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INTRODUCTION

The US Small Business Administration has devel oped the Entrepreneurial Management
Development System (EDMIS) in order to collect counseling, training and economic
impact information from each of our SBA partners and District Offices. EDMISisa
secure web portal that is designed around two primary forms: SBA Form 641 and SBA
Form 888. SBA partners have the option of either manually entering their counseling and
training data or using a software vendor to upload xml files.

SBA partners are required to provide counseling and training data at a minimum of
quarterly. Users that upload data files should do so at least quarterly. Users that enter the
data directly into EDMIS do so for each new session. SBA compiles the datain daily and
quarterly reports that are used to measure counseling and training performance.



Section | — Accessing EDMIS

EDMIS is accessed via the General Logon System (GLS). Only users with an approved
user identification and password will have operational accessto EDMIS. To protect the
integrity of the data, the system has a number of safeguards and is very secure. The
system will automatically recognize an authorized user’s identification code (ID &
Password) and provide operational access to the EDMIS home page.

Loginto EDMIS

1. Open abrowser (e.g. Internet Explorer 5.0 or above with 128-bit encryption) and
enter the following address on the address bar. (Note: you must includean “s’ after
“http” asthisisa secure system.)

https.//eweb.sba.qgov/gls

Once you enter the above address you should see the following view:

U.5. Smaoll Business Administratian

Your Small Business Resowrce

General Login System You have successfully logged out. Te return to any page in this system, you must log in again.

Licteaiid " Authentication

SECURE COVERNMENT ACCESS l ONLINE

Forgot Password? “ - — —
Lodin using existing E-Authentication

Instructions for GLS Credential

Request SBA User ID

SBA Account Login

Contact SBA Security

z User 1D I
What is E-
Authentication? :
Password: I
Login I Clear
Text Only
Last modified: 03062008 12:26:00 Ahd * FirstGowv  » E-Gow  * Regulations.gov  » Wihite House SBA Processing: 0.054 second:

® Privacy & Security " Information Quality ® FOLA * Ho Fear Aot ™ ADA

2. |If you aready have an SBA User ID and Password, skip to step 4. Otherwise continue
here to obtain a User ID and Password. On the following screen shot, you will notice that
on the left hand side there is a menu for several items, including instructions for GLS.



Select Request SBA User ID. You will be directed to a new page. Y ou will need to fill
out each item that is bordered in light blue. You may select your own user ID and it
should be 8 characterslong. Once you have completed this page, scroll to the bottom and
click submit.

Lagin Infonmation

Idendity Information

Mame; Firn ] iLasn Suflic - &, Sr, LI, @ic)

Dita of Biah: Imimididivaeed

FlH: |{Personal Idemsication Mumier_ Last4 Digits of S5M4)

Cantact Irformation

Conntry: ||LIT"'Eﬁl"'EEL _ﬂl

Zip+d Code; | Loskep Tiz

Straan 1 || |
I

Stk 2

Ciy Haima! || |
(Eaea)

Flhisies Himnbsar: faushyy  (Bres Cods) Phoae Membei| Edmsion)
AEh1)

T :m.msIEKI
o [ | 1

EHadl Addvass |

Fa-iontua E-Hal: [

P ] ] S|

Once you have submitted the request for a User 1D, you will receive an e-mail from

I TSecurity @sba.gov with a temporary password. Y ou can return to the main login screen
and enter the User ID and Password. First time users will be prompted to change their
passwords to an 8 character password that contains at least 3 of the following elements:

1 Capital Letter

1 Lower Case Letter
1 Number

1 Symbol

3. Once you have access through GLS, you will still need to obtain access to EDMIS.
While you can request this access yoursalf, you will need to know your Location ID
(from SBA’s Partner Information Management System). It is recommended that you
contact your program manager via email requesting access. Y ou should also send a



copy of the email to SBDCEDM I S-I1 @sba.gov. You will need the following
information:

Name, E mail, and User ID
Name and Address of your
Organization type (SBDC, WBC, etc.)

You will receive notification from | T Security @sba.gov that you have been given access
rights to EDMIS.

3. You can now proceed to log in from https://eweb.sba.gov/gls. When you log into

GL S with your password, you will first come to a welcome screen. Click OK to
proceed.

U.5. Smeol| Businass Administration

SBAS

Your Smail Business Rasowrca

General Login System Terms and Conditions

Welcome

& This is a Federal computer system and is the property of the United States Government. It is for authorized use
only.

& This web site employs software programs to monitor and audit network traffic and thereby identify unauthorized
atternpts to upload information, unauthorized attempts to change information, or atterpts to otherwise cause
damage.

