Welcome to the eProcurement
« /007

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
(SCPRYS), 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

We will begin in just a few minutes!
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Purpose of SCPRS System
-

e Itis mandatory to use the eProcurement system.

e SCPRS was developed as a contract tracking system to provide a
centralized database on state contracting and purchasing transactions.

e In accordance with Management Memo 03-09 departments shall
register in the SCPRS system any and all purchase documents valued
over $5,000.00.

e Consequence of not reporting -Departments failing to record
transactions in the SCPRS registration system will be considered non-
compliant with purchasing authority requirements, which may
adversely impact the department's purchasing authority.



Session Objectives
-

1. Verify supplier information

2. How to determine when a “Quick-Add” is needed

3. Register a new SCPRS entry

4. Amending a SCPRS entry

Disclaimer: The new eProcurement system is subject to change due to updates in
streamlining the process. New information will be placed on the eProcurement web

page.
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#1 - Verify Supplier Information &

Prior to creating a new SCPRS entry we
recommend that you:

1. Verify the supplier is in lock status

If you discover your supplier is not in lock
status notify your system administrator.

2. Always search suppliers by Federal Employee
|dentification Number (FEIN) or by company
name



eProcurement
<« ]

* Access the eProcurement system through the
Procurement Division webpage portal
Wwww.eprocure.dgs.ca.gov
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wiehcast and registration and "opt out” instructions on this website at www. documents. dgs. ca. goweprocure/steps. pdf to
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DGS YWe recognize that the transition to this or any new system will not be without obstacles for both State of Califarnia
buyers, and our supplier community.  In the lang term, however, we think that eProcurement will praovide far greater
transparency into our buying processes and greater access to State of California contracting opportunities.

eProcurement System Launch«—

On March 16, 2009, the DGS-Procurement \Division launched a new eProcurement (eP) system. The California State
Contracts Register (CSCR), the State Contracting and Procurement Registration System (SCPRS), the State's
Leveraged Procurement Agreements (LPAsS) and the Small Business (SB) and DVEBE gueries and SB/DWEBE online
certification application have been modified fpd are only accessible through the new eP system. For more information,
please visit our eFrocurement webpage, hitpfwww eprocure. dgs.ca. gow
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# 2 - How to Determine when a Quick
Add Is needed.

e Did you complete a thorough search?

e If no locked supplier results are returned,
contact your System Administrator for
department policy on Quick Adds



Preventing “Unlocked” or “Pending”
Supplier Locks

Things to avoid:
e Do not quick add a supplier with a duplicate FEIN number

e Do not quick add different companies using the same FEIN
number

e Do not enter invalid data, erroneous data produces inaccurate
reports and will negatively impact a user’s system privileges

Things to do:

e Conduct a supplier search prior to completing a quick add

e Contact supplier to confirm company name and FEIN number
e Contact your System Administrator for assistance
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# 3 - Register a new SCPRS entry
-

Validate the Acquisition Type
Enter Purchasing Data

Enter Line Item Information
Submit SCPRS Entry
Receive Registration Number
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Acquisition
Method
Purchase

Authority | |
NMumber

|P|ease Select L

Leveraged
Contract | |
Number

Date of | |

Purchase

I-Bond (If
ves, please |F‘|ease Select W
select)

£ |

[ 4

'

Ej é ﬂ Internet
I — — r ¥ T . -
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-2 BidSync: Order Edit - Microsoft Internet Explorer

File Edit View Favorites Tools Help ﬂ.
‘- A o . . Ty Tk 3
@ Back - =D » ,,_..: | lj P )} Search ‘}\_‘(’ Faworites €‘3 [;-_-;}, =" ii
Address |§| https: {fwwew. bidsync. com/DPXOrder?ac =chordercheckoutSorderid =-1 A Go Links

Purchase Document # F

Cal Card F]

Blanket PO 1

Acquisition Type | Flease Select vl

Acquisition Method Fleasze Select b -
T

Purchase Authority Flease Select

CMAS

Software License Program
Leveraged Contract Statewide Contract

Number

Number State Price Schedule
Date of Purchase Master Purchase/Frice Agreement
Master Service Agreement
I-Bond (If yes, Master Rental Agreement =
please select) EE';E Frograms
Buyer Contact Emergency Purchase

Special Instructions EJ((:ZIIEE

Fair and Rea=zconable

Informal Competitive

SB/DWVBE Option

Formal Competitive

Services are specifically exempt by statute

Attachments [Upload Attachment]

*Mote: Attachments are intended for suppliers to see
Funding ] Financed [ Leased
Supplier | | select supplier

