SCPRS Upload
|Step [Acion

1 Log in to FI$Cal
2 Click “Main Menu”
3 Click “FI$Cal SCPRS”
4 Click “Run SCPRS Upload”
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5 Click “Add a New Value” -
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6 In the Run Control ID field, enter a name for your Upload document
7 Click “Add” button




Enter your 4 digit Business Unit

Favorites = | Main Menu~= > FI5Cal SCPRS ~ > Run SCPRS Upload
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SCPRS File Upload
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Attached File

Attached File:
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Select “SCPRS CSV Upload” button

Favorites = | Main Menu~= > FI5Cal SCPRS ~ > Run SCPRS Upload
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10

Click “Attach”

Favorites = | Main Menu~= > FI5Cal SCPRS ~ » Run SCPRS Upload
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B Save

11

Locate the CSV file provided by DGS eProcure SUPER Team




12 Once selected, the file name will show.
13 Click “Save”
Favorites = | Main Menu~= > FI$Cal SCPRS ~ » Run SCPRS Upload
—
&
SCPRS File Upload
Run Control ID: test Report Manager Process Monitar =
Run Control Parameter
*Business Unit: (8955 |Q
File Type
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Attached File
Attached File: 8955_INFPO105_SCPRS_2016_03_04_10_16.CSV L ey
B Save
14 Click “Run”




15 Click “OK” (Do not change any values if you would like the upload to happen now.)
Favorites = | Main Menu~ > FI§Cal SCPRS ~ > Run SCPRS Upload
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FisCal
Process Scheduler Request
UserID 10009186 Run Control ID Procedures
server Name [N - Run Date [06/27/2016 El
Recurrence - Run Time |11:33-10AM Resetto Current DatefTime
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8124 Cancel
16 | Click Process Monitor hyperlink

Favorites = | Main Menu~= > FI§Cal SCPRS ~ » Run SCPRS Upload

F?§Ca!

SCPRS File Upload

Run Control 1D: test Report Manager Process Monitor R
Run Control Parameter
*Business Unit: 8955 |Q
File Type
@ SCPRS CSV Upload @) Subcontractors & SB/DVBE C5V Upload ) XML Upload
Attached File
Attached File: 8955_INFPO105_SCPRS_2016_03_04_10_16.CSV L ey

B Save




16

Status say Success and Posted.

Process List Server List

View Process Request For

From the Process Monitor page, click “Refresh” until Run Status and Distribution

607254 PSJlob

Go back to Run SCPRS Upload
& Save | |[=] Mofify

Process List | Server List

User ID| 10009186 Q Type ~  Last - 1| Days - Refrash
Server - Name aQ Instance to
Run Status A Distribution Status - Save On Refresh
Process List Personalize | Find | view All [ 2 | B8 First B 1 o1 1 B
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status gié:::ution v
607254 PSJob ZZ_SCUPL 10009186 06/27/2016 11:33:10AM PDT Processing  M/A D
Go backto Run SCPRS Upload
B Save | |[Z] Motify
Process List | Server List
Process List Server List
View Process Request For
UseriD|10009186 @ Type » Last - 1 Days - Refresh
Server - Name Q Instance to
Run Status hd Distribution Status Save On Refresh
Process List Personalize | Find | view Al | B0 | B First 8 1 of1
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status git::::ution De
ZZ_SCUPL 10009186 06/27/2016 11:33:10AM PDT Success Posted D




17 Go to the breadcrumbs at the top of the screen and from “FI$Cal SCPRS” select
“SCPRS Upload History”
Favorites = Main Menu~ > Fl§Cal SCPRS ~ > Run SCPRS Upload > Process Monitor
F’$Cﬂ' El  ERGS0 DataEntry
G FI$Cal SCPRS Data Entry
£ Fiscal sCPRS Search
Process List Server List
E  RunSCPRS Upload
View Process Request For G SCPRS Upload History
Userip[10009785 | | o) SCPRS Upload Summary 1 Das - Refresh
Server - Name Q Instance to
Run Status - Distribution Status - Save On Refresh
Process List Personalize | Find | View Al | &0 | B First @ 1 071
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2;2:3?]“0” De
607254 PSJob Z7_3CUPL 10009186 06/27/2016 11:33:10AM PDT Success FPosted De
Go back to Run SCPRS Upload
& Save |[Z] Motify
Process List| Server List
18 | This process may take a minute to run.




Locate your Upload in the SCPRS Upload History

Savorites ~ ‘ Main Menu~ > FI§Cal SCPRS ~ > SCPRS Upload History
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SCPRS Upload History

Personalize | Find | view 100 | (2 | &2 First 4 1.5 or 545 [

File ID Upload Status Date System File Name File Name User Orders Warning Count Error Coun
e B f?ﬁgﬂﬁ %:Sgig:s%ouﬁaa.csv 331;—_scprs_upload.csv DT S E g E
{526 ER Egﬁmﬁ ?gfgfggrgsg_ouﬁad.csv fglg__scprs_upload.csv DEPEIET R L 0 t
3924 Error ngigf:rg 3333?;2;:32_%15;3(1(:3\!’ 3glglscprs_upload.csv Func VP1 User with no SeCUrltY 1 0 1
4922 Error Eg“’ggm g;doeorjg_g:nﬁﬂﬁw' g;dn%rig?(:nﬁ%z} FISCAL BATCH Process ID 5 0 1
58921 Success Egiﬁﬂﬁ 9206065731658.csv 1658.csv Mora Gragert 1 0 0
6 919 Success iﬁéggﬂﬁ 0186064061230 .csv  1230.csv Nora Gragsrt 1 0 0
7 917 Success gfsmﬁ 9166049631630 csv 1639 csv Nora Gragert 1 0 0
8 915 Success gifiiﬂs 9146040081646.c5v  1646.csv Nora Gragert 1 0 0

Click on the Error Count hyperlink to view errors.

Savorites = ‘ Main Menu~ > FI5Cal SCPRS ~: SCPRS Upload History
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SCPRS Upload History

Personalize | Find | View 100 |0 | 8  First M 18 o548 [M] 1

File 1D Upload Status Date System File Name File Name User Orders Warning Count Error Coun
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5 921 Success igfﬁ,ﬂs 9206065731658.cv  1658.c5v Nora Gragert 1 0
6 919 Success iﬁggﬁﬂs 9186064961230.c5v  1230.csv Nora Gragert 1 0
7917 Success gﬁ‘{%iﬂﬁ 9166049631639.csv 1639.csv Mora Gragert 1 0
8 915 Success 06/22116 9146049081646.csv 1646.csv Mora Gragert 1 V] 0
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21 | The Error Log will show
SCPRS Error Page
Error Transactions
Errors Pe
Business Unit Purchase Document # DGS Billing Code Field Hame Message Text
10840 1111112 - DGS Billing Code The Field value is not a valid prompt vi
22 From the CSV file used for the upload, delete all line items that DO NOT have an
error.
23 Correct the errors, or contact SUPER Team at eprocure@dgs.ca.qov for
assistance.
24 | Once errors are corrected, return to Step 1 of this guide.
25 If there are no Errors, the SCPRS Upload is complete.
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