—————,
DGS PROCUREMENT A

Intake Pages Job Aid

Target Audience: CAR reports preparer and approvers from departments that are not transacting in
FISCal, including voluntary reporting departments (i.e., California State Universities) and deferred or
exempt departments from FISCal.

Purpose: Form 810 Intake page functionality has been implemented in FISCal system for deferred or

exempt departments providing them the ability to submit their CAR report online by logging into FISCal .

To access the Form 810 Intake Pages:
e Use the below steps to Log in to FISCal:

Step 1: Type FISCal.ca.gov in the web browser and click enter. On the FISCal page, click on the Access
FISCal button.
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One state. One system.

FI$Cal Learning
Center

The FI$Cal Learning Center (FLC) is a one-stop learning
experience to help end-users master the skills needed to
become confident and successful FI$Cal users.
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Step 2: On the Access FISCal Page click on the PeopleSoft icon.
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Notification
California is responding to the spread of a respiratory illness caused by a coronavirus (COVID-19), as such FI$Cal Service Center analysts are working remotely.

If you need a ServiceMow ticket. please access the ServiceNow Self-Service Portal to create and submit your ticket. For all other issues. please contact FI$Cal
Service Center: Call: (855) FISCALO (347-2250) or email fiscalservicecenter@fiscal.ca.gov.

The June 2021 Labor file is now available.
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Step 3: Click on the Agree button on the Privacy Policy then type the Username on the Sign in section and click on

the continue button.
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| agree to the Financial
Information System for
California's System Use and
Privacy Policy

This is a State of California, Department of
FI$Cal computer system, which may be
accessed and used only for official Government
business by authorized personnel
Unauthorized access or use of the computer
system may subject violators to criminal1, civil,
and/or administrative action. All information on
this computer system may be intercepted,
recorded, read, copied, and disclosed by and to
authorized personnel for official purposes,
including criminal investigations. Access or use
of this computer system by any person whether
authorized or unauthorized constitutes consent
to these terms

You are advised to read the
regarding the personally ides
that we collect, maintain and use

CA Penal Code A§502 Unauthorized Computer
Access and Fraud.

Click to view full Privacy Policy

Sign In:
Please sign in with your Department e-mail address.
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Where do I enter my password?
Register
Track Registration

Step 4: Enter the password and click on the enter button.
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One state. One system.

& | https://sso.jam.fiscal.ca.gov/oaam_server/login.do

Sign In:
Please use this secure TextPad to enter your password.

4T IFOTH

rejoicing board

What's this?
Not your image and phrase?
Forgot your password?

e After Login to FISCal the user can access the intake pages by using the following navigation: Main Menu > FISCal
Processes > FISCal Extension > PO > Form 810 - Intake Pages
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C 8 myportal.dgs.ca.gov/appblast/webclient/index html|?&domainName=DGSACCOUNTS&user=msrivast@dgsaccounts.

MSs California State Gov... | - Business Search - B..  g-s Califomnia Business... m Check A License - C... o CDTFA Online Servi.. @

@ https:/iFt1 Financials Fiscal,ca.0ov/psplpskftl [EMPLOYEE/ERP o/ Z2_PO.ZZ_PO_RPTS_CMP.GE O ~ @ & = Farm 10 - Intake Pages * .

Main Menu ~ » FI§Cal Processes + > FI§Cal Extension~ > PO~ > Form 810 - Intake Pages

Form 810 - Intake Page

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value

Search Criteria

Business Unit | e}

Fiscal Year|= v v

Search Clear |Basic Search (2 Save Search Criteria

find an Existing Value | Add a New Value

On the above page in the screenshot, when the user enters the business unit number and fiscal year fields then clicks
on the search button, the system will take the user to the Form 810 Contracting Activity Report. The system will display
the Form 810 report by default. To access other Consolidated annual report forms (Form 810 S, Form 810 C, and Form
810 A), the user can select the Form’s from the tabs on the top of the Intake pages.

