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Overview

The Texas Legislature requires state agencies, with certain exceptions, to report major contracts
awarded on or after October 1, 2007, to the Legislative Budget Board (LBB). For more
information, see Sec. 322.020 of the Government Code.

State agencies must report all contracts, as well as requests for proposal, invitations to bid, and
comparable bid solicitations related to major contracts, and amendments, to the LBB using the
State Contracts application. This document contains instructions for using this application.

Agencies enter information about each bid solicitation, contract, or amendment; attach a
searchable PDF of the documents (if not an exempt agency); and submit the information and file.
Any portion of the PDF file that is not subject to disclosure under Chapter 552 (Government
Code, Title 5, Subtitle A, Chapter 552, Public Disclosure) should be redacted out of the PDF file
and an appendix attached that generally describes the information without disclosing the specific
content before providing the searchable PDF to the LBB.

The searchable database of contracts and bid solicitations is available on the LBB’s website for
public access. The database displays contracts, bid solicitations, and related information as
submitted to the LBB.

Contracts awarded prior to January 9, 2009, should be posted within 60 days (March 10, 2009).
Contracts awarded on or after January 9, 2009, should be posted within 10 days of award.

The following are exempt from providing the PDF file attachment:

university systems;

institutions of higher education;

the Texas Department of Transportation;

the Health and Human Services Commission;

the Department of Aging and Disability Services;

the Department of Assistive and Rehabilitative Services;
the Department of Family and Protective Services; and
the Department of State Health Services.

These agencies still need to enter contract, bid solicitation, and amendment information but do
not have to attach the contract or bid solicitation files.

Contacts at the LBB

If you have a problem using the State Contracts application that you cannot resolve using this
document, please call the LBB’s Application Support Help desk at 512-463-3167.
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Getting Access

To use the State Contracts application, you must have a user ID and password, which you request
online, following the steps below.

If you already have access to other LBB applications such as ABEST, Fiscal Notes, or Revenue
Survey (NCR), your user ID and password for State Contracts will be the same, but you still
must request access for your login information to work in the new application.

1. On the LBB website (http://www.lIbb.state.tx.us), click the link labeled State Contracts
Logon Request Form, as shown below.

WHAT'S MEW?

I Saarch I
Ertipioviment Opporiunities | Contact Us | FAQS | Site Index | Disclaimer

HUDGET BILLS AMD REFORTS The Legisiaiive Sudoel Board [LEB) 15 & permanent | AGENCY DATA ENTRY

Genersl Appropnations Act for the Joid comimittee of the Texas Legisiaiure fhal develgos | AEEST Login Page

ZO0E-03 BIEnnIUM: Includes text ot huriget and podcy recommendalions fof legisiafive | ABEST Logon Request Fomm

Conference Commitee Repart on HE aparnpratians for &l aGEnnies of state government, g5 | F130al Kotes Login Page

a5 ranitied bty HB 2, HE'TS, and well a5 completes fscal analyses fv proposed Flacal letes Logon REquest Form

GOwErnors Wetn Procliamannn (& legisistion. The LBE also conducts evalatons ang | FEVENLE SUREY - NOR Login Page

ArriEs) reviews for the purense of idertifying and REvERUE SUNVEy - NCR Logan
m:g::? -2 recommending changes fhaf improve the efficiency Request Form

AriclEs 4 - B Fnd performance of sfafe and focel qpersfions and L nmracts Legin Page

AricEs 9- 12 and Yemn Prociamation frances. M%Mmm

2. Fill out the logon request form, shown below.

Logen Request Form

Previous users: |7 youve fargotten your AEEST or FNS user ID and passward, plagse call the LEB Halp Desk
at £12-4E83-3167. The support stafl can email thiz information 1o you.

 you have access o either ABEST or FRS and need sccess Lo the other spplication, please complete the
form below. Call the Help Desk if y ou'rs forgaiien your user D,

HMeww users: Fleaze camplete the form below to obizin a user 10 and password far ABEST and/or FNS. The
LBB recomimends that each user oftheze applications have hiz or har own user D

Aggeney Name:l

Agancy Code:
Fersan Requesting Access: |
Phane Mumber:
Fat hlumber [required if regquasting FMS accass)
Pager Mumber:

E-mail Address: |

Plzese grant actess 100 [ ABEST (Automated Budget Estimate System of Texas)
(Setect alf that 8000 | Syt Cantracts

[~ PRI (Figcal Rotes Syeiom)
[T MCR [ManTax Collectad Revenua Sy stem)

I alreaty e actess 10 [ ABEET et T

{Seizci aff that spp
™ Stata Carntracts U zetid: I
FHs e
™ MCR Usefid: |
:'”mﬂ".='| =]
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3. After completing the form, scroll down and click Submit. The LBB will email your user ID
and password within one business day.

