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Texas SmartBuy Membership Program Application User Guide

Welcome to the Texas SmartBuy Membership Program Application! This guide allows the new
and existing SmartBuy members the opportunity to pay online and access their account
through the SmartBuy Application portal on TxSmartbuy.com.

This user guide contains instructions and screenshots demonstrating how to apply for a new
membership, renew your membership, pay online, updating information, uploading
documents, and more! Underlined blue text found throughout this guide are links to different
sections and external resources. To quickly go to a section, click on the underlined text. External
resources will be opened in your default browser.

Note: Google Chrome and Microsoft Edge are the preferred browsers for TxSmartBuy.com,
other browsers are not recommended.

The Texas Smartbuy Membership Program Application is located on the Texas SmartBuy
Website under the SPD Applications dropdown tab. Users should contact their account
superuser(s) to provide access to the application, or contact the SPD Membership team by
email at members@cpa.texas.gov or phone at 512-463-3368.



http://852252.shop.netsuite.com/s.nl/c.852252/sc.31/category.19754855/SS.19754855/ctype.SS/.f?ext=F
http://852252.shop.netsuite.com/s.nl/c.852252/sc.31/category.19754855/SS.19754855/ctype.SS/.f?ext=F
mailto:members@cpa.texas.gov
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Member Search

To get to the Member Search go to the TxSmartBuy Home page, then navigate to the SPD
Applications dropdown. Within this drop down, you will select SmartBuy Membership.
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After arriving at the Texas SmartBuy membership search page, you will see several options.

Bid Postings  Contracts ~  SPD Applications ~  Help

Texas SmartBuy Membership Search Active List (CSV)

The Active Members List is available for download on the right side of the page labeled "Active List (CSV)". CEn e REB

Enter the Member Number - OR - Member Name to retrieve Texas SmartBuy Membership details. A partial entry may not return a result.

Member Number I Member Name Q Search

Membership Benefits

Here you can type in your member number (if applicable) or your member name. When
entering your member name, ensure you type out the name completely or you may not receive
results. Also, be sure to try several different variations of your organizations name to ensure a
proper search.

Example — “City of Austin” compared to “City Austin” Before applying for a membership,
please search for your organization first. Your organization may be registered.

Texas SmartBuy Membership Search

Enter the Member Mumber - OR - Member Name to retrieve Texas SmartBuy Membership details. A partial entry may not return a result.

| Member Number |[ City of Austin| Q Search
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After the results appear, select the correct member number on the left-hand side to take you to
your organization’s home page. (See M2270 in the member number column below)

Texas SmartBuy Membership Search Active List (CSV)

The Active Members List is available for download on the right side of the page labeled “Active List (C3V)".
Emter thie Member Mumber - OR = Member Mame (o netreve Tedas Smansuy Membership oetaks. A pamal entry may nof retum a resun Wha Can Join

| I l 0, Search

Membership Benefits

Click on the member number 1o view Me membership details. Are nong of et your? Register now

Mamber Number Member Name Initial Membership Date Effective Date Expiration Date
MZ2T0 CITY OF AUSTIN 1072341 881 BrER022 8202023
LA CITY OF AUSTIN EMPLOYEES RETIRE 5YSTEM 224003 THSMY THS2020

If your organization did not appear in the search results, click “Are none of these you? Register
now.” link. Then, follow the steps in the registration process.

Texas SmartBuy Membership Search Active List {C5V)

The Active Members List is available for download on the right side of the page labeled “Active List (GSV)". S

Enter the Member Number - OR - Member Name 1o retrieve Texas SmarBuy Membership details. A partial entry may not return a result Who Can Join
Q Search
Membership Benefits
Click on the member number to view the membership details. Are none of these you? Register now.
Member Number Member Name Initial Membership Date Effective Date Expiration Date
M2270 CITY OF AUSTIN 1023199 92N2022 A2W2023
KD0O03 CITY OF AUSTIN EMPLOYEES RETIRE SYSTEM 202412003 7152019 7152020

If your organization did not appear in any search results, click “No results found, register now”
link. Then, follow the steps in the registration process.