Start Date * | | |

End Date * | | |

Fiscal Year Totals * 5,40 o000 I:I
20092010 |
20102011 |

refresh fizcal vears

@ é ﬂ Internet

£

= KINGSTOM (E:) ﬁ Microsoft PowerPoint ... 3 BidSync: Order Edit - ... a Freguently Asked Qu... '1'(__,1 409 AM




<A BidSync: Order Edit - Microsoft Internet Explorer
File Edit “iew Favorites  Tools  Help .'?

eﬁack - \_/l |ﬂ @ _h j.__j Search ‘Hi-':(’ Favorites ej < ~ :’F _J ﬂ @ ﬁ
L

BJ o Links * @ -

Address -’EI hitbps e, bidsync, comDPWOrder? ac=chordercheckoutBorderid=- 1

«» CRM

- semh

Contracts | Requisitions

NEW SCPRS ENTRY ORDER

Purchase | |
Document #

cal card A

s Home «» Bids = Purchasing «» Progress Payments <« Tools Help

| Purchase Orders angelasalas - State of California

Blanket PO ]

AcCquisition

Please Select w
Type

Acquisition
Method

Purchase -
Authority | 9G-0506-DGS-HQL |

Number
Leveraged

Contract | |
Number
Date of

Purchase | | -

I-Bond (If

yes, please |F‘|ease Select ﬁ L
select)

£ |

|P|ease Select L

[ 4

'

Ej é ﬂ Internet
I — — r ¥ T . -
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3 BidSync: Order Edit - Microsoft Internet Explorer

File  Edit Wiew Faworites

Tools  Help

@Back - \_’) = |£| |EL| _:]

— n 5
5 ! A o
! Search % 7 Favorites { - > - x /i 1
i {~8 33 =

Address I@ htkps: v bidsyne, comfDPEOrder*ac=chordercheckoutforderid=-1

| BEJ o |unks > |@ -

Cal card

Blanket PO
Acquisition Type
Acquisition Method

Purchase Authority
Number

Leveraged Contract
Number

Date of Purchase

I-Bond {If yes, please
select)

Buyer Contact

Special Instructions

Attachments
Funding
Supplier

Fiscal Year Data

Start Date *

End Date *

Fiscal Year Totals *

o
-
IF‘Iease Select ;I

IF‘Iease Select =

| Search-

;I_

[~

[Upload Attachment] _
*Mote: Attachments are intenied for suppliers to see

[T Financed [ Leased

I Select Supplier

[
[

2007-2008
2008-2009

I—
I—

Z009-2010 I
I—

2010-2011
refresh fiscal vears

[

|:§'| Cone

lﬁStartI | 2] Inbox - Microsoft Ou.,. I L) My Docurmnents =% asalas$ on ‘smfoofile. ..

) eP - SCPRS Maodule

l_ l_ l_ l_ E |ﬂ Inkernet

I @ Microsoft PowerPoink. , . “@ Bidsync: Order Edi... | <«© % 1:49 PM




“} Bidsync: Order Edit - Microsoft Internet Explorer _|®] x|

File  Edit Wiew Faworites Tools  Help | lf;'

eﬁack - B3 - |)CL| |2L| :\‘|| ,'.-\JSearch ‘-w."n"._f’ Favarites 6-‘\” & a —~ M - | fﬂ

Supplier Codes=s I
Attachn

-+ Separch

Supplie [T
Qualifications ™ o0 pupe [ came [ canwe [ camvsa | ca-se

UNSPSC Code | (Use commas for multiple codes)  Select UNSPSC [

Start D Codes

End Dalé:I I_I_I_I_E|ﬂ Internet

Fiscal Year Totals *  ..0 -qpg I
ZDDQ-ZDIDI
ZDID-ZEIlll

refresh fiscal vears

N

ITEMS
Remowe Item Code Item Mame Oty Unit Price Total Price
Items 5ub Total $0.00
Installaton I

 https:/  www. bidsync.com - Bidsync: Supplier Search - Microsoft Internet Explare i ] | 7
Address E - Go | Links * -
5 =l01x =l &

Acquisi I ;I

SEARCH FOR SUPPLIERS
Purchas /
Number " Gearch ONLY Agency Suppliers ™ Search Locked Suppliers [ Search ALL Suppliers
::IE""E;E! COMPANY NAME SEARCH

umber
Date of Company Name |Cu:ua|inga Matars Ind £
I-Bond IFZ I ﬁ
SEIEEE) Keywords I
Buyer C
special Location IP.II ;I
= Search
SUPPLIER CODES SEARCH =

|:§'| javascript; AddSupl); l_ l_ l_ l_ E |ﬂ Internet

1b'5tart| @Inbnx-rﬂicru... I ‘g KINGSTOM (E) I Lg_—ilMicru:usu:uFt F‘u:uw...I @Bidﬁync: Ord... I @http:,l’,l’www.d...l @http:,l’,l’www.d...l @http:.l’.l’www.d... II@ https:/ fww... €« 1135 PM




