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Texas SmartBuy Overview

•Tips for Best System Performance

•Website Navigation

•Search Functions

•How to Make & Share a Wish List

•Purchase Order Highlights





SPD Procurement Services 



Tips for Best System 
Performance



TxSmartBuy.com Tips

•Our System Performs Best Using 
Google Chrome



TxSmartBuy.com Tips
X Don’t Use Bookmarks or Favorites

X Don’t Use Shortcuts or Icons

X Don’t Save Passwords to Browser



TxSmartBuy.com Tips
Open a new Google Chrome 

browser window

Type in: Texas SmartBuy



TxSmartBuy.com Tips

Clear Browsing History Often



TxSmartBuy.com Tips

Set Auto-Clear Cookies 



System Navigation
TxSmartBuy.com



Home Page



Texas Comptroller of Public Accounts

http://www.txsmartbuy.com 
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http://www.txsmartbuy.com 
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Sign In to Create PO, Report or Manage Account
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Need a Login? Ask 
your Super User!



Dashboard
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Logged-in Quick Menu
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Internal Account Menu
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Internal View Menus

Make sure the defaults 
are setup with your 

super user



Types of Users
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TxSmartBuy.com User Roles

• Super User
 Issue PO 

 View & modify any PO issued by your agency

 Add, edit, deactivate users

 Manage user roles, access to applications

 Add/edit addresses in shared address book 

• Agency Purchaser
 Issue PO 

 View and modify any PO issued by your agency
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TxSmartBuy.com User Roles

• Single Purchaser
 Issue PO
 View and modify POs issued by the user

• Non-Purchaser
 Access to applications other than purchasing: ESBD, 

VPTS, HUB, TPPD, etc.

• Agency View Only
 Can only view POs issued by your agency 
 Examples: accounts payable, management, assistance 

staff, interns



Questions?



Statewide Contracts 



Did You Know TxSmartBuy.com Sells…

• Guns, Ammo, Body Armor

• Uniforms, Gloves & Boots

• Veterinary Supplies

• Drug & Alcohol Testing Kits

• Household & Kitchen Appliances

• Art Supplies & Equipment

• Mailroom Equipment & Supplies

• Print Shop Services

• Rainwater Barrels

• Vaccines/Biologicals/Medical Supplies

• Wildflower Seeds

• Electricity Sourcing Services

• Child Safety Seats

• Radiation Detection Equipment

• Sports & Gym Equipment

• Toner, Labels, Barcodes

• Promotional Products

• Ice Cream

• Temporary or Contract Services



Search for Items
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Item level search

ITEM level search
Contract level search



TxSmartBuy.com Tips

Try generic search word options
Example: 

•Post it notes vs adhesive note pad

•Kleenex vs facial tissue

•Sharpie vs permanent marker



TxSmartBuy.com Tips

The system will accept 

ampersand (&), the word (and), 

plus signs (+)
Example: highlighter + orange







TxSmartBuy.com Tips

Ampersand (&) or (and)= wider results

Plus sign (+)= targeted results

Example: highlighter and orange

Example: highlighter + orange



TxSmartBuy.com Tips

Try similar words, same meaning

Try category of products

Examples: vehicle vs truck

Cleaner vs disinfectant



TxSmartBuy.com Tip

Use the Filter Search Box
Example: Search Word: Disinfectant

Item Categories include: tile, air 

conditioning, appliances, kitchen, 

bathroom, chemical, computer, dental, 

first aid, hospital, laundry, wastewater
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Searching for Items
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Searching for Items
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Questions?



Search for Contracts
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Texas SmartBuy Contract Search
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Contract 
Categories
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Contract Categories

• TxSmartBuy Contract
 A contract developed and managed by SPD

 Designed for frequently used items by multiple 
state agencies

 Open market requests
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Contract Categories

• TXMAS Contract
 Texas Multiple Award Schedule (TXMAS)

 An established GSA, federal or state contract, 
added with Texas terms and conditions, made 
available to Texas state agencies and Texas 
SmartBuy Members

 GSA= General Services Administration, a Federal 
agency
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Contract Categories

