State Contract and Procurement Registration System

(SCPRS)

FAQ’s

TOP 10 Questions

1. What is my password?

SCPRS will assign an initial password upon accessing the system.  As you log in, the system will prompt you to enter your State Government address (i.e. user id). Once you have submitted it, you will immediately receive your password in your email in- box.  It is a good idea to reset your password right away to something you will remember.  Passwords currently do not expire.  If you forgot your password, you can retrieve it by clicking on the “forgot password” link on the login screen.  How to log in is covered in the training.

2.
Do we report tax?


You enter what the TOTAL is on the purchase document.  If it includes tax, then it is reported.  If it does not, then it is not reported.

3. If we entered the order in CAL-Buy, do we also enter into SCPRS?

No.  If you entered the order in the CAL-Buy system, you are exempt from entering it into the registration system.  CAL-Buy has the ability to provide the report capturing this data.

4. How much does it cost for us to use the system?

There is no fee for using the system.  This is funded by DGS.

5.
How many transactions do you expect to capture?


Hundreds of thousands per year.  

6. How long will it take to enter a transaction?

We estimate entering a contract into the system will take from 2 - 5 minutes.  This will depend on the information readily available on the purchase document.  It also depends on if you are entering an amendment as well as a contract.

7. What are the technical requirements?  Do we need special equipment?

Microsoft Internet explorer v5.5 and above, OR Netscape Navigator 4.7.2 and above, is all that is required. No special equipment is needed.

8. Is help available?

Yes.  You can contact us by:

· Sending an email by clicking on the “Contact Us” link on the initial log in screen.

· Send an email directly to scprsadministrators@dgs.ca.gov.

· Correction requests will need to go through the Feedback process.  (See Question 9 below)  

· Call the Help Desk for assistance using the system.  The help desk number is (916) 375-1966.  

9.
How do we make changes to the system if we make a mistake on entry? 

Only those changes that do not require an amendment (i.e. text error after the contract is submitted) will require you to contact DGS-SCPRS Administrators for corrections.  On the left side of the screen, the “Feedback” link is used to take correction requests.  Be sure to include the contract/amendment registration number and your full name, as well as what needs to be corrected.  
10. Can we use SCPRS to meet the  new reporting requirements in regard to race, gender and ethnicity?

The current version of SCPRS will not capture detailed information about race,

gender and ethnicity.

SCREEN CONTENT QUESTIONS

1.
Define what “Contract” means in SCPRS?

A contract is the document that formally contains all of the key terms of the transaction and, when completed, creates obligations by both parties.  I t may be a purchase order or a formal contract.

2.
What does the “PIN No.” field mean?


Procurement Information Network (PIN) system is the DGS purchasing and accounting system.  A PIN number is assigned to a document when an order is placed in that system.  Only users that enter purchases into PIN will utilize this field, therefore, not all contracts have a PIN number.

3.
Is the delegation field required?


The delegation number is only required for contracts/purchases where a delegation from DGS is required.  The following are the types of contracts where the delegation number is required: 1-IT goods, 2-IT Services, 3-IT Consulting Services, and 4-Non-IT Goods (Commodities.)  On the other hand, non-IT service contracts do not require a delegation number.  

4.
What is an FEIN?  And is it required?  


FEIN is the Federal Employers Identification Number and must be provided before an award is made.  This is a required field on the Std. 204—Payee Data Record.  It may not be readily available to those staff entering the data and will need to be identified before entering into the system.  All contract types other than Interagency Agreements require the FEIN.

5.
What does the “Contract Type” field mean?


This field identifies the type of contract used for this order.  

6. Do we need to enter consulting service orders?


Yes.  You can select from the drop down window in the contract type field.

7.
What does the “Sub-Unit Name” field mean?  


It is a unit within the department such as Department of Corrections—sub-unit may be a particular correctional institution.  This is not a required field and is provided to assist Departments in subcategorizing their records.

8.
How many characters are allowed in the delegation field?


20 characters.

9.
Some contracts don’t have a start date.  How will the system support these contract types?


Use the issue date of contract.

10.
How long after entering the data will it take to get the contract registration number?


You will receive a registration number immediately upon clicking “Submit.”  (This number must be written on the document you just entered.)  

PROCESSES AND PROCEDURES:

1.
What does the Procurement Division (PD) need to enter or not enter for One-time buys?


PD needs to enter the purchase order/contract.  If tax is involved, PD needs to identify the tax (have the vendors bid tax) and include in the information inserted into the system.

2. Who puts in data regarding Master Agreements?

Master Agreements are not entered into the system—it is the orders placed against the masters that are entered by the department placing the order.

3. Who enters data regarding the Statewide Commodity Contracts?

Similar to the masters, these contracts do not get entered into SCPRS—only orders against the Statewide Commodity Contracts.  These orders are entered at the department level.

4. Do Local Governments and Schools need to enter into the system?


No.  They are exempt.

