Introduction

State Contract and Procurement Registration System
(SCPRS)

SCPRS Purpose
The purpose of the State Contract P

, Which is tlmely,
Hly requested in
arding contract-

Force on Contracting and Procurement
plains the events that led to the

necessary to “ensure
extent possible” by state
to include recommendations re

ompetitive bidding is utilized to the greatest
he Executive Order also directed the task force
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necessary to ensure adequate oversight of the contracting and procurement
authority utilized by state agencies.

In response to Executive Order D-55-02, the recommendations of the Task Force
are designed to strengthen the contracting and procurement processes of the State
of California by improving the quality and gpenness of the process and implementing

t the following m
NT/procurement.
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If the new window opens part way on your screen and appears to sit on the SCPRS
window already opened, you would click on the small 'X" in the far right upper corner of
the new window to close it. (See Reports in Section 5 of the Users Guide for additional
information.)

If the window opens all the way and covers the screen, you will need to click on the gray
Back button on the top left corner of your Brgw3ser window. [Careful: If you click on the

X" in this circumstance you will be closing the SCP

Introduction Page
The SCPRS Introduction page will appear when a use

pes in the following address in
their browser, http://www.scprs.dgs,Ca.govV.

File Edt “iew Favortes Tools Help |JLinks @DGS E

@« 0= @ ¢ 4 | &

Eack Earsard Stop Refrezh  Home Search  Favorit

dddress IE hittp: A A, sopre.dgs. ca gow)

pii] om0 Caliform

Log Into SCPRS

State Contract 4

Introduction

The Procuremert Fe

P

State Contract Procurement Registration System

rocurement €oss

Hew User

New Users MUST
Email Address click on this link
| and enter here!

Pas=ward
I Sign In I

Forgot Passwo rd?

N
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There is a box for the user to enter their email address and a box below that to enter
their password. Please note that first-time users must click on the New User link above
the email address box. The password you normally use to access your office’s
computing resources will not work. SCPRS assigns your first password. Once
you enter the system for the first time, the user can easily change their password to
another of their choice.

Go to Section 1la to continue uction part of the User
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Introduction (continued)

SCPRS
February 18, 2003

New User Page
The screen below provides a box for the useytetype in avalid State of California email

password from DGS that is ge . an change it once
you log-in.

Initial Password link

such as Outlook,
time password. iyes in your own email system

) Procurement €oss

Your usemame and password will be emailed to the
walid State of Califomia Email Address entered below.

Email Address

| Submit I

Email Administrator

Note: Passwords_are not case sensitive in the SCPRS.
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pagel]
of S CF RIET

quick link to the SCPRS. At therteg ke right button on top of
your mouse. A small menu lig

shortcut. A shortcut icon ap QWS you to quickly
return to the SCPRS syste ars When you

' _ _!, Prunurement @ss

State Contract Procurement Registration System
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EForgot Password? Create Shortcut
Add to Favornites...
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PBroperties
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Log-In boxes

The first time you log-in SCPRS, enter your normal work email address and use the
password that the SCPRS system sends you in your first email. Once in the system
you can change your password.

Change Password

Click on the link for Change Password thg Qcated in the left hand of the screen in

Prnuuremaul oss

Change Password Screen

Current Password

Mew Pas=zword

Confimn Hew Password

| Subrmit |

Email Administrator

You may use all
also use a
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Sign-In and Welcome to SCPRS Page

After a user successfully logs-in to the SCPRS by entering a valid email address and
valid password, they will come to the first screen in the SCPRS as shown below.
Information on this Welcoming page is contained in Section 2 of the Users Guide.

A2 Procurement Coss

Welcome to the State Contract and Procurement Registration System

Ta register 3 new contract, select the Add Contract link on the left side of thiz page.

Al data fields prowide a help text by clicking on the link ower the data field, For example, click on
the Descrption of GoodsSServices link and a help window will appear with instructions to complets
that data field.

Ta register an amendment to an existing contract, select the Add Amendment link on the left side
of this page. &= with the Add Contract link, all data fields provide help text by clicking on the link
ower the data field.

Note: The system will automatically log youoff after 20 minuges if
i.e, if the system sits idle. When

tem will inform you that you

b Pru[:uramant ss

You have been logged off the SCPRS System.

Click on this link to log back on.

N
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Welcome
SCPRS

Procurement Division, DGS
February 18, 2003

Links on the Welcome Page

The first page you will see after succesgfully logging ipto the system is the Welcome
screen shown below.

SCPRS Home Pags

fidd Contract Y =

Ta register a new contract, zelect the Add Cordract link on the left side of thiz page.

Al data fields provide a help text by clicking on the link ower the data field, For example, click on
the Descrption of Goods/Senvices link and 3 help window will appear with instructions to complets
that data fild.

Ta register an amendmert to an existing contract, select the Add Amendment fink on the left side

Quick Links of this page. & with the Add Contract link, all data fields provide help text by clicking on the link
CMS over the data fisld,

=

Bdd Arnendrerit

Small Buzsiness

Feedback -
4

Hat Fixes

The grayarea on the left okthis screen Wnks are availableta_the user throughout
the SCPRS. From this gray area you can click on links tg~take you/fo a number of
different places. Referring to thexaumbers\p the commgnt boxes to the screen shown
ing from this firstyage:

he midtie of the page provides links<tq_allow the ussr to Add Contract or Add

Q_a contract that has previoustyheen ghtered into SCPRS. If the
never added, yQu Wwilnot be able to@dd an amendment. You must

actkefore yoscan add an amendment to that contract. See
and 4 fordetated information.

Isosgntains links to add or amendment a contract.

. Additionally, thete are links in the gray area to permit feedback from users to the
SCPRS staff and towiew announgeéments from SCPRS to the users.
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Additional User Guide Sections
For additional information on the following links, go to the User Guide section indicated.

Change Password Section 1
Add Contract Section 3
Add Amendment Section 4
Reports Section 5

Help Assistance
There are a number of help sources in the SCPRS sysjem to assist the user. If you
have suggestions on improving the system, please lef'us know. We welcome and
encourage your input.

staff.

