Texas Comptroller of Public Accounts
Statewide Procurement Division

Electronic State Business Daily (ESBD) System User Guide
Welcome to the Electronic State Business Daily (ESBD). This application is used to meet the statutory
competitive procurement solicitation posting requirements for State of Texas agencies and other Texas
governments to post a solicitation and for posting contract awards.
This user guide contains instructions and screenshots demonstrating the posting process from start to
finish, including awards. 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 you default browser.
Note: Google Chrome and Microsoft Edge are the preferred browsers for the ESBD, other browsers are
not recommended.
The ESBD is located on the Texas SmartBuy website. Users should contact their account superuser(s) to
provide access to the application, or contact the SPD Outreach Team by email at
esbdsupport@cpa.texas.gov or by phone at 512-463-3034, option 1.
Important items to identify before creating the solicitation:
• Know the appropriate NIGP class/item code(s) for the product(s) or service(s)
• Identify the documents you will uploading to the solicitation and save them on your computer
for ready access.
• Know the estimated contract value from market research or historical spend. This is necessary
to accurately route your solicitation to Procurement Oversight and Delegation review (POD) or
directly to the ESBD for posting.
• If you have questions about any procurement terms, review the Texas Procurement and
Contract Management Guide for more information.
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Navigating to ESBD
1. Using one of the preferred web browsers , go to TxSmartBuy.com to login to your account and
access the ESBD application from the My Account menu. If you need assistance with your login,
please contact the SPD Outreach Team at ESBDsupport@cpa.texas.gov or 512-463-3034 option 1.

2. Once logged in, locate the My Account screen. If you have previously signed in, you can get to the
My Account screen by clicking on the account name menu link and selecting Overview. Select the
ESBD application on the left.

3

Creating Solicitation Postings
State Agency users must first answer preliminary questions before the application allows users to create
a solicitation record. These preliminary questions guide users to either the ESBD or the Procurement
Oversight and Delegation (POD) portal, depending on statutory dollar thresholds, commodities, and
services identified. This helps streamline the entry process and helps ensure correct procurement
processes are followed. Texas SmartBuy Members, who are at the local government level, are exempt
from the questions and will automatically go to the ESBD portal.
To begin, select the Create button located at the top-left of the screen.

Preliminary Questions
The preliminary questions section begins with one question. Follow up questions are added depending
on the answers provided for previous questions. Not all answers cause additional questions to be added.
When all questions have been answered select continue.
An answer is required for every question that appears in the Preliminary Questions section. If Continue is
selected without all required questions answered, an error message will appear at the top.

To continue with your entry, answer the remaining questions and then select Continue.
4

1. Select the Solicitation radio button to continue with creating a solicitation record.

2. Select No if the solicitation is not a part of a Major Information Resource Project (MIRP).

Note: If this solicitation is part of a MIRP no further questions will be added, and users will be
directed to the POD portal after continue is selected.

For assistance with the POD application, or questions about Quality Assurance Team (QAT), please
email spd.oversight@cpa.texas.gov or call 512-463-1138.
3. If a state agency has an exemption from the Comptroller’s purchasing authority to issue this
solicitation, select Yes and enter the statutory exemption reference in the box provided.
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When Continue is selected you will move to create the ESBD solicitation for posting.

4. If a statutory exemption is not available, additional questions must be answered.

A. Select “No” if the solicitation does not include a 900 series NIGP code. The 900 NIGP series
are codes that include a type of service.
B. Enter the estimated solicitation amount for the full life of the anticipated contract.
C. Select Yes if an Open Market Requisition (OMR) has been submitted to SPD.
The combination of NIGP, A, and Solicitation Amount, B, is used to direct you to create a POD or ESBD
submission.
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ESBD Solicitation Form
The ESBD Solicitation form is a three-part form where every field is required. Step 1 includes basic
information such as response due date and includes a section for users to add a synopsis of what is
being solicited. Step 2 requires at least one NIGP code to be entered. Step 3 requires documents to be
uploaded.
Step1: Create New Solicitation
Required fields are marked with an asterisk.
Field descriptions are located on the next page.
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Select Next to proceed to Step 2. Error messages appear near the top of the page if invalid. Entries must
be corrected before proceeding to the next screen.
See below for field descriptions.
Contact Name, Number, and Email: Enter point of contact information in these three fields. The system
prepopulates the values to profile information.
Agency/Texas SmartBuy Number: This box will display the Agency or Texas SmartBuy Member number
tied to the user’s account and is not editable.