Texas SmartBuy Membership Search

Enter the Member Number - OR - Member Name to retrieve Texas SmartBuy Membership details. A partial entry may not return a result

No Results Found, register now —

Q Search

On this page, you can also download the full Active Members list in CSV file format. You can
click membership registration to start the process of becoming a member. Membership forms
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will take you to a page containing all required documents necessary for becoming a member
and the agent of record name change form. The “Who Can Join” page details the type of
organizations that can become members. Finally, the “Membership Benefits” page details how
utilizing statewide contacts can save your organization money.

Membership Application

Step 1 — Organization’s Information

Provide the full name of your organization as this will be the name on file in our system. Look
through the list of approved entity types and select the option that matches your organization.
If you do not find a match, your organization may be ineligible for membership. You may
contact us at members@cpa.texas.gov to verify.

Next, provide the address for your main location. If your organization has multiple offices,
provide the primary office's address. We require you to provide the phone number of your
organization; this is the phone number the general public may use to contact your organization.
The fax number is optional.

Texas Smartbuy Membership Application
Organization

*Organization Name:
*Entity Type: v
*Address:
Address Line 2:
*City:
“State:  _ select an option - v
*Zip:
*Phone Number:

Fax Number:

Step 2 — Contact’s Information
In order to process your application, we need a primary and secondary contact. The contacts

are for administrative purposes. Please list TWO individuals who will receive all correspondence
from CPA.

We require the primary and secondary contact’s name, title, and an email address to receive
membership application status emails.


mailto:members@cpa.texas.gov
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A shared email and phone number are not required but strongly recommended. This number
will help us contact your organization if the primary or secondary contacts are unavailable.

Contacts

*Primary Contact Name:
*Primary Contact Title:
*Primary Contact Email:
*Secondary Contact Name:
*Secondary Contact Title:
*Secondary Contact Email:
Shared Email:

Shared Phone Number:

Step 3 — Superuser’s Information

Provide a contact to act as a Superuser for your organization. This can be the primary contact,
secondary contact, or a third person. The Superuser will be responsible for your organization's
access to TxSmartBuy.

For more information on the role of a Superuser, see our guide in the Help section.

To create a Superuser account, enter their first name, last name, email address, phone number,
and role. Superusers with the "Agency View Only" role can view TxSmartBuy and create carts;
however, they cannot take the next step of purchasing. Superusers with the "Agency
Purchaser" role can create a purchase order within TxSmartBuy.


https://www.txsmartbuy.com/help
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Verify all information is accurate, then click “Submit Application “.

Texas SmartBuy Superuser

*First Name:
“Last Name:
*Email:
*Phone Number: 1231231234
"Role: -- select an option -- v

Submit Application

Uploading Required Documents

To submit forms, you must be logged into Texas Smartbuy and be listed as either the primary or
secondary contact.

1. Primary or Secondary Contact will sign into TxSmartBuy.com.
2. Select “Membership Program” within the My Account tab.
My Account Welcome to the Portal
m Announcements Section
Update Your Passwaord Home
Update our Security Questions
Membership Program .
Main Announcement Page
My Settings
y g Google Chrome is the preferred browser for Texas SmartBuy.
Users may experience page loading issues in other browsers.
Profile If refreshing pages does not work, please contact Texas SmartBuy Support at:
MTCTest@test.com spd.outreachicpa.texas.gov
(555) 555-5555
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The next step is to add your document(s) required for proof of eligibility. For forms and
documents, please view the Membership Form section. Save the documents to your computer
so they can be found for upload.

Document(s) required for proof of eligibility are mandatory for new and existing accounts.
Assistance Organizations must submit a current contract or grant from a state agency to prove
state funding yearly before the $100 payment can be submitted. All documentation must be on
file with the Texas SmartBuy Membership Program before a determination of eligibility can be
made.

Step 1 — Submit Forms

Select Submit Forms to add documents.