A User's Manual. This [ [ | M be
printed in sections or printetN
link in the gray

e below). This
hose boxes that

SCPR% Hore Page

Procurement €oss

Add Contract

Add Arnendrent
Add Contract

Reports
Deptiégency Name Sub-Unit Name Original Emtry Date
Change Password Department of General Services 271172003
Help . Contract Type Dept. Delegation Mo.
Link to 1-IT Goods i*
Leg OFF User's - Link to
Description of GoodsfServices . .
N description
Buick Links - .
of this box
CMAS ¥ ’ *
Amial i Blieneie Contractor Hame Dept. Contract Ho./P.0. Mo, PTH F. Financed or Leased
I o I 3 I o € ves
Feedback “wendor FEIN Cortracting hiethod Leveraged Contract Mo.
I |1 - Competitive Bid (CH e
Hot Fixes P oL ‘—!
Small Business Disabled “&teran hficro Business
& o 7 ves LTI S  No 17 ves

Driginal Beginning Termm Original Ending Termm Original Contract Amount
2] l £ ! 2

*=Required Field SUbmi

4
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Below is an example of a description window for the Contractor Name box. Each
description window also contains a link that will take the user to the SCPRS Users

Manual.

SR e e P .
. rocurement €oes
sl  ——
Acid FAmen dment
Al Commiract
Rspriz
o B o Bt e T T

tl Description
Log a4 Depariment Contract Humber or PO Hombaer - window with link
it Lo ol to users manual
L T Contract o PO NUTEST 5 3 WRdRG Merd T basad 0 T arding suhice s AT suima,
Sl L By ¢ Laans

; Ke =
| | Lo [ L wiis 50 FRCE Lisars Rl E!;-_g_'r'g_
Hot Fiue

bparad Frai EUET
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Welcome (continued)

SCPRS
February 18, 2003

CMAS and Small Business links
If you click on the link for CMAS or Small Business in the gray area on the left side

> The SCPRS
below contains a

wingdow sits underneath this\feedback window. Note:

= e

S —

Procurement €oss

SCPRS - Comments

page number can be found in the burgundy bar directly below the search box, all the way to the rght the number on this pages is 325,

Thank wou for taking the time to give us feedback on the SCPRS web site. If wou are making @ comment about @ specific pags. the
look for the red amow). Just fill out the form below and olick on the submit button.

Page Mumber Gf applicable) I
hhy comme At concems 5
0 Emor

Qusstion On Page

Other Problerm with Pags

1100

General Site Problermn

Comments

hax Length = SO0 Characters

Submit I
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SCPRS - Hotfixes

This link will take you to a screen that displays announcements that are of interest to
the user. Check this link often to stay informed on fixes, new features or important
messages. To close this announcement window click on the gray Back button on
the top left corner of the browser window. (Contact your department's computer
support or Help Desk if you need further agsistance with closing Browser windows.)

SCPRS - Hotfixes

This page contains the Iatest hotfixes to the application that can be wiewed for informational purposes by our customers.

=
&
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Add Contract
SCPRS

Procurement Division, DGS
February 18, 2003

e first screen the user sees to
ents cannot be added to the

ract. Thisis
mber, amen

The following screen is used to add a co
enter a new contract into SCPRS. Re

Add Contract

Deptffgency Mame Sub-Unit Name Drginal Entry Date
Department of General Services I ZIFSZ003
Contract Type Dept. Delegation Mo,
I1-ITGoods vl*
Description of GoodsSServices
=
[ -
Contractor Mame Dept. Contract No.fP.0O. Mo, PIMN Mo. Financed or Leased
] #* I * I % o 0 ves
wendor FEIM Contracting hd=thod Levermged Contract Mo,
I 1 - Competitive Bid (CB) - I*
| | Small Business Dizabled “teran hiicro Business
& jo 0 ves 0 Ho 5 ves 2 N 5 ves
Original Beginning Termm Driginal Ending Termm Driginal Contract Amount
EE)-  — = I

*#=Required Field SHbmit I

Y, NV

The folldwing pages in the Ussy's Guide address each of the boxes/on this first Add
Contract page. The boxes are Isted as they appear ory'the stregh, starting at the top

, @ message _box appears and-the system does not allow you to
lick~apn the graw Submjt button on the bottom of the screen.
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Original Entry Date - Defaults

Today's date is automatically entered for a new contract based on the SCPRS
computer's system date. The data format is month, day, year order (MM/DD/YYYY).
For example: 03/22/2003 is March 22, 2003.

Contract Type* - Required Field; pull-down box
This box permits the user to select from a list' of shoices for contract type. One of the
choices must be selected. Unless a differgnt type 15selected from the drop down box,
the default value of 1-IT Goods is automatically used fopthe Contract Type.

To select a different contract type thap 1-1T Goods cli
box at the far right inside of the box te view a pull-down li
that below. Move the mouse to thg i
should now appear in the Contratt Type

on the small arrow in the gray
10g. The screen looks like
sk on that item. The item

P GS

> 3 rocurement <o

Add Contract

Deptsfoygency Mame Sub-Unit Name Original Entry DOate
Department of General Services I'— ZATIZO03

Contract Twoe Dept. Delegation Mo,

I1-ITGDOdS vl*

Hl H
z -
5 =
<+ -
2 Hon- -
6 - Non- 1T Consulting Eo..l’F'.D. Mo PIM Mo, Finance: d or Leased
- 7 - Public Wiarcs _ = I = o 7 ves
8 - A48 E CArchitectural & Engineerin, ai 1 i e b e i
9 - Interagency Sgresment i
10 - Grants/Subwention d (GB2 =
B 11 - hlemberzhips/SponsorshipssSubscription= Eran hiicro Business
= No O ves 5 Ne 5 ves 5 No T ves

Original Ending Term Driginal Contract Smount

Tarm
[E=l- i I 2

Driginal Beginnin
*=Required Field

A tablg of required fieldsor eac ConNe is incl nd appears in
descriptieq window~when the blue text Contrast Type dQove the box is clicked.
—[ContrattJypes Beginning Te(m |Engting Term |Delegation*
1 |IT Goeds _—IRequired / Required*
2 |IT Services_ Reyuired equired Required*
3 [IFGansulting Services. Required Required Required*
{Non-IT Gaods . - -
4 J(%ommm Reql%d\ Required
5\ |Non-ITConsulting.Services, |Reguired / Required
6 |NaQn-IT Services \Requirdd./ Required
7  |Publis Works \ Required
g [A&E(A hitecture / Reéauire g
Engineering
9 |Interagency Agréement Reduired Required
10 |Grants/Subvention Csatract |Réquired Required
11 Membershlps/Sponsorsﬁrpgl/ Required Required

Subscriptions
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*Contract Types that require a Department Delegation Number include IT Goods, IT
Services, IT Consulting Services, Non-IT-Goods (Commodities) and Interagency
Agreements for select data centers. If you do not currently have a delegation
number for these contract types, enter the word Pilot into the Dept. Delegation
No. field as a placeholder.