Contract Value: The estimated dollar amount that an agency may be obligated to pay pursuant to the
contract and all executed and proposed amendments, extensions and renewals of the contract. The
value entered here is not displayed on the ESBD, but it is used to help purchasers to determine certain
procurement guidelines and or processes.

Solicitation ID: This field may only contain alphanumeric characters with exceptions for these
characters:
• dash (-)
• underscore (_)
• period (.)
Examples:
good: 304T-20-745.A1
bad: IFB#304T-20-745.A1 — The # symbol cannot be used in this field.
Solicitation IDs must be unique as they are used as identifiers by the application and in the record URL.
Solicitation IDs are checked against all records before creation to make sure duplicates do not occur.
State agencies and Texas SmartBuy members who experience problems with unique IDs are encouraged
to adopt or develop a naming convention that helps ensure collisions do not occur. For example, some
agencies prefix solicitation IDs with their agency or Texas SmartBuy Member number.
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Posting Requirements: This field allows one of three options to be selected.
• Emergency (Less than 14 days) or Procurement Under $25,000
• 14+ Days for Entire Solicitation Package
• 21+ Days for Solicitation Notice
• Emergency (Less Than 14 Days)
An emergency purchase occurs when the agency must make the procurement quickly to prevent
a hazard to life, health, safety, welfare, property, or to avoid undue additional cost to the state.
• Procurement Under $25,000
If the total value of a contract is over $5,000 but not more than $25,000, a Contract Developer
must provide bid opportunities to vendors active on the CMBL within the NIGP Class and/or
Class/Item designated for the solicitation. These vendors may be chosen in the geographic
region that serves the agency. The Contract Developer must solicit bids from a minimum of
three active vendors on the CMBL, two of which must be current Texas-certified Historically
Underutilized Businesses (HUBs).
• 14+ Days for Entire Solicitation Package
Entire solicitation package (including all parts, exhibits, and attachments posted to the ESBD).
Post for a minimum of 14 calendar days.
• 21+ Days for Solicitation Notice
It is best practice to advertise a solicitation for 30 days or longer. If not posting the entire
solicitation package to the ESBD, then notice must be posted that includes all information
necessary to make a successful bid, proposal, or other applicable expression of interest for the
procurement contract. Post for a minimum of 21 calendar days. It is best practice for Contract
Developers to schedule the solicitation advertisement and other procurement timelines that
consider holidays, the complexity of the procurement, and the fulfillment of any statutory
requirements.
For more detailed definitions of posting requirements, please refer the Texas Procurement and
Contract Management Guide.

Solicitation Posting Date: This field can be the current day or scheduled for a date in the future when
you want the solicitation posting to be viewable to the public. The solicitation will be posted to the ESBD
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pubic-facing website on the Posting Date, as long as the solicitation Approve button has been selected
and you received a posting confirmation email from the ESBD system.

Response Due Date and Response Due Time: The Response Due Date field is also known as the “bid
opening date” and is the day that bid responses will no longer be accepted. This date should be chosen
according to the Posting Requirements. If a 21+ day Posting Requirement is selected, there needs to be
at least 21 calendar days between the Solicitation Posting Date and the Response Due Date. The
solicitation will show as closed status on the ESBD public facing website on the chosen Response Due
Date and Time.
The ESBD will automatically move a solicitation to Closed when the closing time is reached. A purchaser
cannot reopen a closed posting. SPD advises agencies to evaluate any responses received. If no responses
were received or an agency wants to seek new responses, the closed posting should be marked No Award;
a new solicitation should be posted.
Note: Computation of Time. In computing the period of days, the first day is excluded and the last day is
included. In addition, if the last day of any period is a Saturday, Sunday, or legal holiday, the period must
be extended to include the next day that is not a Saturday, Sunday or legal holiday.
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Title (Headline): This field is the solicitation title and will show as a clickable link in ESBD search results
to open the solicitation details page.