Edit  View Favorites  Tools  Help |

'Back - E£Y - |!L| |zL| :\|| ,..-jSearn:h 'H."n'}-‘ Fawvarites 6-?{| - ., - B - | fi

E ; https:/ /www.bidsync.com - BidSync: Supplier Search - Microsoft Internet Explore - | I:Ilﬂ J = Links q
ress —,e .. - 0 in
— - sgnmh ;I
wcquisi
lumber L
E— Qualifications ™ o pype [ came [ camwe T cawvsa T ca-se
lumber UREFEE Seds I [Use cormmrmas for multiple codes) Selec UNSPSC
1ate of Codas
;BIEDE:; PR ' I,.:..|| ;I - Suppliers located I "I rmiles from zip code ﬁ
uyer C
- Search
pecial
< Quick Add Supplier |
. “PPLIER NAME QUALIFICATIONS * LOCATION BLOCK
ttachn
Coalinga Motors Inc
unding />
I '&D - Indicates an agency supplier., | <
upplie
) lﬂd « Close J
Start D |
End Da |;§"| javascript;sendsupplier(l; E|ﬂ Internet o

Fiscal ¥Year Totals * SO05-2009 I
2009-2010 I
2010-2011 I

refresh fiscal years

utra Fields

Items Sub Total $£0.0
Installation I

l_ l_ l_ l_ ré_ 4 Internet



a BidSync: Order Edit - Microsoft Internet Explorer

File  Edit  Wiew

Favarites

Tools  Help

eﬁack - \_;J = |ﬂ |EL| _:]

- d3- )l

'-‘] l_:pn\_ . .-
P Search ;'f\'f Favorites {_3

Address I@ https: s bidsync . comfDPXCrder

| BEJ o |unks > |@ -

cal card
Blanket PO

Acquisition Type

Special Instructions

Attachments

Funding

Supplier

Start Date *

End Date *

Acquisition Method IPlease celoct ;l
Purchase Authority I

Number

Leveraged Contract I

Number

Date of Purchase I .

I-Bond (If yes, please v
select) IPIease Select _I
Buyer Contact I I

Fiscal Year Totals *

Purchase Document # I ;l

-

r
IF‘Iease Select =]

[—

=
[Upload attachment]
*Mote: Attachments are intended for suppliers to see

[T Financed [ Leased

ICDaIinga Motors Inc

Select Supplier

| <

ZDDB-ZDDQI
ZDDQ-ZDIDI
ZDID-ZDIII

refresh fiscal vears

[

|£| Cone

& start| | 5] 1nbox - Microsaft. .. | e KINGSTOM (E:)
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4} Bidsync: Order Edit - Microsoft Internet Explorer _|®] x|

File Edit View Faworites Tools Help | r'

Qo - © - 1) & =Y BT

Address I@] hitbps: | e, bidsync, com DPECrder j Go | Links ** '@ -

2009—2010|$53,DDD.DI _I
2010-2011 |$6,EIEIEI.EII:I

refresh fiscal years

— n
) ~ i 4
7 Search ;'f\':.-] Favorites {3

ITEMS

Remowe Item Code Iteny Mame 5 Unit Price Total Price
Extra Fields

Items Sub Total $0.00
Installaton I

Flat Fee I
Sub Total

Taxable Items Sales Tax I

Misc Fuel Tax I

Shipping /Handling I

Grand Total
Total Amount $0.00

Account Codes
BillCode - SubUnit - CostCenter - objectCode - RevenueCode “,
| | | F

« Add Item - Update Order = « Reset |

CONMFIRM DRDER

Username angelasalas

Password I

< Submit < Cancel  « 4Orders

Home Bid Search Bids Ovrders Tools Privacy Cert. Logout

Customer Support - agencysupport@bidsync.com or 1-200-990-9339

Copyright @ 1999-2008 - BidSynec, LLC.,  All rights reserved. |

€ T T 15 6 mteme:

iﬁ'StartI |£| Inboy - Microsaft, ., | e KINGSTOR (E:) I @ Microsaft PowerP, .. “@ BidSync: Order ... @ hkkps fivaoena, docu, . I @ hkps fivawna, docu, . I @ htkp: fivana, docu, . I « Zi22 PM




Fil=  Edit ¥iew Favorites Tools  Help | o

eBack - | -\J - |)tl] |zl] :\‘|| ,._-.\] Search H"n‘? Farvarites 6-‘1| < .,_d__ o - | fi

L - | O] x &
Address IE =101 x| j G0 | Links * '@ -
Funding ;l
ITEM INFORMATION

supplie | | e Title

I.ﬁ.utnmutive repairs *
Ploase do not use more than 80 characters e
Start D Product Code I