Logging In

1. Go to the LBB’s website (http://www.lIbb.state.tx.us) and click the link labeled State
Contracts Login Page, as shown below.

YWHAT'S NEW?

BUDGET BILLS AND REPORTS The Legislkatice Budget Board (LBE) (= & permanant | AGENCY DATA ENTRY
General Appropriations Act for the Joirt comimiies of the Texas Lenisiziure thal develaps | ABEST LoginFage

2008-09 Blenniurm includes fest of budpel and policy recommandations for fegiskalive | ABEST Logon Request Form
Conference Committee Repart on HE 1 appraoniations for all agencies of sfafe gouemment, as | F5cal Mot=s Login Page

as modmed DYHBQI HBTS, and well &5 comoketes fiscal enalvses for prosmossd Flseal Mores LEIgEII'I EEE]LIESE Forrm
E0VEMOrs Wem Proclamation (Al D" 2

il fegiskation. The LB afso conducls evalughions and E:::EE: :3 'Eﬁ: mg: IEESE”F'EIQE
ArICEs 12 reviews for fhe purpase of idenfifying and Request FDI‘TT]E
recammending changes that imprave ihe eficiency
Aicle 2 S1EIE Contracts N Page
Articles 4 - B and performance of s_faie and ooal operations and

St

2. This opens the State Contracts login screen, shown below.

Legislative Budgetl Board

State Contracts

LEE Home | Introduction | Help | TLogin

LegIn
User Hame: I
Password: I

Log In |

MITE: Conmtroct information submitted to the LEE by agencies is disployed os enfered imto the system. Although every

effart weas made to correct abvious errors and 1o avoid duplicars entrizs, this infarmotion has not been verified by the
LEE, ond zome inaccurecies may existh

3. Enter your user name and password in the fields.
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4. Click Log In or press Enter on your keyboard.

Entering Contract-Related Data

Once you log in, this application will stay open for 20 minutes after the last time you save your
data before it times out from inactivity. Save often!

If it times out, click Login, as shown below, and resume data entry.

Legislative Budget Board

State Contracts

LBE Horae | Lmtroduction | Help | Lgﬁn

You may click Save at the bottom of the screen at any time, before submitting the information to
the LBB. Once you save, the screen changes from the Initial Contract Information screen to
the Edit Contract Information screen, allowing you to make changes.

Red asterisks next to text fields indicate required information.

Entering Contract Information

1. After logging in, the Initial Contract Information data entry screen appears. Your agency
name should appear in the drop-down Agency field, shown below.

LEB Home | Introduction | Help | Login

Initial Contract Information

Intial Cartract Irormation I Edii Cantract |rormation

CEPT OF CRIMIFIAL JLISTIC

Agency:

If you are responsible for entering data for multiple agencies, select the agency for which you
want to enter data first, using the drop-down list.

2. Select the Contracts document type from the drop-down list, as shown below. Invitations to

bid, requests for proposal, and requests for quotation require a subset of the contract
information.
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LEE Home | Intraduction | Help | Login
Initial Contract Information
| Initial Cantract |nforrm ation I Edii Cantract [nform ation
Agency: [DEPT OF CRIMIMAL JUSTICE |

= Document Type: Select Document Type =l
Gelect Dacurment Type

*TD#: Irwitation far Bid
Requesi for Proposal

* Categary: E guest for Guotation 3 Descrptions fute

3. Enter the contract ID number in the field shown below. This is a unique number that your

agency uses to track contracts.

LEE Home | Imtroduction | Help | Login

Initial Contract Information

| Initi &l Contract Information | Edit Cantract Infarmatinn

Agency: [CERT OF CRIMINAL JUSTICE =]

* Document Type: |Contrs s j

* Contract TDr: |

4. Select a category from the drop-down list, as shown below. There are six categories shown,
with the relevant section of the Government Code shown for each. To learn more about the

categories, click Descriptions of Statutes.