Membership Details

Primary Information:
Member Number: P2067 Update In n
Member Category: P - Appraisal Districts
Travel Member: Yes
Organization:
Organization Name: KC Pending Test
Address: 123 KCF Loop
Address Line 2: -
City: Austin
State: Texas
Zip: 78774
Phone Number: (512) 586-5128
Fax Number:
Contacts:

Primary Contact Name: KC Pending

Currently, there are no restricted file types. Files should be uploaded in a format that is
generally accepted as the standard. For example, Word documents normally have the docx file
extension (Specifications.docx), PDF documents normally have the pdf file extension
(Specifications.pdf), and Excel documents normally have the xlsx file extension
(Specifications.xlsx).

After the “Submit Forms” button is selected, a new window will be opened that prompts the
user to enter the number of files to be uploaded.


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcomptroller.texas.gov%2Fpurchasing%2Fdocs%2Fmembers%2Frequired-documents.pdf&data=05%7C01%7CChristopher.McCarty%40cpa.texas.gov%7C08fdcf14c5ac4c52c51a08db055b475a%7C2055feba299d4d0daa5a73b8b42fef08%7C0%7C0%7C638109661824890739%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=niDEO0Tlro5PtjM9SbhKOnRjgGWr12vMGNEobQpvfb4%3D&reserved=0
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Step 2 — Add Files

Select the number of files you’d like to upload then select Next.

File(s) Upload System

STEPS
Number of Files

1 Number of Files Please select how many files you need to upload
2 Upload File on the File FlesNamber | @ —

Cabinet

Cancel < - Next >
Step 3 — Uploading Files

You will have as many file and description pairs as the number of files selected in Step 2. Save
all files to your computer first.

10
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File(s) Upload System

Upload File on the File Cabinet

o | Mumber of Files -

2 Upload File on the File
Cabinet

Selece Fde 1 | Criness Fils | %o file chaue

Drscrtion 1 ||

- Choose File | o file chosen

Cangel = Back Finlsh

Next, select Choose File to add a file to each numbered area. This will prompt your computer to
open the file explorer on your system. Then search and select the desired file. Only one
document per Choose File button is allowed. Repeat the process until all files are uploaded. If a
file is not uploaded successfully, the field next to Choose File will say “No file chosen”. Every file
needs to include a description. This can include the file type or the file contents.

» [ Name
~ Today (1)
[ name-change-form (26). pdf

~ Earlier this week (2)

Date modified

I = required-documents (20).pdf

[E) name-change-form (25).pdf

~ Last week (15)
[E3 resolution (21).pdf
2| §4317af9-765d-415c-8dec-2fafTc253467c.PNG
& name-change-form (24).pdf
& SmartBuy Member Superuser Guide 2_3_202...
E: MembershipActivelist(CSV)Export (27).csv

Type Size

Microsoft Edge PDF ... 144 KB

Micresoft Edge PDF ...

Microsoft Edge PDF ...

Microsoft Edge PDF ...
PMG File

DNE

Micresoft Edge PO

Microsoft Edge PI

Microsoft Excel Com...

Select “Finish” after files and descriptions have been completed.

11
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File(s) Upload System

STEPS
Upload File on the File Cabinet
+" | Number of Files Select the file(s) yo

2 Upload File on the File Select File 1 | Choose File

Description 1 | Ageat of Record Name

Cabinet

conce D | v

You will be prompted to close this window when the file upload is complete. Only close the
File(s) Upload System window once you see the prompt below, not the browser window of
TxSmartBuy.com. If the TxSmartBuy.com browser window is closed, progress in the TSBM
application may be lost and will require you to login again to resubmit documents.

@ File(s) Upload System - Google Chrome - X
@ 852252-sb2 secure.netsuite.com/app/site/hosting/scriptiet nl?script=203&deploy=3&compid=852252_SB2&whence
File(s) Upload System
STEPS
Finished
" 1 Number of Files Upload Finished, You may now close this window

«" 2 Upload File on the File

Cabinet

Once the files are uploaded, a notification will be sent to the Statewide Procurement Division
(SPD). After the documents have been reviewed by SPD, an email notification will be sent to the
primary and secondary contact on file with the application/renewal status.

Making a Payment

Whether your submitted documents have just been approved or you are an existing member
ready to renew, the step to pay your annual fee of $100 are the same.

To submit a payment, you must be logged into Texas Smartbuy and be listed as either the
primary or secondary contact.

