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When you click on the link for Reports you will seethe Contract Registration Reports
Menu screen shown below. Please bg aware that ygu will only be allowed to view your

own department/agency's contracts
Note: Once the system has b
that is multi-year, a search c
to search more efficiently.

r?, Procurement €oss

Reports Menu

has stored a large volume of data
ill be added to allow the user

n in operation
ility for date range

To wiew contracts or to generate summary reports click on the appropriate link below.

® “Jew Contract Details by Selection
® Summary of Contracts by selaction

enteyed contract.

e screen below.

Procurement @ss E

To search for a3 contract select options below and click on the search button. This will provide you a list of T
criteria.

Contract Reports Menu Search

Select the type of searzh wou want to un

ify (Find &1 Contracts) [ |
0 (Find Al Contracts)
Search by Contract Humber
Search by Description

Search by Contractor Mame
Search by Contract Type

Search by Contract hiethod
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a. Once an item from the drop down box is selected, a new screen appears that
requires the user to enter specific criteria to search by for Contract Number,
Description or Contractor Name.

The screen below shows what appears when the Search by Contract Number
is selected from the drop down box. Enter any part of the SCPRS Contract
Registration Number into the b This is the unique number assigned by the
SCPRS when a contract is first entered. Any part of the number, such as 4-
digit organization number, type or date Wil return those contracts that match
your entry. (See Users Guyide Section 3g/or more information on the SCPRS

registration number.) If tHe number is ipvvalid, the SCPRS will ask you to
enter another number.

/N /N
Procurement €oss I

_

Contract Reports Menu Search

To search for a contract select option=s below and click on the search button. This will prowide wou a list >
criteria.

Select the type of zearch wou want to run I Search by Contract Humber ;I

Enter your search term l

Search Mow |

- g

Contract Reports Menu Search

Procurement €oss E

To search for @ contract select options below and click on the search button.  This will provide you 3 list of Contracts
crteria.

Select the type of search wou want to run I Search bw Contract hdethad = I

If wou selected Contract hiethod, Select One.

|1 - Competitive Bid (CE) |
- Competitive Bid (CB) -
< - Mon- Competitive Bid (HCB) I—

- haster Agreement=s (ol
- Chilfs

- Emergency

- Statutorily Exempt

- Categoncally Exermnpt

- CB-GC 142324

S - R

- CB-Formal
10 - CB-Informal
11 - CB-Request for Qualifications (AZE) ™

If a match is made above selections, the screen below appears that
lists pertinent informationfor al)/contracts that match.
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Contract Reports Menu Search Results

First < Prewious 1 |2 131215 ... Hext = =t

1FEO0 1120248
Contractor Mame : test

Dept. Cortract Mo #F. 0. Mo : test-123
Description : test

arncount @ FE566,756.05

/pThe Contract Registration

Number isthelink to the
contract's detailed
information.

1FEO041 FOF0
Contractor Mame : mecol
Dept. Comtract Mo sF 0. Fo. :
Description : plastic

u Arncunt @ $4,500,000.00

102

AFE0011Z0750

Comtractor Marme  hicrosoft

Dept. Comtract RHo SF.O. Mo, @ 12215465
Descripticon @ Thizs iz 3 test of the Daemo
Sraount @ F10,000.00

AFS002 120251

Comtractor Marme | Jos Contractor
Dept. Comtract RNo SF.0O. Mo, @ 9209900
De=cripticon : Dawid “Allanuewa’'s TEST
Arnount - EBS0,000.00

AFS001 120353

Comtractor Marme : OTR Taester

Dept. Comtract Mo AP 0. Mo, o 3 R0
De=scripticon : Test for OTR

maneuvering betwee
matched list.

Pescription:
Amount:

Q/f a gray View button. A number of
1 blue link that states Printer Friendly Version
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Printer Friendly Version
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window will open that dos
state's web page standard.
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inside window. int selectionOn the File Menu on the inside
window
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