& Captured data may be disclosed at the discretion of authorized SBA personnel to law enforcement personnel
and/or authorized officials of other agencies who may need access to investigate a potential security incident.

& Unauthorized use of this system or use that exceeds the users authorized access privileges is prohibited and may
constitute a wiolation of 18 1L5.C. - 1030 or other Federal laws and regulations and may result in criminal, civil,
andfor administrative action. By continuing to use this system, you indicate your awareness of, and consent to,
these terms and conditions.

s« LOG OFF IMMEDIATELY if you do not consent to the conditions stated in this notice. Otherwise click OK to
accept the terms and proceed.

Ok Log Off




After you click OK, you should see alink for EDMIS if you have been given access to
the system.

L bl s prams Bdwlelererion
Exiy Halp

(=T Charige
Prefile LrorTy Fursetan Fassmand

Wb ome Bauce Purdy, Loceion
Geperal Login System « Choose Function
Applications available with the present login

= [Erivsrranaunal evekement Managsment iiarmat on Svaterm (SR 2
Doyl ywish to Lipdare Prof k7

Clicking on the link will bring you to the main page for EDMIS. The page will appear
different depending on your access rights. Following is an example of a main page for a
Women's Business Center.

U.5. Small Businass Administratian

SB‘W :

Your Small Business Resourca

EDMIS I

Add

Counseling (541) WBC - Home Page

Training (888) Wamen's Business Centers provide lang-term training, counseling, netwarking and
i 5 mentaring to potential and existing entrepreneurs, Wormen's Business Centers (WBCES) are
pearch / Edit/ Print Incated throughout the United States including, the District of Colurbia, Virgin Islands,
Counseling (641) Puerto Rico and American Samoa. The centers are designed to taraet socially and
Training (888) economically disadvantaged women but serve all women, with programs specifically tailored
1o their communities.

pload

Counseling (641) i S [ % i
Training (888) Last modified: 04/07/2008 5:19:57 PM SBA Processing: 0.042 seconds “ersion: 2.0

pload Status
Counseling (641)
Training (838)

eporis
Management
Operational

Search/Edit/Print

Once you get to this point, you are now ready to enter or upload EDMIS data. From the
Menu Bar on the left as seen above, the functions are:

Add Counseling or Training data

Search / Edit / Print Counseling or Training data
Upload Counseling or Training data

Upload Status Counseling or Training data
Reports

Economic Impact



Section Il - Manually Entering Data into EDMIS

Adding 641 Part | - Reguest for Counsdling

The add feature works in a similar fashion for both the 641 and 888. To add a new 641,
click the link for Counseling (641) under the section for Add. All fields presented in

BOLD font and outlined in blue are mandatory fields and must be completed.

Following are images of the actual data entry screens.

U.5. Small Business Administretien

Your Small Business Resoorce

EDMIS I

Add
Counseling (641)
Training (888)

Search f Edit / Print
Counseling (641)
Training (888)

Upload
Counseling (641)
Training (888)

Upload Status
Counseling (641)
Training (888)

Reporis
Management
Operational

Economic Impact
Add
Search/Edit/Print

Request for Counseling (Form 641 Part 1 8 2)

Bold indicates required fields

1. Location ISeIect a location 'I
1a. Type of I—Ll

Client Select a type of client

Partmer Client “ ‘

Number

Part I: Client Regquest for Counseling

— 3. Client Mame

Last Name “ |

First Name “ |

tdiddle Initial I

4. Email |

—Aa. Telephone

Primary | N |

Secondar\;l I I

6. Fax | I I
— 7. Address F PO Box
Country, “UNITED STATES j|

Zip/Zip+4: I:“ Lookup Zip |

Strest 1 |

Street 2 |

City; [ State:

E

1. Location - For SBA users thisis the field/branch office code, the system populates this

information For Resource Partners this is the location code of the office/service center

providing the counseling



la. Typeof Client —thetype of counseling being provided, i.e. face-to-face, online, etc.
2. Partner Client Number — (not used by Field Offices); Resource Partners may input
their internally assigned number.

