Introduction

State Contract and Procurement Registration System
(SCPRS)

Purpose
The purpose of the State Contract Pf¢ System (SCPRS) is to

identify, develop and distribute a $tate ent Registration System

ya web-based interface and enter
ement activities. After entering

to include recommendations regarding 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 oRenness of the process and implementing

For each of these guiding principles -/higher quality/an open process, and carefully
constructed checks and balances —the Task Forcg recommends a series of
initiatives be undertaken. Recompendation #13 directs DGS to implement an

important data related to thos
determine the feasibility of g¢ ing @n 1€ system aswell. As
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The introduction screen shown below includes an introduction to SCPRS and links for
the user to Contact Us or to Log-In to SCPRS.
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Introduction (continued)

SCPRS
DATE

New User Page
The screen below provides a box for the uger to typein avalid State of California email
address. This is the same one normally Used during your daily work and the one
assigned to you by your department. Al)/email from the’SCPRS system will use this
icati i er has more than one email,

Do not enter the password th
department's automated sys

ail system, such as
_w first time
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Initial Pas
The first emaihxeceived SCPRS $hown below will include the new password
that allows you toteg-in into the SCPHS. The email also contains a link that leads

you directly to the log-in.screen of SZPRS (shown earlier in this document). Click
on the link to take you back{o the FCPRS. You may want to write down your
password and save this emai uture reference.
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Note: Passwords are not case sensitive in the SCPRS. Once you are logged
into the system the first time, you may change your password.
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Forget Passwor
Another link on the log®iq screen proyides the user assistance if they forget their
password. Click on the link\o go tg’a screen that is similar to the ‘Initial Password'
screen. The user must enter ame email address used when they initially
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entered the system, click on the gray SUBMIT button and an email will be delivered
to them with the last password they were using.

Note: if you cannot remember your password, you must use this screen to
receive assistance. If you send a separate email to the SCPRS staff from this
screen, you will still need to enter your gmail address and click on SUBMIT to
receive an email sent within seconds fromthe SCPRS with your password.

Log-In boxes

change your password.

Change Password
Click on the link for Changg i [ of the screen in
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w password in the next
y use all capital letters, all
se a combination of numbers

link on the Introduction Page a

all communication concerning this 8ystem and its use. Enter information into the
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subject line, add your message, and include sufficient information for us to contact you.
When you are finished entering your information, send your message to SCPRS as you
would normally send any other email.

Sign-In and Welcome to SCPRS Page (see Section 2 for details)

After a user successfully logs-in and enters the SCPRS system, they will come to the
first screen in the SCPRS as shown below
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Welcome

State Contract and Procurement Registration System
(SCPRYS)

Links on the Welcome Page

The first page you will see after su
screen shown below. A
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ilable to the user throughout
e you to a number of
oxes on the screen shown

. The left side ofkthe page also contdins links to add or amendment a contract.
Additional links take you to the Hgme Page (this is the screen shown above), the
Reports section, the nge Pagsword screen, the Help manual and to Log-Off.
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3. Quick Links on the left side of the screen will take the user to Procurement's
Division Internet pages for CMAS and Small Business.

4. Also, there are links in the gray area to permit feedback from users to the
SCPRS staff, to view new information about the system (aka Hot Fixes); and to
send an email to SCPRS staff with any questions, concerns, or comments.

Additional User Guide Sections

For additional information on the following/items, go tothe User Guide section indicated.
Add Contract Section 3
Add Amendment Section 4
Reports Section 5
Change Password Section/]

I

Help Assistance

s Help link will
i€k on any of the
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If you click on the_li AS or Small Business in the gray area on the left side

of the screen you Wil be taken to Progurement Division's separately maintained
i not actually leave the SCPRS system, but the

of the SCPRS screen in a smaller window.
This is to ensure that you do notave to log back into the SCPRS when you are
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done with these other sites. To return to SCPRS simply close the other window on
top by clicking on the small 'X" in the gray square on the farthest top right corner in
the blue area that borders the box. (Contact your department's computer support or
Help Desk if you need further assistance with closing Browser windows.)

Once at the CMAS or Small Business web-sites, you can browse and search for any
information that is normally available at t} tes.

