Department of General Services

Procurement Division

707 Third Street, Second Floor, West Sacramento, CA 95605
(916) 375-4400 (800) 559-5529

Broadcast Date: November 21, 2011

TO: Purchasing Authority Contacts (PACs)
Procurement and Contracting Officers (PCOs)
Small Business and DVBE Advocates

RE: Revisions to eProcurement (SCPRS, CSCR’s & Requisitions)

This broadcast announces the following revisions made to the “Bid Creation”, “New
Purchase Requisition”, “SCPRS Search”, and the “New SCPRS Entry” User Interface in
the eProcurement system, effective as of Tuesday, November 22, 2011.

Bid Creation Interface:

1. The “Bill Code” field is now located at the top of the page and is MANDATORY.
The “Account Code” fields located at the bottom of the screen are now optional.
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Americans with Disabilities Act (ADA): It is the policy of the State to make every effort to ensure that its programs, activities and services are
available to all persons, including persons with disabilities. Persons with disabilities requiring reasonable modification to participate in the
meeting/training should provide their request to NAME at Example@dge.ca.gov or 916-123-4567 . You may also contact the Procurement
Division main office at (916) 375-4400 or the Procurement Division TTY (West Sacramento) at (916) 376-1891, California Relay Service at
1-800-735-2922 or 1-888-877-5379; TTY at 1-900735-2929 or 1-888-877-5378, Speech to speech at 1-800-854-7784. It is recommended that
DGS receives the request at least five working days prior to the event.



New Purchase Requisition Interface:

1. The “Bill Code” field is now located at the top of the page and is MANDATORY.
The “Account Code” Fields located at the bottom of the page are now optional.
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SCPRS Search Interface:

1. The user will now have the option to search on a specific “Bill Code”, by using an
open text field.



& BidSyrc: View Orders -8 % @m - Page™ Safety™ Took~ @~

%OV Ge;'le;clxr Services

Srocess Segs | View Orders | Chacge O

= New SCPRS Order

HOW TO CREATE AN AMENDMENT
3. Erer search criterin
2. Clck the "Find” button
3. Click the amend link on the right side of the screen,

SEARCH
Saarch For

(% Purchase Document # () Req Number ) Product Code () First Ttem Title
Type A ~ | (AB.SCPRSFIN)
Supplier Name Ssarch Clear
St v | [ include Recsived/Not Tracked

Ereated betmeen B Bl =]

[ Planse farmat date as Ase 23, 2004 o 04/23/2004 §

oM Acoans Lower Limit Upper Limit
Leave lower and/cr upper imit blank to respactively have no lower or uppar lmit,
Gepartment Ganecal Seruces. Depatmert of -

L4 Contract Number

B4 Code 4 v ar ml

Eofen Saarch
Acquisiien Type & v
icquisition Method 4 -

) Orders from my Reqs ) All Orders O Orders awaiting my approval

= Find

EIRSTITEM TITLE | TOTAL AMOUNT | DEPARTHENT ORDER STATUS| RECEIVING STATUS| cLiPBoARD| anenn|
buraeFgIDL PR - Nev 18, 3053 2:57:03 PM FST 3-C COMSTRUCTION $1,591,000.00 | | Genecal Sarvicex, Departmant Active biot Received Ak Amand
burgereg - MNew 9, 2011 11:15:24 AM PST BOBCAT COMPANY §4,200,000.00 Cenersl 59““::'-"*- Department Active Pt Becered Add Amend
£9-2083 ancomnz amenne ® © New 7, 2011 2155:45 PM #ST  Slug Engle Enterprises ALY [Tnsel Seveun DepaeS active Mot Becenved add  Amend
burasPot . ® ©Oct 11, 3011 1:47:28 PMPOT ACCUVANT INC E1j5a0.v| SCEma ENyERE Depariant Active ligt Becened Add Amend

New SCPRS Entry Interface:

1. The “Bill Code” field is MANDATORY and is located at the top of the page. The
“Account Code” Field’s located at the bottom of the page are now optional.
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If you have any questions regarding this notification, please contact:

eProcurement
(916) 375-2000
eprocure@dgs.ca.gov