12
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If you are becoming a member for the first time, you will not be able to submit a payment until
you have uploaded all required documents. Those documents will be reviewed and approved
by the Statewide Procurement Division (SPD).

When on the Member Details page, a Submit Payment button will appear on the right-hand
side of the screen. Select this button and you will be taken to a page that provides two options
for payment. The preferred method of payment is by credit card as you can become an active
member almost instantly, whereas paying by check can take up to two weeks.

Home / My Account / Membership

My Account _ _
Membership Details

Overview
Addresses
Update Your Password Primary Information:

Member Number: F2065
Update Your Security Questions Update Information

Member Category: F - Fire Prevention Disiricts

Purchase Requisitions Travel Member: Yes

Purchase Orders Organization: — Submit Payment

Organization Name: TH Test

Favorite Orders

Membership P Address: 123 streel drive
lembership Program

My Settings City: Austin

13
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Click the radial button to pay by credit card and select the “Next” button.

Pay Membership Fee:

Activate Your Membership Account

The annual membership fee for participation in the Texas SmartBuy
Membership program is: $100.00 - FEE 1S NON-REFUNDABLE

Select Payment Type:

() Credit Card F
) Pay By Mail - Takes XXX amount of days to process

On the following page, select “Submit”.

Pay Membership Fee:

Credit Card Verification

« Credit Card Payment Amount $100.00

« Please note by selecting the Submit button, you will be directed to
the secure credit card processing site to make a credit card payment.

Y e |

- B3

You will now be directed to the NIC Credit Card Payment portal. On this page, you will need to
fill all information for you organization here. If any data is prepopulated, double check that this

information is correct. Then select “Next”.

14



Texas Comptroller of Public Accounts
Statewide Procurement Division

[ L L=

) o Submit Payment

Payment

Payment Type

Credit/Debit Card

Customer Information
Country *
nited States e

First Narma * Last Nama *

Addrass *

3 tasd drive
Address £
City * State *
ZIPPostal Code *
Phone Mumber *
x55-555-5555

Emal

TeasCoopilest com ]

Payment Information

15
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On the following page, you will enter your organizations credit card information. Then select
“Next”.

Payment Type v

Credit/Debit Card

Customer Information v
Edit
Address Phone Numbar
John Doa 555-555-5555
123 tesl drive

Auslin, TX 78774

Country Email Address
United States TeasCoopdtest.com
Payment Information
Complete all required flelds | * ]
Credit Card Number * Cradit Card Type
_-__‘r -
i
Expiration Manth * Expiration Yaar *
Select a Month b Select a Year e

Security Code ™ @

Mame on Cradil Card *

Cancel

User will complete system verification and select “Submit Payment”.

16
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Q rmeniie ) @ comewe Y @ Pame Y @ swevramen

Transaction Summary

Payment CRA 290 Memsersng
Texas.gov Price $100.00
Payment Type "
N .
Credit/Debit Card Need Help?
Feview payment information. You may edit B
Customer Information ” .!':?.\---:“.'-':'._' :'_t"'-:-:::: Loy
complete. select Submit Payment. You will recene a
printable receipt at the end of your successds
Edit :
paymiEnt YanLschon

Phone Mumber

Payment Information

Edi

Credit Card Mame om Credit Card

MasierCard =553 Jana Doe

Verification

\/ m not a oot

= —)

The user will be redirected back to TxSmartbuy.com. Please allow 30 minutes for our system to
receive the payment details from NIC. If your organization is new to the program, the
Membership Details page will show your membership expiration date. Existing members will
gain a year to their expiration date.

If you are a new member, the person you entered as the Superuser will be able to login and
grant others at your organization the ability to create purchase orders though TxSmartBuy! For
additional details, please see the Super User Guide at https://www.txsmartbuy.com/help

17
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Texas SmartBuy Membership Renewal

Each qualified organization must pay an annual membership fee of $100. The membership fee
is non-refundable and must be paid yearly to keep the membership in good standing.

Active and participating Texas SmartBuy Members can submit payment 60 days prior to their
expiration date to renew their Texas SmartBuy Membership. Any organization who lapses in
payment, can re-activate their account by submitting the annual membership fee on
TxSmartBuy.com. If the organization is expired more than 2 years, a new board resolution and
other documents required for eligibility must be submitted before an organization can submit
the membership payment online.

