Procurement Oversight & Delegation (POD) System User Guide

To begin the POD submission process, users must first have a Texas SmartBuy account and be
granted access to the POD application by one of your agency’s Super Users.

Go to Texas SmartBuy, click the Login button, and enter your credentials to begin.

Log in

WARNING - RESTRICTED GOVERNMENT SYSTEM

Unauthorized access to this computer system or unauthorized use of any
confidential or federal tax information may constitute a violation of federal law
and give rise to civil and criminal liability and penalties. This system is subject
to monitoring and stored data may be accessed and recorded. Anyone using

this system consents to monitoring and should have no expectation of privacy.

Evidence of criminal liability will be provided to law enforcement agencies.

This website is intended for use by State of Texas employees and others exprassly

authorized by State of Texas. Attempting to access this website without authorization may
violate criminal laws and subject you to fines and imprisonment. Offendars will be

Email Address -
your@email.com

Valid Email is required

Password *

Forgot password?

prosecuted.

Once logged in, each user can complete an online form to initiate an agency request for a
solicitation review. Under the My Applications section, click the Procurement Oversight &

Delegation tab.
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Overview

Announcements  Statewide Procurement RSS

Welcome to the All New Texas SmartBuy Portal
Published: 3/26/2024

What is New? We have updated the shopping experience with new ways to search, better user experience. Updated
features like favorite carts, cart management, the ability to assign multiple shipping addresses in a shared wish list. On our
Home page we have added links to easily access Statewide Procurement program information to help you quickly find
what you are looking for. All new Vendor Performance Tracking System, TPPD Exception Reporting and ESBD/POD

submission applications.

Need Help?
Published: 2/27/2024

Click on the Help menu at the top of this page to find a link to download our newly updated user guides,

Stay tuned here for upcoming announcements.
Published: 2/1/2024

View recent Gov Delivery notices by clicking above on the Statewide procurement RSS Feed tab.

After clicking Procurement Oversight & Delegation, you will be directed to an online form
where users can search for POD submissions that are currently in the review process, as well as
those that have already been completed.


https://www.txsmartbuy.gov/

Select the Create button under the search filters. The system will direct the user to the
Procurement Oversight & Delegation record creation form. Some fields will auto-populate based
on the user’s account information. All fields are required, except Solicitation Comments. Users
will not be allowed to proceed to the next step if any required information is missing.

Procurement Oversight & Delegation
Statewide Procurement Division (SPD)

Status Solicitation Title Search Solicitation 1D
-- Select an Option -- v | ‘ ‘

Select Solicitations
Agency Solicitations v

Clear Filters Export to CSV
Page 1 of 9 Pages - 2 3 4 5 6 7 8 9 > >

Its a POD Solicitation

Solicitation ID: ltsAPODSolicitation Agency/Texas SmartBuy Member Number: 304
Type: RFP Status: Received

Project Lead: Nathan Thompson Planned Issuance Date: 4/29/2024

Note: There is no save button. Be sure you have all necessary information before beginning.
The record is only saved and submitted to the POD team after all forms have been completed.

Description of Fields on the General Information Tab

Did your agency review SPD Term and TXMAS contracts and DIR Cooperative Contracts
to determine that the goods or services are not available? Depending on which applies to
your solicitation, you must review the active SPD Term, SPD TXMAS, or the DIR Cooperative
contract before beginning your POD submission to make sure there is no existing contract you
can use. If you answer “No”, you will be provided with links to search for these contracts.

Purchasing Agency Number & Purchasing Agency Name — Your agency number and name
are pulled from your account and pre-populated. These fields cannot be edited. You can only
submit a POD request for the agency you work for. If you create solicitations for more than one
agency, you will need to sign out and login to the account associated with that agency.

Project Lead Name, Project Lead Email Address, Project Lead Phone Number — These
fields are auto-populated based on your account. You may update these fields as needed.

State Agency Procurement Certification & CTCD Certification — To submit a solicitation or
a POD request, you must have a CTCD certification or be an attorney. If you are not exempt as
an attorney, you must enter your CTCD number in this field. You may also save your CTCD
number so the field is auto populated. To do so, select the Settings tab and click the CTCD
Number link as shown in the image below.



SETTINGS ~

Update Your Password
Update Security Questions

CTCD Mumber

Solicitation ID — The ID must be unique to this solicitation. When the POD process is complete,
this ID will also be the ID for that solicitation that is created on the ESBD. Solicitation ID may
only contain alphanumeric characters with exceptions for the following characters:

e Dash (-)

e Underscore ()

e Period (.)
Solicitation Name — Enter the name of the solicitation here.
Solicitation Type — Select what kind of solicitation you are creating from the drop-down list.