**Refer to the A&E definition below for infogmation on Required Beginning Term.

ailable for Contract Type. If
the SCPRS staff through the

Below is a detailed description of each iterf that is a
further assistance is needed, please send a message tg

Contract Type*
1-IT Goods
Additional Required Fieldg:

erm; Ending Term; Delegation No.

plogy as described in the State Contracting

unique knowledge of the indjvjdual and intellectual abilities of critical importance
to the success of the contract?

SCPRS 02/18/03 3



4 - Non-IT Goods (commodities)
Additional Required Fields: Beginning Term; Delegation No.

As described in PCC § 10290 “Goods” means all types of tangible personal
property, including material, supplies, and equipment.

As Described in the State Contracti
Is it a contract for the purchase of/&

g Manuahg 1.05:

Commodity gr Goods? Does the contract
ome tangible items, such as
2 If so, further consideration

but the main value o
be a services contract.

written O erbal and that is related to the governmental functions of state
agency administration ang/management and program management or
innovation.

(4) Are obtained by awardjng a contract, a grant, or any other payment of
funds for services of the above type.

SCPRS 02/18/03 4



The product may include anything from answers to specific questions to design
of a system or plan, and includes workshops, seminars, retreats, and
conferences for which paid expertise is retained by contract.

7 - Public Works
Additional Required Field: Beginning

any public structure, building, road, or other puflic improvement of any kind in
LQ, et al. Public Works contracts
_Rges to the contract and

9 - Interagency Agreement
Additional Required Fields: Beginning Term; Ending Term; Delegation No. for

select data centers

SCPRS 02/18/03 5



As described in the State Contracting Manual 8§ 3.03:

A. An interagency agreement (I/A) is a contract between two or more state
agencies. (GC § 11256)

1. A contract with a California State University campus is always an I/A.

2. A contract with a University of California campus (UC) may be either an
I/A or a standard agreement, b e contract must follow the requirements
for whichever type of contraci/is used~tor example, if the UC agrees to
calculate cost based upon tjfe provisions SAM 88752, then it is an I/A.
Otherwise, it will be consigéred a standayd agreement.

3. I/As may not be used foy'contracts with ‘'sampus foundations, the federal
government, local entities, or other states.

B. Special provisions apply:
1. I/As are exempt from advertising in the CSCR
2. I/As are exem

Note: If the entity p forminviice iISHsing subcontrasts or
purchasing goods, those.services and goods/should be competitively/bid.
(Dependin the nature okthe goods or sérvices, agencies may

requirgd to get asele source e ption if sybcontracts are not bid.)

3. I/As are not requir to meetBYBE participati Is if the entity
is using itSewn per

or STD 213 must be used.

INnvoice STD 13A is used only for the
Wices/(SAM 8§ 3522.1;

be submitted to DGS/OLS for approval (GC § 11256).

SCPRS 02/18/03 6



10 - Grants/Subvention
Additional Required Fields: Beginning Term; Ending Term

Grant: To bestow or confer a benefit on another, with or without consideration.

Grants provided by state agencies must be authorized by the Legislature. [SCM
Glossary]

Subvention/local assistance: A cghtract financeg
portion of the budget; includes ggreements prg
governments and aid to the puyblic directly or
nonprofit corporation organizg

out of the local assistance
iding assistance to local
wough an intermediary, such as a

here are™o restrictions in this
e acceptable.

acquisition of goos
delegation limits.

SCPRS 02/18/03 7



Do Not Use a Delegation Number: Acquisitions for non-IT services may not be

acquired under the department’s delegated purchasing authority; therefore if
entering into a non-IT "service” contract, leave this field blank.

The delegation number signifies that the department has been granted delegated
purchasing authority by DGS-PD to make purchases as applicable to the specific type
of delegated authority granted.

G ising authority must be prepared
using the Contract/Delegation Purchrase Order (CD (Std. 65). The delegation

asing authority I|m|t 5
Memorandum.

SCPRS 02/18/03 8



Contractor Name* - Required Field
Enter the complete name of the contractor. Do not abbreviate or use acronyms. Do
not enter the Contractor's address or telephone number.

Dept. Contract No./P.O. No. * - Required Fie|d

department/agency.

PIN No.

PRS views will contain only
other numbers.

SCPRS 02/18/03 9



Add Contract (continued)

SCPRS
February 18, 2003

Contracting Method* - Required Field; pull-down box

Use the pull-down listing for Contracting Meghad to select the method used for this
contract/procurement. The system defaults/the vatue of the contract type to the first
item on the list, i.e., 1- Competitive Bid (

(Contracting Method item 7 — Categorijc€ally Exempt
Category NCB'.)

Il be changed to ‘Special

Procurement €oss

Add Contract

|

Deptitgency MHame

Department of General Services

Sub-Unit Name Original Entry Date

ZITFE003

Contract Type
[1-1T Gocds

Descrption of Goodsffervices

Dept. Delegation Mo,

;I*

=
=~

Dept. Contract Mo./P.0. Mo,

Contractor Name Pl Mo, Financed or Leased

[ % * Lo Mo L Yes
wizndor FEIM Contracting hd=thod Leveraged Cortract Mo,
- |+
'] Small Business £
2 - Mon-Comp 4
*
& o T ves 3 - haster Agreements (o)
g 5B 4 - Chns
Original Beginnin: Te 5 - Emergency
I * 6 - Statutorily Exempt
T - Categorcally Exempt
2- CB-GC 142325 P
4 - CB-Formal *=Requirad Field
10 - CB-Informal
11 - CH-Request for Qualifications SSE) ™
D Procurement €oss
Add Contract
Depti®gency Mame Sub-Unit Name Driginal Entry Date
Department of General Services 2512003
Contract Type Dept. Delegation Mo
I1-ITGoods vl*
Description of GoodsfServices
=1
= I o+
Contractor Name Dept. Contract Mo SP. 0. Fa. Pl Mo, Financed
= * N = Ho
mA=ndor FEIN Contracting hdethod Leveraged Cont
1 - Competitive Bid (CB) - I*
SZmall Busine=ss - CB-GC 14533 .5 a Ero Business

a -

% o 7 vas

Driginal Beginning Term

12 -
14

10 -
11 -

ZB-Formal - o
CB-Informal R Rt
CB- Request for Qualifications (SEEx

h@e Pre- Qualification Agresement=

ke Statewide Commodity Contracts

ginal Contract SAmount
S

- bk State Price Schedule

- hihlaster Services SAgresment

- hitc-hvaster Rental Agresment

- hidhlaster Purchaze Sgreaments
- SEG.C. 4525

F= Raquirs:

-

This box permits the use( to se
choices must be selected.

please send a message to the

SCPRS 02/18/03

lect from g list of choices for contract type. One of the

If you feel tjfat you need a choice that is not available,

PR$ staff through the Feedback link.)



