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California Department of General 
Services, Procurement Division

Welcome to Training for the 
eProcurement System

California State Contracts Register



What is eProcurement?

Effective March 16, 2009, eProcurement is the new portal for the California State Contracts 
Register (CSCR), the State Contracting and Procurement Registration System (SCPRS), 
the online Small Business and Disabled Veteran Business Enterprise queries and the 
statewide Leveraged Procurement Agreements (LPAs). These systems have a new look 
and feel and can only be accessed through the new web-based eProcurement system.

The DGS-PD has contracted with an application service provider, BidSync (formerly RFP 
Depot), to host its web-based procurement system. The system accommodates State, 
supplier, and local government users.

The eProcurement system consolidates the following DGS-PD procurement services: 
CSCR 
SCPRS
Online SB/DVBE queries 
Online SB/DVBE certification application
Consolidated access to all LPAs



eProcurement CSCR

Agency Advertisement 
Entry
For Non-Pilot 
Departments



Objectives

Enter agency advertisements into the 
Contracts Register through eProcurement
Classify acquisitions using UNSPSC 
classification codes
Apply and utilize the approval workflow 
system



Is it mandatory to use 
eProcurement?

All State laws and policies remain in effect

User logons
– User logon needed to post information to CSCR
– User logon needed to view attachments to 

solicitations
– No user logon needed to view CSCR listings



What’s old/what’s new

Former CSCR eProcurement CSCR
Solicitation advertisements

Construction progress payments

Contractor advertisements

Subscription outreach service

Contracts awarded or intents to 
award

Special announcements

Can be accessed via the 
eProcurement home 
page:

www.eprocure.dgs.ca.gov



BidSync CSCR Entry

1. Go to the eProcurement home page
www.eprocure.dgs.gov

2. Login to eProcurement
– Contact your system administrator if you do not receive a 

user logon after completion of eProcurement training.

3. Verify Supplier status

4. Create a solicitation

5. Ready your solicitation for approval

6. Release your solicitation to the public



The eProcurement
Home Page

The eProcurement
Home Page



Login hereLogin here



Your Personal
Home Page

Your Personal
Home Page
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Supplier Search

1. Click on Supplier Search

2. Search Locked Suppliers
Preferred search method:  search by Federal Employer 
Identification Number

3. Verify the supplier is in “lock” status

If you have a bidders list, search eProcurement first  to determine if 
they are properly registered in the system.

If you have a bidders list, search eProcurement first  to determine if 
they are properly registered in the system.
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Click here to start 
Supplier Search

Click here to start 
Supplier Search
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Searching by “All 
Suppliers” will access all 
Suppliers registered 
with the eProcurement
vendor.

Searching by “All 
Suppliers” will access all 
Suppliers registered 
with the eProcurement
vendor.

You may receive 
multiple listings for the 
same supplier.  You 
must view the supplier’s 
General Information to 
ascertain which is the 
proper listing to use.  
Click on the supplier’s 
name to access this 
information.

You may receive 
multiple listings for the 
same supplier.  You 
must view the supplier’s 
General Information to 
ascertain which is the 
proper listing to use.  
Click on the supplier’s 
name to access this 
information.
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Verify that a supplier listing is correct by 
viewing its General Information.  A supplier 
listing in “unlocked” status should NOT be 
used.

Verify that a supplier listing is correct by 
viewing its General Information.  A supplier 
listing in “unlocked” status should NOT be 
used.
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Searching by “Search 
Locked Suppliers” filters 
your search to only 
those supplier listings 
that are verified and 
ready for you to use.

Searching by “Search 
Locked Suppliers” filters 
your search to only 
those supplier listings 
that are verified and 
ready for you to use.



This listing for this 
supplier is Locked.  This 
is the listing for this 
supplier that you can 
use in your 
eProcurement entry.

This listing for this 
supplier is Locked.  This 
is the listing for this 
supplier that you can 
use in your 
eProcurement entry.
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Searching tips

Filter your search by Search Locked Suppliers.

Conduct a thorough search
– Preferred search:  FEIN or SSN
– Search by variations of the company name

If no supplier results are returned
– Contact your System Administrator for your department’s policy 

on Quick Adds

Note: The system administrator may contact the supplier directly to 
request that the supplier register in the new eProcurment system.
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Begin your CSCR entry 
by clicking on Create a 
Solicitation.

Begin your CSCR entry 
by clicking on Create a 
Solicitation.



The first page of 2 pages that 
must be completed. Each field 
on this page  is a mandatory 
entry. Once you select Next 
Page, you cannot return to this 
page to edit.

