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-

ompetitive bidding is utilized to the greatest
he Executive Order also directed the task force
to include recommendations regayding any statutory or regulatory changes
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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 th

screen, you will need to click on the gray
Back button on the top left corner of your Br

g window. [Careful: If you click on the

open.]

Introduction Page
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Introduction (continued)

SCPRS
DATE

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

address. This is the same one normally u our daily work and the one
assigned to you by your department. All

department's automated systems - itwy >
password from DGS that is genérated by thg . an change it once
you log-in.

This screen also provides a link to the Email Admyhistrator that takes
email where you can send a mes3age to the SGPRS admigjstrator.

Initial Password fink

such as Outlook, GroypWise~ stes, fromthe SCPRSwith your new first
time password. All emai sent RRS arrives in yourQwn email system
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ou may want to write down your password
and save this email for future reference. The email also contains a link that leads
you directly to the log™q screen of SCPRS (shown earlier in this document). Click
on this link to take you tothe SCP
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Note: Passwords are not case sensitive in the SCPRS.

Bl el e [resi Ppes  [mes s ek

bty | ehtr o o | v | B =L i [P 1
o = B Il e " =
P B AT [ SR R € . ] IRl el IFIsED mo e
Yai [ —
=
Tl BT P H et
=
Tr i i B
Troair uder id b glonin danrod Gl o i gens
o pagwwrond e PASSARSED
Fliaii dasne dind U’ Wdoanni o @ s del 000 Lo cabion o Gt e vl
Fhi i CRCE i O T bk bol oo o dogen 1o i Slate © onta it i 5o s B s lien S
mnprn skan na sl sa. m
L Link to Log-In
page
of SCPRS
=l
0 R ]| L s . b brirrnd Ok | sy 0 e ER | NI i ik - B 1. | ] AR . sl | st |[[ES 501 Bom e i 10 [T m T Aad Fad

your mouse). YOt
your browser. For

BEETHL nimh B v
Fas Ed- '\n-m Fh“’lﬂ-l ook Han || ke g@Ioom I PN i OO ED s @ CTEA @)= R0 @] Cmair ] S Gk ] R H e
i . e N s rette i, e

| bemen [ 7 i 227113 BT S0 TP B s P el et et b

Create
shortcut for
desktop

| =]
N ] b nkes - mmepnn Dodess || Feplang v aile DR | B ks wied - Sasien ]| G SR Lss Pegieen - [[poscens

screen. The use
entered the system. Click on the gray Submit button and an email will be delivered
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Note: If you do not remember your password, you must use this screen to
receive assistance. Your password is inaccessible to SCPRS staff and this
method provides a response from SCPRS in only seconds.

Log-In boxes
The first time you log-in SCPRS, enter yo normal work email address and use the

password that the SCPRS system sends 40 your first email. Once in the system
you can change your password.

Change Password
Click on the link for Change Password that is located in the left hand of the screen in

the gray area. The following screen appears.

[ =a) ke
BUEL* Lo BT A

fQrmationfor us to contact you. When you are finished enterlng your
R'S as you would normally send any other

include sufficient [
information, send yourmessage to SCP

email.
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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.
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Welcome
SCPRS

Procurement Division, DGS
DATE

Links on the Welcome Page
The first page you will see after succesz
screen shown below.

fully logging ipto the system is the Welcome

=]

] Dors i iregaai
e Aaal

the SCPRS. From this gray area you can click on links tg~take you/fo a number of
different places. i umbers\n the commgnt boxesOn the screen shown
this first\page:

he midtie of the page provides links<tq_allow the ussr to Add Contract or Add
Amendment e a contract that has previoustyhgen ehtered into SCPRS. You
can only add_an aendmentf the-contract has alpeady been entered into

SCPRS. If thesgntract was newer added,.you will not be able to add an
nt. Youwust¥st add agontractkefore you can add an
amendmenttp that contra See Sewstjons 3 and 4 for detailed information.

. The leftsi age alsqQ contains links’to add or amendment a contract.

' u to the HomeRage (this is the screen shown above), the
Repows area, Chanye PassWword screen, the Help manual and to Log- Off.

3. Quick Links on the\re{@fde of the screen will take the user to Procurement's
Division Internet pages for CMAS and Small Business.