*Note: All Assistance Organizations are required to submit a current contract or grant from a state
agency to prove state funding. Contract or grant must show beginning and end dates for the current
state of Texas fiscal year.

How to renew membership with credit card

1. Primary or Secondary Contact will sign into TxSmartBuy.com.
2. Select “Membership Program” within the My Account tab.
My Account Welcome to the Portal
m Announcements Section
Update Your Password Home

Update Your Security Questions

Membership Program

Main Announcement Page

My Settings
y 9 Google Chrome is the preferred browser for Texas SmartBuy.

Users may experience page loading issues in other browsers.
Profile If refreshing pages does not work, please contact Texas SmartBuy Support at:
MTCTest@test.com spd.outreach@cpa.texas.gov

(555) 555-5555

3. From the Membership Details screen, click “Submit Payment”.

18
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Update Information

My Account ) _
Membership Details
Overview
Update Your Password
Update Your Security Questions Primary Information:
Member Number: LZ0TT
Membership Program
Member Category: L - Library Districts
My SE“ings Travel Member: Yes
Organization Name: MTC Test
Profile Address: MCT Test Drive
MTCTest@test.com Address Line 2:
{555) 555-5555 City: Waco
State: Texas
Zip: 78222

4. Click the radial button to pay by credit card payment type and then “Next”.

Home [ My Account | Membership

My Account )
Pay Membership Fee:

Ovarview
Update Your Password

_ _ Activate Your Membership Account
Update Your Security Questions

Membership Program

The annual membership fee for participation in the Texas SmartBuy

. Membership program Is: $100.00 - FEE IS NON-REFUNDABLE
My Settings ¥ prog
Select Payment Type:
Profile @& Credit Card
MTC Testi@test.com ) Pay By Mail - Takes XXX amount of days to process
(555) 555-5555

Contact Superuser

My Agency Superuser
Information List

5. Click “Submit” to verify credit card process.

19
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Homa / My Acoound / Mesmbership

My Account

Update Your Password

Pay Membership Fee:

Credit Card Verification
Upsdate Your Security Questions = Crelil Cand Payment Amount 510000
Membership Program = Pleass nofe by selecting e Submil bullon, you will be drected 1o
thee secure credd card processing sie fo make a credit cand payment

My Settings

Profile
MTC Testgitest com
(555) 555-5555

Contact Superuser

My Agency Suparusar
Informaticn List

6. User will be directed to NIC for a secure credit card payment.

20
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7. Complete all Customer Information required fields [*] and select “Next”.

| o Payment Type ) £) customerinfo ) €) Payment ) @) submit Payment |

Transaction Summary

Payment
Texas.gov Price (§ $100.00
Payment Type W
Credit/Debit Card Need Helpﬂ?
Please complete the Customar information Section

Customer Information

[
o

= = L
F EmE La amie
Address
Addrass 2
iy Stae
TX - Texa. W
ZIFFeostl Code
Phaona Mumbe
Emai

D e

Paymant Information

Cancel

21
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8. Complete all Payment Information required fields [*] and select “Next”.

€) Faymen ) ) submit Faymant |

Transaction Summary

Payment CPA SPD Mambarhis 3
Texas.gov Price @ S100u00
Payment Type w
CreditDebit Card Need HEIP"
Yiou bk piected 1 ¥ e cird Complite
Customer Information v S ! asion and snier Credit Ca
Edi
Addrass Fhons Mumber
Jane Dow 155-555-5555
Wi Diriwwi
Sasrop, TX TEZZZ
Couantry Email Address
Urited States MTCTestiStes com

Payment Information

Credit Card Mumber " i) Credit Card Tyee
WiSA, ey E
| e =

ratan Wonth * Expragion Yaar "

Becurity Code " i

Hame on Cradin Casd *

D am=

Cancal

22
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9.User will complete system verification and select “Submit Payment”.

