EDMIS Frequently Asked Questions

General Questions
Question: What is EDMIS?
Answer: EDMIS is SBA’s Entrepreneurial Development Management System.  The system is used to collect client activity data for counseling and training.  It also collects the client impact data for Small Business Development Centers and Women’s Business Centers.  Partners and SBA employees that provide counseling and training report their data into EDMIS by either directly keying the information into the system or attaching an XML data file containing their client activity.
Question: Who can be authorized to access EDMIS?

Answer: Only SBA partners and their employees and SBA employees and contractors are authorized to access EDMIS.  Any exceptions to this must be approved by the EDMIS project manager at SBA.
Question: How do I access EDMIS? 
Answer: In order to access EDMIS, a user must first go to the General Login Screen found at: https://eweb.sba.gov/gls. On the left hand sign, click on request a user id, input profile data.  Every item that is highlighted in blue is mandatory.  A user can create his/her user id. Once the id has been created, send an e-mail to the program manager indicating that you have requested access and ask them to authorize access; include the users first and last name, organization name, telephone number and e-mail address.  The program manager will forward the request to the appropriate individual for processing. 

After the user logs in to the system, there will be a prompt to change the password, the password must have eight characters, these must include at least on capital letter and one number or special character, i.e., Pas$word4

Question: What if I forget my password?

Answer:
1. Go to the web site https://eweb.sba.gov/gls
2. Input your user id

3. Click on “forgot password” on the left side of the screen

4. Update your profile – boxes outlined in blue are required fields
5. Your location ID is the same # that used on the 641s
6. IT Security will issue a new password to the e-mail address provided in the user’s profile
Question: Where can I find a user manual for EDMIS? 
Answer: http://www.sba.gov/private/edmis2/private/
Question: What is PIMS?

Answer: PIMS is SBA’s Partner Information Management System.  In many ways it is a giant database with contact information on SBA lending partners and technical assistance partners.  PIMS assigns a partner ID and location code to every entity.  The ID and location code create a unique identifier that is then used in SBA’s security system to grant access to various applications such as EDMIS.  Unless a partner has a profile established in EDMIS, a partner can not upload data for client activity.  Partners should also maintain their PIMS profile on a regular basis updating contact information and information for each service center location.  This same partner ID is used by EDMIS to credit client activity to each lead center location.
Data Collection Questions

Question: My internal MIS reports do not correspond with the EDMIS reports.  EDMIS must be incorrect.  Why does SBA only use the EDMIS data and not my own reports?
Answer: EDMIS is SBA’s official source for technical assistance data.  There are many reasons that data in EDMIS does not reflect data in a partner’s MIS system.  When this occurs, the user should verify that upload errors were corrected.  Incomplete records are rejected from EDMIS, but may be allowable in a user’s MIS system.  If these errors have been corrected, the user should work with the software vendor and SBA to resolve the error.  Only data that is reported into EDMIS is used to generate management and impact reports on client activity.  Therefore it is important that the data reported to EDMIS is accurate.
Question:  How does EDMIS calculate a new Business or a business creation?  

Answer: Businesses are considered “Created” if at the previous reported session (whether in the current fiscal year, or a past one) the client was not “in business,” and at a subsequent session or update to EDMIS was “in business” (Form 641, Part II, Field 20 and Part III, Field 39).  EDMIS will compute and credit the business creation in the fiscal year in which it is reported. 

In order to count a business creation, the client must have at least two counseling sessions.  The first session must show that the client was a nascent entrepreneur.  A subsequent session or update session must then show that the client is in business (Part III, Field 39)

Question: What is the difference between long term counseling and extended engagement counseling?
Answer:

	Long-term Counseling
	Meets the definition of “Counseling” and,

Includes 5 or more hours of contact and prep time per individual or business during that fiscal year.

	Extended Engagement Client
	Meets the definition of “Counseling” and, 

Includes 5 or more hours of contact time per individual or business during that fiscal year or any prior year.


