Please be sure to look at the presentation slides as well as these notes.

Beth Swindle – Secretary of State’s Office

There are two types of vendors in the database:


Foreign  –  Outside the state of Indiana


Domestic  –  Inside the state 

Both are required to be registered with the Secretary of State’s office unless they are a Sole Proprietorship or General Partnership.  The two exceptions are registered through their local county recorder and are therefore not required to register with the SOS.
The SOS website will help businesses get started http://www.in.gov/sos/business/index.htm .  A Limited Partnership (LP) and a Limited Liability Partnership (LLP) can complete their registration on line as they do not have submit a Certificate of Existence.  The rest of the business types will have to submit hard copies of paperwork to the SOS.  Supplemental filings can also be handled through the website (amendments, dba additions, etc.).
Business Entity reports:

After a business entity has formed or been granted authority to do business in the state of Indiana, it has an ongoing responsibility to file regular business entity reports.  These reports must be filed every year by nonprofit organizations and every two years by for-profit businesses.  The filings are due during the anniversary month of the organization’s formation or the anniversary month when granted authority to do business in the state of Indiana.  As a courtesy the Secretary of state sends a reminder notice of the filing obligation.

If they do not file the reports, foreign vendors will be listed as “Revoked” and domestic vendors will be listed as “Administratively Dissolved”.  These vendors should not be used by State agencies.  They can go through a reinstatement process to have their status restored.  The vendors are sent a reminder notice the month the report is due, they are sent a past due notice at one year and a dissolved notice at about 18 months.  

Registered Agent name and address:
Each entity must continuously maintain in Indiana : 

· a registered agent; and 

· a registered office 

An entity's registered agent is the business's agent for service of process, notice, or demand required or permitted by law to be served on the entity. 

The registered agent and/or office may be: 

1. an individual who resides in Indiana and whose business office is identical with the registered office; 

2. the registered office address must be a street address. A P.O. Box number is not sufficient unless accompanied by a rural route reference. 

3. the entity cannot serve as its' own registered agent. 

4. a domestic corporation or not-for-profit domestic corporation whose business office is identical with the registered office; or 

5. a foreign corporation or not-for-profit foreign corporation authorized to transact business in Indiana whose business office is identical with the registered office. 

6. You can only have one agent. 

Vendors can run an internet search on “Registered agent, Indiana” to locate providers.

Assumed (or Doing Business As <dba>) names for a vendor will be listed under “Other names for this entity”.    You will need to verify that the name on the procurement paperwork matches a name you find on the SOS Business Services Online search.  If not, the vendor will need to update their registration.  There is no limit to the number of assumed names a vendor can have.  See information in the Commodities Streamlining and Procurement Contracts manuals.
Local units of government are NOT required to register with the Secretary of State.

Fred VanDorp – Auditor of State 
Briefly mentioned:

UNSPSC code and how it drives the account and the asset flag designation.  

The SOIPO_Asset_Flagged_Pos query that shows current purchase orders that have lines with asset tag designations.
The account code and the asset designation are closely related.

Asset Managers are depending on Requisitioners and Buyers to have things set up correctly as they relate to Assets.

Be sure to run the query and remove the asset information from any purchase order line that shouldn’t be an asset.  If you remove just the asset information, then the po will not need to go back through the approval process.  If you change the account number or anything else in the accounting string, then it will need to go through the approval steps again.
Some users are having trouble with UNSPSC codes and account numbers.

It’s best to go to www.UNSPSC.org and search for a code.  It is usually best to search by the single version of the word – not the plural.  It is usually best to search first by leaving out adjectives.  It may be best to search by a truncated version of the word.  For example, if you search for “batter” it will bring up anything with that word in the description including battery and batteries.  The entire description is displayed and when you find the most appropriate code you can, then copy the number and paste it into PeopleSoft.   
If the code is on www.unspsc.org but does not come up in PeopleSoft, then submit a GMIS issue to get it added. You will need to give them the entire tree and descriptions.  For example, if you needed the code for Guinea Pigs to be added, then you would need to give the following and the account number it needs to be tied to:
10000000 Live Plant and Animal Material and Accessories and Supplies

10100000 Live Animals



10101500 Livestock




10101513 Guinea pigs

Account number 547066

Some users are having trouble with special request requisitions being routed to the wrong approvers.  Again, be sure to check www.UNSPSC.org for the entire description before using in PeopleSoft where you see a truncated version of the description.
In PeopleSoft you would see 26110000 as “Batteries and generators and k”

On www.unspsc.org you would see it as “Batteries and generators and kinetic power transmission”

The more zeroes on the end of an UNSPSC makes it a higher level UNSPSC which may cause it to route to the wrong person.
Some users mentioned that they are having trouble with receivers.

It was mentioned that the IDOA Receiver class maybe a requirement to gain access or maintain access to the receiving component in PeopleSoft.  The IDOA class is offered twice a month.  The manual, class schedule and information on enrolling in classes can be found at www.in.gov/idoa.2342.htm.
Gina Kerr, Vendor/contract manager, IDOA Procurement

Tests were done by IOT on the hard drives with the DOSS kit added and only partial images were able to be extracted.  
It was determined by all parties that mailing the hard drive in the box to IKON was the best solution.

If you have a hard drive on site for whatever reason, the please contact Gina Kerr who will help you through the process.

If you have a copier or multi function device on site that isn’t a Ricoh or Canon, then confirm with the vendor whether or not the machine has a hard drive.  Document and make sure the drive is surrendered to you – contact Gina Kerr if there are problems with this.

If you own a machine and you are keeping it, then go ahead and confirm with the vendor whether or not it has a hard drive.  Then when you are ready to dispose of it, you have the needed information.  Some vendors want to charge to make a service call to inspect/remove the hard drive.  Get the information in writing and pull Gina Kerr in prior to the visit.

Networked and stand alone machines are both included.  All digital machines store data in some way, most analog machines do not.