LEE Home | Tnwroduction | Help | Logn

Initial Contract Information

| Inttial Coniract Information I Edit Coniract Information
Ageney: |DEFT OF CRIMINAL JUSTICE =
* Document Type: [Cartracts =l
* Conract ID#: [12345
* Category: ISE|FCl Category EI Decctptions of Stantes

30 [nibrmation System & 205008
Construction Project § 2168 2551
Frofessianal Serices § 2254006

* Purpose of Contract (Max 30 charaters)

* Avrard Diate

Consulting Services § 2254 0301
Oiher § 322020 (2)

5. Enter the purpose of the contract. This field holds 50 characters; note that a character counter

appears in the bottom left corner of the window, shown below.
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LEE Home | Introduction | Help | Login
Initial Contract Information
| Initial Contract Infrmation | Edit Contract |rforemstios
Agency: [DEPT OF CRIMINAL JUSTICE =l
* Drocument Type: [ ontracts =l
= C'onaract ID#: [1z345
* Category: |Majm Information Systam § 2054005 ﬂ Descriptions of Statutes
" Parpose of Contract | I {Max 30 characiers)
Curent Character courk = 0— MAR Charader coorc=%1 T

Enter the date the contract was awarded in mm/dd/yyyy format. You may click Display
Calendar to open a calendar and select a date, as shown below. Navigate with the < and >
icons at the top of the calendar. Click a day to enter it in the field.

Agency:
* Docament Type:
* Contract ID#:
* Category:

* Purpose of Contract
* Avrard Date

Initial Contract Information

Initial Coniract Information | Edit Cantract Informnation
[DEPT OF CRIMINAL JUSTICE =l
|Cunﬂa:ts j
[12245
- - TDrezcriptions of Stanmes
IMs]ur Infarrnation Sy stern § 2054 003 j
[Mesws Computer Metwark (Max D characters)

I Cloze Calendar |

£
Tu
an
T
14
21
it
L

December 2008 >
Ms T We Th R %2
1 2 3 4 5 &
E 5 10 11 12 13
15 16 17 18 13 20
2z 23 24 2§ I8 7

2930 3 i

Enter the Completion Date in mm/dd/yyyy format. You may click Display Calendar to
open a calendar and select a date.

If this contract is open-ended, check the No Set Date box, as shown below.
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Initial Contract Information
Initial Contract Information | Edit Cantract Information

Ageney: |DEPT OF CRIMIMAL JUSTICE =
* Document Type: |Cnmraetg =
* Contract IDé: [123a5
* Category: |Majnr Irformetion System $ 2054 003 LI Deeseriptions of Statutes
*= Purpose of Comtraet  [New Computer Hatenrk [dax 50 characters)
* foward Date W Dizplay Calendar |
* Complotion Date Diaplay Calehdar o Set Date FDS

8. Enter a vendor from the list by clicking the initial letter of the vendor’s name.

Vendor Information

IJ-S‘AB%DE'FGHIIKLMNDPQRSTUVWKYZ%:r

Adrd New Wendor |

Select the vendor from the drop-down list, shown below.

Vendor Information

08 A BECDEFGHIJELMNOQFPQRETU VW LY Z Other

Add Hew Ve dor

198 Hi Line Drive, Diallzs, T 753
C & B Sewices 346 Twin City WY, Pard Maches, TX77ES
C BB Senicas Inc. 345 Twin City Hwy Port Mechas, Texss 77ES1
C & CManaged Care LLE Franklin Heights Nursing Andreh zbil tation Certer2S02 Bankam Ave Odessa Tx 757R2-7525
C & C Mowing Contractors, Ine. 12007 Ne Courty Fd. 2160 Kerens TH 75144

C & A Floorcowerings 15158 Hi Line Drve, Dallas, Te 75207

If the vendor is not listed, click Add Vendor and enter the vendor’s name and address in the
fields, shown below.

Vendor Information

-4 ECDEFGHITELMNOPQRETUV WX T Z Other

A Mew Wandor |

Vendor Wame:

Vendor Address:

9. You may enter information describing the purpose of the contract in the optional
Explanation field, shown below after Step 13. Please be descriptive and avoid using

acronyms.
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10.

11.

12.

13.