Description: The solicitation description will be displayed when the solicitation record headline is
selected from one of the listings. The field allows for formatted text to be entered. There is not a
template as to what needs to be in the description, however this is a high-level summary of the
solicitation. You should try to include anything that will help potential bidders respond. Examples can
include a scope of work or description of the goods or services to be procured, estimated quantities,
schedule of events (examples: pre-bid conference, Q&A meeting/deadline, public opening date,
anticipated date for commencement of services) or special submission instructions. The Description field
should not exceed 2,500 words.
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Step 2: Add NIGP Class/Item Codes
• This step requires you to assign NIGP codes to the solicitation. Locate the appropriate NIGP
class/item code(s) for the product(s) or service(s).

To add an NIGP code, enter the five-digit class and item code combo into the Class/Item field and select
the Add button. Do not enter the dash in the five-digit code. As you enter your class and item code, you
will notice a type-ahead feature

You may select from the available choices or simply type your class and item code.

12

Multiple NIGP codes can be added to the solicitation by repeating the previous step. Selecting the red X
next to an added code will remove it from the solicitation.

There must be at least one NIGP code associated to the solicitation. Selecting Next without any codes
displays a pop up and prevents moving to step 3.
A reference to NIGP codes is available as a link labeled “NIGP List”. Enter your codes and select Next.
Step 3: Upload Solicitation Document
The next step is to add your finalized solicitation documents. Save the documents to your computer so
they can be found for upload. The addition of files in this step is mandatory. Additional documents can
be added later by modifying the solicitation record.
Select Upload Files to add solicitation documents. For upload file instructions, please view the upload
file section. Once the files are uploaded, the screen will be updated to show attached files under Record
Attachments.
Select Review Solicitation to view the solicitation details and select final approval before posting.
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After this step, you will use the listing and detail page to locate and modify the record created if needed
and then approve the solicitation.

Solicitation Details
The solicitation detail screen includes all the information previously entered for the record. Logged in
users have a record management view that has a set of buttons on the right-hand side of the page to
manage the record. The logged in view also includes the internal notes tab.
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The five buttons(functions) that are available are
1)
2)
3)
4)
5)

Approve Solicitation
Modify Solicitation
Internal Notes
Cancel Solicitation
Award Solicitation

Approve Solicitation
Incomplete solicitations will not have this button available. Selecting approve lets the application know
that the selected solicitation is ready to be advertised. Once the Approve Solicitation button is selected,
the posting will go live immediately, unless a future posting date was selected. To confirm that a
solicitation posting is currently displayed on the ESBD, open the posting in the ESBD and verify the
solicitation has the correct posting status. For more information regarding advertising, please refer to
the advertising section.

Modifying Solicitation Postings
Solicitations that are closed or awarded will not have this button available.
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Selecting the modify button will open fields for edit and allow documents to be uploaded via the update
files button. See upload files section for upload instructions.

When all changes are complete, select Save. To cancel changes before saving the record, select the
Reset button.

Internal Notes
The Internal Notes feature is used to keep additional notes for solicitations in one place. These notes are
only available to users within your Agency/Membership account who have ESBD access. Internal notes
are not viewable to vendors or the public.
Create Internal Note
To create a new internal note, select internal note button. Select submit to save or close to cancel
without creating the internal note.
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View Internal Note
To view previously created notes, select the Internal Notes Tab.

Cancel Solicitation
Selecting this function allows you to cancel a solicitation posting. When the cancel button is selected, a
confirmation window is displayed that requires the solicitation ID to be entered in order to confirm the
cancelation. Enter the solicitation ID and then select submit.
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Award Solicitation
This button is only available for solicitations that have gone through the entire advertising process and
are in Closed status.

Please see the awarding section for a step by step guide for awarding.