4. Also, there are linRsn the gray aréa to permit feedback from users to the
SCPRS staff, to view angounceyents from SCPRS to the users; and to send an
email to SCPRS staff with aQy/questions, concerns, or comments.
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Additional User Guide Sections
For additional information on the following links, go to the User Guide section indicated.
Add Contract Section 3

Add Amendment Section 4
Reports Section 5
Change Password Section 1

Help Assistance
There are a number of help sources in tem to assist the user. If you

us an email. We welcome and

A User's Manual.
printed in sectios

assistance, please
Desk staff.
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Below is an example of a description window for the Leveraged Contract No. box.
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Welcome (continued)

SCPRS
DATE

CMAS and Small Business links
If you click on the link for CMAS or Small Business in the gray area on the left side
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Announcements (change name?)

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.)
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Add Contract
SCPRS

Procurement Division, DGS
DATE

he first screen that used to enter

The following screen is used to add a co
gt be added to the SCPRS until a

a new contract into SCPRS. Also, amey
contract has first been added to the system.
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The following pages in theNUser's Guide ad@s each of the boxes on this first Add
Contragt page. The boxes are listed as they appear on the screery/ starting at the top
of the&creen and 4 fcrom leftNp right.

ight are required fields and must contain data. If

ired fielddqes not contain data, a message bqx appears and the system does not
antindewhen the gray_ Submit buttonapthe Hottom of the screen is

use [
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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 bgx
This box permits the user to select from a list hoices for contract type. One of the
choices must be selected. Unless a differg elected from the drop down box,

| Eae Ear Wheec Faaaiis o Toal BR[| Links gms muuarp nim E1BEAEE vhn  SCAEA @ chioe e

ALY il‘alp Flt'th Hnm.n | i.mh F,ﬂi",. Hnup | -h‘il ﬁ E'.;El a3

g 4 s g, s o g

| e =
= ke B
| ERne | ) g - e DGR | inbas - Mcrcsa e Quieck - [faecrnn - woimsn am [ AR SCFRE i .| B Moo wiond - Secke 0] [oh B =A mmoam

f requi N each Contract is icludedhere and appears on the

screen whe e bloe text Contract Type above th is glicked.

Contract Types_ inning.Term/|[Ending Term |Delegation*
1 {T Goods._ Required 7 Required
2 |ITServices \Required™\._ Required Required
IT Consulting Serices Reguired / Required Required
4 (C(;] I g;doitie: \ Naquir}?/ Required
5 |Non- IT\ansuItlng\S\erx/lces Reyuired Required Required
6 |Non-IT Servises Required Required Required
7 |Public Works Reduired Required
8 'é ngéiﬁ e(érriﬁgl)tecture\&\ }J/equired** Required
9 |Interagency Agreement |Required Required Required
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10 |Grants/Subvention Contract |Required Required Required
Memberships/Sponsorships/
11 e
Subscriptions
*All Contract Types require that something be entered into the Department
Delegation Number field. If your department does not currently have a delegation
number, simply enter the word - Pilot.
**Refer to the A&E definition below for informs

Required Required Required

ion on Required Beginning Term.

Contract Type*
1-I1T Goods

Additional Required Fie,

primary purpose some typ&Qfffecommendation, or product of the mind? Are the

SCPRS 01/31/03 3



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

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

As described in PCC 8§ 10290 “Good means all types of tangible personal

{ng may involve purchase of
and pad (Service), and

Cg10335.5. (a) "Consulting services
, eans services that do all of the following:

(2) Provide arecommended course of action or personal expertise.

(3) Have an endyaroduct that j§ basically a transmittal of information either
written or verbal antNthat is yelated to the governmental functions of state
agency administration and/management and program management or
innovation.
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(4) Are obtained by awarding a contract, a grant, or any other payment of
funds for services of the above type.

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 Term; Delggation No.

An Agreement for the erection /construction, alteration, repair, or improvement of
any public structure, building,«Qad, or other publlc 3 rovement of any kind in

instructions to enter Publt > ge Order inform
the numbering of

of Office of Legal
the auth i

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

As described in the State Contracting Manual § 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 Stdte University campus is always an I/A.
2. A contract with a University 6f California tampus (UC) may be either an
I/A or a standard agreemenit, but the conjfact must follow the requirements

for whichever type of coptract is used. RQr example, if the UC agrees to
calculate cost based ugon the provisions INSAM 88752, then it is an I/A.

if the entity

through 11263 and

x a legal reason for not doing so. Such a reason
gral funds. The reason should be noted.

audit of the Sta
under the agreemeny (

e Auditor for a period of three years after final payment
§8546.7).