Screenshot of Form 810:

Part 1: Total State Contracting Activity

Favorites = | Main Menu > FI$Cal Processes » » FI3Cal Extension = » PO~ > Form 810 - Intake Pages

Form 810 Contract Activity | Form 810S SB/DVBE Options | Form 8104 I-Bond Report || Form 810C Consulting Services

Fiscal Year 2020-2021
Business Unit 6340 CS5U, San Marcos Modified On 08/05/21 1:32PM

Modified By DGS SB/DVBE Cert Manager
Mote: Form 810 have three tabs below. All three tabs must be completed before submitting the report.

Total State Contracting Activity || DVBE Participation || Small Business (SBJMicro Business Parficipation

Contracting Activity Category Total Awarded Amount $ Total Number of Contracts # Share of Dollars Awarded % ‘Share of Number of Contracts %
1. Goods (Non-IT) % %
2. Services (Non-IT) % %
3. Construction % %
4.IT (Goods and Services) % %
5. Cal Card Transactions % %
TOTALS
# of Certified DVBE's as Prime # of Awards to DVBE's as Prime
# of Certified DVBE's as Subs # of Awards 1o DVBE's as Subs
# of Certified SB's as Prime # of Awards to SE's as Prime
# of Certified SB's as Subs # of Awards to SB's as Subs
Save Submit Print Report
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Part 2: DVBE Participation:

Favorites= | MainMenu~ > FiSCalProcesses v 5 FiSCalExtension~ » PO~ 5 Fom310- Intake Pages

Form 810 Contract Activity || Form 8105 SB/DVBE Opfions || Form 810A 1-Bond Report || Form 810C Consulling Services

Fiscal Year 20202021
Business Unit 6340  CSU. San Marcos Modified On 030521 1:32PM

Modified By ~ DGS SB/DVBE Cert Manager
Mote: Form 810 have three 1abs below. Allthree tabs must be completed before submitting the report

Total Stale Contracting Activity || DVBE Participation || Small Business (SB)Micro Business Participation

Number of Sub Number of
— Awarded Amourt Number of Contracts Avwarded Amount ' Confracts . MUMBSTOf CONMBEES o ased Amount _ Contrcimwith  TotalNumberof | DVBE Parbcipsion | COMTBEts Wit Dotirs Numberof
ok ey el Calegery $ (Prime) #(Prime) $(5un)  Awarded to DVBE b~ §(Prime or Sub) | DVEE participation DVEE Contracts # % participation  pyarded % Contraots %
# contractors # (Prime o SubL & in All Contracts %
1. Goods (Non-IT) % % % %
2. Senvices (Non-IT) % % % %
3. Construction % % % %
4T (Goods and Services) % % % %
5. Cal Card Transactions % % % %
TOTALS % %
# of Certified DVBE's as Prime # of Awards to DVBE's as Prime
# of Certified DVBE's as Subs # of Awards to DVBE's as Subs
# of Cerfified SB's as Prime: # of Awards to SB's as Prime
# of Certified SB's as Subs # of Awards to SB's as Subs.
Save Submit | Print Report
Fovortese | Mamenue 5 PO F
ewWindow | Help | Personsiize Pag
Form £10 Contract Actiity || Fom 2105 SEIDVEE Optons || F Fom 810
Fiseal Year 20202021
Business Unit 0340 CSU, San Marcos ModifiedOn 02021 1:32°M
Modified By DGS SBIDVEE Cert Manager
Mote: Form 81 tabs below. All it por
Total State Contracting Activity | CVBE Participstion || Small Business (SBJMicro Business Participation
Number of Numberof
) P mber o Pt NomoseofSub | Mumberof Sub  Numberof Contacts  MumberofConracts A Amount Auaraed Amount ¢ MRSl | Mamberel  wamberof S8 Mumoscortire MicroPutcipation | Conclawi S8
Contracting Activy Category T e e g Conacts 20 contacsd ficro M e ey Conmicts arted Cotac swared  vith S5 S0 eS| §(GaPrimemd s e g e Mo s (Pine Contact (ime | 8 Parication i FaricpsicninAl )
1. Gacds (Hon-T) = % %
2 Sanoes (Non-1T) * * %
3. Constnction * % %
41T (Goods snd Senvices) % % %
5. Cal Card Transactions * » %
ToTALS % % %
#0f Cartfed DVEE's a2 Prima. # of Awerc to DVEE's s Prima
#0f Cerlfed DVEE's as Subs #of Avercs fo DVEE's as Subs
#of Cerffed B as Frime #of Anrs to SB's s Prime
#of Cartias S a2 Subs # of Awerc 10 55 a2 Sue
S Submt | | Prnt Report