3. Client Name (Part 1: Client Request for Counseling) —

4. E-mall

5. Phone

6. Fax

7. Street/P.O. Box Address of client

8. City

9. State

10. ZIP Code + 4 if available

Add 11. Agreement
Counseling (641) Indicator Yes L ND

Training (888
g (883) —12. Preferred date & time for appaintment

lSearch / Edit f Print Diate I (MBIDI DY)

Counseling (641
Training ;ag: I Timel (HH:M (24-hour clock)

P(!::::eling (541) — 13. Client Signature and Date

Training (888) Client signed
pload Status Date ’%
Counseling (641) (MMDDIY)

aining o

11. Agreement Indicator — Thisfield reflects that the client has signed the form
agreeing to the following statement. | request business counseling service from the Small
Business Administration (SBA) or an SBA Resource Partner. | agree to cooperate should | be selected to
participate in surveys designed to evaluate SBA services. | permit SBA or its agent the use of my name
and address for SBA surveys and information mailings regarding SBA products and services (Yes No). |
understand that any information disclosed will be held in strict confidence. (SBA will not provide your
personal information to commercial entities.) | authorize SBA to furnish relevant information to the
assigned management counselor(s). | further understand that the counselor(s) agrees not to: 1) recommend
goods or services from sources in which he/she has an interest, and 2) accept fees or commissions
developing from this counseling relationship. In consideration of the counselor(s) furnishing management
or technical assistance, | waive all claims against SBA personnel, and that of its Resource Partners and host
organizations, arising from this assistance.

12. Preferred date and time of appointment

13. Client Signed (Required) did the client sign the 641 form?

Date (Required) what is the date the client signed the 6417

10



Adding 641 Part || - Client I ntake (to be completed by all Clients) Questions 14-19

—14. Race (mark one or more)

Part II: Client Intake (to be completed by all Clients)

[T Black or African Ametican
[T american Indian or Alaska Native
[T asian

[T Unanswered
I white
[ Mative Hawaiian or Other Pacific Islander

—15. Ethnicity

" Hispanic or Latino
" Mot Hispanic or Latino

 Unknown/MotStated

—16. Gender

" Ferale
' Male

' Unknown/NotStated

—17. Do you consider yourself a person with a disability?

' Yes
Mo

" Unknown/MNot Stated

— 18. Veteran Status

" Mon-veteran
" Service Disabled Veteran

" Unknown/MotStated
™ weteran

— 18a. Military Status

" Member of Reserve or Mational Guard
" On Active Duty

 Unknown/Mot Stated

— 19, What inspired you to contact us? (mark all that apply)

™ seA

[T Bank

" Business Cwner
™ Television/Radio
[T other Client

[T Magazine

™ Internet

[ Mewspaper

[T Chamber of Comrmerce

™ Educational Institution

[ Local Econornic Development Official
™ wiard of Mouth

™ UnknowniMot Stated

[T other

Other media (specify)

ves ™ N

— 20, Is the Client Currently in Business? (If no, skip to 30)

11



20. Istheclient currently in Business? (If “yes” then fields 22-29 arerequired)

r—Business Information

21. Mame of Company |

r— 22 Type of Business (choose primary categony)

o Adgriculture, Farestry, Fishing and Hunting " Real Estate and Rental and Leasing

o Mining o FProfessional, Scientific, and Technical Services

0 Utilities o Management of Companies and Enterprises

" Construction 0 adrrinistrative and Support and Waste Management
" Manufacturing and Remediation Services

 Whalesale Trade " Educational Services

' Retail Trade " Health Care and Social Assistance

e Transportation and Warehousing o Arts, Entertainment, and Recreation

0 Infarmation " accormmodation and Food Services

 Finance and Insurance T Other Services {except Public Administration)

" Public Administration

Maote: Administrative and Support, Waste Management and Remediation Services hawve the same MAICS code inthe MAICS Table and
hence appear together.

— 23. Business Ownership

Malel % Femalel %

r— 24, Business Started

rumnthl [hn ‘r‘earl )

— 25. Dovyou conduct business onling?
T ves © No

r— 26. 15 this a home based business?
Cves O Mo

27 Total Mumber of Emplovees I—
full & parttime)

r— 28. Foryour most recent full business year, what were your;

Gross RevenuesiSales $|
+Profits)-Losses $|

— 259, what is the legal entity of your business?

" Sole Proprietorship 0 Lirnited Liability Cormpany(LLC)
" Parnership " Subchapter § Corporation
 Corporation T Other

Other legal entity (specif

12



— 30.¥hatis the nature of counseling you are seeking?
" Startup Assistance " Government Contracting
" Business Plan " Franchising
™ Financing/Capital " BuySell Business
@ Managing Business @ TechnologyComputers
" Hurnan Resources/Managing Ermplovess " eCommerce
" Custorner Relations " Legal Issues
" Business Accounting/Budget " International Trade
" Cash Flow Management " UnknowniMaot Stated
" Tax Planning 0 Other
" Marketing/Sales

Cther counseling (specify}l

Reset |

30. What isthe nature of counseling you ar e seeking? — Primary or dominant
counseling category is chosen.

Question 30 isthe last question for Parts | and I1. Click submit and a new Part 111 will
open.