Solicitation Listings
There are two listings available that ESBD users need to be familiar with in order to make efficient use of
the application: the list of solicitations created within the user’s agency is found in the My Account
menu, ESBD option after logging in, and the Public Search published for the general public at
http://www.txsmartbuy.com/esbd

My Account
You can review all the solicitations posted on your profile by navigating to ESBD. The search criteria
filters at the top of the page can be used to filter your history.
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The listing defaults to show solicitations created by your profile but can be changed to show solicitations
created by other users within your Agency/Membership account. The search criteria fields are:
•
•
•
•
•

Select Solicitations: Drop down menu two options: 1. My Solicitation 2. Agency Solicitations.
Status: 10 possible values for the different statuses that the solicitation can have.
Solicitation ID: System will perform a “contains” type of search when text entered here.
Start Date: The date the solicitation is published on the ESBD.
End Due Date: The end due date of the solicitation.

While all these filters are available the most common combination is changing Select Solicitations to
Agency Solicitations and filtering by Solicitation ID.
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Public Search
The public search page can be found on Texas SmartBuy by selecting View ESBD Postings under the SPD
Applications navigation menu Or the Bid Postings tab.

Users can alternatively go directly to the search page at www.txsmartbuy.com/esbd
The two public search tabs of Solicitations and Awards No Solicitation allows users to:
•
•

search for ESBD posted solicitations with varying statuses
search for awards that do not have associated solicitations in the ESBD application.

To view awards from an ESBD solicitation, select the Solicitations tab and set the Status box as Awarded.

The form and the fields available change depending on the tab selected. Refer to Awards No Solicitation
section for more information about the Awards No Solicitation search form. The best practice in
searching solicitations and awards is to use the fewest number of filter boxes. If all filter boxes are used,
the application may return zero search results. If search is selected with no filter boxes, the ESBD
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application may take a while to load as the system needs to generate all the ESBD results in the
application. Broad filter criteria usually return many results and is not suggested.
Solicitations tab
A list of available filters and how they operate :
Agency/Texas SmartBuy Member Name: A dropdown list of posting entities with available search
results as a filter option. Not every state agency or Texas SmartBuy Member is listed in this menu, only
those who made solicitation or award postings in the ESBD application. However, the list is still very
large, and the names may not align with other state systems. For example, Texas may be abbreviated to
TX to comply with field length restrictions. Please review the full dropdown menu list to locate your
desired entity.
Status: 1. Posted, 2. Awarded, 3. Closed, 4. Posting Cancelled, 5. Select All.
This field defaults to the Posted option and includes solicitations with the status Addendum Posted.
Solicitations that display with the status of Posted or Addendum Posted are accepting bids.
Cancelled solicitations, called Posting Cancelled, will only be displayed to the public for 45 days after the
cancellation is made. A cancelled solicitation will always show in the internal My Solicitation or Agency
Solicitation area of the ESBD within My Account, of the user’s Texas SmartBuy login.
Keyword Search: This performs a contains type of search on the title. For example, if two solicitation
postings exist with “airport” in the title, the application would include both in the search results. See
example below.
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Agency/Texas SmartBuy Member Number: This can be used instead of Agency/Texas SmartBuy
Member Name field and allows users to enter the alphanumeric entity number. For example, enter
“601” for Texas Department of Transportation. Please refer to the following resources for Agency and
Texas SmartBuy Member Numbers:
Active Texas SmartBuy Members: https://comptroller.texas.gov/purchasing/members/active.php
State of Texas Agencies: https://fmcpa.cpa.state.tx.us/fiscalmoa/agency.jsp
NIGP Class/Item: Accepts entry of five-digit NIGP codes. This field performs a contains type of search.
For example, if you are searching for a solicitation with the NIGP code 23225 and enter only 232 as the
code, the system would return all solicitations for the entire 232 class (though some additional
solicitations may also get returned as there are other codes that contain 232). A type ahead feature for
this field is also included to make entry easier. Do not enter a dash in the NIGP code in this field as it will
cause an error.

