Section 5a
Query/Reports (continued)

SCPRS
May 5, 2003

Printing

Any screen with the colors and borders/can be/printed as seen by using the Browser
gray Print button as shown below. The File Menu on the top bar of the Browser window
also contains a print selection.
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Printable Version
Many’screens include.a link to permit.printing of data only-and without the colors and
additional text that is part of the state's web page standard.
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Smourt : $112.640.00

1TE00S0303310
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If you click on the blue link-for Printable Version as show above, a new window opens
(shown below).
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To print the data in this new/window, click on the gray Print-browser button that is on
the top inside of the new window/ (You can also use the print selection on the File
Menu on the inside window.)

Saving Data

Excel Spreadsheet Format
With the Excel Spreadsheet report format selected; click-on the gray button Get Report
at the bottom of the screen.

The report returns-to fill the screen and looks like that shown below;

3 hittp: //www._scprs.dgs.ca.gov/excelreport. asp?U=RESD&CT=B4%CM=All_ContractingMethods - Microsoft Internet Explorer provided by MSN
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This data can be saved in-an Excel worksheet format onto your local computer or
server. Notice that the top most area of the screen contains the Browser buttons and
menus. Although the spreadsheet’has the Excel buttons available to you based on your
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usual Excel settings (see below the Browser menus), you need to use the Browser's
buttons to save the data.

Follow the screens below to save data in a new Excel file:
e Get Report - data appears in Excel format as seen above.
e Click on Browser's drop down menu-called File.

Browser's
File menu
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e Click on the Save As item in the File-menu.
1. Be sure to identify the location where you want to-file save to by using the
'‘Save in:~drop down box.
2. Fromthe.'Save as type:"drop.down box, select the Excel version you want to
save the data with.
3. /In the 'File name:' drop down box, type in a name for this new Excel file

S Ve, SO S O0F. Ca. gOY S ERCCICP oIt asp 2 =N DECT OB A <
Eile Edit Miew Insert  Fomat  Tools ”|J Links &]0GS &]DGES-FDInter &]DGES-PD Inra & CSEA &) eGov & ] 0SSP
- D it L=} B =4 =A

Back | Fonwerd Stop  Refresh  Home | Search Favorites  History | Tools b il Frint E dit
ddress [@7 hitp: /v soprs.das. ca gov/ercelieport asp 7II=RE 5 DECT =S50 =4l Contractingh ethods

TEEHEERY | amE - (e = s 2 E | WS o -3

wial 10 =B 7 U |===E|% % ., %[ = -&-A-|
Al =1 = Contracts and Amendments for Department of General Services - RESD
A | B I (o3 D E I
_MContracts and Amendments for Department of General Services - RESD
_ |Report Date: 2/11/2003
1 Cont
Prehite

,TW GSantos on PODSMFOOFOOL" {H:) = | I I IC_‘T‘I Ig = | &
User determines
location of new
file

ring)
|$I 5 rchite
ol | Cancel  |prinm)

rehite

dr 3w i N
Opkions. .. | rin
as pringy

User types in
new name for
Excel file

File name:

Save as bype: IMicrnsnFt Excel Workbook (., xls) ~]
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4. Click on the gray Save button in the Save As window. The data can be
sorted, deleted or formatted in any manner with your own Excel software.

Note: After the file is saved, and before you can use Excel to open this new
file, you must use the gray Back button on your browser while within the
SCPRS program to close the SCPRS view of the Excel data. If you attempt
to open this new file in Excel before it is closed in SCPRS, your computer will
see two files with the same name: the one in SCPRS and the one you are
trying to open in Excel. If you use the small X' in the top right corner to close
the SCPRS Excel Spreadsheet viéw, you will be closing your internet browser
and be logged out of SCPRS.

Text Report Format
The same basic steps as outlined abpve for excel spreadsheets can be used to save
data in a text file.

Click on the gray button Get Report. The report returns to fill the-screen and looks like
those shown earlier in the Report. Format section/of this users manual.

When you click on the Save As item.in the File meny, a new box will appear en/the
screen as seen below. The title of this'box seen in‘the top dark blue bar is "Save Web
Page".
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File name: Inew text file of SCPRS data b=t Save I
Save as twpe: | Text File [*kxt) -1 Cancel |
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The remaining steps are the same as saving any file. Select the location to save the
file, type in a-name for the file, select'\a format method (or in this case, a "Encoding"
format and click-en the gray Save button.

Please contact your departments computer support for additional assistance if needed.
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