.gov/idoa/2450.htm).  You should be asking for shipping charges as a part of your Request for Quotations instead of just adding lines to your purchase orders.   Shipping costs could be a deciding factor as to whether or not a vendor will receive the award.

Staples Minimum Order Requirements

Your Staples requisition total must be $50.  You can go back into a requisition and add more items if needed.  If you remove items and the total cost drops below $50, then you will not be able to save the changes – it will revert to the previous lines.  One recommendation is to add a box of copier paper to your request.  

Exciting news!  You now have the ability to change the quantity ordered by line when you are back in PeopleSoft (already hit the submit button on Staples).