[Maote: this field will never be shown to suppliers.]
End Da

Unit |h|:|ur ;I *
Fiscal Quantity IS.D *
Amount $I$1,DDD.DD OR $I5':":“:'

Description *

Tune up for state wvehical ;I

ITEMS
| Remove ice Total Price Edit

m [s000 Edit

Items Sub Total $25,000.00
You can use HTML tags in here to create a specific lay-out Installation I
for itermn description.
Classifications ([75152102] Manufacturing equipment repair services | Flat Fee I
Sub Total

Taxable Items Sales Tax I

Misc Fuel Tax I

Shipping /Handling I

Select Classifications Remove All Classifications Grand Total
Ll Total Amount $0.00

€] B [ mtemet /

BillZade - SubUnit - CaostZeanter - ObjecCade - RevenueCade ]]] —
| -| - -| -| F

~ Add Item - Update Order = -~ Reset |

1 =l

|
€] TS e mtemer
#/start| | seovEE search | Dj CalPCA - EP . | @ BidSync: Ord.. | & Office of Leg.. ||@ hetps:/ /w... |@]=2 MlchSDFt | @ Docdé - Micro... | ] stdwez0215-., | « fb 1:15 PM
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File Edit ‘“iew Faworites Tools  Help

Qe - O - [¥] 2] »

N |'|l -
) Search =~ Favorites Q-‘ - 2 -
rd L8 ‘t i~ -

Address Iﬁ&hl htkps: v bidsyne, comfDPEOrder

ERE

Links ** | & ~

2009-2010 |$53,EIEIEI.I:II
2010-2011 |$E-,EIEIEI.EII:I

refresh fiscal years

ITEMS
Itemn Mame

[[I Autormotive repairs

Coalings Motors Inc

Extra Fields

Account Codes
BillCade

- SubUnit

- CostCenter

Unit Price

Total Price

[s.0 {1000

=

- ObjecCade - RevenueCade

{5000 Edit

Items Sub Total
Installation I

$25,000.00

Flat Fee I
Sub Total

Taxable Items Sales Tax I

Misc Fuel Tax I

Shipping /Handling I
Grand Total

Total Amount $0.00

‘;:11]]

« Add Item « Update Order « Reset

COMFIRM ORDER

Username anagelasalas

Password I

+ Submit «+ Cancel ] - 4 Orders

Home

Bid Search Bids

Orders Tools

Privacy Cert. Logout

Customer Support - agencysupporti@bidsync. corm ar 1-200-990-9339 LI

€l

I_ I_ I_ I_ E |4 Internet

'/ start| ) SBOVEE search | ] calpca-EP .. ||@ BidSync: Or... &€ ]Office of Lea... | &7 httpsifpwnn....| |O]2 Micraseft ... +| 0] Doc4s - Micro... | 8] stdwznzis-... | [« & n1eem




|@ BidSync: SCPRS Order - Microsoft Internet Explorer

File Edit ‘“iew Favorites Tools

Help

{JBack ~ = [ 5 | D search <7 Favorites  £9) T~ g i @ =

=J=)ed
'l*l

: Address |3§| htkps: fitraining, bidsync, comfDPYOrder

EEE

: Links @ BDS @ = @ Google @ P&C BE @ ReptTran @ ‘Webinar PD Home Page

Department of

General Services

BUILDING GREEM

GO

BUYING GREEN - WORKING GREEN

«» Home we Search «» Bids + Purchasing

«« Progress Payments <« Tools

Contracts | Requisitions | Purchase Orders

«» CRM Help

«# Logout

erin.snyder - State of California

SCPRS ORDER CREATED

Purchase Docurnent # 121

« 4 Orders

Home

Bid Search Bids Orders Tools Priwacy Cert. Logout

Customer Support - agencysupport@bidsvync.com or 1-800-990-9339

Copyright @ 1999-2008 - BidSync, LLC,  All rights reserved,

é i Internet

®l 343 PM
2,

| 7/9i2009

Thursday
| @3 Microsoft Office ... -




|@ BidSync: View Order - Microsoft Internet Explorer

File Edit \Wiew Favorites Tools

QB - O - RN @ G el a-s

Help

Search = 7 Faworites

L er

=)=
'!;r

: Address |@ https: ) training. bidsync, comDPXCrder fcafca?ac=orderviewsorderid=12522