The first page of 2 pages that 
must be completed. Each field 
on this page  is a mandatory 
entry. Once you select Next 
Page, you cannot return to this 
page to edit.

For future reporting use, it is 
recommended you use your 
actual Budgeted Amount.

For future reporting use, it is 
recommended you use your 
actual Budgeted Amount.



The top of the 2nd page.The top of the 2nd page.

This selection is 
optional.

This selection is 
optional.



Entering information for 
your pre-bid events 
(conferences, 
demonstrations, walk-
throughs).

Entering information for 
your pre-bid events 
(conferences, 
demonstrations, walk-
throughs).



BillCode is a mandatory entry.  
The remaining Account Codes 
are optional.

BillCode is a mandatory entry.  
The remaining Account Codes 
are optional.

This is your advertisement 
area.  This space allows for 
unlimited entry.

This is your advertisement 
area.  This space allows for 
unlimited entry.

Expected Expenditure  is a 
mandatory entry.  For future 
reporting use, it is 
recommended you use your 
actual Expected Expenditure 
amount.

Expected Expenditure  is a 
mandatory entry.  For future 
reporting use, it is 
recommended you use your 
actual Expected Expenditure 
amount.



Select Contractor Licenses 
(if applicable).

Select Contractor Licenses 
(if applicable).



Click Upload Document to upload your 
solicitation documents (forms, additional 
provisions, exhibits, etc.). 

Click Upload Document to upload your 
solicitation documents (forms, additional 
provisions, exhibits, etc.). 



Uploading attachments is 
similar to adding 
attachments to an email.  
Select Browse, then click 
on the document you wish 
to load.  Upload as many 
documents as required, 
then select Done.

Uploading attachments is 
similar to adding 
attachments to an email.  
Select Browse, then click 
on the document you wish 
to load.  Upload as many 
documents as required, 
then select Done.



Type in a word(s) to describe the 
service or good you seek to acquire.  
Then click Search. 

Type in a word(s) to describe the 
service or good you seek to acquire.  
Then click Search. 

Enter UNSPSC Codes. Enter UNSPSC Codes. 



Suggested codes appear. Select 
those that apply to your acquisition.  
Then click Add Classifications.

Use the Hints button for more code 
description, if needed.

Suggested codes appear. Select 
those that apply to your acquisition.  
Then click Add Classifications.

Use the Hints button for more code 
description, if needed.



See the next screen for a description of 
these publication options. 

See the next screen for a description of 
these publication options. 



Suppliers & Solicitation Types

Public
– General public has access to your solicitation
– Suppliers that match UNSPSC codes will receive notification.
– You can also invite specific suppliers to view your solicitation

Exempt
– Only suppliers you invite receive notification
– Appropriate for NCBs, emergency purchases. 
– The general public can access Exempt ads through the “Alternative Access”

spreadsheet on the eProcurement homepage

Private
– Solicitation never made public
– Only suppliers you invite have access to your solicitation and receive notification

Regional
– General public has access.
– Limits notification to a region you specify.



Click Suggested Suppliers to 
view registered Suppliers that 
match your solicitation.

Click Suggested Suppliers to 
view registered Suppliers that 
match your solicitation.



A list of Suggested Suppliers 
generated by the eProcurement
system.

A list of Suggested Suppliers 
generated by the eProcurement
system.



To turn a Suggested 
Supplier into an 
Invited Supplier, click 
the box under Add. 
Then click the Add 
button at the bottom 
of the page.  

To turn a Suggested 
Supplier into an 
Invited Supplier, click 
the box under Add. 
Then click the Add 
button at the bottom 
of the page.  



Search for the supplier by the FEIN number, 
then click Search.

Search for the supplier by the FEIN number, 
then click Search.

Filter your search by 
Search Locked Suppliers!

Filter your search by 
Search Locked Suppliers!

If a supplier is not listed in the 
Suggested Suppliers list for this 
acquisition, you can add them to the 
Invited Supplier list.  

If a supplier is not listed in the 
Suggested Suppliers list for this 
acquisition, you can add them to the 
Invited Supplier list.  



Click the box next to 
the supplier name 
then, click the Add 
button.

Click the box next to 
the supplier name 
then, click the Add 
button.



Return to Editing and your Invited 
Suppliers will appear under Invited 
Suppliers.

Return to Editing and your Invited 
Suppliers will appear under Invited 
Suppliers.



If a supplier is not found 
after Search, you can add 
them by using Quick Add.

If a supplier is not found 
after Search, you can add 
them by using Quick Add.

Check with your System 
Administrator for proper 
procedures before 
beginning this step!

Check with your System 
Administrator for proper 
procedures before 
beginning this step!



Complete all required fields 
(marked with an *) for the supplier.  
FEIN number is also a required 
field.