1 - Competitive Bid (CB)
As described in the State Contracting Manual § 5.08:
A. Three competitive bids or proposals are required unless one of the following
applies:
1. Emergency. The work or service is for the immediate preservation of the

public health or welfare, or the safety or protection of state property (PCC
88 1102 and 10340).

2. The contract is exempt fromf being co
5.80.

3. Sole source exemption.
from competitive biddi
served by exemption

etitively bid as listed in SCM

he Director ofQGS has approved exemption

organizations {PCC § 10340).

Note: These contracts interag}eﬁcy agreements cannot behs%d;g/
circumvgnter bypass the State’s bidding reguirements, SCM 1 anth3.

. Commuqity Based Rehabilitation ). The exemption applies

2

good/service/supplier able to-metthe specified goods or IT goods and services
peeds of aState department.

salso vaiIabI%Me 0 02-19 located at the
IViS] eb site Al -dgs/a.gov/pd.

Prices are often less thay those a single agency could obtain on its own.
Any state agency carmuse the statewide Master Agreements through the

SCPRS 02/18/03



use of a subscription agreement, typically using a Standard Agreement
Form.

2. Master Agreements take care of the bidding process and other
administrative details. Depending on the particular agreement, Civil
Service justification (GC 819130), and DVBE goals may or may not have
been dealt with.

3. Master Agreements allow an agenc obtain needed services quickly

Note: In rare_instances DGS_has given authorify to another agency~o pid
and supMster Agree€ment.

The CMAS contracts are established using products, services and prices from
already existing competitively assessed and cost compared multiple award
contracts. The products, services and prices are primarily from the federal
General Services Administration (GSA) multiple award schedule program
Federal General Services Administration (GSA) but not exclusively. To these
products, services and prices, we add California contract terms and conditions
and procurement codes and policies and establish a totally independent
California contract.

The contracts are utilized statewide by both California State and local
government agencies under delegated authority from the Department of General
Services. Agencies make best value purchasing decisions according to their
own business needs such as price, warranty, and supplier performance.

SCPRS 02/18/03 3



As defined in Public Contracting Code: PCC 10290(j) "Multiple award schedule"
(MAS) is an agreement established between the General Services Administration
of the United States and certain suppliers to do business under specific prices,
terms, and conditions for specified goods, information technology, or services.

5 - Emergency
Emergency is defined in PCC 81102 g&s "asudden, unexpected occurrence that
poses a clear and imminent danger /fequiring#wmediate action to prevent or
mitigate the loss or impairment of Jite, health, prgperty, or essential public
services.”

6 - Statutorily Exempt

a state agency may
, orihformation technology
kousand dollars ($5,000), but

, sewvices, or information technology, or a
established by the director, a state agency
, gations from responsible suppliers whenever
there is reasono believe a response from a single source is not a fair and
reasonable price.

SCPRS 02/18/03 4



9-CB-Formal
CB - Formal — Formal competition, based on the following:
IT Goods and Services -- >$500,000
Non-IT Goods (Commaodities) -- >$25,000
Non-IT Services -- >$50,000

As described in the California Acquisjtion

A written solicitation, including eith
language or General Provisions, ¢

Manual § 3.2.2.b.5:
Information.Technology (IT) model contract

10 - CB-Informal
CB - Informal —

When serwc ' [ S tis below (specified above)
[ dars and have them submit

SCPRS 02/18/03 5



13 - MA Statewide Commodity Contracts
Orders issued against Statewide Commodity Contracts established by DGS-PD

As defined in Public Contracting Code: PCC §10290 "Statewide contract” means
a contract awarded by the Office of Procurement to one or more suppliers for
the acquisition of specified goods for g period of time, at a price, and in an
amount set forth in the contract.

14 - MA State Price Schedule
Orders issued against Statewidg Price Schedides established by DGS-PD.

rtainty of the bid process. Some
thqQse with multiple vendors, have User

SCPRS 02/18/03



Note: In rare instances DGS has given authority to another agency to bid
and supervise a Master Agreement.

B. Intra-agency master agreements are contracts let by an agency for the use
of the divisions of that agency. Intya-agency master agreements may differ

And

000. Before developing a subscription
ster Agreement Contract Manager.

contract sheck with the M

SCPRS 02/18/03 7



Note: In rare instances DGS has given authority to another agency to bid
and supervise a Master Agreement.

B. Intra-agency master agreements are contracts let by an agency for the use
of the divisions of that agency. Intracagency master agreements may differ

e Inra st nces DGS has given authority to another agency to bid
erwse aster Agreement.

B. Intra-agency master agreemgnts are contracts let by an agency for the use
of the divisions of that agency. Intra-agency master agreements may differ
from agency to agency, depending on program needs and statutory

SCPRS 02/18/03 8



authority. Any agency wishing to enter into such a master agreement should
discuss the agreement with its DGS/OLS attorney.

18 - A&E G.C. 4525
Qualification based contracts for Architectural and Engineering Services which
are selected in accordance with the provisions of Govt. Code 4525 and State
Contracting Manual, Chapter 11, et ad. Thkese services obtained through a
Request for Qualification (RFQ) prgcess to ensure the most qualified
professional services are obtained by the State.” The RFQ process is used to

Disabled Veteran
Yes or No button.

Micro Business (not availak
Yes or No burton:.

Beginning-Term*
e original beginping teny of this t

Instructions on Tax issue to be included.)

for example 2500.56:

SCPRS 02/18/03



The user must click on the gray Submit button in order for the data to be entered into
the system and for the generation of a SCPRS Registration Number for this contract.
You must have a registration number for each contract.

Note: If you were in the process of adding contract or amendment information and
had not clicked on the gray Submit button before you logged out of the system or for

2 digit numeric Contract Type plug
4 digit nurpferic date in the order of Mo

The 4 digit numeric organizatiorncodes areassigned and maintained by~the Depa
of Finance (DOF). Further informatiqn abouttké DOF codes and their use
available at http://wwwdaf.ca.gov/htmlrsalstars/ucm.htm. /The second bullet ne
bottom of the DOF page provides a link to alphabetical, Aiumerically, or structural listings
of the organization ¢qdes.