Adding 641 Part |11 - Counselor Record

31, 32, 34, 36, 37, 38 are populated from SBA Form 641, Part |

Counseling Information Form (Form 641 Part 3)

Bold indicates required fields

Farner Session Mumber |

— 31, Client Mame

LastHame |

First Mame |
Middle Initial I

32, Email

33 Telephone

Primary | | |

Sewndar\;l | |

34, Fax

13



34, Address PO Box
Country: ||UNITED STATES a
Zipip+4: | ) Lookup Zip |
Strest1 |
Strest? |
City: [ State: [\4

39. Is the client C tly in Busi 7 (If ki
x 445} he client Currently in Business? (If no, skip C ves & Mo

r— Business Information

r— 40, Business Started

Munthl (R Yearl IRk

41, Total Mumber of Employees I—

ffull & parttime)

r— 42, As ofthe maost recent ounseling date and for the maost reent business yvear, what are the client's annual:

Gross RevenuesiSales $| +Profitsi-Losses $|

r— 43, 584 ar Resource Parner Servie Contributed ta the following:
Total Amount of SBA Loans I— Mo. of Government Contracts or Subcontracts I—

5 Received

Total Amount of Mon-SBA I— Dollar Value of Government Contracts I—
Loans § Received §

Armount of Equity Capital I— Did counseling received result in starting a
Received husiness? Cves O Mo

39. Istheclient currently in Business? — If answer is“Yes’ then user must complete
40, 41 and the last question in block 43.

— 44. What was the nature of the counseling you provided the client?

" Starkup Assistance i Government Contracting
" Business Plan " Franchising

" FinancingiCapital " BuwiSell Business

O lanading Business L TechnologywComputars
' Hurman ResourcesManaging Employees T eCommerce

" Customer Relations " Legal Issues

" Business Accounting/Budget " International Trade

" Cash Flow Managerment = UnknowriMot Stated

" Tax Planning ' Other

P

MarketingiSales

Flease specify ather counseling provided

45. Type of Counseling || Select a type of Counseling j




44. What was the nature of the counseling you provided the client? — User can only
select one
45. Type of counseling? — select from the drop down

— 46. Language(s) used

[T English [T Other
[ Spanish

Other Languadge (speciﬂr}ll

— 47. History
' Mew Case " Case Close Out
 Follow-up " One Time
48. Date Counseled || MMIDDAT)
49. Counselor(s) Name ||
50a. Contact Hours I
50b. Prep Hours I
50c. Travel Howrs I
51, Did more than one person attend the counseling Cves © Mo
session?
Ifyes, how many attendees 7 I
52, Counselor's Motes d

I characters left. Maximurm 1000 Characters.
Reset |

46. L anguages used? —The language spoken during the counseling?
47. History

48. Date Counseled

49. Counselor(s) Name

50a.Contact Hours

50b. Prep Hours- if nore, then input zero
50c. Travel Hours - if none, then input zero

NOTE: In fields pertaining to dollar amounts, do not input $ signs,
commas, or decimal points. Thefield will accept a minus(-) sign to
indicate a hegative integer.

15



Adding a Management Training Report (888)
Just like with the 641, all fields bordered in blue must be completed in order to submit the
888.

Management Training Report

| Bold indicates required fields

— 1. Location

|| Select a location j

r— Partner Training Mumber

— 2. Program Format

| |Se|eu:t a Prograrn Farmat j

— 3. Training Details

Training I
Title: ‘

Date: ‘l (MMID DAY )
Number
of I

Sessions:

Total
Training I

Hours:

— 4. Location of Training

Country: ||UNITED STATES =

FiplZip+4: | g Lookup Zip |

ity | State: |

1. Location - This For SBA usersthisis the field/branch office code, the system
populates this information; For Resource Partners thisis the location code of the
office/service center providing the training.

Partner Training Number (Not used by Fields)
2. Program Format - Was the training a seminar, a course, online or Teleconference?
3. Training Details
4. Location of Training

16



— 5. Total Humber Trained

Currently in Business

Mot ¥etin Business

Feaple with Disabilities

Wiamen

Total Weteran

Service-Dizahled Yeterans

Members of Reserve or
Mational Guard

0 OOOOoo

Total Number Traitred

— 6. Minorities Trained
Race:

Asian

WWhite

Ethnicity:

Hispanic or Lating

Mot Hispanic or Latino

U 00 odoon

Black or African American

American Indian or Alaska Mative

Mative Hawaiian ar Other Pacific 1slander

Total Mumhber of Minorities Trained

— 7. Language(s) Used

™ Enalish

— 8. Training Topic

Star-up Assistance
Business Flan
FinancingiCapital
Managing Business

Customer Relations
Business Accounting/Budoget
Cash Flow Management
Tax Planning
MarketingfSales

o NeNeNe e Ne N Ne NeNe)