Solicitation ID: This field performs a contains type of search. For example, the Statewide Procurement
Division has a naming convention for their solicitations which begin with 304T-FiscalYear. 304T-20 can
be entered to get a listing of their solicitations for FY20. The Solicitation ID is entered at the beginning of
creating a solicitation posting and is maintained as the same identifier for the life of the solicitation.
Date Range: Prepopulates Start Date and End Date with relative values upon selecting one of the
options.
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Start Date: If no End Date is selected then solicitations with the posting date of Start Date will only be
retrieved. If there is an End Date, then system will retrieve solicitations that have a posting date
between Start Date and End Date.
End Date: If no Start Date is selected then performing search will retrieve all records with a posting date
on or before the End Date. If there is a Start Date, then system will retrieve solicitations that have a
posting date between Start Date and End Date.
Multiple Filters
The search accepts multiple search criteria to filter the data that is displayed. For example, to retrieve
all solicitations containing 304T for Solicitation ID with the NIGP code 390 (Foods: Perishable), for fiscal
year 2020, enter the following search criteria.
1. Select option Select All for Status
2. Enter 390 for NIGP Class/Item
3. Enter 304T for Solicitation ID
4. Select this fiscal year for Date Range
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After selecting Search the page will be updated to show solicitations filtered by the entered criteria.
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Advertising
The application uses the Status field to let users know the current solicitation status. The field is shown
throughout the application in search result listings as a field that is retrieved as part of a row, shown in
Figure 1 and 2, and as a field displayed in the details page, shown in Figure 3.
Figure 1

Figure 2
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Figure 3

It’s important to understand that not every record accessible in your account was or is advertised to the
public.
The possible values for the solicitation internal statuses on My Account are:
1)
2)
3)
4)
5)
6)
7)
8)
9)

New
Pending on Files
Pending on Posting Date
Posted
Addendum Posted
Closed
Cancelled
Posting Cancelled
Awarded

The “advertised” statuses or the statuses that make records available to the public are:
1)
2)
3)
4)

Posted
Addendum Posted
Closed
Posting Cancelled
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5) Awarded
The most general and simplistic flow of a solicitation from start to finish has the status transitioning
from New to Awarded.
(New -> Posted -> Closed - > Awarded). Transitions from one status to the next depend on the current
status and the action performed on the record using the functions available while on the solicitation
details screen.

Pre-advertise Phase
Every record begins with the New status. Based on the actions performed, the status can transition to:
1)
2)
3)
4)

Cancelled
Pending on Files
Pending on Posting Date
Posted

Cancelled: If you cancel a solicitation before publishing to the ESBD, the record will remain in your
account and have the status Cancelled. This status is not shown in the Public Search.
You must approve the solicitation to transition to either Pending on Files, Pending on Posting Date, or
Posted.
Pending on Files: If a solicitation has the Pending on Files status, you’ll need to attach files as there is a
system requirement that does not allow records to be advertised without bid documents. Solicitations
with this status have not been officially advertised. Once files are added, the application will update the
status within approximately 15 minutes to either Posted or Pending on Posting Date.
Pending on Posting Date: Solicitations that have the Pending on Posting Date status are records that
have been approved with a posting date in the future. The application will automatically change the
status to Posted on the posting day. Please note that removing files from solicitations with the status
Pending on Posting Date will change the status to Pending on Files within approximately 15 minutes of
the change.
Posted: If all the application requirements are satisfied and the posting date is the current day, the
application will change the solicitation status to Posted upon record approval.

Advertise Phase
Solicitations in the Advertise Phase begin with the status Posted and can transition to either:
1) Addendum Posted
2) Posting Cancelled
3) Closed
Addendum Posted: The status changes to Addendum Posted if any edit is performed using the Modify
Solicitation function. Edits include changes to the solicitation description, a change in the response due
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date/time, or the addition of files. Please include a note in the Addendum field that summarizes changes
made. Any note entered here should match what was sent to the CMBL list of vendors. This field is
recommended to assist vendors but is not a required field for updates.

The note entered will be added to any existing addendum note and be auto dated.
Posting Cancelled: If you cancel a solicitation after posting, and the solicitation due date did not expire,
the record will remain in your account and have the status Posting Cancelled. This status is shown in the
Public Search for 45 days. If you want to cancel a solicitation past the due date, and no solicitations were
submitted by the vendor community, we recommend marking the solicitation as No Award and
resoliciting the bid as a new posting with a new solicitation ID number. For further questions, please
contact ESBD support.
Closed: The two statuses of Posted and Addendum Posted automatically transition to closed status on
the response due date and time.