Example: 1770100902100 xhold typeTs-not preseqt in realumber)

ization code

# (the system will_ use he same contract
typeunumbef that was selected eaylier for Contract Type)
September 2002

00

e-Lser canadd amendments to the parent
her. Aferiod and the amendment
Exgmple of amendment 1 for the

SCPRS 02/18/03 10



Add Amendment
SCPRS

Procurement Division, DGS
February 18, 2003

When you click on the link identified as’Add Amen
Menu screen shown below. Please e aware that
work on your own department/agenty's contracts

ent you see the Add Amendment
u are only allowed to view and

Note: Once the system has bé&en in operation an
that is multi-year, a search 1\
to search more efficiently.

- 04

as stored a large volume of data
il be added to allow the user

Procurement Coes

Add Amendment Menu Search

To search for @ contract select options below and click on the search button. This will prowvide you a list of Contracts that mateh the
critena.

Select the type of search wou want to run

| Don't Specify (Find Al Cortracts) | = |

:Don't Specity (Find Al Contracts)
Search by Contract Mumber
Search by Description
Search by Contractor Mame
Search by Contract Type
Search by Contract hethod
|

SCPRS 02/18/03



e YR R Wt . -

r oz Procurement ass

Add Amendment Menu Search

To search for a contract select options below and click on the sean:h button. This will prowide you a list of
chtera.

Select the type of search wou wart to rn I Search by Contract Humber ;I

Enter your search temm I

Search Mow I

the box. Click on
the SCPRS
anization

Enter any part of the SCPRS Contragt Registration
the gray Search Now Autton. This/s the unique numbe
when a contract is firs{ entered. X part of thecqumber, such
number type or date willxeturn those_contyacts that match your
3 of the Users Guide for more_informatie
number is invaljdas shown below, the SCPRS shots you a screen tha

no records we ou entered i.e., 1-0 out of 0 Records. Click
on the brow again.

e 3,

=

e r M Procurement {oss

Add Amendment Search Results

< First < Prewious Mext > Last

1-0of 0 Recards
First < Prewious Mext » Last

items in the ghop down box Search by Contract Type as shown
n. Click/on the gray Search Now button.

3. Select one of
in the following scr

SCPRS 02/18/03 2



Add Amendment Menu Search

To search for a contract select options below and click on the search button. This will provide you a list of Contracts that
crtera.

Select the type of search wou want to run I Search by Contract Type = I

1- 1T Goods ;|

- IT Services

- IT Consuking

- Mon-IT Goods {commodities)

- Mon-IT Services

- Mon-IT Consukting

- Public Whorks

- AL ECArchitectural 8 BEngineening)

- Interagency Sgreement

10 - GrantsSSubwvention

11 - Memberships/Sponsorships/Subscrptions

If wou selected Contract Type, Select One.

W00 =] O Ch G pa

for that contract.

Procurement Coss

Add Amendment Search Results

First < Prewious 112131415 ... MNext> Last

176001120248
Cortractor Name : test
Dept. Contract Ho/F.0. No. : test-123
Dezcription : test
Brnount : §3 566,756 .95

Each contra
information:

SCPRS Registration™NQ.

1760041 20249
Cortractor Narme : mecuny plastic

Dept. Contract Mo fP.0. Mo. : 1-02-81-05

Description : plastic
Srnount : $4.500,000.00

176001120250

Contractor Name : hicrosoft

Dept. Contract Mo /P.0. Mo. @ 1231546
Description : This is a test of the Demo
Aroount §10,000.00

176002120251

Cortractor Marme @ Joe Cortractor
Dept. Contract Mo /P.0. Mo. : 9999993
Description : David ‘dllanueva's TEST
Arnount © §50,000.00

17E001 120252
Corntractor Narme : OTR Tester

listed o

SCPRS 02/18/03

the screen

The SCPRS Registration
Number isthelink to the
contract's detailed
information.

bove includes the following pieces of

Generated by SCPRS and created when the
contract is first entered into SCPRS.



Contract Name Provided by the user.
Dept. Contract No./P.O. No. Provided by the user.
Description Provided by the user.

Amount This is the initial contract amount and does
NOT include any amended dollars.

The Add Amendment screen is shown/below.

s Procurement @oss . I — .
e —

Add Amendment 1«

Deptifgency Name Sub-Unit Hame Original Entry Date
Department of General Services OTR 1242252002
Contract Type Dept. Delegation Mo.
1-IT Goods 12-3445
Descrption of Amendment
=]
| - b
Contractor Name Dept. Contract Mo #P. 0. Mo, PIM Mo, Financed or Leased
Fest # Fest-123 * |12-34<5 & no 0 ves
| “wendor FEIN Contracting hiethod Leveraged Contract Mo,
I2346 I 1 - Competitive Bid (CB) - I* I324234
= Small Busines=s Dizabled “wteran hficro Business
= Mo Lo Yes L Mo o Yes [ Mo L Yes
Driginal Beginning Term Driginal Ending Term Driginal Cortract Amournt
1zras2002 12/2302002 F3.566, 756 .95
Mo. of Prior Amendments Al Amendments Total Cumulative Total
1 uéwl F15,000.00 $3,581,756.98
Amendment Beginning Temmn Amendment Ending Termm Amendment Total
b [o .

*zRaquired Field S4Bmit I

contain information entered
e of the boxes allow changes

1) a change in the work, 2) the amount of the
9 , and 3) the extent of the adjustment in contract time.
All information that is changed a3 a result of Change Orders should be reflected in

SCPRS 02/18/03 4



SCPRS. Due to the nature and number of Change Orders, they may be put in batches
and entered into the system with cumulative and/or final changes to reflect the current

status of the contract at the time of entry. Batched means that more than one Change
Order may be combined together and entered into the SCPRS as a single amendment.

Note: Change Orders may be batched

and entered weekly/monthly/quarterly at the

registration numbering
versions of the systemy.

SCPRS 02/18/03 5



Add Amendment (continued)

SCPRS
February 18, 2003

Add Amendment Fields

The following pages in the User's Guide @dtess each box on the Add Amendment

continue.

The first fields listed below
cannot be changed on this
changed, contact SCPRS.

sJo be

Original Enti
Contract Type
Dept. Delegation N

reflected only
amendments. If your department use$ a numbering convention that identifies
amendments, enter it this box.

SCPRS 02/18/03 1



Note: The SCPRS registration number assigned by SCPRS identifies the
amendment according to the SCPRS convention (see the end of Section 3, Add
Contract). The SCPRS registration number is a different number than the Dept.
Contract No./P.O. No. Inthe SCPRS a period and the amendment number are
added to the parent contract number for each contract amendment.

