Frequently Asked Questions 
- Organized by order and category -
Confidential Box

Q. What is the Confidential Box and when do I check it?

A. All EDS contracts are a matter of Public Record.  If the contract you are working on needs to be confidential due to a serious issue such as safety, this box should be clicked.  If you are at all unsure about clicking the box, ask your supervisor.

Contracts and Leases (Box 3)

Q. How do I know which category to choose?

A. These are the same categories used in the old system.  Choose the same category that you did before.  If you have never used EDS before or you are unsure which category to choose, ask your departmental supervisor. 
Q. My contract does not fall under any of these categories.  What do I click?

A. Click the “Other” box and specify the type of contract in the field that appears.  If you choose “Other”, you must fill out this field.
Agency Information (Box 14-16)

Q. My division’s address is not listed in the location’s search tool.  How do I get it added?

A. Go to the PeopleSoft Financials Login in Page.  Do Not Login.  Click “Report an Issue” on the right side of the page.  A form will appear. Complete the form and send it to GMIS.  Make sure you include your division’s name, address, and location code on the form.
Yearly Fiscal Detail (Box 4- 10)

Q. I have funds coming from two different sources for the same year.  Can I specify that on the contract?

A. Yes, type in the same year but different chartfields for each row.  For example, if my agency was given state and federal money at the same time I would do the following:

· Type 2007 and the state agency’s chartfield information in the first row.

· Type 2007 and the federal agency’s chartfield information in the second row.
Q. What is the difference between Total Amount this Action and New Contact Total? 

A. “Total amount this action” is the total amount for that year and that specific version of the contract.  This means that if the contract is an amendment or renewal, you do not include the amount from the original contract.

“New Contract Total” will always be the same as the “total amount this action” column, unless it is an amendment or renewal.  If it is an amendment or renewal, then you add the amount in the original contract plus the amount in the amendment.

  

For example, a new contract might look like this:
We want to pay $100 in 2006 and 2007, and $150 in 2008.

	 
	 
	Total Amount this Action
	New Contract Total

	 
	2006
	100
	100

	 
	2007
	100
	100

	 
	2008
	150
	150

	Totals
	 
	350
	350


 

An amendment to this contract may look like this:
We want to pay $350 in 2008 instead of $150.

	 
	 
	Total Amount this Action
	New Contract Total

	 
	2006
	0
	100

	 
	2007
	0
	100

	 
	2008
	200
	350

	Totals
	 
	200
	550


More Financial Examples:

This contract is for a total of $350. In 2007, the cost is $200 and split among 2 chartfields. In 2008, the cost is $150 from a single chartfield.

	 
	Year
	Chartfield
	Total Amount this Action
	New Contract Total

	 
	2007
	XXXX-YYYYY
	$100
	$100

	 
	2007
	AAAA-BBBBB
	$100
	$100

	 
	2008
	AAAA-BBBBB
	$150
	$150

	Totals
	 
	 
	$350
	$350

	
	
	 
	 
	

	
	
	Box 10 - 2007
	$200
	

	
	
	2008
	$150
	


$100/150 was input into both the ‘this action’ field and the ‘total’ field because these are the dollars being spent for this particular year/chartfield combination. The ‘this action’ fields will be totaled by year and placed into Box 10. The ‘Total Amount this Action’ and the ‘New Contract Total’ fields will be summed and placed into Box 6 and 7 respectively.

Amendment 1 is for an additional $500. In 2007, the cost is still $200 and split among 2 chartfields. In 2008, an additional $500 is added to the original cost of $150 from a single chartfield.
	 
	Year
	Chartfield
	Total Amount this Action
	New Contract Total

	 
	2007
	XXXX-YYYYY
	$0
	$100

	 
	2007
	AAAA-BBBBB
	$0
	$100

	 
	2008
	AAAA-BBBBB
	$500
	$650

	Totals
	 
	 
	$500
	$850

	
	
	 
	 
	

	
	
	Box 10 - 2007
	$200
	

	
	
	2008
	$650
	


There were no amounts in the ‘this action’ fields for 2007 but the ‘new contract total’ amounts of $100 are still pertinent since they are a part of the total contract (original + amendment). The $500 amount was added to the ‘this action’ field for 2008 and added to the original $150 in the ‘contract total’ field. Notice that the total for ‘this action’ will only show the additional $500 from this amendment but ‘new contract total’ and Box 10 reflect the total contract amounts.