&
N

January 24, 2003 4




Add Contract

State Contract and Procurement Registration System
(SCPRS)

The following screen is used to add
go to when you are putting a new cg
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but the window remains open and may affect the performance
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The following pages in the User's Guide will address each of the boxes on this first Add
Contract page. The boxes will be listed as they appear on the screen, starting at the

top of the screen and going from left to right.

Boxes that have a red asterisk to their right are required and must contain data. If a
required box does not contain data, the system will not allow you to continue when the

Dept/Agency Name - Default
The name of the User's department or 4
and is defaulted according the Depar
The user does not have to do anythj
contract.

omatically show on the screen
aciated with your email address.

Sub-Unit Name

January 24, 2003 2



[« - microad
|| e | E® B8t dew Fasaims Lok ek

|Urhs $]00% @|00%FFIne S10EFD tn @] CHES & ] oy

@ nEe

e l=nf e o TALA TN -

waeme s Califoriiaét™

Fﬁ I'rl:u:'.unimnn —

IS ot
i (]

millrl wnﬂ'\q_-‘r‘\ﬂu Dﬁﬁ\F..J _‘E inCae - Mﬂﬂh O ook

When not to use

How is it used

Where is it used

Include code number or refe
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4 - Non-IT Goods (commodities)
Required: Beginning Term; Delegation
What
When
When not to use
How is it used
Where is it used
Include code number or referenceAvhen possible

5 - Non-IT Services
Required: Beginning Term;
What
When
When not to use
How is it used
Where is it used

When
When not to use
How is it used

nce wkenfossible

9 - Interagency Agreement
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Required: Beginning Term; Ending Term
What

When

When not to use

How is it used

Where is it used

Include code number or reference whg

10 - Grants/Subvention
Required: Beginning Term; Endj
What
When
When not to use
How is it used
Where is it used
Include code number

or reference when possible

11 - Memberships/Sponsorshi
Required: Beginning Term;
What
When

How is it used
Where is it used

Where istused:

Include codes orreference hose who\may want to research further:

Goods Base Delegation Number - (example: 9-02-1234) Issued for the

acquisition of materialdxsupplieg, and equipment up to $25,000 per transaction,
or the department’s delega purchasing authority limit as specified in the
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department’s Delegation Authority Approval Memorandum. If acquiring a
purchase under GC 14838.5, departments may make purchases up to
$99,999.99 under their Goods Base Delegated Purchasing Authority.
Information Technology (IT) Base Delegation Number - (example: 1T-123)
Issued for the acquisition of information technology and telecommunications
goods and services up to $500,000 pejtransaction, or the department’s
delegated purchasing authority limit g cified in the department’s Delegation
Authority Approval Memorandum.
Expanded Delegation Number -{example: 9-02-9123) Issued for the
acquisition of goods, informatioy’ technology oy'telecommunications goods and
services that exceed the basedelegation limits.>An expanded delegation is a
general expansion of authorjty™wjth no restyictions onthe type of goods a
department can acquire.
Special Delegation Nu . or the acquisition of
goods, information tec

expanded d
delegation is

Note: Your Department/Agéncy may not have a PIN number; therefore this is not a
mandatory field.
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Financed or Leased
Yes or No buttons. Click on the yes or no button to indicate if this contract/procurement

is financed or leased.

If the user selects "Yes", that means that the contract requires Financing or Leasing.

If the user selects "No", that means the contractis.neither Financed nor Leased.
Vendor FEIN

Enter the entire Federal Employer Idenfification Number (FEIN) or the entire Tax
Identification or Social Security Numbeér. This numberqust be a 9 digit numeric value

with no formatting such as dashes (- periods (.) between the numbers. If the number
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Add Contract (continued)

SCPRS
DATE

*Contracting Method - Required; pull-down /0

Use the pull-down menu for Contracting Méethod te.select the contracting method used
for this contract/procurement. The system defaults theyalue of the contract type to the

Note: If entering data for a Contracting Method ident{fied above as either a
California Multiple Award Sched MA Agreement (MA), you must
enter the Leveraged Contr ield.
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This box permits the user toselect frony a list of choices for contract type. One of the
choices must be selected. (If yorfeel that a needed choice is not available, please
email the SCPRS staff through the available email links to discuss.)
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1 - Competitive Bid (CB)
What
When
When not to use
How is it used
Where is it used
Include code number or reference