PIN No. - Procurement Division's Purchasing™formation Network number. Defaults to
original contract value. Any changes are reflectethqnly in the new amendment and not
in the initial contract data or subsequg '

alue. If any of this data needs to

iginal contract value. If any of this data

registration number indicates the nyimber of the amendment.

SCPRS 02/18/03 2



If you click on the blue text on the right titled 'Printer Friendly Version', a window
opens on top of the SCPRS screen with the same five lines of amendment
information, but without the additional colored frames, background text or pictures.
To print this view, click on the gray Print button on the menu on the top of the newly
opened window. (If needed, please contact your department's computer services or
help desk staff for assistance with prm g. ) Click on the small "X" in the far right top
corner of this window to close the pri ndly version view.

Click on the blue SCPRS registragton number on/the first line of information of one of
the amendments to select an individual amendrent to view.

':ﬁ-‘ = Procurement @oss

Contracts Report Menu 22

Please click on any of the contract registration numbers below to view details. Printer Friendly “ersion

1TEO01010E 1 6.1
Contractor Mame @ Dl
Dept. Contract Mo /P.0. Mo. : 659068
Description : This is a test
Arnournt @ $2.000.00
ATHEO0I0 1031 6.5
Contractor Mame : Dall
] Dept. Contract Mo /P 0. Mo, : 6540684
Description : ==
srnournt @ 7T .00

'read-onl

Eile Edit isw Fawvorites Tools  Help |J Links &]DGES &]0G5-P0 Intsr & DES-P

J<~‘=-->v'9 [ ﬁ&l'@ E=] ] =5 -
I

Back o d Stop  Aefresh  Home Search  Favori tes  Histons M ail
Addr\es |@ http: A v, seprs. dgs. ca.gow/ addamendment. aspPoontr actnum=176001 1 20248&contractid=

Browser

All Amendments Tatal - This total d
based on all previousl
dollar value.

lar amount is automatically calculated by SCPRS
tered amepdments. This total does not include initial contract

SCPRS 02/18/03 3



Cumulative Total - This total dollar amount is automatically calculated by SCPRS
based on original contract amount plus all previously entered amendment totals (and/or
Public Works Change Orders). If an amendment reduces the dollar value of the
contract and the amendment total is entered as a negative dollar amount, this
cumulative total will subtract the negative amount from the previous total.

Amendment Beginning Term* - For eage ofuse, a quick select calendar is placed next
to the date box. Click on the little box with red letters 1 2 that is next to the box. By
using the areas at the top or simply clicking on a daj¢ in the calendar that appears, the
date will appear in the beginning tepm date box in he proper format. You can also enter

Amendment Total* - En
necessary to add a dolld
zeros. If cents are includedh

amount for amendment or batchethkc S i e is a dollar change.
SCPRS will add thispatch ollar amouqt to the

SCPRS 02/18/03 4



r’: Procurement {oss

Amendment

Add

De (=Iuled

Departrment of General Services

Cortract Type

Hame

Sub-Linit Name
OTR

1-IT Goods .
ety Microsoft Internet Explorer E3 I

TEXT

Cortractor Ham

Ilu‘Ic-rosOft

& The vendor FEIMN must be a 9 digit numernic walue.

| sdendor FEIN
T ——
- Small Business Disabled “witeran hicro Business
oo O ves e 7 ves oo 7 ves

Driginal Beginning Term

12/ 2002002

Ho. of Prior Amendments

Driginal Ending Term

12,2 1520023 F10,000.00

Al Amendments Total

|

Amendmernt Beginning Term

F170.300 00

Amendment Total

u]

Amendment Ending Term

Driginal Ertry Date
122452002

Dept. Delegation Mo
124654

Financed or Leased
@ Ho @ ves
Leweraged Contract Mo.

I122455

Original Contract Amount

Cumulative Total
F130.300 00

e

Once the data is successfully su

11

SCPRS 02/18/03

|D1 f01,/03
*=Raquired Field _S4bmit I

itted, the’ screen beldw appears.

: =‘4\§ Procurement €oes

Amendment Submittal Receipt

Printer Friendly “ersion

Anew contract amendment has been registered with the State Contract and Procurement Registration System
The contract amendment number is

1FE001120250.3
Anemail receipt has been zent to the following &-mail address-

gloria.santos @dgs.ca.gow
The cortractor iz Microsoft
The Smendment Total is $0.00

Thee curnulative total for this contract is $420,200.00

Thank You
SCPRS Administrators



In addition the SCPRS sends you an email confirmation of the new amendment such as
shown below.

From: SCPRS Administrator [scprsadministrators@dgs.ca.gov]
To: gloria. santos@dgs.ca,. gov
e

Subject: SCPRS Mew Amendment Registration Confirmation

Dear Customer,

A new contract amendment has been registered with the State Contract and Procurement Eegistration Swstem.

Contract Amendment Mumber: 1760011202503
Contractor MName: hicrosoft

Amount of the amendment: $£0.00

Curmmlative ameount for this contract: $180,300.00

Thank You

SCPRS Admnistrators
SCPESSA dministrators@ldes ca gov

Clicle on this inlt wemw. scprs. des ca gov to return to the State Contract and Procurement Eegistration System.

SCPRS 02/18/03 6



Reports
SCPRS

Procurement Division, DGS
February 18, 2003

When you click on the link for Reports you will seethe Contract Registration Reports
Menu screen shown below. Please bg aware that ygu will only be allowed to view your

own department/agency's contracts
Note: Once the system has b
that is multi-year, a search c
to search more efficiently.

r?, Procurement €oss

Reports Menu

has stored a large volume of data
ill be added to allow the user

n in operation
ility for date range

To wiew contracts or to generate summary reports click on the appropriate link below.

® “Jew Contract Details by Selection
® Summary of Contracts by selaction

enteyed contract.

e screen below.

Procurement @ss E

To search for a3 contract select options below and click on the search button. This will provide you a list of T
criteria.

Contract Reports Menu Search

Select the type of searzh wou want to un

ify (Find &1 Contracts) [ |
0 (Find Al Contracts)
Search by Contract Humber
Search by Description

Search by Contractor Mame
Search by Contract Type

Search by Contract hiethod

SCPRS 02/18/03 1



a. Once an item from the drop down box is selected, a new screen appears that
requires the user to enter specific criteria to search by for Contract Number,
Description or Contractor Name.

The screen below shows what appears when the Search by Contract Number
is selected from the drop down box. Enter any part of the SCPRS Contract
Registration Number into the b This is the unique number assigned by the
SCPRS when a contract is first entered. Any part of the number, such as 4-
digit organization number, type or date Wil return those contracts that match
your entry. (See Users Guyide Section 3g/or more information on the SCPRS

registration number.) If tHe number is ipvvalid, the SCPRS will ask you to
enter another number.