• Managed
 Limited use contracts SPD developed for a 

specific state agency

 Example: Live Freshwater Fish for TPWD,  
Contract 040-M2

 Purchaser issues internal PO directly to the 
vendor with Texas SmartBuy Contract Number, 
items, pricing 
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Contract Categories
• Travel
 Contracts developed with dedicated travel vendors 

 Hotel Engine for hotel/lodging services and bookings
 American Airlines & JetBlue Airways for plane tickets
 Enterprise, Avis & Hertz for car rental services
 Travel agency services with Short’s & National
 Issues/Feedback: STMP@cpa.texas.gov

• Contingency
 A contract developed in partnership with TDEM 

Frequently used during states of emergency and natural disasters, 
example: Hurricane Harvey

mailto:STMP@cpa.texas.gov


Contract Details



TxSmartBuy.com Tips
Read the Contract Details!

Warranty

Delivery

Discounts

Specs
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Texas SmartBuy ICONs

Preferred 
Vendor

Picture of 
Product

HUB 
Certified 
Vendor

Environmentally 
friendly



Questions?
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Get in Touch with Texas SmartBuy!

• TxSmartBuy Help Desk

512-463-3034, Option 1

txsmartbuy@cpa.texas.gov 

• General Inquiry 
SPD Main Line 
512-463-3034

Spd.Outreach@cpa.texas.gov

• User Guides- Help Tab
TxSmartBuy.com/Help

mailto:txsmartbuy@cpa.texas.gov
mailto:Spd.outreach@cpa.texas.gov
http://www.txsmartbuy.com/help


Public Information
on TxSmartBuy.com
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http://www.txsmartbuy.com 

Public Information 
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SPD Applications = Public Information 

(Sign In NOT Required)



Vendor Performance 
Tracking System (VPTS)

Public Reports



VPTS Tips
VPTS= Like a State Government 

Better Business Bureau
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Questions?



Electronic State 
Business Daily (ESBD)

Public Bid Postings



ESBD Tips
ESBD= Online bulletin board for 

state agencies to post bid solicitations



ESBD Tips
No Login Required to View Bids

Used for info purposes only

Public awareness tool 



ESBD Tips
X  Don’t use every filter field, less is more

•ESBD holds several years of records

Use Status Box – Posted for Active Bids
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ESBD Tips
X  Vendors Don’t Need a Login to View Bids

X  Vendors Don’t Submit Bids here, Read Only

Remember to list bid response instructions 
and bid contact person in a prominent area



Questions?



Creating Wish Lists 





Creating a Wish List
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1. Search & Select Items



Searching for Items



Searching for Items
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Questions?



Purchase Order 
Highlights 
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Search & Select Items
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This is where your Address book 
information becomes useful

• Shipping addresses and default 
must be previously saved by the 
super user or entered manually
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This box adds notes to 
the item above
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This is where your Address book 
information becomes very important

• Billing addresses and default must be 
previously saved by the super user

• The system won’t generate a PO 
without it

The notes in this box to 
apply to the whole PO
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Questions?



Need Assistance?
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Help Tab = User Guides
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Get in Touch with Texas SmartBuy!

• TxSmartBuy Help Desk

512-463-3034, Option 1

txsmartbuy@cpa.texas.gov 

• General Inquiry 
SPD Main Line 
512-463-3034

Spd.Outreach@cpa.texas.gov

• User Guides- Help Tab
TxSmartBuy.com/Help

mailto:txsmartbuy@cpa.texas.gov
mailto:Spd.outreach@cpa.texas.gov
http://www.txsmartbuy.com/help


Resources for You



comptroller.texas.gov/purchasing

https://comptroller.texas.gov/purchasing/


Comptroller.Texas.Gov/Purchasing
Resources



Get in Touch with Texas SmartBuy!

•TxSmartBuy Help Desk

512-463-3034, Option 1

txsmartbuy@cpa.texas.gov

• General Inquiry      
SPD Main Line 
512-463-3034

Spd.Outreach@cpa.texas.gov

• User Guides- Help Tab
TxSmartBuy.com/Help

mailto:txsmartbuy@cpa.texas.gov
mailto:Spd.outreach@cpa.texas.gov
http://www.txsmartbuy.com/help


Thank you for your time! 


