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New User

IS is your first time using the SCPRS.

Click on the New User link on the log in page if th

rv D Procurement oss

Your usemame and password will be emailed to the
walid State of California BEmail Addres=s entered below.

Email Addres=

| Submit I

Email ~dministrator >

~

link that leads you directly to the log
ument).

Sec. la SCPRS 05/05/03



From: SCPRS Admininistrator [mailto scpreadministrators@dgs.ca.gov]
Sent: Tuesday, February 25, 2003 11:50 Ak

To: dion.campos@dgs.ca.goy

Subject: SCPRS User Registration Confirmation

Dear Customer,

Thank wou for registering with the State Contract and Procurement FEegistration System (S CPES.

Tzer id: dion. camposiEdes ca. gow.
Password: ] wxxxxxxx

Pleasze save vour user information it a secure location for future reference.

FPlease click on the hyperlink below to logon to the State Contract and Procurement Eegistrabon Systern.

warar. scprs.des. ca sowlogin asp

Thanl: ¥eou
SCPES Admimstrators
SCPESA dministrators@des. ca. sow

Forget Password
Another link on the log.in screen provides assistance-if you forget your password. Click
on the link to go to a screen‘that is similar to the 'Initial Password' screen seen below.

M Procurement €
| ForgotPassword

Forgot Password

Your usemame and pas=sword will be emailed to the
walid State of Cailfornia Email Addres= entered below:

Email Address
| Submit |

Email Administrator

The user must enter the same-email address used when they initially entered the
system. “€lick-an the gray Submit button and an email will be delivered to you with the
last password-you-used.

Note: If you do not remember your password, you must use this screen to receive

assistance. Your password isinaccessible to SCPRS staff and this method provides a
response from SCPRS in just.seconds,
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Log In boxes

The first time you log in to SCPRS, enter your normal work email address and the
password that the SCPRS system sent you in your first email into the two boxes on the
log in screen. Once in the system you can change your password.

Change Password
Click on the link for Change Password that is |
the gray area. The following screen appears:

ocated in the left hand of the screen in

Change Password Screen

Current Paszward

Mew Paszword

Confimn Hew Password

| Fubmit |

Email Administrator

or % signs.
states that
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Welcome to the State Contract and Procurement Registration System

Ta register 3 new contract, select the Add Contract link on the left side of thiz page.

Al data fields provide a help text by clicking on the link ower the data field, For example, click on
the Description of GoodsSServices link and a help window will appear with instructions to complete
that data field.

Ta register an amendment to an existing contract, select the Add Amendment link on the left side
of this page. &= with the Add Contract link, all data fields provide help text by clicking on the link
ower the data field.

Note: The system will automatically log you off.after 20 minutes if

you have not actively been workinig in the system, i.e., if the s

Log Off
When you
screen belo
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You have heen logged off the SCPRS System.

< Click on this link to log back on.
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