Question: What is the start date for EDMIS reporting?

Answer: October 1, 2005. This is the date that EDMIS began.  SBA makes its calculations based on the information in the system and can not include information prior to this date.  However, a client can be an active client before this date.  SBA would only count client time starting from October 1, 2005.
Q&A Regarding “Counseling”

Question: If a client works with several different resource partners, would that business or individual be counted more than one time?

Answer: Yes. It is possible that the client could be counted more than one time. SBA has no way to track if a client receives services from more than one resource partner.

Question: If a counseling client returns for assistance in a new fiscal year, is the client counted again?

Answer: Yes. The client is counted again in the new fiscal year once they have completed a counseling session.

Question: If we start counseling a client in person and then end up communicating by emails back and forth, does the email counseling time involved count for counseling?

Answer: Yes. All counseling time can be attributable to the client throughout the fiscal year, regardless of how counseling services were delivered. The follow-up time in this case would be counted as e-mail follow-up – and all hours are attributable to the client.

Question: Can resource partners use intake forms that have been designed for the specific location instead of the 641?
Answer: Yes. Partners are allowed to use an equivalent form in lieu of the Form 641.  However, the equivalent form must also include at a minimum all of the elements of the original Form 641, including the signed liability waiver. This is required in order to ensure that various partners are collecting the core information in a consistent manner.  Often partners may wish to use their own forms for web based application and/or to collect additional information. These are perfectly acceptable as long as the forms collect the same information that is collected on Form 641.
Question: Will a client need to sign a new SBA Form 641 each year to be counted as a new client?

Answer: The client's signature will need to be on file. There will need to be a transfer of data from the old SBA Form 641 to the new SBA 641 with the integration of the new EDMIS system effective October 1, 2005. Client data will not migrate to the new EDMIS. However, an old client signature on file will still be valid.

Q&A Regarding “Online/Telephone Counseling”

Question: When collecting information from the client for telephone counseling or online counseling, can a counselor indicate on the 641 that the client has agreed to the waiver by initialing the form?

Answer: No. There must be a signature in the file from the client (either a fax of the 641 or a mailed in copy of the 641) indicating that the client has agreed to the conditions of the waiver. It does not suffice to have the counselor complete the waiver for the client.  Until the SBA has electronic signature capabilities, we are requiring that a signature be on file indicating that the client has agreed to the liability waiver.

Question: The client definitions require us to collect telephone numbers for telephone counseling and e-mail addresses for on-line counseling.  Do we have to report this information to SBA?
Answer: No, this information does not need to be submitted to SBA. However, partners must collect this information and retain it locally.  This information should be readily available during a review or in the event that SBA requests this information for survey purpose.
Question: Not all the fields on the Form 641 are listed in the requirements as mandatory.  Do I need to provide the information even if it is not mandatory?
Answer: Yes. SBA expects that any information collected on the Form 641 should be submitted with the data for EDMIS unless the information has been excluded because of privacy issues.  The term mandatory field refers to the data field and not necessarily the data itself.  Some fields are not mandatory because information may not be available.  However, if the data is collected on the client, it should be reported to EDMIS.
Q&A Regarding “Training”

Question:  What is the difference between Training and Counseling?

Answer: When trying to decipher whether something is training, the first thing one should look at is whether multiple SBA resource partners (SBDC, SCORE or WBC) are involved.
If only one SBA resource partner is involved, whether they are doing the training themselves or in partnership with invited guests or other non-SBA partnered events, that resource partner takes credit for the entire event as a training.

When more than one SBA resource partner is involved (SBDC, SCORE or WBC), depending on the situation, training attendees and hours may need to be split as agreed by the partners. For example, if SBDC and SCORE co-sponsor an event at which neither of them do any training but have invited guests doing it, they would split the training attendees and hours as agreed. However, in this same scenario if SBDC does an hour training on a topic area (45 minutes training and 15 minutes Q&A), training attendees and hours are still split between SBDC and SCORE and, in addition, SBDC would also count the additional training hour and attendees for their individual session assuming the other training requirements are met.
Question: Can training provided to lenders by district offices be counted as training for Entrepreneurial Development (ED) goals?