SCPRS 01/31/03 6



4. DGS approval is required for I/As of $50,000 and over unless the agency
has a higher delegated authority. Once cumulative amendments to the I/A
equal or exceed $50,000 or the agency’s delegated authority, the I/A must
be submitted to DGS/OLS for approval (GC § 11256).

10 - Grants/Subvention

or the acquisition of goods valued at $100 -
t $5,000 - $99,999.99 when acquired under

GC éection 14838

Information Technology\(IT) Bage Delegation Number - For the acquisition of IT
goods and services valuedxqQ $500,000.

SCPRS 01/31/03 7



Expanded, Special, and One-Time Delegation Number - For the acquisition of
goods and IT goods or services which exceed the base delegation limits.

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

- (example: IT-123)
sQmmunications

'ewed and approved by PD before the contract is issued.

delegatlon iS rey

SCPRS 01/31/03 8



Description of Goods/Services* - Required Field

Describe the goods and or services related to this contract/procurement, i.e., if the
contract is for services, describe briefly the contractor deliverables. Be as concise as
possible and include key words that might later be used to search by.

Contractor Name* - Required Field
Enter the complete name of the contractor. 1Qt abbreviate or use acronyms. Do

not enter the Contractor's address or te

assigns to this transaction.

PIN No.

SCPRS 01/31/03 9



Add Contract (continued)

SCPRS
DATE

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 default e of the contract type to the first
item on the list, i.e., 1- Competitive Bid (

e Pgemews T Mk | beks SA1C0E 8 DEE D e ] COEFD i 8] CEG ] el m JOER
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l oA T = Ll a2 =\ = - ey = sl e

s . o Festery e Fari ]
|

iforniafs SFRR ..

rvﬁii Procurament

Hrmms Friny e

=
& [T [ i =
S| e s - Mok Coscck | Lag g <0 s DG | T NE Mt b N R i S L REBATR memand
This box i lect frol a list o; choices for contract type. One of the
choices mus (If you feel that you need a choice that is not available,
please email the hrough the available email links to discuss.)

enter aLeveraged Contract Ng_4n the leveraged contract number box.
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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~s for the immediate preservation of the
public health or welfare, or the/safety or protection of state property (PCC
§8 1102 and 10340).
2. The contract is exempt frgm being competitively bid as listed in SCM
5.80.
3. Sole source exemption{ The Director of DGS has approved exemption
from competitive bidgimg because the state's best interests are better
served by exemption (SCM

4. Governmental agéncy contragz. The contractNs with ansther state, local,
or federal agengy or with the/University of California, the California State
University, or & California gommunity cgllege or any ofktheir auxitiary
organizations (PSC § 1034%),

Note: T contracts or teragency agreeMments cannot be usedNd
circumyrent or bypass the state's bidding réquirements, SCM 1 and 3.

e contract in
to the agency but

. When the~agency awarding ontract has adwverti
CSCR and has solicitethall potevitial contractors knowy
has received less\than three bids or proposa

2 -
. dacumented as bemg the only
gaod/service/supplier able to met the 3pecified goodsor IT goods and services

anagement Memo 02-19 found at the
wek site http: .dgs.ca.gov/pd and from your DGS

consulting servicesthat are ysed by many departments.
1. Master Agreements take advantage of the state’s large buying power.
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Prices are often less than those a single agency could obtain on its own.
Any state agency can use the statewide Master Agreements through the
use of a subscription agreement, typically using a Standard Agreement
Form.

2. Master Agreements take care of the bidding process and other
administrative details. Dependinpg on the particular agreement, Civil
Service justification (GC §19130), and DVBE goals may or may not have
been dealt with.

3. Master Agreements allow gnh agency to o

ptain needed services quickly

Master Agreements, e
Guides that explain h ;
different agreemen . I4s the responsibility of
the using agency c i

contracwnh theMaster Agreement Qontract Manager.

Note: Irare instanc GS has given authority to another agency to bid
and supenvse a Master Agreement.