Human Resources/Managing Emplayees

Gowvernment Contracting
Franchising

BuySell Business
TechnologyiComputers
eCOmmerce

Legal Issues
International Trade
Unknown/Mot Stated

Otheril

O O0O000OD0000

5. Total Number Trained

6. Minorities Trained if none, then input zero

7. Language(s) Used

8. Training Topic (primary topic only)

17



— 9, Resource Partners Participating

[T Charber Of Cormmerce

[T scoRE ™ For-Profit Organization
[T seOC [T online Training Resource
™ women's Business Center ™ SBA District Office

™ vaoc [T native Ametican Center
™ Educational Institution ™ sea:|

[ Trade or Professional Association I

[T oOther Government Agency

| Other:l
—10. Attendee Fee
number of attendeas fee ¢ attendee Total
Full Fee: I $|D.EID $|EI.DEI
Discounted Fee: I $|D.EID 5 IEI.DEI
Mo Fee: I F0
Mo Show Income: I $|D.EID $|EI.DEI
Other Incarme: $ |0.00
TOTAL Income: ¢ |0.00
—11.What is the dollar amount of faes that your arganization received?
S IEI.EIEI

12. Sponsor(s)

Mame of Mame of Co-
Sponsaoar; Sponsar;

Submit | Feset |

9. Resour ce Partners Participating

10. Attendee Fee I nfor mation

11. Total Dollar Amount of Fees Received for Event
12. Sponsor and Co-Sponsor Names.

18



Section |11 —Uploading XML Data Files

Uploading Files

For SBA Partnersthat are using a software package to collect 641 and 888 data, on a
quarterly basis, they will need to log into GL S to access EDMIS (Section I) and click on
the Upload link for either Counseling (641) or Training (888).

Before you can upload afile, the file must comply with the xml schema and data
requirements. The latest version of these can be found at
http://www.sba.gov/private/edmis2/private. If you are using a software vendor, they
should be familiar with these documents and should have the capability of creating the
correct xml. Y ou should consult with your software vendor for more details regarding
how they create the xml file.

Once your system has the capability of creating an appropriate xml file, you will be able
to upload data files quarterly as opposed to manually entering each record. The
following image is a display of results from selecting the Counsealing (641) link.

LA S| B rems B o s B Peint Exit
Tawy Saall Badkiii Baidavda
EOMIS Il

dd
Counsellng HE1) Upload 641 Mie
Training E&F)

Soarch | Edit ! Primt I Vil iz 5 g7 e B B WO, frledase Zig i XML il s upbead te Fip b
Coinseling Hidl) "
Training E&F) Fllabmc@j-l _Browzo.. |

Mg Lpkad
Counseling BE1) 4
Training E&F]

“Pé:'d 51““""' Laet modiied: 10242007 12:01:47 P SEAPmce=sirg 0.3 seconds Yersion: 20

ursellng
Training [E&F)]

19



Locate the xml file that you wish to upload. Click on the Browse button, select the file to
upload and click the Open button.

File Upload B 1N ﬂﬂ
Look in: I = Local Dizgk [C:] _ﬂ drn fji o~
Borland CWINNT
abs | WUTemp
CFusioni S AUTOEXEC . BAT
Documents and Settings | %] COMFIG, 5¥S
innis qpmd3377.bin
Pragram Files =] TrackitAudit.id
QUARAMNTIMNE Ea Intitled? . xml
rafi
SITES
stkars
Sun
File name: | Untitled? ml | Open |
Filez of tppe: |r1'-.|| Filez j Cancel |
7

The screen which has the address of the file will appear. Click on the upload button

Awar Small fausiei Eriewnd s

Counseling [E41) Upload 641 file

Trainimg [BBE) |
Soarch / Edit ! Prim If e file sreas greaten i 8 BB, pleas e 2ip fhe XKL file amil uglond the Zip file.

Counseling [B11)
Training M88) Filg 1o upmau;k Sntitle? sl Brorwesa.

boad
wf-u:rnelirlg B Ay
Traninlng @8]

Upload Stalus Lastrmodiied | URJI00F 120047 Pl SB8 Processiog 0,39 seconds version 10
Counsaling [B41)

Training (A88)

Once the user clicks on the upload button, a screen will appear that indicates the file
successfully uploaded and that email confirmationwill be sent once the file has been
processed.

Note: Users can expect to receive email confirmation the day after submitting the file.

20



Checking the Upload Status

The user can log into EDMIS and view the upload status of the file from the EDMIS
menu. The user will be asked to input a date range; thisrangeisfor date of upload,
not for record dates (asin the screen below).