2 - Non-Competitive Bid (NCB)
Non-Competitive Bid (NCB) — contrag
defined by DGS policy.
What
When
When not to use
How is it used
Where is it used

s awarded undexpon-competitive conditions as

What
When
When not to use
How is it used

Where is it used

ethagainst DGS/PD

Where is it used
Include code number or reference

6 - Statutorily Exempt
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Statutorily Exempt — Contracts exempt by statute.
What

When

When not to use

How is it used

Where is it used

Include code number or reference w

n possible

7 - Categorically Exempt
Categorically Exempt — Contracts exempt by DGS
Memo.

What

When

When not to use
How is it used
Where is it used

policy, such as a Management

8 - CB-GC 14838.5
Competitive Bid (
certified small b
to GC 14838.5.

What

When

When not to use

Awards made to California-
nterprise contractors pursuant

10 - CB-Informal
CB — Informal — mal competition, pased on the following:
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What

When

When not to use

How is it used

Where is it used

Include code number or reference wher possible

11 - CB-Request for Qualifications (A&E)
CB — Request for Qualifications (A&
What
When
When not to use
How is it used
Where is it used

Include code number oy'reference when possible

12 - NCB-One-Time Transastj
What
When

e-Qualification

ed against Statewide

Include code ber or reference when possible

15 - MA State Price Schedule
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MA — Statewide Price Schedule — Orders issued against Statewide Price Schedules
established by DGS-PD

What

When

When not to use
How is it used
Where is it used
Include code number or reference

16 - MA Master Service Agreement
MA — Master Service Agreement
Agreements established by DG

What

When

When not to use
How is it used
Where is it used

inst Master Service

What
When
When not to use

When not to use
How is it used
Where is it used

Include code number or refegerice when possible
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Leveraged Contract No.

If the Contracting Method is a CMAS or Masters Agreement, enter the leveraged
contract number. Do not use spaces between numbers. All other contracting methods
do not use a leveraged contract number.

Small Business
Yes or No buttons. Defaults to No.

Use the Yes or No button to indicate if this is a Certified Small Business vendor.

Disabled Veteran (not available at
Yes or No button.

Micro Business (not available
Yes or No button.

*Original Beginning-Term
Enter the original beginning ter
Entry of Original Contract.

of

Original Ending Teym - Quickselect calend
Enter the original ending term of the ontract NS is not the date resulting from
extensions due to amendments to the original contract. For certain contract types, no

Enter the Amount of the |naI congract. ould not include.amotints resulting

iQal contragt.

AN

The user myst cIWray SUBMIT buttor in ordex for the data to be entered into
the system and.for the generation of a SERRS RegistratiomNumber for this contract.

have axegistration number for eachtentract.

aprocess of adding.contract of amendment information and
ubmit button before you logged out of the system, the
0 be re-entered.

Web ret€ipt on the screen and by an email
ess of the user. The SCPRS registration
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plus a
Sequential Number assigned by SCPRS.

The 4 digit numeric organization codes are assigned and maintained by the Department
of Finance (DOF). Further information about the DOF codes and their uses are
available at: http://www.dof.ca.gov/html/calstaks/ucm.htm. The second bullet near the
bottom of the page provides a link to alphabgticat\qumerically, or structural listings of
the organization codes.

Example: 17700902100
1770 - DGS' organizati
0902 - September 200
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Add Amendment

State Contract and Procurement Registration System
(SCPRS)
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contract will be returned and the
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not found, the
is made with your sea(ch te
pertinent information fors

, the screen below will appear that lists
contracts that match.
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3. Click on List all for my Organization gray button at the bottom of the
page and the following screen will appear with all your
department/agency's contract in order of their SCPRS registration number.

If you used a search term or asked for all contracts from your organization,

you will see the screen below. '
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Add Amendment (continued)

SCPRS
DATE

Add Amendment Fields

The first five fields have a default value
SCPRS to discuss changes.

that was.n the original contract. Contact

Dept/Agency Name
Sub-Unit Name
Original Entry Date
Contract Type
Dept. Delegation N¢.

discuss changes.
Disabled Veteran ~Not available at this time.