B

: Links @ BDS Eﬁ eP Eﬁ Google @ PaC BB @ ReptTran @ ‘Webinar PD Home Page
— ———— [A]
«« Home «» Search «« Bids = Purchasing «» Progress Payments <« Tools «« CRM Help «@ Logout
Contracts | Requisitions | Purchase Orders erin.snyder - State of California
Printable
SCPRS DRDER: 121 B
Associated Requisitions
Item P/N Item Mame Shipping Status Received Status Oty Unit Price Total Price | Order Infords
test test Mot Shipped Mot Received 1 100,00 $100.00 ePi000057
Ttems Sub Total $lﬂﬂ.ﬂﬂ S;IEEEI['E:N BLLUE CORPORATION
Installation $1.00 Created On:
Flat Fee $1.00 Jul 9, 2o09
Sub Total $102.00 Created By: )
Taxable Items Sales Tax $1.00 Erin 13|tn,l_der ] ) I
~ I Acquisition Classification:
Misc Fuel Tax $0.00 T Bemiaes
Shipping /Handling $0.00 Acquisition Method:
Grand Total $102.00 Software License Pragrar
Total Price $103.00 Purchase Authority Mumber:
4545
Fiscal Year Data Department:
Start Date Jul 9, 2009 General Services
Shipping Status:
End Date Jul 3, 2003 Mot Shipped [(details)
Fiscal Year Totals Z002-2Z010 - $100.00 Receiving Status:
Mot Received [(details)
Special Instbuctions:
Account Codes Report Flags:
BillCode - SubUnit - CostCenter - ObhjectCaode - RevenueCode HW
CRMren
12345 = = = = $103.00 Order Stabus:
Active
PO Standard Text
Specifications and/or scope of services which apply to this Purchase Agreement are as detailed in the Proposal/Bid
nurnber noted on the face of this arder. [V]
#&] Done 5y & Inkernet
T . NG P N 344 PM
Bl CTETPRTPO :
. E{, Thursday
| |£| Microsoft Office O, ., v” @http:,l'll'player.streamt... | @ Microsoft OFFice ... - | 7iafz009




#4 Amending a SCPRS entry.

c- |
e How to Search / Edit a SCPRS entry

e \Was original acquisition entered in the former
SCPRS system?



How to Search / Edit a SCPRS entry
c- |

e View existing orders

e Make changes or correction to existing
orders

e Amend existing orders



File Edit “iew Favorites Tools  Help | "

eBack - e |_L| |:L| ) Search H (Favorltes {:‘3| < = :?__ - - _J ﬁ

Address I@ https: f frane bidsync, com/DPE calcdgs j Go | Links ** '@ -

Department of

‘GOV General Services

BUILDING GREEM -BUYING GREEN - WORKING GREEN

we Tools

«» Bids

«» Search «» Purchasing «» Progress Payments «» CRM Help «# Logout

Welcome, angelasalas - State of California

Bids/Contracts
Bids about to end

Contracts Search/Purchase
CSCR
N 07SCPE259 TIF 29 rmin
e Create a Solicitation PEST COMTROL SERVICES IFE EI @
* Search/Edit Solicitation D7gCchE253 CIF PEST COMTROL SERVICES IFE El @ o 2% min
e Yiew CSCR ads 07SCPS253 OMIF FEST CEITREL SERVIERS [FE E| @ 0 29 min
® pAward Motices :
0F8CRE233 WRS PEST CONTROL SERWICES IFE El @ 0 23 min
& Progress Payrments @
C09,068 0 19 hrs, 59 min
e Contracts Search/Purchase Workforce Management Software IFE E
More ... |
[LP&s) ==
SBfDYBE

* SB/DVYBE Search
* =B/DVYBE homepage

SCPRS
& Create Mew SCPRS Entry >

#* Search/Edit SCPRE Entry
& Create a SCPRS report

Requisitions
s Create a Reguisition

# Search for Requisitions ;I

€] TS e mtemer
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|@ BidSync: View Orders - Microsoft Internet Explorer E]|
File Edit Wiew Faworites Tools  Help

- . ) 'a\ — Y . e . "
G Back. > » ,y: | Search 7. Favorites 6’-‘{ v = i 3

-
T Lss (M2 htkpsif e . Hsync,comfDPEOrder?ac=agencyordersiatrinav=orders, vieworder s, viewpo ™ . G0 % <

View Orders Process Reqs | Wiew Orders | Chanqe Order Requests

CREATE A MNEW SCPRS ORDER
« NMew SCPRS Order
HOW TO CREATE AN AMERNDMERNT
1. Enter search criteria
2. Click the "Find" button
3. Click the amend link on the right side of the screen.
Search For
(*) Purchase Document # Req Mumber ) Product Code ) First Item Title
Type All | (all,sCPRS,PIN)
Supplier Name Search Clear
Status all V [] tnclude Receiveddnot Tracked
C ted bet
reate etween From I To I
[ Pleasze formmat date as Apr 23, 2004 or 0472372004 )
Total Amnount Lower Limit Upper Limit
Leawve lower and/or upper limit blank to respectively have no lower or upper limit.
Lepartrnent General Services, Department of V
() Orders from my Reqgs & all orders ) Orders awaiting my approwal
« Find
——