Note: A warning message will display when the user clicks the submit button:

Message

1 Warning: {25005,2828)

Once you submit the report you will need to contact OSDSReports@dgs.ca.gov to make any other changes. To submit your final report, click OK. If you want to double-check your
report data to make sure it is complete and accurate, click Cancel.

oK Cancel
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After clicking “OK” on the above warning message, the system will lock the page and will not allow any edits. The
system will also display a confirmation message (see the below screenshot). Contact OSDS to unlock the page for
any corrections in the report.

IMessage

iE

i Report Submitted Successfully. (25005,2529)

A

OK

LT T T

e Screenshot of Form 810 S: The user can access the Form 810S Intake page by clicking on the Form 810 S SB/DVBE
Options Report tab from the top of the page.

@ htkps: (ift1.Financials.Fiscal, ca.qov/pspipsfftl  EMPLOYEEIERPcfZZ_PO.ZZ_PO_RPTS CMP.GE O ~ @ & @ Farm 810 - Intake Pages *

Favorites = | Main Menu ~ » FI3Cal Processes ~ > FISCalBExtension~ > PO- > Form 810 - Intake Pages

Form 810 Contract Activity Form 8108 SB/DVBE Options Form 810A |-Bond Report Form 810C Consulting Services

Fiscal Year 2020-2021

Business Unit 6780  CSU, Sacramento Modified On  05/17/21 10:32AM
Modified By Department Buyer

Total Contract Dollars Awarded MNumber of Contracts Awarded
SB Option
DVBE Option

DVBE Incentive

Save Submit Print Report

orm 810 Contract Activity | Form 810S SB/DVEE Opfions | Form 810A |-Bond Report | Form 810C Consulting Services

Note: The system displays a warning message as mentioned in Form 810 report. (Refer Page# 4 and 5)
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Screenshot of Form 810 A : The user can access the Form 810A Intake page by clicking on the Form 810 A |-Bond Report
tab from the top of the page.

@ https:jiftt financiais fiscal.ca.gov/psp/psF it EMPLOYEE/ERPIC/ZZ_PO.22_PO RPTS CMP.GE O ~ @ © I (& Form 810 - Intake Pages x
Favorites + ‘ MainMenuv > FISCal Processes ~ > FISCal Extension~ > PO~ > Fom 810 -Iniake Pages
New Wil
Form 810 Contract Activity || Form 810S SB/DVBE Options || Form 810A I-Bond Report || Form 810C Consulting Services
Fiscal Year 2020-2021
Business Unit 8780 “Little Hoover’ Commission Modified On  04/19/2021 2:53PM
Modified By  Department Buyer
Bond Total § to Bond Total § to Bond Total § to Bond Total $to Prime  Bond Total § to
BondTotal  Bond Total § to DVBE Bond Total § to DVEE 5 Bond Total $fo Sub  Bond Total § to Sub Bond Total %
2D Contract § Prime Contractors  Sub Contractors ooy oorome & Bond Total DVBE % Biine C(‘s’g')"‘c“"‘ P"’“E' ;‘i’;';;’““’" Contragtors (SB)  Contractors (Micro) & SUP' ?;g:"’d"" et 7;?::0) [T (Micro)
Prop 1 200.00 50.00 20.00) 70.00 35.00 % 100.00 20.00 10.00 2000 110.00 4000 5500 % 20.00 %
Prop 18 3000.00 100.00] 200.00) 300.00 10.00 % 60.00 30.00 40.00 10.00 100.00 40.00 333 % 133 %
Prop 1C 1000.00) 500.00) 100.00) 600.00 60.00 % 500.00 200.00) 30.00 20.00 530.00 220,00 53.00 % 22,00 %
Prop 10 1000.00) 200.00) 100.00) 300.00 30.00 % 100.00) 200.00) 10.00 15.00 110.00 215.00 11.00 % 21.50 %
Prop 1E 500.00 100.00) 50.00 150.00 30.00 % 50.00 60.00, 30.00 12.00 80.00 72.00 16.00 % 14.40 %
Prop 84 300.00 200.00| 100.00, 300.00 100.00 % 200.00 50.00, 23.00 33.00 223.00 23.00 7433 % 2767 %
Grand Total 600000 1150.00 570.00 1720.00 2867 % 1010.00 560.00 143.00 110.00 1153.00 670.00 1922 % AT %
Save Submit Print Report
(b Retum to Search t_| Previous in List 4] Nextin Lis