Solicitation Description — Enter the solicitation description here.

Solicitation Comments (Optional) — If there are additional details the POD team needs to know
about your solicitation, enter them here.

Is the solicitation sole source/proprietary? Select “Yes” or “No” from the drop-down box.

Expected Return Date — This field is fixed. It is auto populated to 30 days out. If you need your
review expedited, you have the option to request this later in the form.

Planned Posting Date — Date must be greater than 30 days from today. If you need to change
this date in your solicitation once the POD is complete, you may do so before you post your
solicitation within the ESBD.



Procurement Oversight & Delegation
Statewide Procurement Division (SPD)

General Information
1. General Information / 2. NIGP Codes / 3. Estimate / 4. Review / 5. File Upload / 6. Confirmation

Project Information
Did your agency review SPD Term and TXMAS contracts and DIR Cooperative Contracts to determine that the Goods or
‘Services are not available?

Purchasing Agency Number

‘304

Purchasing Agency Name

‘ Comptroller Of Public Accounts - 304

Project Lead Name

‘ Dan Smith

Project Lead Email Address

‘ Dan Smith@cpa.texas.gov

Project Lead Phone Number

‘ (512) 555-5555

State Agency Procurement Certification

‘ Dual CTCD/CTCM certification v

CTCD Certification Number (10 Digits)

‘ 1234567891

Solicitation Information
Solicitation 1D

Solicitation Name

Solicitation Type

Solicitation Description

Solicitation Comments (Optional)

Is the solicitation sole source/proprietary?

-- Select Option —

Dates

All sclicitations submitted to the Precurement Oversight and Delegation program for review will be completed in the
order received and may take up to 30 days to complete. Even if the review period exceeds 30 days, the agency does
not have the authority to issue the solicitation until it receives a letter of delegation from SPD. If the solicitation
package is incomplete or in draft form, the Procurement Oversight and Delegation program will request that the
solicitation package be completed by the agency before entering it into the queue for review.

Expected Return Date

‘ 11/13/2026

Planned Posting Date




NIGP Codes — This step requires you to assign at least one NIGP code to the solicitation. There
are two options for doing so.

Procurement Oversight & Delegation
Statewide Procurement Division (SPD)

NIGP Codes

1. General Information / 2. NIGP Codes / 3. Estimate / 4. Review / 5. File Upload / 6. Confirmation

Add/Remove NIGP Codes

Option 1: Enter the 5-digit code in the box below and select "Add Code"
MNIGP Code/Class

‘ ‘ Bl Search the NIGP Code List

Option 2: Upload a preselected list of NIGP codes by uploading a CSV file. Downloading this template and enter valid 5-digit
combined class and item codes in column A. Select the Upload Codes button.

Upload Codes Search the NIGP Code List

NIGP Code/Class

Option 1: To add an NIGP code, enter the five-digit class and item code combo into the
Class/Item field and select the Add Code 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. Multiple NIGP codes are allowed
to be added to the solicitation by repeating this step.

Option 2: You may upload a list of NIGP codes using the Upload Codes button. Pressing this
button will initiate a pop up. Download the template, enter the five-digit NIGP codes into the
first column. Save this template to your computer in the .csv format. Next, press the choose file
button, select the file, then press the Submit Codes button. If any of the NIGP codes in this file
do not exist, none of the NIGP codes will be uploaded.

Note: CSV file types will remove leading zeros by default. To make sure these are not removed
upon save, highlight the cells that have the leading zero, right click and choose format cells.
Choose Special under Categories and select Zip Code.

NIGP Upload X

Search the NIGP Code List

Choose File | No file chosen

Download Template

Submit Codes




If an added code does not apply, it can be removed by pressing red “X” to the right of the code.

NIGP Code/Class

54009-Blocking Wood ﬂ
54011-Fiberboard, Medium Density (Mdf)
54012-Forms, Wood (See 210-13 And 755-73 For Concrete Forms)

3 3

A reference to NIGP codes is available as a link labeled “NIGP Code List”. Enter your codes and
select Continue.

Delegation & Estimated Total Value

What is the estimated total value of the contract? (This amount is the initial value plus
renewals.) — Contract value is defined in the procurement guide as “the estimated dollar amount
that a state agency may be obligated to pay pursuant to the contract and all executed and proposed
amendments, extensions and renewals of the contract.” Enter the estimated value of your contract
here.

How many times has this product/service been solicited by your Agency? Enter how many
times your agency has solicitated this product/service before. Regardless of whether those
solicitations were awarded or not.

