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Tips for Best System 
Performance



TxSmartBuy.com Tips

Texas SmartBuy Performs 
Best using Google Chrome



TxSmartBuy.com Tips
Don’t Use Bookmarks or Favorites

Don’t Use Shortcuts or Save website as Icon on Desktop

Don’t Save Passwords to Browser

X

X

X



TxSmartBuy.com Tips
Open a fresh Google Chrome window

Type in: Texas SmartBuy



Clear Browsing History Often

TxSmartBuy.com Tips



TxSmartBuy.com Tips

Set Auto-Clear Cookies 



Questions?



System Navigation 



http://www.txsmartbuy.com 







http://www.txsmartbuy.com 

Public Tool Bar
Public Item Search



Account Overview



Sign In to Create POs, 
Reports, Solicit Bids,

or Manage your Account

http://www.txsmartbuy.com 



Need a Login? Ask 
your Superuser!



Logged-in Account Menus



Internal View Menus

Superusers 
can edit, set 

or create new 
addresses

Default Addresses are Important! 



Superusers can 
create, edit or 

deactivate users



New Feature Available for Multiple Agency Users



TxSmartBuy.com User Roles

•Super User
 Issue purchase orders 

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 purchase orders

View and modify any PO issued at your agency



TxSmartBuy.com User Roles
• Single Purchaser
 Issue purchase orders

 View and modify POs issued by the same individual purchaser

• Non-Purchaser
Access to applications other than purchasing: 

 ESBD: Electronic State Business Daily

 POD: Procurement Oversight & Delegation

 VPTS: Vendor Performance Tracking System

 HUB: Historically Underutilized Business

 TPPD: Texas Purchasing from People with Disabilities aka State Use Reporting

 State Agency Address/Contacts information to the Comptroller

• Agency View Only
 Can only view POs issued by your agency

 Account oversight and history

 Examples: accounts payable, management, assistance staff



Questions?



What’s Available on 
TxSmartBuy.com?



Statewide Contracts 



Did You Know TxSmartBuy.com Offers…

• Uniforms, Gloves & Boots

• Veterinary Supplies

• Drug & Alcohol Testing Kits

• Household & Kitchen Appliances

• Package shipping under 150 lbs

• Mailroom Equipment & Supplies

• Print Shop Services

• Rainwater Barrels

• Guns, Ammo, Body Armor

• Vaccines/Biologicals/Medical Supplies

• Telephone-based Interpreter Services

• Wildflower Seeds, Landscaping products/tools

• Child Safety Seats

• Data Breach and Credit Monitoring Services

• Laboratory & Scientific Equipment

• Toner, Labels, Barcodes

• Records Storage & Document Destruction Services

• Electricity Sourcing Services

• Temporary or Contract Services



Technology Contracts= 
Department of 
Information Resources



Questions?



Search Functions



Item level search

Contract level search



Item Level Search



TxSmartBuy Search
Keywords in the search bar matter

Keyword: Desk
sit/stand         classroom             reception



TxSmartBuy Search
Know your requirements

Why are those specs needed?

Example: 5x5 Dry Erase Board



TxSmartBuy Search
Try generic search word options

Examples:

•Kleenex vs facial tissue
•Sharpie vs permanent marker

•Post it notes vs self stick note pad



TxSmartBuy Search 
Try similar words, same meaning

Examples: vehicle vs truck

Cleaner vs disinfectant



TxSmartBuy Search
 ‘Filter Your Search’ Box

Keyword Search: Disinfectant

Item Categories: office supplies



TxSmartBuy Search



TxSmartBuy Search



TxSmartBuy Search



Questions?



Searching Contracts



Texas SmartBuy Contract Search



Texas SmartBuy Contract Search



Contract Details



TxSmartBuy Contract Details

Read the Contract Details!
Warranty
Delivery
Discounts
Specs







Questions?



Creating & Sharing 
Wish Lists



• No login required to create one! 

• Share a Wish List with your purchaser, 
supervisor, manager, budget office, etc.