Form 810 Contract Activity | Form 8105 SB/DVBE Options | Ferm 810A I-Bond Repert | Form 810C Consulling Services

Note: The system displays a warning message as mentioned in Form 810 report. (Refer Page# 4 and 5)

e Form 810 C: The user can access the Form 810C Consulting Services report by clicking on the Form 810C Consulting
Services tab from the top of the page.

15_CHP.GE O ~ @ G || © Form 610 - Intake Pages

fiscal, EMPL

Favorites v ‘ Main Menu v > FISCalProcesses v > FISCalExtension > POw > Form 810 - Intake Pages
New Window | Help | Personalize F

Form 810 Contract Activity || Form 810S SB/DVBE Options || Form §10A -Bond Report | Form 810C Consulting Services

Fiscal Year ~ 2020-2021
Modified On 517,21 11:174M
Modified BY g5 SB/DVBE Cert Manager

Business Unit 780  CSU, Sacramento

List of Transactions

U Transaction ID# Entered Entered $ Acquisition Mathod Code (E) Low Bid YN (E)  Amended Amended $ Acquisition Method Code (A) LowBid YN (A)  Completed Completed § Acquisition Method Code (C) Low Bid YiN (C)
1HE= 779 o 3000.00] [Non Compefitive Bid ~] [N ~¥ O [Non Gompetiive Bid V][N ~] [} 6000.00] [Non Compelitive Bid__w/| 0SDS test
2#H = 3145325235 [m] [California MultiAward Schedule~| [V ~] ™ 45464.000| [California MultiAward Schedule w| [Y v [m] California MuliAward S w | osds tesr
3= 523 ™ 67728.000] [Non Compefitive Bid v O Non Competitive Bid v O Non Compelitive Bid

Report Codes & Amounts Summary
Total Amount $ Total Contract Number#  Low Bid [Yles Low Bid[NJo 3 -Non Competitive Bid 4 - California Multi Award Schedule 5-Master Service Agreement  Total CMAS & MSA
“ntered 70788.00 2 1 1 2
A\mended 45464.00 1 1 1 1
Completed 6000.00 1 1 1
Save Submit Print Report

[ Retumo Search ||+ ] Previousin List | [J] Nextin List

Form 810 Contract Activity | Form 8103 SB/DVBE Options | Form 810A -Bond Report | Form 810C Consulting Services

Part 2:

| Help | Personalize Page | =

Find | view an | 2] B Fist (4 13013 ) Last

. . Contract Work Contract Work Contract Work .
9(C) Contractor's Name Contractor's ID# Number of Bids ~ Contract Signed Date o e T Completed Date Contract Purpose y
] [(0SDS test 123 3/ (0370172021 [ (05032021 [ [05/31/2021 [ [05/31/2021 & ftest ftesi2 tesi3 1es133333333333333
| |osds tesr 345 2/ 01/01/2021 05/01/2021 05/31/2021 06/01/2021 test2 tsetd tests 1test55555555555555)
v

Note: The system displays a warning message as mentioned in Form 810 report. (Refer Page# 4 and 5)
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Form 810 E: The entry point for the Ethnicity, Race, Gender and Sexual Orientation (ERGSO) (DGS PD 810E) was
developed and launched in July 2019. As such there is no change to the reporting process for the ERGSO data
collected.