5. When a buyer acts for another department, who inputs it into the system?  

Purchase orders are to be entered by the agency that completes the transaction.  Immediately prior to sending the fully executed purchase order to the contractor/vendor, the purchase order/contract must be entered into the system; If DGS is making purchase for another agency, DGS will enter the information into the system on behalf of the agency whose budget is paying for the goods/services.  Contracts that require DGS approval shall be entered into the system by the contracting agency after DGS approval has been obtained.  The registration number shall then be affixed on the approved contract prior to sending the final documents to the vendor/contractor.  The agency’s file copy must also contain the number.

6. If DGS-PD enters the contract into the system for another department, will it appear properly even though the email address is DGS?

Yes.  If DGS-PD enters information on behalf of another department, the information will be captured in the data field for the “other” department.
7. Are all types of purchases included—such as WSCA and purchases using CAL-Card as the payment method?

Effective July 1, 2003, all state agencies will be required to enter summary information via the Internet regarding all purchases or contracts over $5000.  The term agency shall include all agencies, departments, boards, commissions or other state bodies whose contracts are generally subject to DGS review and approval pursuant to Public Contract Code 10295.  
8. Will departments have the option to enter any sub-unit or will they have to choose from a list?

They can enter any sub-unit/department they choose.  However, the department will be linked to the email address entered by the person logged on to the system.

9. Upon implementing the system statewide, there may be times when an amendment will be done for a contract that is not yet in the system.  Do we need to enter the original agreement before doing an amendment?  

Yes, and all prior amendments will have to be entered as well.

10. Do we need to enter all past contracts into the system?


No.  Only when an amendment is required.

11. What if a contract is initially under $5K, but an amendment pushes the total over that limit?

The original contract will not be entered initially, but once the total exceeds $5K, the original contract will need to be entered, then the amendment.

12. Do we need to put the registration number on the 213 Form?

Yes.  There will eventually be a designated place on the 213 to enter the contract registration number (at the top of the form).  The Std. 65, however, does have a designated place on the form.  In either case, it will need to be written in once the contract number has been assigned. 

13. Does the system support multi-year contracts?

Yes.  The final termination date of such a contract is to be entered into the system along with the amount of funds obligated by the contract, regardless of whether funds are encumbered for future years.  Agencies are not required to input existing inventories of contracts.  The system is designed to monitor current contracting activity.
14. Should Interagency/governmental contracts/purchases have a separate marker so they can be separated from other non-governmental contractors/vendors?

There is a separate contract type for Interagency Agreements.  This will allow sorting of this category from non-government entities.

15. Will DGS Legal (OLS) issue delegations to departments or will departments cite SAM section for authority? [What does SAM have to do with anything?]


No.  DGS/PD will continue to issue delegations for goods and IT goods and services.

DGS Legal does not issue delegations. It may issue exemptions from contract approval where permitted by law for those contracts that are not part of the DGS-PD delegation program.

17.
When creating an amendment, some fields may be blank.  Is this going to be a problem with compliance review?


Not an issue at this time.

REPORTING/PRINTING

1.
Will we have access to view, search, and print data for all departments?


No.  Each department can access information only for its own department, and may search and print data contained therein.  Certain Users with the “General Viewer” function will have access to all departments within the state.  For “General Viewer” ability, you will need to request access from the SCPRS Administrator.

2.
Will the Summary Report be used for DGS Purchasing Authority Management Section (PAMS) for compliance review?


Not likely.  It does not provide all the information required for doing a review.  

3.
Can we search for delegated purchases?


Not at this time.  This may be considered for future modification.

4.
Will this capture small business pass through?


No, only prime contractors for now.

SYSTEM SUPPORT/SECURITY

1. Who supports the system?

DGS/OTR will monitor the application for data integrity and administration will be the responsibility of DGS-PD.  Agencies are responsible for maintaining and monitoring their activity. 

2. What about User security measures?

When an order is placed in the system, the database will only allow entry into the system by someone with an email address associated with an actual agency.  This will not prevent state employees from making malicious entries but will prevent someone from outside from malicious acts.  Note:  Users cannot enter contracts for another agency, but PD can make entries for any organization.

3. Can agencies identify and limit staff that will be allowed to make entries in the system?

Not at this time.  Agencies will need to establish internal policies for use of the system by their purchasing and contracting personnel. The system will send an email confirming the contract registration to the logged on user only.

4. Do the users initially register for approval or are the names of authorized users pre-identified?

The users initially register.

5. What constitutes confidentiality?

This issue is under review by the steering committee and will be addressed at a later date.

6. How do you control who enters the data into the system?

It is up to the department/agencies to control who is authorized to enter data.

FUTURE POTENTIAL MODIFICATIONS 

1.
Our department tracking system currently sends the Analyst/Buyer an email to remind us to start the renewal on a specific contract.  I would like to see this feature added to your system.  I assume you would need to have a field for Analyst or Buyer's email address and a date reminder field.  The email is automatically sent on that date—we can remove or change the date at any time.  It should not be a required field.  We should be able to change this field without going through a live person for a change. 


This recommendation will be added to the "Parking Lot" for the next iteration of this system. 

2.
Reports - Below are the internal reports we would typically want to run from your tracking system:

 
Agreement by Analyst



Agreements by Contract Number


Agreement by Contract End date

Agreement by Contractor Name


Agreement by Type



Agreement by Method


(Or a combination of the above)


These reports will be added to the "Parking Lot" for future consideration.