EDMIS |
Add -
Counseling [541] 641 Upload Status

Tradning E=8)
Search / Edit f Prini

Ca H i
T'r:::urg4 : Filg Upicad Smﬂtlale:f [NPIDEA Y

Upload File Unload End D= | PARDO
Comnsaling [541)

Tradning B%8 Subenil

Upload Siatus
Comnseling [541)
Tiwining B26)

Ples=e anter the File Lpboad hegin and end dates

Lagl modiied 10242007 120057 Pl SBO Proceszing: 0007 2 seconds version. 2.0

The upload status will indicate if the file has been processed or not. If the file has been
processed it will give the summary information of number of successfully loaded records
and number of failed records. It will also havealink totheerror fileif there were any
errors.

641 Upload Status

Upload Process Process Successful Fail Error
Date Start Date | End Date Records Records | File

132008
4:25:13 PM

File Name Status

WithPartnerClienthum.xml |[Pending

Last modified; 10/24/2007 12:01:38 PM SBA Processing: 0.32 seconds Version: 2.0

General Guidelinesfor Submitting 641 Records

641 clients have different sets of required fields depending upon the Type of
Client classification (Face-to-face, Telephone or Email). Refer to Data
Requirements. All of the required fields must be completely filled in for the
record to be successfully loaded into the database. The XML document must
include default values as documented in "Data Requirements Documents” if there
is no data collected for the data elements.

641 Part 1, 2 and 3 isrequired to input the first record for a client in the database.
641 Part |11 records may be submitted without their parent Part | & 11 record(s)
provided the Part | & Il already existsin EDMIS (i.e. it was previously loaded).
This option will help reduce the file size of the XML update files

The 641 Part | & 11 are only loaded once into EDMIS for each client with sessions
spanning multiple years of service, i.e. do not add the same client each new fiscal

21



year with a different unique Partner Number, EDMIS reports will reflect annual
activity based on the 641 Part 111 records.
641 Part | & 1 records may be updated to reflect new or revised information.
Only Type of Client and Client Registration Date (Client Signature Date)
cannot be modified after the end of a fiscal year.
641 Part 111 cannot be modified after the end of afiscal year.
641 Part |11, Field 47 - History has the following values: New Case, Follow- up,
Case Close Out, or One Time

o For any single client, there should only be one session (Part 111) designated

as “New Case” over the lifetime of that client
0 Case Close Out session(s) will not increment client counts nor counseling
hours in SBA reports

641 Part 111 data will automatically change a client’s existing Part 1& 2 datain the
EDMIS database. Resource partners could submit revised Part | & 11 records to
revise Part | & Il information for clients.
If anew case session already exists for a client in the database, then 641 Part |11
of aNew Case session has to be supplied along with 641 Part | & Il to modify the
Client Type before the end of the fiscal year.
If there is no existing new case session for a client in the database and a new case
session is being added then the Counseling Type of this new case session has to
match with the existing Client Type in the database.
If anew case session aready exists for a client in the database and this 641 Part
Il is being modified before the end of the year then Counseling Type of this new
case session has to match with the existing Client Type in the database.
641 Part | & 11, 641 Part 111 of the new case session have to be supplied to modify
the Counseling Type of the new case session before the end of the fiscal year.

In EDMIS, records can be added, edited or deleted by setting the record’s * Active
Indicator’ to “A” for Active or “1” for Inactive. The“A” designation is used for either
inserting new records or editing existing records. The “1” designation will make active
records inactive and is sSimilar to a delete action. Deleted records are not actually
removed from the SBA database but are no longer available to reports or search actions.

Deleting 641 Records

Todeletea64l1 Part | & 1l Client, submit the client record and only the following
fields are required:

1. Partner Client Number

2. Location Code for the Resources Partner or Office Code for the Field Office
3. Client Active Indicator = “I”

Deletingthe 641 Part | &11 Client record also deletes any associated
counseling session for that client. It is a cascading delete.

To delete a641 Part |11 counseling session, submit the session record and only the
following fields are required:

1. Partner Client Number

2. Partner Session Number
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3. Location Code for the Resources Partner or Office Code for the Field Office
4. Session Active Indicator = “1”

Note: Records cannot be deleted after the end of the Fiscal Year. The only session (641
Part I11) of a client cannot be deleted

General Guidelinesfor Submitting 888 Records

888 has required fields depending upon the Data Requirements. All of the
required fields must be completely filled in for the record to be successfully
loaded into the database. The XML document must include default vaues
as documented in "Data Requirements Documents’ if there is no data
collected for the data el ements.

888 cannot be modified after certification.