/N /N
Procurement €oss I

_

Contract Reports Menu Search

To search for a contract select option=s below and click on the search button. This will prowide wou a list >
criteria.

Select the type of zearch wou want to run I Search by Contract Humber ;I

Enter your search term l

Search Mow |

- g

Contract Reports Menu Search

Procurement €oss E

To search for @ contract select options below and click on the search button.  This will provide you 3 list of Contracts
crteria.

Select the type of search wou want to run I Search bw Contract hdethad = I

If wou selected Contract hiethod, Select One.

|1 - Competitive Bid (CE) |
- Competitive Bid (CB) -
< - Mon- Competitive Bid (HCB) I—

- haster Agreement=s (ol
- Chilfs

- Emergency

- Statutorily Exempt

- Categoncally Exermnpt

- CB-GC 142324

S - R

- CB-Formal
10 - CB-Informal
11 - CB-Request for Qualifications (AZE) ™

If a match is made above selections, the screen below appears that
lists pertinent informationfor al)/contracts that match.

SCPRS 02/18/03 2



' = Procurement @ss I
e —

Contract Reports Menu Search Results

First < Prewious 1 |2 131215 ... Hext = =t

1FEO0 1120248
Contractor Mame : test

Dept. Cortract Mo #F. 0. Mo : test-123
Description : test

arncount @ FE566,756.05

/pThe Contract Registration

Number isthelink to the
contract's detailed
information.

1FEO041 FOF0
Contractor Mame : mecol
Dept. Comtract Mo sF 0. Fo. :
Description : plastic

u Arncunt @ $4,500,000.00

102

AFE0011Z0750

Comtractor Marme  hicrosoft

Dept. Comtract RHo SF.O. Mo, @ 12215465
Descripticon @ Thizs iz 3 test of the Daemo
Sraount @ F10,000.00

AFS002 120251

Comtractor Marme | Jos Contractor
Dept. Comtract RNo SF.0O. Mo, @ 9209900
De=cripticon : Dawid “Allanuewa’'s TEST
Arnount - EBS0,000.00

AFS001 120353

Comtractor Marme : OTR Taester

Dept. Comtract Mo AP 0. Mo, o 3 R0
De=scripticon : Test for OTR

maneuvering betwee
matched list.

Pescription:
Amount:

Q/f a gray View button. A number of
1 blue link that states Printer Friendly Version

SCPRS 02/18/03 3



Printer Friendly Version

b [ete b B o O e TCRA e OB g e gk B i e -H

P R o O -

window will open that dos
state's web page standard.

[Lrss @R1OGE 2] UG-P0 past 2] DOGEET0 a1 CSEA ) eaos B2 CRRR R Coints  HR] S Caen iR Ok Hose

- in T
(|8 et e e s A e T e A A e .
| i (4] boyrs A SR O £ G ST L L (R 5[5 R L TS DR PR G [ T SR S o 4 e | e 0 (s I
Carn A8 L85 1T WP S T e ERHH Y i & s =1
||| e ge esd Pgeaaws Tesis  Heso | [Lede @003 @] BGEFDiee @ (000 PO e S]CERS ] e T
[ T el [ T = — -
Bimmmb  Fommes Wiilms P Ve oat K
::;,,::..'.'.'_'_.'.'.T.".;.';;.;:..'_':'_.T:.L—v..-.-.._.-.7.':\...'..—_.—,_-_m.\_.,,,....,.__..-—;' e | P
'''''' Print this
&
view
T Bl o Lk
L 1as
S Tatist
=1 | .tlﬂ
(ae]) Droees I T z
PP s —— fEpenaca e g S —
=i
e T -

] PR e | PSR e el Y]

e,

inside window. int selectionOn the File Menu on the inside
window

SCPRS 02/18/03 4



Reports (continued)

SCPRS
February 18, 2003

In the Reports area of the SCPRS, you can print the following information. (Note the
Printer Friendly Version link discussed e

1. A summary of all contracts that matched your segrch (Contracts Report Menu)

r'v = Procurement €oss E

Aadd amendment Search Resuhlts

First < Prewious 112131415 ... HMNext:> Last

1FE001 130545

Contractor Mame : test

Dept. Contract Mo /P 0. Ho. : test-123
Description : tast

Srocunt - RS S66.756.08

1750041 20240

Contractor Mame : mecury plastic

Dept. Comtract Mo fF. 0. Mo, @ 1-02-81-05
Description : plastic

Srount - F4.500,000.00

176001120250

Contractor Mame : icrosort

Dept. Contract Mo /F. 0. No. 1231545
Description : This is a test of the Demo
Lrocunt o F10,000 .00

1FS00Z1Z0Z51

Cortractor Mame : Jos Contractor
Dept. Contract Mo AF. 0. HNo. : 9000000
Description : Dawid “Allanuswva's TEST
Lrnount - BS0.000 00

AVS0011 20252
Cortractor Mame : OTR Tester

2. A Contract Vlevgrgen WM

Procurement €oss

Contract View Screen - 176004120249

Printer Friendly “arsion

Depts, [=lal=} MHame Sub-Linit Mame Original Emt Date
Department of General Services procurement division 122452002
Contract Type Dept. Delegation Mo
< &4 - MHon-IT Goods fcommodities) L k t
Description of Goods/Services .
el printer
=] Contractor Mame Dept. Contract Mo sP.O. Mo, PIM Mo, ; f”endly
mecury plastic 1-02-81-05
aiendor FEIN Contracting hdsthod Leveraged Contract o, Vason
o T IS 1 - Competitive Bid (CB) 1-0Z-51-05
Small Business Disabled “wsteran klicro Business
I o 7 ves T o 7 ves T jo T vas
Driginal Beginning Term Original Ending Term Original Contract Smount
1ZM 52002 1ZATFTrZ004 F4.500,.000.00
Ho. of Amendments A Amendments Total Curmulative Total
3 \,qew F492 00 4,500 492 00

NW

SCPRS 02/18/03 1



3. A summary of all the amendments for a single Contract

Flease click on any of the contract registration numbers below to view details.