• Or request a wish list from the end user

• Add up to 25 line items

• Wish List auto-populates your shopping cart!

Wish Lists



Wish List
1. Search & Select Items 
without being Signed In





Wish List
2. Select Quantity

3. Add to Wish List



Wish List
4. Select View Wish List or 

Continue Shopping



Wish List

5. Share via email, edit or delete
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6. Share via email or copy/paste link

Wish List



Wish List
7. Email Wish List link



Wish List
8. Recipient clicks on Wish List link & 

logins into TxSmartBuy.com  

9. Recipient selects the shipping address



Wish List

10. Recipient’s shopping cart auto-populates the 
Wish List, more options available



Questions?



Purchase 
Order 

Highlights 





1. Search & Add Items to Cart

Purchase Order Highlights





This is where your saved addresses 
become helpful

• We recommend Superusers 
adding shipping addresses prior 
to order entry or purchaser may 
enter address manually in Ad-hoc

Purchase Order Highlights
2. Enter Quantity & Shipping Address

1 2





Purchase Order Highlights
3. Review My Cart & Checkout

Upload quotes, internal 
POs, helpful documents





Very important: billing default and other billing addresses 
must be previously saved by the Superuser
• The system won’t generate a PO without defaults set

You may enter your 
internal PO# or other 
helpful identifiers

Purchase Order Highlights
4. Finalize Your Order

Notes in this box to apply to the whole PO



Purchase Order Highlights
5. Final Review & Complete Checkout





Confirmation of Order in TxSmartBuy.com



Questions?



Public Information
on TxSmartBuy.com



Vendor Performance 
Tracking System (VPTS)

Public Reports



Vendor 
Performance

Tracking 
System

Tracks & Provides 
Performance 

Scores

Tool for 
Evaluating 

Vendor 
Performance

Reduces Risk in 
Contract 
Awarding
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Vendor Performance







Questions?



Electronic State 
Business Daily (ESBD)

Public Solicitation Postings



ESBD Tips
ESBD= Online bulletin board for 

agencies to post bid solicitations



ESBD Tips
No Login Required to View Posts

Used for info purposes only

Public awareness tool 



1
2

3



ESBD Tips



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



ESBD Tips
Use Status Box – Posted for Active Solicitations

Closed solicitations is now a searchable feature
Cancelled solicitations show for 45 days
The ESBD holds several years of records/awards



ESBD Tips
X  Vendors Don’t Need a Login

X  Vendors Don’t Submit Bids Here 

Read attachments for Bid Instructions



Vendor Performance Assistance
512-463- 3913

vendor.performance@cpa.texas.gov

ESBD Assistance       
512-463-3034 , Option 1    

ESBDsupport@cpa.texas.gov 

mailto:vendor.performance@cpa.texas.gov
mailto:Spd.outreach@cpa.texas.gov


Questions?



Need 
Assistance?



TxSmartBuy Help Desk
512-463-3034, Option 1 

txsmartbuy@cpa.texas.gov

General Inquiry      
SPD Main Phone 

512-463-3034      
Spd.Outreach@cpa.texas.gov

mailto:txsmartbuy@cpa.texas.gov
mailto:Spd.outreach@cpa.texas.gov


Help Tab = User Guides

TxSmartBuy Help Desk
512-463-3034, Option 1 

txsmartbuy@cpa.texas.gov

mailto:txsmartbuy@cpa.texas.gov




Resources for You



comptroller.texas.gov/purchasing

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


TxSmartBuy Help Desk
512-463-3034, Option 1 

txsmartbuy@cpa.texas.gov

General Inquiry      
SPD Main Phone 

512-463-3034      
Spd.Outreach@cpa.texas.gov

mailto:txsmartbuy@cpa.texas.gov
mailto:Spd.outreach@cpa.texas.gov


Question & Answer

This Photo by Unknown Author is licensed under CC BY-NC-ND

http://www.covermesongs.com/2016/09/cover-qa-whats-favorite-muppets-cover-song.html
https://creativecommons.org/licenses/by-nc-nd/3.0/


Thank you for your time! 
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