CPQ Application ERMS Upload Instructions

3/20/19

A User Guide for ITAP & the Contractor’s Prequalification Application

Effective January 1, 2019, the following documents must be transmitted electronically using the
Contractor’s Prequalification Application ("CPQ") in ITAP:

1) Contractor’s Statement of Experience and Financial Condition (new and renewal)

2) Requests for reconsideration under IC 8-23-10-5(a)

3) Requests for revised certificate under IC 8-23-10-5(b)

Getting Started in ITAP

To access the CPQ application, applicant firms and individual users must first enroll in ITAP.

Step One: Enroll an applicant company in ITAP by completing the business registration form.
---> For further assistance enrolling a company in ITAP, watch the Business Enroliment Training Video.

Step Two: Enroll each person who will use ITAP for the firm by completing the user enrollment form.
---> For further assistance enrolling a user in ITAP, watch the User Enrollment Training Video.

Note: It may take up to 48 hours for a new business enrollment to be approved in ITAP.
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Do you need to enroll a new business? Complete a business enrollment form.
Do you need to apply for a user account? Complete a user enroliment form
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Supported browsers are: IE Version 7.0 and 8.0 (for any later version, turn on compatibility mode), Firefox 3.0 version and later. Please contact ITAP Support for any guestions.
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For external users this portal serves the following business processes:

-= American Recovery and Reinvestment Act Reporting - ARRA
-> Design Submittal

-= Geotechnical Engineering Document Management

-= Letters of Interest for Design RFP's - LOIS

-= Prequalification of Consultants

-= Project Commitments Database

-= Professional Services Contractual Services - PSCS

-= Real Estate Document Management

-= Subcontractor Payment Tracking - SPT

ITAP Training Videos:

-= How to Enroll 8 Business

-+ How to Enroll a User

-= How to Login as a Non INDOT User
-= How to refrieve a Forgoften Username
-= How 1o reirieve a Forgotten Password
- How to Login as an INDOT User

1 —Button and link to ITAP Support. Use this to recover password and change business admins

2 — Login location
3 — Link to create new ITAP business account

4 — Link to create new ITAP user enrollment


https://itap.indot.in.gov/
https://itap.indot.in.gov/F08/BusinessRegistration.aspx
https://itap.indot.in.gov/F06/S026.aspx?ObjectId=1
https://itap.indot.in.gov/F08/UserEnrollment.aspx
https://itap.indot.in.gov/F06/S026.aspx?ObjectId=2
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Request Access to the CPQ Application

After you enroll the firm and individual users in ITAP, you must request access to the CPQ application.

Step One: Log-in to ITAP.

Step Two: Click “Applications” in the far left menu and select "Request New Application”

Step Three: Click on “Contractor’s Prequalification Application” in the Application Enrollment box.
Step Four: Click “Available Roles” in the Application Details box that opens to the right

Step Five: Select “Prequalification Contractor”

Step Six: Click “submit”.

Note: It may take up to 48 hours for a new application request to be approved.
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Click here to request a new gpplication

5 — Link to request new application


https://itap.indot.in.gov/
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Contractor's Prequalification Application
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b |
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6 — Click on “Contractor’s Prequalification Application
7 — Select “Prequalification Contractor”

8 — Click Submit
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Access to the CPQ Application/Multiple File Upload Tool

The Prequalification Application PDF and supporting documents must be submitted to INDOT using the

CPQ Multiple File Upload Tool:

Step One:
Step Two:
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Click the link for the CPQ application in the ITAP Main Page window.
Click the link for “File Upload URL" located in the Application Detail box.
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Welcome!!! Jose Murillo &

Main Page

=~ INDOT Applications
- H Clean Answers
¥ Contractor Performance Evaluation

Application
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Application Details

Name

Contractor's Prequalification Application

Training Videos List

¥ Contractor's Prequalification icati

S0} Electronic Constructahility Review Forms

i ERMS

{4 Human Resources

(a Professional Services Contracting System
-0 Scheduling Project Management System

@4 Situational Awareness

UCM URL

File Upload
URL

Description
Abbreviation
Last Login

: Time
" Noof Users

Logged In
Today

Click here to access application

Click here to access
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Contractor's Prequalification Application
CcPQ

3/5/2019 11:46:27 AM

0

Click here to request additional roles

9 — Once logged in to ITAP, find and click on “Contractor’s Prequalification Application”

10 — Click on URL to open theFile Upload Tool.


https://www.in.gov/indot/files/48048%20fill-in.pdf
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Upload Documents using the CPQ Multiple File Upload Tool

The following documents must be submitted to INDOT using the CPQ Multiple File Upload Tool:
1) Contractor’s Statement of Experience and Financial Condition (new and renewal)
2) Requests for reconsideration under IC 8-23-10-5(a)
3) Requests for revised certificate under IC 8-23-10-5(b)

Step One: Click the link for the CPQ application in the ITAP Main Page window.

Step Two: Click the link for “File Upload URL" located in the Application Detail box.