B. Intra-agency mas
the-divisiaqs of that

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.
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As defined in Public Contracting Code: PCC 10290(j) "Multiple award schedule"
(MAS) is an agreement established between the General Services Admi nistration
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 as “a sutiden, unexpected occurrence that
poses a clear and imminent dangef, requiring imphediate action to prevent or

mitigate the loss or impairment of life, health, pyoperty, or essential public
services.”

6 - Statutorily Exempt

ined to be required for essential services and
a methodology that assures the state of a

web page at .dgs.ca.gov/pd for a list of approved exempt contracts.

4. Subvention contrasts (non-digcretionary grants) with a private or nonprofit
entity or local agency o thé purpose of providing services to the public or

SCPRS 01/31/03 4



segments thereof. This exception applies only when services are being
provided to the public and not specifically to a state agency. Note: Contracts
entered into under this exemption are also exempt from any of the other
restrictions imposed by MM 02-19 or the attachments thereto.

5. Maintenance agreements for equipment that is under documented warranty,
or where there is only one authorized or qualified representative, or where

software up to $250,000. irce s\Where a competitive
bid is not feasible. For software mai ades of $250,000.00

proprietary
competitive

ges for litigation.
30 exempt from any

a determination by DGS that competitive bidding is not feasible (many of these
were formerly referenced in State Administrative Manual Section 1233 and State

SCPRS 01/31/03 5



Contracting Manual Section 5.80). However, contracting/delegated authority is
not exempt. Therefore, contracts exceeding your authority must still be
submitted for approval by DGS; acquisitions exceeding your delegated authority
must still be awarded by DGS.

1. Refuse and/or sewage disposal contracts where there is no competition
because they are the authorized frgrchise dealers providing services to a
specific geographical area.

2. Medical care services with physicians, locaPsgmmunity hospitals, medical
groups (related offsite laboratgry services arg not included), and 911
emergency ambulance service calls;

3. Contracts with health mainfenance organizationr

(HMOs) through a
icare and Medicaid Services

6logy and non-
dted anthadvarded with options to
amended consistent with the

for facilities~exceeding this amagunt, the guidelines regarding non-competitive
bid contracts fox$250,000 or ryfore apply.

9. Contracts for services undey/the Health Insurance Portability and
Accountability Act (HIPAQ)YMSA shall be exempt from compliance with the

SCPRS 01/31/03 6



restrictions imposed by the Executive Order and Management Memo subject
to compliance with the following requirements and limitations:

Agencies must prepare their Statement of Work (SOW).

Office of HIPAA Implementation (OHI) reviews and approves all SOWs
to ensure the agency complied with their HIPAA work plan.

For contracts less than $500,08Q, agencies must obtain a minimum of
three (3) written offers, including one from a small business/DVBE if
available, from the HIPAA MSA supplieks in a given category and award
to the contractor achieving the best valye to the state.

For contracts greater than $500,000, dgencies must obtain a minimum of
six (6) written offers, | s
available, from the }

ich the Department of General Services will
ents with either the manufacturer or

of Health Services
agency governmental

Rropriets
BN tit)

y Vaccines used by state, local and public
s, federal contracts as described in the 1990
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Sharing Act, Botulism Immune Globulin Program, and pharmaceuticals
outlined in Senate Bill 1315. There will be no dollar limit on these
acquisitions; master agreements will be established only by the Department
of General Services for purchasing by state and local entities.

Miscellaneous:
In determining whether the acquisitiops of\a particular state agency is exempt

8 - CB-GC 14838.5
Competitive Bid (CB) —

ither Information Technology (IT) model contract
or a combination of the two, developed in

language or General Phayision
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accordance with established practices for relatively high dollar, highly complex
procurements and in accordance with statutory requirements.

10 - CB-Informal
CB — Informal — Informal competition, based on the following:

IT Goods and Services -- <$500 OOO

Non-IT Goods (Commodities) ]

Non-IT Services -- <$50,000

ional for the project.
5 and 11.06.

$500,000. However, departphents may request an exemption to this ceiling.
The ordering department nfust have prior approval of DGS for an exe mption
to the $500,000 limit. Thé exemption request must address how the

SCPRS 01/31/03 9



department intends to ensure effective competition to the fullest extent
possible.