Complete all required fields 
(marked with an *) for the supplier.  
FEIN number is also a required 
field.



This Notify Suggested Suppliers box 
must be checked in order for any 
Suggested or Invited Suppliers to 
receive notification of your solicitation.

This Notify Suggested Suppliers box 
must be checked in order for any 
Suggested or Invited Suppliers to 
receive notification of your solicitation.



[save the bid slide goes here]

To change the Bid Contact, click on 
the search link.

To change the Bid Contact, click on 
the search link.



The User Search box, maximized on 
screen.

The User Search box, maximized on 
screen.

Enter a new Username, or

Search by Department and 
Select a new User.

Enter a new Username, or

Search by Department and 
Select a new User.



[save the bid slide goes here]

Save your entry!Save your entry!



[Send the bid through approval workflows slide goes here]

Your solicitation will appear in the Held 
Bids listing until you release it for 
approval.

Your solicitation will appear in the Held 
Bids listing until you release it for 
approval.



[Close the bid slide goes here]

To view your Held Bids, click on the 
Bids tab, then the Held Bids link.

To view your Held Bids, click on the 
Bids tab, then the Held Bids link.



[view approval workflow slide goes here]

x

Ready your solicitation for approval by 
clicking on the box in the Ready column.

Ready your solicitation for approval by 
clicking on the box in the Ready column.

Then click Ready for Approval.Then click Ready for Approval.



[supplier lock issues slide goes here]

The eProcurement system will apply the 
Approval Workflow to your solicitation.

The eProcurement system will apply the 
Approval Workflow to your solicitation.

To view the Approval Workflow for this 
solicitation, click on the Title of the 
solicitation.  This will open the Information 
Page for the solicitation.

To view the Approval Workflow for this 
solicitation, click on the Title of the 
solicitation.  This will open the Information 
Page for the solicitation.



A Bid Information page.A Bid Information page.

To view the Approval Workflow for this 
solicitation, click here.

To view the Approval Workflow for this 
solicitation, click here.



A sample Approval 
Workflow.

A sample Approval 
Workflow.



[helpful hints slide goes here]

When all approvals have 
been completed, this 
Ready message will be 
display. 

When all approvals have 
been completed, this 
Ready message will be 
display. 



[thank you and stay tuned for the next section]
Select your solicitation 
for release by clicking on 
the check box under the 
Release column. 

Select your solicitation 
for release by clicking on 
the check box under the 
Release column. 



The Release Held Bids screen The Release Held Bids screen 

Release your solicitation to the 
public by clicking on Release Bids 

Release your solicitation to the 
public by clicking on Release Bids 



Your solicitation will now appear in 
the Current Bids listing. 

Your solicitation will now appear in 
the Current Bids listing. 

You may click on the Title/Description of the 
Solicitation at any time to access the Bid 
Information page for this solicitation. 

You may click on the Title/Description of the 
Solicitation at any time to access the Bid 
Information page for this solicitation. 



A Bid Information page.  A Bid Information page.  

Note the various types of 
information and reports that 
can be accessed through 
this page.  

Note the various types of 
information and reports that 
can be accessed through 
this page.  



The eProcurement
Home Page

The eProcurement
Home Page



eProcurement Resources

Your Department’s System Administrator
– eProcurement.dgs.ca.gov Training Tab Department EP 

System Administrators
– http://www.documents.dgs.ca.gov/eprocure/DeptSysAdmins.pdf

Frequently Asked Questions – FAQs
– eProcurement.dgs.ca.gov FAQS
– http://www.eprocure.dgs.ca.gov/FAQs/default.htm

DGS eProcurement Questions
– eprocure@dgs.ca.gov
– DGS eProcurement Hotline (M-F 8am – 5pm)
– (916) 375-2000

http://www.documents.dgs.ca.gov/eprocure/DeptSysAdmins.pdf
http://www.eprocure.dgs.ca.gov/FAQs/default.htm
mailto:eprocure@dgs.ca.gov


eProcurement Resources

DGS Procurement Division
– www.pd.dgs.ca.gov

Assistance with Small Business or DVBE certification:
– CA Office of Small Business Certification
– OSDCHelp@dgs.ca.gov

For Webinar information
– Email CalPCA – CalPCAhelp@dgs.ca.gov
– CalPCA Website – www.pd.dgs.ca.gov/Cal-PCA

UNSPSC Codes 
– www.unspsc.org

mailto:OSDCHelp@dgs.ca.gov
mailto:CalPCAhelp@dgs.ca.gov
http://www.pd.dgs.ca.gov/Cal-PCA
http://www.unspsc.org/


Thank you for attending!
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