Micro Business - Not availakle atthis time.
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Original Beginning Term - Defaulted to original contract value. Contact SCPRS
to discuss changes.

Original Ending Term - Defaulted to original contract value. Contact SCPRS to
discuss changes.

Original Contract Amount - Defaulted 6 origiqal contract value. Contact
SCPRS to discuss changes.

No. of Prior Amendments

This number that is calculated by SCPRS has a smal| gray button to its right side
called View. Click on the View huttqn to see gmendmests previously added to
this contract. The screen belg sears. The example shows that there have
been 2 different amendmentg added tothisContract. “Note thattke last digit of

number on the amendment's first liné_of infor Iiil )
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Note: To leave the amendment view screen shown above, you must click on
the Browser's gray Back button that is in the upper left corner of your screen.

All Amendments Total - This total is automatically calculated by SCPRS based
on all previously entered amendments. This total does NOT include initial

contract dollar value.
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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 allow you to enter the missing data.

Once the data is successfully submitted, the screen below will appear.
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In addition you wi e an email corfirmation of this new amendment sucfi as

shown below.
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Reports

State Contract and Procurement Registration System
(SCPRS)

Procurement Pivision, DGS
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he three ways to locate previously entered_conttact in this system is by:

1. Entering the.Contract RegisttatiomNumber obtaingd when a contract is newly
[ f the numker is awalid number and was entered

sdiately goo the Add’Amendment screen. (this is
22

Till in example; | couldn't get
ything). If there are any contracts matching

listings.
3. Click on 'List all for ns

all your department/agex
registration number.

's cohtract in order of their SCPRS contract



If you selected to search by a 'Term' that matched more than one contract or 'List
all for my Organization' you will see the scrkeen below that lists all the selected

contracts.
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Number isthelink to the
contract's detailed
information.
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Contract Nawe: N ProwdeH)by the User.

Dept. ContractNQ./P.O. Nis.; | ~Rrovided by the User.

< Description: Provided by the User.
itial contract amount. (Bob

Amounts
or/s the an accumulative

mount to date, such as when
a contract already increased
from initial amount in earlier
amendment?
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Once you have identified the contract to be amended, click on the link that is the
contract registration number on the first line of contract information (see screen
above). The system will take you to the amendment screen for that contract (see
below).

Please note: if you simply want to edit or change data of a previously added
amendment, first find the contract informatiormand then change the information in
the desired field. (It doesn't look like thé data canke changed when the View
button is clicked.)

n a contract recotd that has not been
e\nitially, how do | go~hack into the system to

Question: how does one edit data
amendment?? If | made a mista
change it and not add an amen@
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The fol ress each of the boxes on this first screen to add a
contract. descriptiqns ¢f the boxes will follow the placement of the box
starting at the top_of the stfeen and gging from left to right. Boxes that have a
red asterisk to theirxight are required and must contain data. If required boxes
do not contain data, the ot allow you to continue when the gray
Submit button on the bottom\Qf the/screen is clicked. (is this true? And does the
system check for valid data in way for these free form boxes?)



Some boxes will already contain data from when the contract or amendment data

was last changed. Some boxes are even defaulted from when the contract was
first added and cannot be changed. (True??)

The information listed in this area ofthe U
for those fields that are specific to an a
descriptions for all other boxes can be

>er's Guide and detailed below are only
sent. Detailed instructions and
ound in the)XAdd Contract' section.

Note: Boxes with a red asterisk are fequired.

No. of Prior Amendments
What
When
When not to use
How is it used
Where is it used

What

When

When not tonse
How is it used
Where is it used
Inefude Code number oy refere when possibte

Cumylative Total - Automatically calculated by SCPRS

or reference when possible

Amendment Ending
What
When

m - quick selgct calendar next to box




When not to use

How is it used

Where is it used

Include code number or reference when possible

*Amendment Total
What
When
When not to use
How is it used
Where is it used
Include code number or refs

ence when possible

The use is required to cli
be entered into the system,

on the gray’ SUBMIT button in order for the~data to

Important Note:
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Change Password, Help, Log Off

State Contract and Procurement Registration System
(SCPRS)

Procurement [2 ion, DGS
Februa




