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Purpose:
[bookmark: _Toc359520169]This Job Aid provides users with the instructions need to run the SCPRS export file in order to upload and register Purchase Orders (POs) in BidSync’s SCPRS system.
Running the SCPRS Export Process:
Running the SCPRS Export process has two main steps: using the SCPRS Interface page to run the process and then opening and saving the SCPRS export file. Once the file is located and saved, the user can follow the steps from the BidSync Upload manual in order to complete the interface process and register purchase order transactions.
I. Using the SCPRS Interface Page to Run the Process
Step 1: Navigate to the SCPRS Outbound Interface page.
· Navigation: Main Menu  FI$Cal SCPRS  Run SCPRS Interface
Find an Existing Value tab
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Step 2: Click the Add a New Value tab. 

Add a New Value tab
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Step 3: Enter the desired run control ID in the Run Control ID field.
Step 4: Click the Add button to open the SCPRS Outbound Interface page.


SCPRS Outbound Interface page
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Step 5: Enter or select the appropriate business unit in the Business Unit field.
Step 6: Enter or select the appropriate PO ID in the PO Number field for the purchase order that needs to be registered in SCPRS. Or, leave the PO Number field blank to run all POs for that Business Unit that need to be registered in BidSync SCPRS.  
Step 7: Click the Run button to open the Process Scheduler page.
Process Scheduler page [image: ]
Step 8: Select the SCPRS Process checkbox in the Select column to run the SCPRS process.
Step 9: Click the OK button, which returns the user to the SCPRS Outbound Interface page. From the SCPRS Outbound Interface page, the user will open and save the SCPRS export file.


II. Opening and Saving SCPRS Export File
SCPRS Outbound Interface page
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Step 10: From the SCPRS Outbound Interface page, click the Process Monitor link, which opens the Process Monitor page.


Process Monitor page
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Step 11: Click the Refresh button until the Run Status updates to “Success” and the Distribution Status updates to “Posted.”
Step 12: To access the SCPRS export file, click the Details link, which opens the Process Detail Page.


Process Detail page 
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Step 13: Click the View Log/Trace link, which opens the View Log/Trace page.


View Log/Trace page
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Step 14: Under file name, select and open the .XML document. 
Step 15: Save the .XML document to the computer. Then follow the steps from the BidSync Upload manual (beginning on the next page) in order to complete the interface process and register the purchase order transaction(s). 



III. Logging into BidSync
Once privileges have been established by the Department of General Services (DGS), Procurement Division (PD), log in to the eProcurement (BidSync) system.  
	Important
The production log-in is accessible via PD’s website.  Go to www.dgs.ca.gov/pd  and click on the eProcurement section in the middle of the page.



[image: ]
Step 1: Navigate to the SCPRS Upload User Interface (UI). The path to the SCPRS Upload is: Tools   Admin  SCPRS Upload link. 
[image: ]
[bookmark: _Toc315694347]Example of a Successful Experience
The successful user experience consists of selecting a file to be uploaded, pressing the [image: ] button, waiting for processing, and if all goes well, you are done. The successful results have all transactions passing all validation checks and being uploaded into the SCPRS database.  You can track the validation processing checks in the SCPRS Upload Log, located at the bottom of the upload screen.  Passing of the validation checks is depicted in the screenshot “Log of Processing Events” below.  The SCPRS Upload Log will also identify errors in processing.

Selecting a File to Upload
[image: ]



Log of Processing Events
[image: ]
Notifications
Upon completion of the upload, you will receive an email notification summarizing the transaction. See example email notification below
Email Notification 
[image: ]
Note: If any orders are not imported due to errors, contact the FI$Cal Service Center (FSC) via email support@fiscal.ca.gov or phone 1-855-FISCAL0 (1-855-347-2250)
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From: BidSync [mailto:CALQA@bidsync.com]
Sent: Tuesday, January 24, 2012 1201 PM
To: qatest@bidsync.com

Subject: SCPRS Upload Results

Status of SCPRS Upload for file SCPRSUploadExample xmi
Uploaded on Jan 24, 2012 1:00555 PM MST
New filename is Gen_laronson_Jan242012_2.xmi

Processing completed at Jan 24, 2012 1:00:55 PMMST
2 orders were processed
2 orders were imported with no wamings

0 orders were imported with wamings
0 orders were not imported due to errors

View the complete results at https //calga bidsync.com/SCPRSUpload?ac=showUploadScreen

Successful Upload - All Orders Added to Database
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