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
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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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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. \
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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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