14 - MA Statewide Commodity Contracts

MA — Statewide Commaodity Contracts — Orders issued against Statewide
Commodity Contracts established by RGS-PD

0290 "Statewide contract” means
to one or more suppliers for
of time, at a price, and in an

As defined in Public Contracting Cgde: PCC &
a contract awarded by the Office
the acquisition of specified goods for a period
amount set forth in the contragt.

paster Agreements through the
y using a Standard Agreement

and easily, avoiding the delay and uncertainty of the bid process. Some
Master Agreements, espegially those with multiple vendors, have User
Guides that explain how the contracts are to be used. User Guides for
different agreements have varying requirements. It is the responsibility of

the using agency to fallow the requirements in the User Guide for that

SCPRS 01/31/03 10



particular Master Agreement.

4. Some subscription contracts to Master Agreements developed by the
Department of Personnel Administration and the Procurement Division,
DGS, cannot exceed $100,000. Before developing a subscription
contract, check with the Master Agreement Contract Manager.

Note: In rare instances DGS h uthority to another agency to bid
and supervise a Master Agreém ent

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

3 the requirements in the User Guide for that
particular Master Agreefment.

SCPRS 01/31/03 11



4. Some subscription contracts to Master Agreements developed by the
Department of Personnel Administration and the Procurement Division,
DGS, cannot exceed $100,000. Before developing a subscription
contract, check with the Master Agreement Contract Manager.

Note: In rare instances DGS h iven authority to another agency to bid
and supervise a Master Agre;nse%[\

B. Intra-agency master agreem ts let by an agency for the use
of the divisions of that agency. Intra -agengy master agreements may differ
needs and statutory

ents through the
ndard Agreement

contract, check with the Master Agreement Contract Manager.

SCPRS 01/31/03 12



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. Intra-agency master agreements may differ
from agency to agency, depending-qn program needs and statutory
authority. Any agency wishing to &nterNgto such a master agreement should
discuss the agreement with its P attorney.

19 - A&E G.C. 4525
Qualification based contracts for Architectural ard Engineering Services which
are selected in accordance itk the provisions of vt Code 4525 and State

If the Contracting Method_i , : ust

acceptable.

Small Business

entry will be required_this data field.

SCPRS 01/31/03 13




Original Contract Amount* - Required Field
Enter the amount of the original contract. This should not include amounts resulting

from amendments to the original contract.

It is not necessary to add a dollar sign. If cents are omitted, the SCPRS will assume 2
digit zeros. If cents are included in the amount, they must be preceded with a dot, for

the system and for the generation of istration Number for this contract.
You must have a registration numb

Once the required information Ts
number. The user is notified by a
The SCPRS registrati

availabte at http://www.dof.ca.gQv/html/calstars/ucm.ht second bullet near the
bottorh.of the DOE page provides\a link to alphabetical/numerically, or structural listings
of the organization es.

wple: 1778100902100 (boldtyge 1s\not pregsent in real number)

0 - DGS' organizatien_code

ystemwill use the/same contract type number
that Wwas selected eartier by the~usey/for the Contract Type field)
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Add Amendment
SCPRS

Procurement Division, DGS
DATE

ent you see the Add Amendment

When you click on the link identified a6 Add Amengd

Menu screen shown below. Pleas
work on your own department/ag

BT i 0] CRES. 48] b 43 OBF @] Coabr 53] Rme Gk 48] 50 Hare
= &

|
e [ 1] =] -
|
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HEECAL P § e I
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it !
rdd whs Lirika
P
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P—T— mimeer.
b
At [t =
ot | 5
aEca—-- =
=
LA 1 o e Cea
i
NN 1 L - BT -t
Rk Pk s | Sk i el Chpiieah | B e e bt - B e 8| [ A0 Aveersinrasa M R R =

Seafching for Contrasts
Thére are numb ays toxetrieve a\previously epitered captract.

the SCRR ontract\Registration Number into the box. Click
on thengray Search button belowthe box\ This isthe unique number assigned
he SCRRS when a cantract is first enteted. Any part of the number, such as
4-digit organization number, type_ or date will return those contracts that match
ection 3 okthe Users Guige for more information on the

ber.) Itthe number is invalid, the SCPRS will ask you to

1. Enter any pa

ST

gray Search_button on the right of the box.
4. Select one of the items on the drop down box for Contracting Method. Click on

the gray Search button beloys the box.
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5. Click on List all for my Organization gray button at the bottom of the page and
the following screen appears with all your department/agency's contracts in order
of their SCPRS registration number.