You may enter information about available alternatives for performing the contracted service
in the Alternatives field, also optional, shown below. Please be descriptive if there are
alternatives. Please avoid using acronyms.

Enter the amount of the contract in the Amount field, shown below. It is not necessary to
enter a dollar sign or commas. Amounts with cents are rounded to whole dollars, once
submitted.

Contracts may split across several files. You may only add PDFs, so if you have not
converted the original contract document(s) to PDF, do so now. Click Save to save the data
you’ve entered so far.

If the contract is a single PDF file, enter 1 in the Number of Attachments to Add field. If
the contract has multiple files, enter the number of files, shown below.

Note that if any portion of the contract you submit is redacted (not subject to disclosure under
Chapter 552, as explained in the Overview section of this document), you must submit an
appendix, in the form of a PDF file, that generally describes the redacted information without
disclosing the specific content.

Note that exempt agencies (those specifically identified in Sec. 322—see Overview) must
submit contract and bid solicitation information but do not have to attach contract (or bid
solicitation) files.

Click Add Attachments, as shown below.

Explanation:

Mare details This ver dor was the lowest biddar.

b
Contract

Mz 300
chargetsrg)

Alternatives:
Any ather o

gzknds of Az 300
performmag characters)
thig service?

— |EEI:UE| Huter Amcust withou! commas

Mumber of Attachments to Add : |2 Add AMtachm ﬁnts

Save Submit ta LB |

14. The attachment screen displays fields for adding the attachments you selected above.
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15.

16.

17.

18.

19.

State Contract Entry

Agency Name: DEPT OF CEIMITAT JUSTICE

ID#: 12345
Trocument Type: Conracts
Category: Major Infowrmanion System § 2054008

1. Browes - | Amendment [
2] Brawss . | Amendment [

Aftach Documents & Return | Return ta Edit Screen without Saving I Refrash Curreni Screen |

Click Browse to search your directories. Select the PDF file(s) to attach.

If the attachment is an amendment of the original contract, click the Amendment box, seen
above.

Click Attach Documents & Return to return to the data entry screen. Click Return to Edit
Screen without Saving if you need to return to the previous screen without attaching a file.
Click Refresh Current Screen to cancel any data you have entered.

Review the information on the data entry screen and make changes if necessary. Click Save
to save the information.

When the information is correct and the file(s) attached as applicable, click Submit to LBB
on the data entry screen. Once submitted, you can reopen the document (see Reopening
Contracts) and edit all data except the document type, contract or bid ID, and category.

Entering Bid Solicitation Information

These steps apply to invitations to bid, requests for proposal, and requests for quotation. The
process is similar to entering contracts, except that there is no vendor information to enter and no
explanatory, alternative, and amount fields.

Refer to the Entering Contract Information section for details on the bid solicitation fields that
are the same as for contracts.

1.

After logging in, the Initial Contract Information data entry screen appears. Your agency
name should appear in the drop-down Agency list, shown below.

If you are responsible for entering data for multiple agencies, select the agency for which you
want to enter data first.

Select either the invitation to bid, request for proposal, or request for quotation document
type from the drop-down list, as shown below. Contracts require different information.
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LBBE Home | Introduction | Help | Login

Initial Contract Information

| Initial Conirect Infarrmation | Edit Coniract Information

Agency: [DERT OF CRIMINAL JUSTICE =

* Document Type: Select Document Type =

Select Document Type

= s Iritation far Bid
Renlest ior Propons sl

B !
Reguesi for Quotation 5 Descnptions of Stattes

* Category: Cartracts

3. Enter the bid ID number. This is a unique number that your agency uses to track contracts.

LEE Home | Imtrodurtion | Help | Logn

Initial Contract Information

| Initial Contract Infarmation | Edit Contract Infarmatian
Agency: [DEFT OF CRIMINAL JUSTICE =l
* Document Type: [Request for Proposal =

= Bid T |
[

4. Select a category from the drop-down list. There are six categories shown, with the relevant
section of the Government Code shown for each. To learn more about the categories, click
Descriptions of Statutes.

5. Enter the purpose of the bid. This field holds 50 characters; note that a character counter
appears in the bottom left corner of your screen.

6. Enter the start date of bidding in mm/dd/yyyy format. You may click Display Calendar to
open a calendar and select a date.

7. Enter the due date for bidding in mm/dd/yyyy format. You may click Display Calendar to
open a calendar and select a date.