Payment

Payment Type

Credit/Debit Card

Customer Information

Address Phone Humber
555-555-5555

Emai Address

MTCTast

Payment Information

Credit Card Mame on Credit Card

=563 Jang Do

Verihcation

\/ m not a robot

Cancel

CTastStest oo

Transaction Summary

Texas.gov Price @ $100.00

Need Help?

prntable recept at the &

paymEnl tranAsction

<4

10. The user will be redirected back to TxSmartbuy.com. Please allow 30 minutes for our system
to receive the payment details from NIC. The Membership Information will update with the

membership’s new expiration date.

23
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Editing Texas SmartBuy Membership

The Primary and Secondary Contacts for each organization have access to edit the Texas
SmartBuy Membership details.

Contacts can edit the Organization’s:

e Address
e C(City
e Zipcode

e Phone and Fax Number
e Contacts Information

Contacts cannot edit the Organization’s:

e Organization Name

e Membership Number
e Member Category

e Travel Member Status
e Expiration Date

How to edit the Membership Details

1. Primary or Secondary Contact will sign into TxSmartBuy.com.

2. Select “Membership Program” within the My Account tab.
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My Account Welcome to the Portal
Update Your Password Home
Update Your Security Questions
Membership Program .
Main Announcement Page
My Settings
y g Google Chrome is the preferred browser for Texas SmartBuy.
Usars may experience page loading issues in other browsers.
Profile If refreshing pages does not work, please contact Texas SmanBuy Support at:
MTC Test@test.com spd outreachicpa.texas. gov

(555) 555-5555

3. From the Membership Details screen, select “Update Information”.

My Account
y Membership Details

Orverview
Update Your Password

Updale Your S 2 Primary Information:

Memiber Number: L2077
Membarship Program - Update Information
Membsr Category: L - Libeary (is¥icts

e
My Settings Travel Mamber; Vo5
Organization: S—

Organization Name: MTC Tee!
Profile Address: MCT Teet Drive
MTCTesi@estcom Address Line 2: m
(555) 555-5555 City: Waco

Stake: Texas

Zlp: 18222

25
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4. User will edit Membership Details and then select “Save”.

Home | My Account | Membsarship

My Account
Ovendew
Update Your Password

Update Your Security Questions

Membership Program

My Settings

Profile
MTCTestftest.com
(555) 555-5555

Contact Superuser

My Agency Superuser
Information List

Membership Details

Primary Information:

Member Number: L2077
Member Category: L - Library Districts
Travel Member: Yos

Organization:

Qrganization Name: MTC Tes!

Address: MCT Test Drive
Address Lina 2:

City: Waco
State: Texas

Zip: TBZEZ
Phone Mumbser: (254) 555-5555

Fax Number:

Contacts:

Primary Contact Name: MTC Tesler
Primary Contact Title: 570

Primary Contact Email; MTCTest@test com
Secondary Contact Mame: KOG Tist
Secondary Contact Title: 10540

Secondary Contact Email: eclesi@iesicom
Shared Email:

Shared Phone Number:

Submit Payment

Reset
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5. The Membership Details will save with updates.

Home / My Account / Membership

My Account _ _
Membership Details

Overview

Update Your Password

Update Your Security Questions Primary Information:

Member Number: L2077
Membership Program
Member Category: L - Library Districts

My Settings Travel Member: Yes
Organization:

Organization Name: MTC Test

Profile Address: MCT Test BLVD
MTCTest@test.com Address Line 2:
(555) 555-5555 City: Austin

State: Texas

Zip: 78222
Contact Superuser Phone Number: (254) 555-5555
My Agency Superuser Fax Number:
Information List Contacts:

Primary Contact Name: MTC Tester
Primary Contact Title: CFO
Primary Contact Email: MTCTest@test.com
Secondary Contact Name: KCC Test
Secondary Contact Title: Tester
Secondary Contact Email: kcctest@test.com
Shared Email:
Shared Phone Number:

Membership Information:
Initial Membership Date: 1/26/2016
Effective Date: 2/18/2022
Expiration Date: 2/18/2025
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Adding and Removing Contacts

Important information to note prior to editing contacts:

Submit a Texas Smartbuy Membership Program Agent of Record Name Change
form. This can be found at
https://comptroller.texas.gov/purchasing/docs/members/name-change-form.pdf.
To edit the primary or secondary contact, the user must be the primary or secondary
contact for the membership.