Wiew Clipboard
mm__m__m__v
< 111} >
&] Dane

é ﬂ Inkternet
@@ 4139 P

m é |£| L@ @ Lﬁﬁﬂ @ LQ:I A @ w? |£| Microsoft Office O,,, = @Micmsnﬂ: FowerPoink ...




|@ BidSync: View Orders - Microsoft Internet Explorer E]|

File Edit Wiew Faworites Tools  Help

~ - N, [ ) ! e
0 Back - > » ,;,..: al | S ! Search 5. Favorites \‘E-‘* == ii

Address @j https: f v, bidswync, comf/DPX0rder v ac=agencyordersiatmnav=orders, vieworders, viewpo it a G0 Links ** '@ <

PELaT AT Lower Limit Upper Limit -~
Leave lower and/or upper limit blank to respectively have no lower or upper limit, )
Lepartrnent General Services, Department of V
() Orders from my Reqgs & all m=Aars () Orders awaiting my approwal
« Find
———eeeeeea
_ Miew Clipboard
PURCHASE DOCUMENT #8FIRST ITEM TITLE TITLE DATE | SUPPLIER TOTAL AMOUNT | DEPARTMENT | ORDER STATUS| RECEIYING STATUS| CLIPBOARD| AME
Poay 11,
General
O Il Installati
3135508 FyRe I'IS{%)E 1en ¢21LL .1931 Cu:unstruu:tlu:un $16,010.13 Services, Active Mot Received Add Arner
and Repair PM ‘DT inc. Department of
Ma 11, .
I : li Grainger Gengral ; ;
3135503 ElsEInE] SHRRNE gng: 4z Industrial $11,444 .25 Services, Active Mot Received add Amer
F‘rlﬂ ‘F YT Supply Departrment of
Eng. Serv. Site ME'E 11, URS . General
3105537 Invest & Rem Des. g':'lﬂé . Er—'f';sﬁ'_ﬁ:Lgt””l $508,979.00 Services, Active Mot Received add Amer
UST Morthern 6] PM P i Clair * Departrnent of
General
elewvator : . .
dnyssen Erupp
3133474 _ @& E-'I—';v:f;r”g;'r-' $27,089.93 Services, Active Mot Received add Amer
maintenance e JT Elevator L.orp Departrent of
Ma 11,
® 20r PATCO General : :
3135493 hand soap 1t 113 PRODLETS $8,694 .56 Services, Active Mot Received Add Armer
F‘ll\': -"DT = Departrent of
Moy 11, SAC Wal
e General
GROUNDE . . .
3135483 suppLIES & 'Z‘J":lfS'lﬁ w $5,986.69 Services, Active Mot Received Add Arner
= 118
.M PDT SERVICE INC EHE e
May 11,
S F 2003 DYc Supply S . .
Pre s Blankets Di44:34 Co $6,220.50 Services, Active Mot Received Add Arner
F'.IM PIDT == Department of
) May 11, specndnn eneral gl
4 >
&] S @ Internet

m .é ,i—l |_..EI @ EIE_?I @ @ A E:} w? |i—| Microsoft O, = @Micrnsnﬂ: Powe, .. @Dncumentm- @Ii—l 4:39 PM




|@ BidSync: View Order - Microsoft Internet Explorer

File Edit View Favorites Tools  Help ¥

I
A " I x
- | > ) ' i oL -
@ Back. 3 » ‘..: | Search < Favorites {\{ = /f 3

Address :ghlhttps:,l',fwww.bids*;.-'nc.CDm,l'DF‘XOrI:Ier,l'ca,l'cdgs?ac=0rderview&Drderid=5?450&1:0ntsrch=°.-".:26p°.-".:3[)1°.-"o26tDFindt}.-'pe%3D5%26deptid%SD2693".-’026view°.-'03[)all°.-[V] G0 Links > '@ <
«» Home «» Search «« Bids = Purchasing «» Progress Payments «» Tools «» CRM Help «» Logout [A]

Contracts | Requisitions | Purchase Orders darlacolliecarnes - State of California

Printable

SCPRS CHANGE ORDER: 3133474 ** CHANGE 1 *%*

Associated Requisitions

Itenn P/N Item Mame S5hipping 5tatus Receiwved Status Qty Unit Price Total Price
elevator mmaintenance Mot Shipped Mot Received 1 $27,089.93 $27.089.93 eP 1002651
Items Sub Total 27089.93 Supplier:
_ Thyssen Krupp Elevatar Sorp
Installation 0 reated On:
Flat Fee o May 11, 2009
Sub Total 27089.93 Created By:
Taxable Items Sales Tax o PatMoore
~ Acquisition Classification:
Misc Fuel Tax 1] MON-IT Goods
Shipping /Handling 0 Acquisition Method:
Grand Total 27089.93 Fair and Reasanable
Total Price $27,089.93 Purchase Authority Number:
2G01100GEHGL =
Purchase Date:
Mar 26, 2009
Account Codes
BillCode - SubUnit - CostCentar - ObjectCode - RevaenueCode Department:

Ganeral Services, Department of
Shipping Status:

Mot Shipped (details)
Receiwving Status:

CHANGES MADE ON MAY 11, 2009 2:22:22 PM PDT et Roe=ivod  (Eoinilis]

Special Instuctons:

30536 - - 33344 - - $27.,089.93

Shipping Date Prev: Apr 14, 2009 9:46:20 AM MDT New: May 11, 2009 3:21:36 PM MDT Attachments

Order Status:
Modified Item: elevatn» mmaintenance Active
Unit Price Prev: 21946.05 New: 27089.93
Added Account Codes
30536,,33344 ,,

L€
« Change Order « Order Fulfilled « Cancel Order « Order Tracking <+ 4 Orders | [v]

é i Internet
] Documentlz - ... ‘ @ljl 4143 PM

&)
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File Edit Wiew Faworites Tools  Help

|@ BidSync: Order Edit - Microsoft Internet Explorer E]|
.',"

eBack M |£| IELI _l\J /.._\' Search ‘::':/ Favorites {‘3 - _J ii
Address |§L| htkps:  fva bidsync, comfDPEOrder fac=chordercheckoutBor derid=57450 [V] Go Lirks ** '@ -

)

«» Home «=» Search «» Bids = Purchasing «# Progress Payments <« Tools «» CRM Help «#» Logout

Contracts | Requisitions | Purchase Orders

darlacolliecarnes - State of California

CHAMGE ORDER

Purchase Document # 3133474

Blanket PO 7]
Acquisition Type MOMN-IT Goods
Acquisition Method Fairand Reasonable

Buyer Contact Zearch

special Instructions

Attachments [Upload Attachment]
*Mote: Attachments are intended for suppliers to see

Supplier Thyssen Krupp Elevata| Select Supplier

Fiscal Year Data

Start Date * |
End Date * |

Fiscal Year Totals *

Z2007-2008
2005-2009
Z2009-2010

2010-2011
refresh fiscal vears
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2005-2009
£009-2010

2010-2011
refresh fiscal vears

ITEMS

Remove Item Code Item Mame Supplier Unit PHce Total Price
[[I elevator maintenance  Thyssen Krupp Elewator Corp 1.0 $27,089,93 $27,089.93 Edit

Items Sub Total 27089.93

Installation 0

Flat Fee |0
Sub Total 27089.93

Taxable Items Sales Tax 00

Misc Fuel Tax |0

Shippin andling [
‘and Total 27089.93
otal Amount $27089.93

< Add Item - Update Order = -+ Reset

Account Codes

Billcode - SubUnit - CostCenter - ObjectCode - RevenuaCode

-
30536 - - 133344 - - /- §27089.93 m
4 Rernaining = $0.00

CONMFIRM ORDER

Username darlacolliecarnes
Password
+ Submit |+ Cancel = .+ 40rders | ["]
&] Dore 5 B irkemet

| |£| Microsaft 0., -
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Item Title

Product Code

Unit
Quantity
Amount

Description *

Classifications

25 NI MA 8l

|Amendment-ﬂl
Plea=se do not use more than 80 characters.

(Note: this field will never be shown to suppliers.]

Eeach VI x

Thi= amendment
extension for
December

iz a no cost time
& months ending on

31, Z2009.

You can use HTML tags in here to create a specific lay-out
for item description.
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»

Total Price

Items Sub Total
Installation [ |

Flat Fee | |
Sub Total

Taxable Items Sales Tax | |

Misc Fuel Tax | |

Shipping /Handling | |

Grand Total
Total Amount

$0.00

Ei - RevenueCode
i_ Select Classifications  Remowe &ll Classificaticns - |_| L}j m
- Next ltemb’ | - Done | a « Add Item  « Update Order = - Reset |
G Internet Fa - | HW100% ~
Username angelazalasz
Password [ |
< Submit  + Cancel - 4Orders |
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|@ BidSync: View Change Order Requests - Microsoft Internet Explorer E]|

File Edit Wiew Faworites Tools  Help lﬂ'