8. Bid solicitations may be split across several files. You may only add PDFs, so if you have
not converted the original document(s) to PDF, do so now. You may want to click Save to
save the data you’ve entered so far.

If the document is a single PDF file, enter 1 in the Number of Attachments to Add field. If
the bid solicitation has multiple files, enter the number of files.

Note that if any portion of the bid solicitation you submit is redacted (not subject to
disclosure under Chapter 552, as explained in the Overview section of this document), you

10
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10.
11.

12.

13.

14.

must submit an appendix, in the form of a PDF file, that generally describes the information
without disclosing the specific content.

Note that exempt agencies (those specifically identified in Sec. 322—see Overview) do not
have to attach contract (or bid solicitation) files.

Click Add Attachments. The window displays fields for adding the attachments you
selected.

Click Browse to search your directories. Select the PDF file(s) of the bid solicitation.
If the attachment is an amendment of the original document, click the Amendment box.

Click Attach Documents & Return to return to the data entry screen. Click Return to Edit
Screen without Saving if you need to save your data while you find the PDF to attach. Click
Refresh Current Screen to return to the previous screen without attaching a file.

Review your information and make changes if necessary. Click Save to save the information.

When the information is correct and complete and file(s) attached as applicable, click
Submit to LBB. Once submitted, you can reopen the document (see Reopening Contracts)
and edit all data except the document type, contract or bid 1D, and category.

Editing Contract or Bid Solicitation Information

Once you save either contract data or bid solicitation data, the information is stored for you to
revise before submitting to the LBB.

1.

After logging in, click Edit Contract Information at the top of the screen, as shown below.

LEBEHome | Introduction | Help | Login

Initial Contract Information

Initial Contract Information | Edit Coniract [nformation I
N

b

The screen title changes to Edit Contract Information, as shown below.

LEE Home | Introduction | Help | Login

Edit Contract Information

Inttial Coniract Information Edit Contract Infornation

Select the agency, if applicable.

Select the document type from the drop-down list, which displays each document type that
has been saved for this agency so far.

11
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Select the bid or contract ID number from the drop-down list.

The remaining fields, which have a gray appearance, may be revised.

Legislative Budget Board

You may delete attachments and replace them with different attachments. Check the
attachment you wish to delete and click Delete Attachments as shown below.

Antachments
¥ blankpage pdf
Celziz J}ita:hmerﬂ |
b

Tumher of Attachments to Add - I'] Add Attachments

Save Submi to LEE | Dielzte Cartract | l2ppen Cantract I

MGTE: Controct infoemation submittad o the LBB by agencies is displayed os entered into the system, Although evary affort
was made o correct abuwious errars ond to avoid duplicate enfries, this infarmation has not been verified by the LEB, and some
inaceuracias may 2xist,

Click Add Attachments to browse to and select the correct attachment(s).

7. Click Save to save your changes.

8. Click Submit to LBB to submit the information to the LBB database.

Deleting Contracts

If you need to change the information in the agency, document type, or ID fields for either a
contract or bid solicitation, select it using the instructions under Editing Contract or Bid
Solicitation Information. Scroll down and click Delete Contract at the bottom of the screen, as

shown below, and start over on data entry.

st [1o5000 Enrgr Aot wishoul commas

Tumbher of Attachments to Add - I'I Add Attachments

Save Submit 10 LEB | Delete Fontract | RERDEN BOHact |

MOTE: Comtroct infarmation submitrad ta tha LBE by agencias is displayed as entered into the systam. Althaugh avery effort wos
tade to correct abwious errars and To aveid duplicars ertries, this informotion has nat been verified by the LEB, and soms
inaccuracias may axist,

Reopening Contracts

Once you have submitted a contract or bid solicitation to the LBB, you may reopen it and make

changes by clicking Reopen Contract, as shown below.

12
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Sbmitie LEE |

Uelete Conisct

Reapen Runhal:t

inaccur ocies my exist,

bl

MCTE: Contract infarmmrion submitted to the LEE by agencias is displayed as entered inta the systam. Althaugh 2 uery e farr
wag mode to correct obvious errors and to avoid duplicote entries, this informotion has not been verified by the LEE, ond some

After reopening a contract or bid solicitation, you may edit it using the instructions in the section
Editing Contract or Bid Solicitation Information.

13
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