Post Advertise Phase
Solicitations in the Post Advertise Phase begin with the status Closed and only transition to Awarded by
using the award function.
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Awarding
Post an Award to a Solicitation
For state agencies awarding contracts expected to exceed $25,000, including an amendment,
modification, renewal or extension of the contract, a notification of award must be posted to the ESBD.
1. To post an award notice to a record that has been solicited, first find the solicitation record
within your Texas SmartBuy account and select the ID or title link to get to the solicitation
details page. The use of filters to help locate the solicitation record is recommended. Please see
the My Account subsection of the Listings for more information.
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2.

On the closed solicitation details screen, select the “Award” button.

3.

Enter the required award information. The Green (+) adds another contractor row if you are
awarding multiple contractors, each with partial award status. The Red (-) removes a contractor
row. Select “Submit” after filling out the award information. You can check the HUB Status on
the Search for CMBL/HUB Vendors page.
Note on Award Status: The Award Status drop down menu option Renewal Award will be
selected for contracts where the same contractor is awarded following a initial contract award.
For further information, please reference the Texas Procurement and Contract Management
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Guide and TEX. GOV'T CODE 2155.083(k).

4. You can update the Award Status by selecting “Edit”. Select “Save” after making an Award
Status change.
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5. The award notice will now be publicly available on the ESBD.
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Post an Award Without a Posted Solicitation
1.

To post an award without a corresponding solicitation, access the ESBD application like before
and select “Create”.

2. Select “Post/View Awards”, then select “Continue”.

3. You will see a list of awards posted that were not associated with a solicitation. Select “Post
Award” to continue.
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4. Enter the required award information for step 1 of the entry form. Click Next to go to step 2.

Note: Vendor IDs for vendors registered on the CMBL can be found in the CMBL search.
5. Enter the NIGP class and item codes associated with your award. Be sure to click the Add button
to include them on your award posting. Click Next to go to step 3.
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6. Step 3 is a review and submit screen. Users can review all award information, To make
modifications, click the Previous button. To submit and approve the award posting, click the
green button at the bottom of the screen.
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7. Your award notice is now in the list of awards that do not have a corresponding solicitation on
the ESBD application. Click the Blue button to view the award or click the Red button to remove
it from the public search If the red button is selected, the information will still show on internal
records but won’t be visible to the general public.
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Upload Files
The ESBD application allows for solicitation documents to be hosted on Texas SmartBuy for the
vendor community. The files attached will be displayed when the solicitation detail is shown.
There are no restricted file types as of this writing. 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).
• Excel documents normally have the xlsx file extension (Specifications.xlsx).
Please be sure to include directions on how to open uploaded files in a separate
document if special file types are used. While our support team can assist in these
matters, we will usually have to direct interested parties back to the posting entity.
There are two locations in the ESBD that have a button for uploading documents.
1) Step 3: Upload Solicitation Document
2) Modify Solicitation Postings
After the upload file button is selected a new window will be opened that asks how many files
you’d like to upload (Step 1). Select the number of files you’d like to upload then select Next.
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Step 2 will have as many file/description pairs as the number of files selected in Step 1. Save all
files that need to be added to your solicitation to your computer first. 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 and then search/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. Once a file is successfully uploaded, it will
show a partial listing of the file name and the file extension.

Every file needs to include a description. This can include the file type, the file contents, or
anything else that might be helpful for the respondent. Select Finish after files and descriptions
have been completed.
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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 tab/window is closed, progress in the ESBD
application may be lost and will require you to login again to resubmit missing information.
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ESBD User Tips
• After logging in to TxSmartBuy.com, under My Account menu, on the ESBD option, a user may
view or select one of the ESBD records to show the detail screen.
• Not every record that is viewable from My Account is advertised on the ESBD. A user must
approve a solicitation within the detail screen to officially advertise.
• A user selects the blue Create button and enters solicitation information to create a solicitation
posting.
• An approved solicitation is searchable on the public ESBD directory. It will remain open and
publicly searchable until the response due date deadline.
• Closed solicitations can be awarded to multiple contractors.
• Not every award in the ESBD is tied to an ESBD solicitation. For this occurrence, the award (no
solicitation) entry form is available.
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