Does this solicitation require a Delegation Letter? A delegation letter is required for service
solicitations valued at over $100,000 (including any renewals) under SPD’s delegated
authority. — The solicitation requires a delegation letter if is over $100,000 and under
$5,000,000.

Is this request a re-submission for a POD or CAT review completed within that past 12
months? If a review of this same procurement attempt has been completed within the past 12
months answer “Yes” to this question. If you answer “Yes”, be prepared for an email from the
POD team requesting the solicitation ID of that previous submission.

Does this solicitation require a CAT review? The Contract Advisory Team (CAT) reviews
solicitations valued at $5 million or greater (including any renewals). — This question will
default to “Yes” if the estimated value entered above is $5,000,001 or higher.

Do you request an expedited CAT review? If you answer “Yes” to this question, you will
receive a follow up question that confirms you have read 34 TAC 20.163. A typical expedited
review takes 14-20 calendar days.

Does this solicitation include a technology component? Is this solicitation part of a Major
Information Resource Project (MIRP)? Has this MIRP been approved by the Quality
Assurance Team? — Answer these questions accordingly.


https://commbook.app.cpa.state.tx.us/

Estimate

1. General Information / 2. NIGF Codes / 3. Estimate / 4. Review / 5. File Upload f 6. Confirmation

Delegation & Estimated Total Value

What is the estimated total value of the contract? (This amount is the initial value plus renewals.)

How many times has this product/service been solicited by your Agency?

Does this solicitation require a Delegation Lefter? A delegation letter is required for service solicitations valued at over $100,000
{including any renewals) under SPD's delegated authority.

-- Select an Option —

Is this request a re-submission for a POD or CAT review completed within that past 12 months?

-- Select an Option —

Does this solicitation require a CAT review? The Contract Advisory Team (CAT) reviews solicitations valued at $5 million or
greater (including any renewals).

— Select an Option —

Do you request an expedited CAT review?

— Select Option —

Does this solicitation include a technology component?

-- Select an Option —

Is this solicitation part of a Major Information Resource Project (MIRP)?

- Select an Option — .,

£ e

At this point, the user is directed to the review screen. Please review all data. This is your last
chance to make any edits. Edits are not available from this view; however, users can click
Previous to go back and make desired changes.

Submitting on this page will save the record and notify the POD/CAT team that there is a new
submission.

Do not exit off the page. Your submission is not complete. Submitting on this page will direct
you to the attachment upload page.



Procurement Oversight & Delegation

Statewide Procurement Division (SPD)

Review

1. General Information / 2. NIGP Codes / 3. Estimate / 4. Review / 5. File Upload / 6. Confirmation

10142026 POD Example Solicitation.

Solicitation ID 1014PODiest

Solicitation Type RFF

Solicitation Description

This the description for an example solicitation.
Solicitation Comments

Additional comment pertaining to this solicitation.
Sole Source/Proprietary No

Expedited CAT Review Requested Mo
Planned Posting Date 11/25/2026

Expected Return Date 11/13/2026

Contract Details

Estimated Total Contract Value 5.000,001.00
Number of Times Solicited by Agency 0
Delegation Letter Required No

Requires CAT Review ‘es

Includes Technology Component No
Solicitation Part of a MIRP No

3

File Upload

Purchaser Information

Purchasing Agency Number 304

Purchasing Agency Name

Comptroller Of Public Accounts - 304

Project Lead Name Dan Smith

Project Lead Email Address Dan. Smith@cpa.texas.gov
Project Lead Phone Number (512) 535-5525

CTCD Certification Number 1234567591

NIGP Code(s)
54009-Blocking Wood

54011-Fiberboard, Medium Density (Mdf)
54012-Forms, Weod (See 210

To complete a submission, at least one file must be uploaded. To do so, you can select the
Choose Files button to bring up your file browser and select the file you want to upload or you
can drag and drop the file into the field that reads “No file chosen”.

1. General Information / 2. NIGF Codes / 3. Estimate / 4. Review / 5. File Upload / 6. Confirmation

If you need more than one attachment on this solicitation, please Submit and continue to the review page. There you will have

the ability to attach additional documents.

Choose Files | No file chosen

3 =3

After uploading the selected file, you will be required to enter a description of that file. Only one
file can be added on this page. Additional files can be uploaded on the next page. Press Submit

to proceed.



At this point, the submission has now been successfully created. To provide additional files,
select the Upload File button located in the lower right portion of the screen. You can also
download a PDF of the submission on this page.