Deleting 888 Records

To delete an 888 record, submit the record and only the following fields are required:
1. Partner Training Number

2. Location Code for the Resources Partner or Office Code for the Field Office

3. Training Active Indicator = “1”

Note: Quarterly uploads are due 30 days after the end of the Fiscal Quarter. SBA
allows a 5 day grace period to allow for data error corrections. If you can not meet
the deadline, you need to immediately contact your program manager for your
program. That manger can make the deter mination whether to allow additional
timefor an upload.

Email Confirmation Reports

Email Confirmation Reportsfor 641

There are two reports Summary Report ard Error Report that will be emailed to the
user’s email addressin the GL S system.

If the size of the Error Report is greater than 500K then it will not be sent as an
attachment. The confirmation email will have the name of the error file, alink to the
EDMIS website and the following statement:

Theerror fileistoo big to be sent as an attachment. Pleaselogin EDMI1S and click
on Upload Statusto view theerror file.

NOTE: Thedatesto input in the search fields are UPL OAD dates not record dates.
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The Summary Report has the following details
1. Number of successfully loaded records
2. Number of rejected records.

The Error Report has all the rejected records with the following details.
Record Number

Partner Client Number

Partner Session Number

Location I D / Office Code

Explanation of the failure

agrp®ODE

Email Confirmation Reportsfor 838

There are two reports Summary Report and Error Report that will be emailed to the
user’s email addressin the GL S system.

If the size of the Error Report is greater than 500K then it will not be sent as an
attachment. The confirmation email will have the name of the error file, alink to the
EDMIS website and the following statement:

Theerror fileistoo big to be sent as an attachment. Pleaselogin EDM IS and click
on Upload Statusto view theerror file.

NOTE: Thedatesto input in the search fields are UPL OAD dates not record dates.

The Summary Report has the following details
1. Number of successfully loaded records
2. Number of rgjected records.

The Error Report has all the rgjected records with the following details.
1. Record Number

2. Partner Training Number

3. Location ID / Office Code

4. Explanation of the failure
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Section IV — Entering Additional Impact Data

Both the Women's Business Center and Small Business Development Center programs
require each of the partners to provide some impact data that is separate from the 641.
The screen images from each are provided below. Partners should consult the program
announcement for specific guidance on providing this information.

Economic | mpact Screen for WBC's

U.5. Smoll Besiness Administration |

SB" —

Your Small Business Resowres

EDMIS I

Add g
Courmallng £}

Training (888) Bold indicates required fields

Search / Edit / Print Location || j

Counseling (641)

Training (888) Fiscal Year |2EIEIB "l

Upload
Counseling (641) Habs Crealed ||
Training (888) Businesses I
Upload Status Etastad |
Counseling (541) Gross Receipts of
Training (888) Assisted ‘$|
Concerns
Reporis Increases or
Management decreases in ‘ I
Operational profits of Assisted |®
Concerns

Economic Impact
Add P Submit |

Search/Edit/Print

Last modified; 10/2452007 1:48:02 PM SBA Processing: 0.0686 seconds Yersion: 2.0
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Economic | mpact Screen for SBDCs

U5, Small Business Administraton

| Print | Exit

Your Small Business Resovrce

Add ;
Sl

Training (888) Bold indicates required fields

Search / Edit / Print Location I ) vl
Counseling {641) Pt
Training (888 1 -
g (888) S [2008 ~]
Upload Jobs I
Counseling (641) Created |
Training (888) Jobs |
Upload Status Retained |
Counseling (641) I—
Training (888) ales i
State
Reports Taxes ‘$|
Management
Operational Federal ‘$|
Taxes
Economic Impact Number
Add of SBA ||
Search/Edit/Print loans
SBA
Loan ‘$|
Dollars
Number
of Non I—
SBA
loans
Non-SBA —m——=————
Loan $|
Dollars
Equity ‘ I
Capital ¥

Submit |
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Section V — Using EDMISto Locate and Edit Records

Search / Edit / Print 641

This screen allows the user to Searcha previously entered 641. Any records that match
the criteria selected will be returned.

EDMIS NI

Badd
Counseling fd1)
Traiming E88)

Search | Edit/ Primt

Counseling [541] La=tNarne | Search I
Training #28)

Upload

Counseling [G41)
Training @%8)

Counssling Date
Upload States

Hagin Dzt CMRTONY ¥ Y]
Couimseiing [5d1]

Training @&H) End Diate (MBTOEY YY)

Heparts
Management M’

Operatianal

Economic impac

S parchiEditPrint
5B Clert b | Saarch !

Paitrer Glian Mumbar Zmarch

Last Name —If the user knows the client’ s last name this field can be used to search
Counseling Date — If the user wants to search by date range search thenthe begin

and end dates of the range are entered here.
SBA Client Number — Users may also search using the system assigned SBA Client
Number
Partner Client Number — Resource partners may search by their internal Client number,
if they input that number in the database.

