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{ What do | need to remember?

So, what's new?

DGS and the
Department of
Technology are still
responsible for oversight
and policy.

" All policies, procedures |
and regulations still
apply to your

transactions and
reporting.

Vs

-
Cal-PCA

4

b
Cal-PCA

[ The eP Number is gone

The eP Number (continued) |
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The eP number The SCM Volumes
is no longer are being updated
required on the to reflect this
STD. 65. change.
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( Creating a SCPRS entry J

Two important pieces of information

{ The DGS Billing Code
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Line Items ‘

| Searching for your SCPRS entry

4 To add line |
items, click on /
\_ the plus sign.
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Search for your SCPRS entries by clicking ———
( on the FISCAL SCPRS Search link.
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' SCPRS Entry Page

Two important pieces of information
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enter a date
range, or you
will receive an

error message.

Required Information \

You MUST |

- i — You will notice that

you are not able to click
on any of the fields to

- . i obtain details regarding the

entry.
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](1 Details of the SCPRS entry Amendments ‘
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Scroll across the screen and you can see the details of the entry.
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' Amendment Details Page |

Ammendment Detalk
Business Unit - Contract Version Number  Cortract D Contract Description Confract§ Amourt

10840 10000000000000000000000040 Law Coniract

[ Adding a SCPRS Supplier |
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Ensure that you have the “Vendor Processor” role, to add
the Vendor.

If you do not find your Vendor in FI$Cal SCPRS,
) follow the UPK steps to add them and continue with your
) entry.

g / Y v ¥ \
Main Menu Vendors Ve“d"f Add/Update Vendor At it
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The Menu
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What information will | need?

Vendors Tax
Identification
Number
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'What do | need to know?

| Prior to adding a vendor, search to make sure that vendor does not

already e

Persistence - Will default to “Regular”

The Vendor Management Unit will review your entry.

2
b

Cal-PCA




2/26/2016

/Completing our SCPRS en

Although the Vendor | For the purposes of " Identify who ( Provide
q f Once the Vendor
Management Unit will SCPRS entries, the in your Unit or the necessary

. : has been added

o . Department has information, /

approve the addition of vendor will be made t?]e Vendor so the Vendor Cs%fgpéeste your
the new vendor, available immediately. | Processor Role. can be added. SR
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Where do | go?
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FISCal SCPRS Data Eniry
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In the Entry Screen,
search using

“Find Existing Value”
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Now you are able to edit
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What if my department did not
participate in the Upload?

€

Don’t forget!

A questions,
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" joinus for

FI$Cal
Fridays
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