1TEO041 Z0Z40 1
Contractor Kame @ mecury plastic
Dept. Cortract Mo fF 0. Mo, 1-02-51-05
Description : test
Arnount 12300
176004120340 .7
Contractor Mame © mecury plastic
1 Dept. Cortract Mo./F. 0. Mo, © 1-0Z-21-D5
Description : test
Arncunt @ F123.00
1TE004120242 .3
Contractor Marme @ mecury plastic
Dept. Cortract Ho fF 0. Mo, : 1-02-81-05
Description : tast
Arocunt @ F133 00
1TEOO 20240 4
Contractor Kame @ mecuny plastic
Dept. Cortract Mo sF 0. Mo, 1-02-51-05
Description : test
Armount : F123 .00
176004120240 .5
Contractor Mame : mecury plastic
Dept. Cortract Mo./F.0. Mo, © 1-0Z-21-05
Description : 1

4. An Amendment View(green of a/éggle amendm
2 2, | B 2 H

|kt 421005 £I005-FD i @005 MO0 Ime  @]C5E4  f2leboy @)D @#]Coum  #8]5e Counme
£ ok = -
e Gemoh  Faecated  Hamkgs | sl

Y I 0 S O [ i ey bl 17 0 TR 1

Print this
i ikt view with

| e e AT sate's
YA ) R i stendard
PAFE S e web page

formet

riendly Version link is also
standards.)

SCPRS 02/18/03 2



Reports (continued)

SCPRS
February 18, 2003

Summary of Contracts by Selection

Click on this link to use the search screep’ sheywn below. The first three boxes allow the
user to select any item in the drop down’box. Thefourth drop down box allows the user
to determine the report format.

Select Agency Sub Unit Name; Select Contract Type and Select Contracting Method.

F—e - Procurement {oss

Contracts Suarmmarmary Report= Mienu

To generatse @ contrAact SUummary report,. maks wour selection from the choic wing
dropdown boxe=s and click on 'Get Report”
Drop down
Surmmary Report for Departmert of Seneral Seroices,
boxes for

Select Sgency Sub Unit MHame

= sue Unie= -1

Sub Unit,
Type and
Method

Select Contractin Fodetbiod K
Sl Comtracting elethods —
. Report

format

Select Contract Twpe
= Cermract Twpe= = |

Siet F{egmr‘tl

Contracts Summanry Reports Menu

To generate a contract summary report, Make your selection from the choices given in the following
dropdown boxes and click on "Get Report®
Summary Report for Department of General Services

Select #gency Sub Unit Mame

[rE=D ~1

Select Contract Tupe
|2 - &2 E torchitectural & Enginssring) B |

Select Contracting hidethod
Al Contracting hkethod=s - I

Select Desired Report Formiat

[Eecel spreadsha= [ =]

SCPRS 02/18/03 1



The report returns to fill the screen and looks like that shown below.

13 hilgcd ey sopie dgs. o2 geviboa o bopoL ssp PU=HESTRCT ~BECH-AllC ontizcling Methods - Mioiowsdl |stesne! Exploer pravided by HER

| B Edk Wk et Famel  Iods ’“l:Lrn 2065 EI0GSFDIne &J0GSFDIme @CSEA & eGov @8] 05F @]Couds 48] 5a0 Courly @] CA Hone ”ﬂ
W o @ TE A s IR F R lHé.-JE_-g

Buch T S Feksch  Home | Seach Fevoiles Hitog Tedle Wal Friny. ;
.-@ERWJ it e, £ s cigr, o g o macsbeoon el =FE S0 RCT =560 <8 Coriracingh el hock _"'J ;?‘Eﬂ
DFRSLY JBRC o~ GE T LAUDEES - T

aria = oe @y EENE G %, W EE - A
: A TI = Cantracts ﬁnrj.rqrmudl:mnr:-ﬁr.ﬂnp.aﬂn'ﬁhr ol Ganaral Sameas - RESD

| A | ] 1 [ [ o | E I F | = i
1 H‘ tracis and Smendments for IJ:EarIm-era ol General S=nsces - RESD 1 ‘m
[P35 Fapoit Diate: 2 102003
3

Camracy Armpsdment | Fogeratien

4 Suls Uit A dment | Hegistration # | Sag & | Emtry date LCantract Typ= Costracting Mathnd
& B E (Achteciuml &

50 |RESD Contiact 1 PE00F00EF 1 a3 Ercanasnng] Compstilive Bid [GE)
& & E (Achieciual & CH-Reguest for Cuslidication:

B |RESD Contiact 1 TEIA0N0ES 1703 Erpngsningl (]
& & E (Archieciual &

T |REED Contract 1 TR0O0N0ETT a3 Erignagnng] Competitts Bid [CE)

=]

B

1

11

ik

uttons available to you according
s file using the Browser buttons.

Browser's
File menu

Wiews  Ilnsert  Format  Tools ”lJ Links &]DGS &]DGES-PD
= - | el )
Fefresh Home Search Fawvorites Histo

.ca.goviescelreport. asp?PI=RESD&CT =8&Ck =41 C

v | -
Cirl+1

Fags Setup. ..

Erint.. Crl+ P ggl“'“'l%@lzﬁs
Save As Jsgnd ,|Blg§§§|$%,

itemfrom i Contracts and Amendments for Departme
. — Impoart and E=zport. .. B I =
File menu L _ -
il Froperties ts for Department of General Serwices - RE
= wlork OFfline
T LR Contract/
< Sub Unit Amendment Registration ?
5 RESD Contract 176003010371
E RESD Contract 176003010375
7 RESD Contract 176003010377
=
a
10
11
12
13
14
15

Click on the Save item in the File menu. The system automatically knows
that the data is in Excel format.

SCPRS 02/18/03 2



Type in a name for this new Excel file and identify the location where you
would like the file saved.

File Edit “iew Insert  Fomat  Tools |J Links &]DGS @DGS PD Inter &) DGS-PD Intra @ESEA &]eGovw £&]0SP

e = ] | rat | 2 =S| B | itz Exie =5 =4
Back Forward Stop  Refresh Home | Search  Fawvortes  Historw Tools P il Frint Edit

ddress [@7 http:/ v seprs. das. ca.gov/encelieport. asp?U=AE SDECT =8&CM=Al_ContractingM ethads

TEHERY | EET - aw = A 2R e RS -3

wial -0 - B 7 U |=E==E]|® 2% , WU|EE| - D A-|
Al =1 = Contracts and Amendments for Department of General Services - RESD
) I B I C I D I E I

and Amendments for Department of General Services - RESD
25112005

User determines
location of new
file

Cont

|§ GSantos on 'POSMFOOFO0L" {H:) v| F_"FI |§5§5 = = 12 rchite
- I ring)

Z Save L rchite
Cancel I rlng!_

terchite

Options. .. I ring)

User typesin
new name for
Excdl file

window. This fwle all

for the contracts that matched
data can be sorted, deleted or

Frocurement
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