After a primary or secondary contact is added, the contact will gain the ability to add
or remove contacts, edit membership details, upload documents, and submit
payments associated to the membership.

After a primary or secondary contact is removed, the contact will lose the ability to
add or remove contacts, edit membership details, upload documents, and submit
payments associated to the membership.

1. Navigate to https://www.txsmartbuy.com/ and enter user login credentials to begin.

Login Credentials

Email Address (required)

your@email.com

Password (required)

Forgot password?

Please only use Google Chrome to navigate this site.
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2. After login, the user will be on the “My Account” page. Select Membership Program on
the left side of the webpage.

My Account Welcome to the Portal

Update Your Password Home

Update Your Security Questions

Membership Program

Main Announcement Page

Google Chrome is the preferred browser

My Settings

3. Here, the user will see Membership Details. To add or remove a contact, select the
“Update Information” button on the right side of the webpage.

Membership Details

Primary Information:

Member Number: K2078
ember Number: Update Information

Member Category: K - Political Sub-divisions, Special Districts, and Miscellaneous

Travel Member: Yes
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4. The form is now editable. Scroll down to the Contacts section of the Membership
Details. The user can replace the Primary Contact information and/or Secondary

Contact information as needed.

Contacts:

Primary Contact Name: Jane Doe

Primary Contact Title: Auditor

Primary Contact Email: jane doe@ixsmartbuy.com
Secondary Contact Name: John Doe

Secondary Contact Title: Auditor Assistant
Secondary Contact Email: [ohn.doe@txsmartbuy.com

Shared Email: | jane&john.doe@txsmartbuy.com

Shared Phone Number:

5. Scroll to the top of Membership Details and select the “Save” button to apply the user

changes.

Membership Details

Primary Information:
Member Number: K2076

Member Category: K - Political Sub-divisions, Special Districts, and Miscellaneous

6. The Membership Details page will refresh, and the changes will now be visible.
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Additional Guides and Required Forms

For additional guides on how to use and navigate TxSmartBuy please go to:
https://www.txsmartbuy.com/help

For additional information on the Super User Role, view our user guide:

https://www.txsmartbuy.com/ShopFlow/help/docs/Agency%20Superuser%20Guide%201 14

2021.pdf
For additional documents that your organization may be required to submit are located at:

https://comptroller.texas.gov/purchasing/members/forms/
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Supplemental Information

Resolution
Link to the resolution form

Note: This form is a PDF file. It includes fillable form fields and functionality that work best with
the free Adobe Reader. While some browsers and viewers may open this file, they may not
function as intended unless you download and save the file first and view it with the latest
version of Adobe Reader.

The Resolution authorizes a qualified organization to participate in the State of Texas SmartBuy
Membership Program of the Texas Comptroller of Public Accounts pursuant to 271.081 and
271.083 of the Local Government Code.

All fields must be completed before document can be reviewed and approved by Statewide
Procurement Division (SPD).

Note: Primary and Secondary Contacts listed on
the Application and Resolution must match.
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Texas Smartbuy Membership Application

Organization

“Organization Name:

“Entity Type:

“Address:

Address Line 2:

*City:

“State:

“Zip:

*Phone Number:

Fax Number:

Contacts

“Primary Contacl Name:

*Primary Contact Title:

*Primary Contact Email:
*Secondary Contact Name:
*Secondary Contact Title:
"Secondary Contact Email:
Shared Email:

Shared Fhone Number:

State-funded Assistance Organizatior

1M E 17th 58

Austn

Texas W

78712

John Smith

jsmithi@tiushind org

Jane Dos

Financa [

{@bluebird org

purchasingi@bies

Texas SmartBuy Membership Program

Resolution
State of Texas, County of Travis
County Encity Located in)
Whitoas, the Teias Complrollar of Public A 15 o N forlocalgo santto

§5271.082 and 271.083 of the Lo<al Government Code.
Whereas, the Board of Directors

oy Cownck Sehort o #ic]
o Blu Bird Canter B
(Eriter Marrer of Quabied Appikant Erity)