GBack - O A n: ! Search ‘E’_E"Favorites 6’-‘: - ii

Address @j htkps: i bidsyne, comfDPXOrder *ac=changeorderrequest s&atmnay=orders, vieworders, chorderlist

v E)co  unks ¥ @~

-
wa Home v Search «« Bids = Purchasing «« Progress Payments we Tools Help @ Logout
Contracts | Requisitions | Purchase Orders darlacolliecarnes - State of California
Change Order Requests Process Regs | ¥iew POs | Change Order Requests

SEARCH CHANGE ORDER REQUESTS
Purchase Docurnent #
Status All ™
[ ted bet
reate etween From I To I
[ Please format date as Apr 23, 2004 or 042372004 )
Department General Services, Department of ™
& all orders O orders awaiting my approval
« Find
il
PURCHASE DOCUMENT # A DATE SUPPLIER STATUS ASSIGNED TO |
3133474 v 11, 2009 2:19:18 PM PDT Thyssen Krupp Elevator Corp Complete
O7-65713 Ma}r G, 2009 9:29:52 AM PDT TRIMNITY TECHMOLOGY GROUP TNC Complete
31112355 May 7, 2009 3:16:24 FPM POT =.J. Amoroso Construction Co., Ing., Complete
1153-1580-2 May 7, 2009 3:10:20 FM POT S5S Testocom Inc., Complete
3126292 May 7, 2009 12:07:02 PM POT THUNDERLIME Complete
3134098 May 7, 2009 10:48:47 &AM PDT Midtown Stationers Complete
3133010 May 7, 2009 9:52:02 &M PDT SPEDE Complete
3134888 May 5, 2009 10:52:05 AM POT SHARP ELECTROMNICE CORPORATICON Complete
3134888 May 5, 2009 10:47:47 AM PDT SHARP ELECTROMICS CORPORATICMN Complete
3105675 May 5, 2009 9:16:47 AM PDT Turner Vanir, & Joint Venture Complete
Eo-100001 May 4, 2009 2:55:01 FM PDT Calif State Office of Syvstems Integration Complete
2344 May 4, 2009 1:05:38 PM POT aas COMPUTERS & TECHMOLOGIES TRC Complete
3120749 May 4, 2009 11:03:29 AM PDT KPMG LLP Complete
51112355 May 1, 2009 4:31:27 PM POT S.J. Amoroso Construction Co., Ing., Complete ™=
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Was the original acquisition entered in the
former SCPRS system? If yes, you must follow
two part process:

Part One:

Step 1. Pull original file including amendments that were previously
entered in the former SCPRS system

Step 2. Go to the procurement system, select "Create a New SCPRS
Entry”



Was the original acquisition entered in the
former SCPRS system? If yes, you must follow
two part process: (continue)

Part One:

Step 3. Transfer all information from the original acquisition and any amendment
previously entered in the former SCPRS systems including all amendments by
completing the following:

» Inthe New SCPRS Entry Order pane click on the “Add Item” button.
» Inthe Title field type - “Original plus existing amendment (s)”

> Inthe Amount field - type $.00 (the new system now accept zero amounts)
DO NOT enter the original total amount

» In the Description field - type a brief detailed description, including previously
issued SCPRS registration number

> In the Classification field - select the UNSPSC code that best describes the
overall PO/contract's product or service

» To Confirm Order - enter user password and click submit

> Remember SCPRS will generate a new registration number for each new
entry



Was the original acquisition entered in the
former SCPRS system? (continue)

Part Two:

Now you must enter your current amendments.
To complete this process refer to slides 36-44
“How to Search/Edit a SCPRS entry.”



Recording the SCPRS registration
number

e Registration numbers must be entered on all
acquisition documents prior to issuing the
final transaction to the supplier.

e A copy of the SCPRS registration must be
kept in the acquisition file.



Question & Answer Time
S

e Remember to raise your “Hand” if you have a question. This is
used to alert us.

e The Hand shaped icon should be located in the upper right-
hand corner of your screen.

e If you have voice capabilities — You must TURN IT ON

e |f you do not have voice capabilities — Then write your question
on the screen.

NOTE: Please keep your questions within the
scope of our objectives for this presentation.



eProcurement Resources
<« ]

e Locate your Department’'s System Administrator _
http://www.documents.dgs.ca.qgov/eprocure/DeptSysAdmins.pdf

e Frequently Asked Questions - FAQs
- http://www.eprocure.dgs.ca.gov/FAQs/default.htm

e DGS eProcurement Email Questions - eprocure@dgs.ca.gov

e DGS eProcurement Hotline (M-F 8am — 5pm) - (916) 375-2000

e For General Information — DGS Procurement Division - www.dgs.ca.gov/pd

e Email assistance with Certification - CA Office of Small Business Certification
- OSDCHelp@dgs.ca.gov

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

e UNSPSC - United Nations Standard Product & Services Code - www.unspsc.org




This concludes the
eProcurement SCPRS Training

Thank you for
participating!