Q. What is the difference between Total Amount this Action/ New Contract Total and Revenue Generated This Action/ Revenue Generated Total Contract?

A. “Total Amount this Action/ New Contract Total” is for contracts giving money away. 

”Revenue Generated This Action/ Revenue Generated Total Contract” is for contracts that earn money for the state.
You will either use Revenue Total Amount this Action/ New Contract Total or Generated This Action/ Revenue Generated Total Contract.  You will never use both in the same contract.

Q. What if my contract does not have any financial information?

A. You will click the ‘No Financial Impact’ box and move to the next section. For example, you would click ‘No Financial Impact’ when you have an amendment that changes vendor information or services to be provided by vendor.
Time Period Covered in this EDS (Box 11-13)

Q. My start date is date of last signature.  Can I put that in the box?

A. No.  For searching purposes you must put a date in both boxes.  If you do not know an exact date you can use an educated guess.
Agency Contact Information (Box 17-19)

Q. Who is the agency contact?

A. The agency contact is the person who can field questions concerning the contract.  Usually this will be the head of your division.
Courier Information (Box 20-22)

Q. Who is the courier?

A. The courier is the person responsible for contract routing and pickup.  They physically take the contract where it needs to go.
Vendor Information (Box 23-28)

Q. I found my Vendor but their address did not appear.  What do I do?

A. Make sure the box labeled “Addr Seq Num” is completed.  To complete it, click the magnifying glass next to the box.  The most recently edited address will be the address with the lowest number.
Q. My Vendor is not in People Soft. How do I add them?

A. Please review the document Adding a Vendor .
Q. I have a grant or a lease. What do I put under Industry Type?

A. Click None. 
M/WBE Sub Vendors (Box 29-32)

Q. What does M/WBE mean?

A. MBE stands for Minority Business Enterprise; WBE stands for Women’s Business Enterprise.

Q. I don’t have any minority- or women-owned businesses as subcontractors.  What do I do?

A. Under “Type” click “none.”

Additional Information (Box 33-36)

Q. I don’t know the statutory authority for my contract.  What do I put?

A. A supervisor in your division should know the statute to cite.

Q. All of the information I typed into this box is not printing. What do I do?

A. Only the first 700 characters in the box will be printed.  Make sure the most important information is first.  This will also be the same for the Additional Comments box.

Additional Comments (Box 37-39)

Q. Do I really need to justify spending money and my vendor selection?

A. Yes.  Indiana Statute dictates how the State can spend money and select vendors. These boxes ensure that we are within the limits of the statute.
Miscellaneous

Q. I finished and saved my contract but the PDF won’t show up or print.  What do I do?

A. Double check that all of your fields are completed, and keep in mind the following:

· When you click “Other” you must specify what the “other” is in the resulting pop-up box.

· Addresses are required everywhere they are requested.  (See the “Vendor Information” category if you are having trouble getting an address to appear.)

· If you list a zero (0) in the Yearly Fiscal Detail box you also must click “No Fiscal Impact.”

· 99.9% of the fields are required.  Do not assume you don’t have to complete a field.

Also, make sure you have refreshed the printing page until it says “Posted” under the Status column and a blue link appears.

Q. I followed the instructions above and I still can’t get the print page to come up.  What do I do?

A. Complete the following steps as a work around to get to the Report Manager:

1. In the left side menu click ‘Reporting Tools.’

2. Click ‘Report Manager.’

3. Once the Report Manager loads in the main window, click the ‘Administration’ tab. 
4. The top row should show the most recent EDS you have requested to print.

5. If you still can not print, please email edshelp@idoa.in.gov.

Q. I just finished an EDS contract and now I want to create another EDS with much of the same information.  Is there a quick way I can do this?

A. Yes.  Go to the EDS you want to copy and click the button at the top that says “Copy.”  PeopleSoft will ask you for a new EDS number. Once you input a new number you will have an exact copy of your previous EDS form content, but with a different EDS number.  Note: The only field that will not copy is the Yearly Fiscal Detail.  This ensures that the contract amounts are correct. Do not use this button to amend or renew a contract.

Q. I completed my EDS, saved it, printed it, and then noticed that something is incorrect.  How do I revise it?

A. Go to the EDS Entry and under the “Find an Existing Value” tab type the EDS number.  Once you are in the contract, you can click on any field and change it. Then, resave and reprint.  Do not click the “Amend” button.  