Step Three: Select “Contractor Prequalification Applications” for the Desired Document Type

Step Four: Select “Add Files”, which will open a window showing the files stored on your computer.
Step Five: Select the files you wish to upload and click "Open” to place the documents in the queue.
Step Six: After you have selected all the files you wish to submit, click “Start Upload”.

Step Seven: When the upload is complete, click on “Enter File Information”, which will open a new
window containing three required fields.
Step Eight: Enter the information in each of the three required fields:
(a) Vendor ID: Enter the applicant firm’s Employer Identification Number, including
the dash between the second and third number;
(b) Document Type: select Document Type that describes the files being uploaded;
(c) Company Name: Enter the company’s name exactly as it is stated on page 1 of
the completed Statement. Please use all capital letters and no punctuation.
NOTE: you can change the document type assigned to each file in the queue after you select “Next” on
this screen.

Step Nine: After you complete the three fields, select “Next”, which will open a new window in which you
can edit the information for each file uploaded in that queue.

Step Ten: When you finish editing the information for the first file, select "Next” to edit each successive
file in the queue.

Step Eleven: When all files in the queue are assigned the correct information, including Document Type,
click “Add Files to ERMS".

NOTE: a confirmation email will be sent to the ITAP user’s email address with a summary of the files
successfully uploaded to ERMS.

Note: It is preferred that the upload be combined and condensed into the fewest number of files.
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€@ & systemstotue Current User : Jose Murillo

Please read the manual as the application has changed. Please click on the @ icon in the upper
left.

A H’Iease choose the desired type of document :
[c Prequalification Documents ¥
Select files
Add files to the upload queue and click the start button.

Filename Status Size

B \ Test Document.pdf 304k @

Drag files here.

C-__

——
© 1 files queued © Start Upload 0% 304 kb

Enter File Information

A — Choose Document Type “Contractor Prequalification Application”
B — Add files via “Select files” or drag and drop them into the submittal box

C — Click “Start Upload”
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OF TR @ & system status: Current User : Jose Murillo

Please read the manual as the application has changed. Please click on the @ icon in the upper left.

Please choose the desired type of document :
| Contractor Prequalification Documents v |

Select files
Add files to the upload queue and click the start button

Filename: Status Size

Test Document.pdf 100% 304kb @

Drag files here.

© Add Files 100% 304 kb

Enter File Information

D — Click “Enter File Information” after files have completed uploading
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Lor €@ & systemstrus Current User : JoseMurillo
Fill in the Required Properties
information that Document Type :| Other |
applies to all of the Vendor ID :[01-2345678 | Company Name : TEST COMPANY |
documents

Optional Properties |

General Comments :|Tesl Document| |

Next

uploaded. |
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Enter information that applies to all documents (Vendor ID/FEIN, Company Name, Document Type) then
Click “Next”

Py
k Indiana Department of

4 e | . I
C & L ‘ dransportation

5
Qr TRY @ & system starus: Current User : Jose Murillo

Files Uploaded

<*> Test Application.pdf - || ——E
<*> Test Supporting Doc.pdf

/ Reql.liredpmw‘t\—-
Title : Test Application. pdf | Document Type :| Completed Statement v

Company Name : TEST COMPANY

Vendor 1D :[01-2345678

Optional Properties

General Comments : Test Document -
& Previous hH 4“_ Next >

Add Files 10 ERMS 4] Sty
|

E — Verify that all your documents are listed here. The currently selected document is shaded in grey.

F —The list in Section E already has this information applied to it. Adjust Document Type according to
what is currently selected in Section E.

G — Add General Comments unique to the selected file.
H — Use “Previous” or “Next” tabs, or click on each file in Section E to modify the file properties.

| — Click “Add Files to ERMS” when you are confindent in your files and ready to submit items.

Indiana Department of
dransportation

LIS € & seemsuns ! Pending Uploads > Current User : Jose Murillo

Your files and entered information have been sent to the server for processing. A confirmation email will be sent shortly.

©lndiana Department of Transportation

Final screen verifies that all files are sent to ERMS for processing. Email will be sent when upload is
complete.
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(5 Reply (2 Reply All (£ Forward G5 IM
Wed 3/20/2019 10:45 AM
MfutUploads@indot.in.gov
Multiple File Upload Tool (MFUT) Confirmation
To Murillo, Jose (INDOT)

Please do not respond to this email. It 1s automatically generated.

The following files were added successfully into the ERMS system for user JOMURILLO:

|Test Application pdf as document tvpe of Contractor Prequalification Documents. |
B ucy Tl [Test Application pdf |
B content ID- [DOT 5085358 |
|Test Supporting Doc pdf as document type of Contractor Prequalification Ducuments.|
Bl uC Tite: [Test Supporting Doc pdf |
B conten: ID- [DOT_5085359 |

Thank vou for using the Multiple File Upload Tool (MFUT).

Confimation Email details what was successfully submitted including file names and a time stamp.