Answer: No. To be counted as ED training, the training topic must be related to an ED program or service or be entrepreneurial in nature (a structured program of knowledge, information and/or experience on a business-related topic). Lender training does not meet these criteria.

Question: Our center offers a pre-business training series that is offered in four separate sessions. Attendees can sign up for the entire series or just one segment. How should I count and report on this training format?

Answer: Since the training event is being offered as a series, you would report on the event using one SBA Form 888. Attendees would be counted once, no matter how many sessions of the course they attended. So if an attendee attended all four of the sessions, they would be counted once for the entire series. You will also count once an attendee who attended just one of the four training sessions. An attendee list for each session should be attached to the SBA Form 888.

Question: How are training attendees counted if they sign up for two separate training seminars on different topics?

Answer: If a training attendee signs up for two separate trainings in one year, they would be counted twice. The SBA Form 888 and EDMIS do not have the capability to allow for attendee-by-attendee information for SBA training. However, if an attendee attends different sessions of a long-term training class, they are counted once.

Question: With regard to training breakout sessions, it appears that the total number of attendees reported at various breakout sessions of an event can exceed the total number of attendees at the event. If the event has 30 attendees and three breakout sessions in the morning and three breakout sessions in the afternoon and ten people attend each breakout session, a total of 60 attendees could be reported.

Answer: Breakout sessions can be counted as training as long as they meet the same requirements as regular training. There would need to be an agenda, SBA Form 888, an attendee list, and evaluation forms and the session must last for one hour. Every effort to collect race/ethnicity information must also be made. Otherwise, the breakout should be counted as an information transfer. It is correct that attendees may be counted more than once, but as long as the requirements for the training are being met – the definition is being implemented correctly.

Question: If the SBDC puts on a training event on worker's compensation, and invites an outside speaker to conduct the entire training -is this considered a training event?

Answer: Yes, if it is more than an hour in length, relates to small business management and meets the other training requirements, the SBDC gets credit for all attendees.

Question: If you are providing a long-term training course with multiple segments, is an evaluation form needed at the end of each segment?

Answer: No. An evaluation is only required at the end of the course.

Q&A Regarding “Other Topics”

Question: Do mentor-protégé roundtables need to be reported as counseling, training or informational transfers?

Answer: Yes. ED mentor-protégé activities would count as counseling, training, or as an information transfer depending on the format of the sessions. EDMIS will not have a separate section for mentoring roundtables.

Question: Can counseling and training be counted if done by someone contracted by the resource partner (or other third party), not an employee of the resource partner?

Answer: Yes. For the Women’s Business Center program, up to 49 percent of the training and counseling can be provided by a third party. The SBDC program also allows for third parties to provide training.

Question:   If one counselor meets with two clients (together), for one hour how many hours of counseling should be reported?

Answer:  As a rule, one hour.  The counselor must assess the benefit of the counseling engagement for each client.  If in the counselors professional judgment they determine that each client received equitable benefit from the counseling session the counselor may report one hour of counseling for each client.  If the counselor elects this option the counselor must support the determination in the counseling notes of each client.

Question:   If an individual client not in business (i.e. nascent entrepreneur) is pursuing more than one business opportunity, e.g. restaurant and clothing store, are they counted as two clients?

Answer:  No.  The client is the business, if it exists. In the case of a prospective business, the client is the individual (i.e., nascent entrepreneur) regardless of the number of business opportunities the individual is pursuing.

Question:   If a client receives counseling in two separate years (FY 2006 and FY 2007) are they counted as one client in each year, respectively?
Answer:  Yes.  The client is counted again in the new fiscal year once they have completed a counseling session.
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