The Search results will show the Parts | and Il (highlighted in yellow) and each part 3

with the respective session number. From this search results screen you can update,
delete or print the 641 information by clicking on the icons associated with each file.

27



Search Result Records
Your Search returned 1 Client recards and 2 Counseling recards. Please Click here to perfarm a new search.

Search Result

ST N A Mdl. SBA Client SBA Session Location Partnar Glient Spam‘_er Last  First
kL LA S A Dunsg ing Number Humber Code Humber . Mame  Mame
Session Mumhber
G 0 = 458830 475844 whel Lyfard  Chancy
@ 0 = 1 Lyford  Chancy
@ @ = 2 Lyford  Chancy

Search / Edit / Print 888

Search Function - 888

Training Titlel Search |

rTraining Date

Begin Datel (MMDDSY YY)
End Date I (MDD Y YY)

Search |

SBA Training Numberl Search |

Training Title — User may search by the title of the training
Training Date — If the user wants to search by date range search thenthe begin and end
dates of the range are entered here
SBA Training Number —User may searchusing the system assigned SBA Training
Number



Section VI — Accessing Reports

M anagement Reports

SBA has two types of reports that are used both by SBA and by our partners. These
reports display quarterly or daily data (depending on your selection). Quarterly reports
are static pages that are created after the end of each quarter. They are generally
available around the 10" of the month following a quarterly upload. Daily reports are
updated each night and should contain the most recent data.

The first set of reportsis called Management Reports. Y ou may aso choose to view
these as HTML files or as downloadable Excel files. These reports focus on management
impact and demographics.

dd § mal B ihem is Admlatitiada
" " print Exit

Aadd

Counseling [Ed1) EDMISTI - Management Heports

Training [BE%) —
Saareh J EdiL/ Brint | Repart Excel Formt HTML Fornat

Counseling B41]

Teaining [BE8) | [ an=gemient femact it HTRAL
Upload |'I1'Lamegmnm Dremmographc g] HTRAL

Counseling B41]

Training @es | M ansgenent In-Businese ] HTRIL
Upload Status 5 G HTRML

Conseling [641] |t"'['a“”af"'*m''”.’11 Sen i)

Training BAE)

Reparts
Managamant
Operational
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Selecting either the HTML or Excel format will bring up a screen that allows the user to
select various search criteria

U.5. Smeoll Business Adminlstratisn

Your Small Business Rosourca

EDMIS II

Add
Counseling [641)
Training (888)

Search / Edit / Print
Counseling [641)
Training (888)

Upload
Counseling [641)
Training (888)

Upload Status
Counseling (641)
Training (888)

Reports
Management
Operational

Economic Impact
Add
Search/Edit/Print

Oper ational Reports

Management Impact Report in html Format

Lead Location
Marme:

District Office
Code:

State:

Congressional
District:

Summary:

Regional Office:

Data Entered By

Data Emtered For/Credited To:

f Al

[arz]
f Al =

f Al i3

| Daily =
Submit |

H

The purpose of the Operational Reports is to verify the data in the xml file upload. Each
data field is displayed for every record within the selection parameters. Thisreport is
very useful in trying to trouble shoot errors.

115, il i et il abo s N

Tnar vl Buihuiia fann e

Add
Counmseiimg B41)
Treiming @8E)
Search | Edit [ Prim

Counseling §41)
Traiming 88}

Upload
Coumselimg [541)

Training @80}

Upload Stats

EDMIE 11 - Operational Reparts

Report Exeel Format HIML Foumat
ot ) ) ML
= =] HTRML

Counseling [541)
Traiming @88}

Repors
Managemenl
Opuoralional

Examples of the various report formats are included in Appendix B.
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Useful

Appendix A — Additional Resour ces

Web Links

https.//eweb.sba.qov/gls - Thisis the main page used to access EDMIS. You can request a
User ID and request a password from this link as well. If you are having trouble accessing
the system, you should contact your point of contact for your program.

http://www.sha.gov/private/edmis2/private- This site is the repository for EDMIS
information including: data requirements, xml schema, client definitions, and other
documents relating to EDMIS.

http://web.sba.gov/list/ - From the Newsletter page, you can sign up to be on the EDMIS
listserv. This Listserv is used by SBA to send out messages regarding EDMIS.

SBDCEDMIS-1l@sba.gov— Thisis an e-mail box set up for all EDMIS questions. When
you send an email to your program point of contact regarding EDMIS, please also include a
copy to this to ensure that the EDMIS project officer also receives a copy.
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