(Check One of the Following)

- Appranal District Charter/Academy School
' Community h 1 2 G
- County _ Education Service Center
~ Fire Prewention District " Hespital District
J Judicial District ' Junioe/Community College
Library District )
) Municipality School District
¥ State-funded Assstance Drganization ) Teas Risinyg Star Care Provider
) Special District = Unility District
Emergency Service Drainage
Housing Municipal
Polltical Subsdivision Special
Part or Transpartation Autharity
) Workfarce Development Board
defined ya i in the Texas SmartBuy Membership Pragram of the Texas Comgptroller of Public
Accounts pursuant to 5271081 of the Local Governement Code.
John Smith, CFO and
Primary Contact and Titie.
Jane Doe, Finance Direcior
lary Contact and Titke
isjare authortzed to execute all documentation for Blue Bird Center pertaning 1o Its participation in the
BTy Nawme)
Tuocas Comptraller of Public Accounts Cooperative Purchasing Prograrm: and
Whereas, Blue Bird Center its abligation to pay ! Tees
(Enity Narme)

Texas Comptroller of Public Accounts.
Nowi, Therefore Be it Resolved, that request be made to the Texas Comptroller of Public Accounts 1o approve

Blue Bird Center foa participation in the Tewss Comptralier of Public Accounts Cooperative Purchasing Program.
(Entiy Mame)
Adopredthis @1 dayor Ll , 2023, Biue Bird Center
— " intety Neme)
By Db fheblan Blaks Phllip Blake, Board President
Sagratare o Chke ! Priested M st Tike o Chake

John Smith, CFO

Privited Mas s Title of Primary Contat
Jane Doe. Finance Director
Printed Name and Title of Secondiary Contact

et o VeI
&;ﬂemm-{uwcﬂm
et ope
Wu%cm
Glenm Hegar
Texas Compiveller of Public Accounts

Pubcation 36-1336-3 {17221

Please note that Signature of the Chair on the Resolution form refers to the Chairman of the board
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Texas SmartBuy Membership Program
Agent of Record Name Change Form

Note: This form is a PDF file. It includes fillable form fields and functionality that work best
with the free Adobe Reader. While some browsers and viewers may open this file, they may
not function as intended unless you download and save the file first and view it with the
latest version of Adobe Reader.

All mandatory
TEXAS - fields must be
S.lcrr Texas SmartBuy Membership Program
BUY completed
o
before
Agent of Record Name Change Form document can
Account Number: V1082 be reviewed
Entity Name: Blue Bird Center and approved
Shared Phone Number: 999-995-5555 by Statewide
Shared Email Box: purchasing@bluebird.org Procurement
The Agent(s) of Record for the above-mentioned entity are: Division (SPD) .
1) *Primary Contact’s Name: John Smith
(This person will receive all correspondence from CPA)
Primary Contact’s Title: CFo
Signature: John Smith
Email: Jsmith@bluebird.org

2) *Secondary Contact’s Name: Jane Doe

(This person will receive all correspondence from CPA)

Finance Director

-

Secondary Contact’s Title:

Signature: Jane Dot

Email: Jdoe@bluebird.org

Approval signature is REQUIRED and must be one of the following:
D Current Agent of Record
Chairman of the Governing Board

*Approver’s Name and Title: Dr. Phillip Blake, Board President

L= . .
*Approver’s Signature: 2. ’0/ //VA’ Blake
*Date: 01/01/2023

(NOTE: Please list two people who will receive all correspondence from CPA. Asterisks denote mandatory fields).
If you have questions about this form, please call 512-463-3368. Please submit the completed form by email to
members@cpa.texas.gov or fax to 512-936-2667.

[sansion.
Glenn Hegar

Texas Comptroller of Public Accounts Publication 96-1356-1(09/22)
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Please list two people who will receive all correspondence from CPA.
Note: Contact’s Title, Signature and Email are mandatory.

Approver must be one of the following:

1. Current Agent of Record (current Primary and Secondary Contact listed on the Texas
SmartBuy Membership Account)

2. Chairman of the Governing Board (Example: Mayor, Board President,
Superintendent, etc.)
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