If your search identified contracts in the system, the screen below appears and lists

pertinent information for each match. '

| Fbe Ede e Fgiciier  Tooh  Hee | Linki #]DGE K]DGSFD o @10ES-POItie 48]0SEA 0)eboy $R]05F 8] Couis 580 Couidy 48] Do Hama e
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| i i [t o e s e o e frma gl rep =] PG

s i veter Tares : um

‘| Pnneais Drmer i Purchiams 34 Dul Coraptanrs

e

o o weier Marws + 1B 7 T The SCPRS Regl Sration

— Number isthelink to the

contract's detailed
information.
E

] Do ol e
St ik |t Gisack. | i Bbosrs e D F | 0 Mm-S wckon 4 [[ @ TECPRE - Micraeait B B - e WY

he follqwing pfeces of
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Note: Searching for
you a different scree

entered contract or earI|
that item,

hed and entered weekly/monthly/quarterly at the
. Each batch entry made into the system must
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The SCPRS amendment number for Public Works contracts will not reflect the
numbers on change orders and amendments. The primary purpose in this version
of the SCPRS is to capture significant information, such as dollars, scope or
schedule adjustments, for change orders and amendments. More specific
numbering will be addressed in future versions of the system.

Go to Section 4a to continde the Add

Amendment part of the
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Add Amendment (continued)

SCPRS
DATE

Add Amendment Fields

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

clicked.

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

sJo be

Original Enti
Contract Type
Dept. Delegation N

osequent amendments will still default to the
{nal contract.

amendment according to the SCP
Contract). The SCPR

S convention (see the end of Section 3, Add
S _registrafion number is a different number than the Dept.

SCPRS 01/31/03 1



Contract No./P.O. No. In the SCPRS a period and the amendment number are
added to the parent contract number for each contract amendment.

PIN No. - Defaults to original contract value. Any changes are reflected only in the new
amendment and not in the initial contract data.

Financed or Leased - Defaults to origin#l contrtact value. If any of this data needs to
be changed, contact SCPRS.

Vendor FEIN - Defaults to original gontract value./Any changes are reflected only in the
new amendment and not in the injtial contract data:

value.

If any of this data

ategd by SCPRS has a small gray button
hutton to see amendments previously added
e example shows that there have been
/. Note that the last digit of the SCPRS

ay Print button on the menu on the top of the newly
ase contact your department's computer services or

opened window. (If needed, p

SCPRS 01/31/03 2



help desk staff for assistance with printing.) Click on the small ‘X" in the far right top
corner of this window to close the printer friendly version view.

Click on the blue SCPRS registration number on the first line of information of one of
the amendments to select an individual amendment to view.
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A - e - W I A e~
R o 1] F1 MR e 1 e . PR pr ey sk sl e =] =n=
=
Button on
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TR asame 1
s
< TP — i
—— o
i
— e s
=

[
[l e

e
it s it | (i i - || G et ot - Wi | [ A ety T

few scre wn above, click on the Browser's
t corner of your screen. If you click on the

previously entere
value.
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Cumulative Total - This total is automatically calculated by SCPRS based on original
contract amount plus all previously entered amendment totals (and/or Public Works
Change Orders).

Amendment Beginning Term* - For ease of use, a quick select calendar is placed next
to the date box. Click on the little box withxed letters 1 2 that is next to the box. By
using the areas at the top or simply clicking oma date in the calendar that appears, the
date will appear in the beginning term date box inthe proper format. You can also enter
the date from your keyboard in the foymat of MM/DD/YY, i.e., 03/24/03. The SCPRS
system will automatically translate the year into a 4-digit year, i.e., 2003.

necessary to add a dollar s1gn. assume 2 digit
zeros. If cents are includé

Note: If the amendment is abatch of Public Works al
amount for amgndiaent or batche i . If there
is no dollar chxange, yowust still enter a zero inghis box in order for the SCPRS to
accept the amendment. SCRRS will add this batched dollar amount to the total
cumulative total. \

The use ick on the gray Subyqitbutton in orderfor

Je datato be entered into

he Submy _button aqd any of the réquired ddta is missing, the

} all box onop of the Add Ameridment page that will tell
issing. Also, some data may require other data, such

as a certain . qoire a delegatiomgumber. The amendment will

ERete HI Ueears Farn TESTTORET = .- g - . =
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Note: You must click on the OK button in the small box in order for the error
message box to disappear and to be able to enter the missing data.