Procurement Oversight & Delegation

10142026 POD Example Solicitation. Cancel
Solicitation Information Purchaser Information

Solicitation ID 1014P0ODtest Purchasing Agency Number 304

Solicitation Type RFP Purchasing Agency Name

Solicitation Status Received Comptroller Of Public Accounts - 304

Solicitation Description Project Lead Name Dan Smith

This the description for an example solicitation. Project Lead Email Address Dan.Smith@cpa texas.gov
Solicitation Comments Project Lead Phone Number (512) 555-5555

Additional comment pertaining to this solicitation. State Agency Procurement Certification: CTCD

Sole Source/Proprietary Mo CTCD Certification Number 1234567891

Expedited CAT Review Requested Mo
Planned Posting Date 11/25/2026
Expected Return Date 11/13/2026

Contract Details

Estimated Total Contract Value $5,000.001.00

Number of Times Solicited by Agency 0

Delegation Letter Required No

Requires CAT Review Yes

Re-submittal Mo

Includes Technology Component Mo

MIRP has been approved by the Quality Assurance Team
Mot Applicable

Attachments Recommendations

Attachments Upload File

# Name Description
1 POD_6166_1791994115921_CPHIST14.601.DAT test X
Recommendations

Once POD/CAT has completed the recommendations, you will receive an email notifying you
that you must respond to the recommendations.

Login to Texas SmartBuy and navigate to the POD record you created.

In the POD portal, you can filter by Solicitation ID or Solicitation Title Search to quickly find
your POD submission.



Procurement Oversight & Delegation
Statewide Procurement Division (SPD)

Status Solicitation Title Search Solicitation 1D

-- Select an Option - “w 1014PODtest

Select Solicitations

My Solicitations A

Clear Fiters [l Export to CSV

10142026 POD Example Solicitation.

I Solicitation ID: 1014PODtest Agency/Texas SmartBuy Member Number: 304
Type: RFP Status: Recommendations Sent
Project Lead: Dan Smith Planned Issuance Date: 11/23/2026
Created Date: 10/14/2026 11:01 am Last Updated: 10/14/2026 11:30 am

Once you have the record open, navigate to the bottom of the page, and select the
Recommendations tab. On this tab, you will see the list of recommendations. You must respond
to each recommendation. Select the Respond button to open a pop-up where you can submit
your response.



Procurement Oversight & Delegation

10142026 POD Example Solicitation.

Solicitation Information Purchaser Information

Solicitation ID 1014P0ODtest Purchasing Agency Number 304

Solicitation Type RFP Purchasing Agency Name

Solicitation Status Recommendations Sent Comptroller Of Public Accounts - 304

Solicitation Description Project Lead Name Dan Smith

This the description for an example solicitation. Project Lead Email Address Dan.Smith@@cpa.iexas.gov
Solicitation Comments Project Lead Phone Number (512) 555-5555

Additional comment pertaining to this solicitation. State Agency Procurement Certification: CTCD

Sole Source/Proprietary No CTCD Certification Number 1234567891

Expedited CAT Review Requested MNo
Planned Posting Date 11/22/2026
Expected Return Date 11/13/2026

Contract Details

Estimated Total Contract Value %5,000,001.00
Number of Times Solicited by Agency 0

Delegation Letter Required Mo

Requires CAT Review Yes

Re-submittal No

Includes Technology Component Mo

MIRP has been approved by the Quality Assurance Team
Mot Applicable

Attachments Recommendations

Recommendations
#  Recommendation Response Status
1 Flease update the language in your your Response
attachment to reflect that is the RFP not an RFI Required

Accepting a recommendation does not require a comment. Select Accept in the drop down and
select the Submit button.



Recommendation Response

Response Options

| Accept .,

Comments

[ oo [ o

When rejecting a recommendation, a comment is required. To reject, select Reject from the drop
down, add a reason for the rejection in the comment field, and press the Submit button. If this is
a CAT submission there will be a notification by rejecting this recommendation, the Legislative
Budget Board will be notified.

Recommendation Response

Response Options

Reject .,

Comments

IComment is required for rejections.

e

By submitting this rejection and explanation of this Contract Advisory Team
recommendation, | acknowledge it is being provided to the Legislative
Budget Board In compliance with General Appropriations Act Article IX,
Section 7.12, Notification of Non-Compliance with Contract Advisory Team
Recommendations.



Once all recommendations have been responded to, an additional button will appear on both the
top and the bottom of the page that reads “Complete Review” pressing this button completes the
POD/CAT review process. You must select the Complete Review button to receive the
Delegation Letter/CAT Review Letter via email.

If you have not received this letter by email, please double check this button has been pressed
before contracting the POD team.

If you do need additional assistance, you can contact the POD/CAT team at
spd.oversight@cpa.texas.gov.



mailto:spd.oversight@cpa.texas.gov