Once the data is successfully submitted, the screen below appears.
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In addition the SCPRS-sends you anaail confirmatjon of the new amendment such as
shown below.
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Reports
SCPRS

Procurement Division, DGS

When you click on the link identified g8 Reports you Xvill see the Contract Registration
Reports Menu screen shown below/ Please be aware that you will only be allowed to

B bl e Poeesiien  Jemds  Hels ] EUF | e 1] Ren Eeardy 8] ES Hre

Limken 3] OS] DR ke 8] N TS ks 5| EEEL. 8] mleer
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pckinrs [T 170 oo g s e B a1 i T
|
:::.uﬂ-m.d I : (|
E::l_‘ i"\l.| eyt TauT el
e =
e L o rorrrar Cmamrmmen
=
m‘:::j i - s D | s - Mo Dk | B i ot ket - Gacion 5| [ 1 o M - Mo, : -Innr:;-ﬁalﬂ RETT
A4
Seafching for Contrasts
Thé three wayg [eve a previouslyentered conjract ares
1. ler any par of the SCRR ontractRegistration Number into the box. Click

on the~gray Search button below the boxX\ This is)the unique number assigned
he SCRRS when a contract is first entergd. Any part of the number, such as
4-digit organization number, type_or date will return those contracts that match
See tsers Guide Section3a for/more information on the SCPRS
the number is invalitl, the SCPRS will ask you to enter

L match is madewith your search term, the screen below will
inext inforation for all contracts that match.

the following screen wilgppear with all your department/agency’s contracts in
order of their SCPRS registration number.
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If your search identified contracts in the system, the screen below will appear that
lists pertinent information for all those contracts.
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The Contract Registration
Number isthelink to the
contract's detailed
information.

iwiny El
] Crores e
il st | L ginke - Mororon Dusack, || g Eplosng - 0Dne D0 F. | [IF Meororoit e - Seckon 4 [ @ |SCPRS - Mecradodt Bne. S 2oamd

lowing pieces of

d credted when the
PRS.

Provided by the user.
. No.: Pxovided by thg usen
Provided by tke user.

his is the Initiakcontract amount and does
tclude any @amended dollars.

If you click on the blue link{or the Printer Friendly Version, a new window will open that
does not include the colors ang additional text that is part of the state's web page
standard. See below.
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Reports (continued)

SCPRS
DATE

In the Reports area of the SCPRS, you can print the following information. Note the
Printer Friendly Version link on each scregmdiscussed earlier.

1. A summary of all contracts that arch (Contracts Report Menu)
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3. A summar all the aendments for that single Contract

R 11 ruly g arretdnd mp AL
| Bl B Wes FResss Dk B | Leks B1B0E BIDGERD e @100 e BICHEA @]eee @INF 810l 8] LGy 8210 o = ]
| R T o L= =t = L aic | dzhy- L = E
| Hemk A Nim  Aehmh  Hwws  Sessh Favsid=r  Asiog Al Prws 3 .
| g ] 1P oo ey i s g e v s g e el s wk Tl =] *ha
alifornias AT s
r‘-E Procurement s _ =3
i
..................... [FT——
Trda
Lo
sk
Lhaall Pasbiimi
E—
L —
Ganimt iy
=l
ST [T Tl et
ot | By e E | b i Gt | 13 b i el -8t & [ TRE PR v T oL = BRI =]

| = g amen

I
Faembns  Jmabh e Fleds @006 @)H0SF0 e @ D0EFD e @] 05Es @ leler 4] 05 @ llealy #1968 Coarde 4 108 Hows

o e s ol L
gt e

[

e Y ol . B b o e

Print this
view with
date's
sandard

web page
format

Comiam s [

il

Gt Taint
o

- |

" -
T EERAT. | e e - o vt Db | I i vt el - Wi | [E] T Wicinaadt In LERTEa imr e

SCPRS 01/31/03




To close this screen, click on the small 'X" in the top right corner of the inside window.
(You can also use the close selection on the File Menu on the inside window.) If you

click on the 'X" in the outside window, you will close the SCPRS system and need to log-
in again. See below.
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