CAPPS Financials 2.0

Frequently Asked Questions -
HHSC Online Bid Room

o What is the HHS Online Bid Room?

The HHS Online Bid Room is an online option for submitting a bid for an
open solicitation. Use it to submit a response to a solicitation for the Health
and Human Services Commission, the Department of State Health Services,
the Department of Family and Protective Services and the Texas Civil
Commitment Office.

€ How does this new tool help me?

The HHS Online Bid Room is intended to make submissions more convenient
for vendors. It can save vendors time in hand-delivering or mailing submittals.

€© Whendiditlaunch?
The HHS Online Bid Room launched Oct. 14, 2019.

© Whenis the latest | should use this tool to submit?

Bidders must register for a user ID and password with the HHS Enterprise
Portal and HHS Online Bid Room and give themselves at least five to seven
business days to complete the registration process. Once bidders have the
credentials for both Enterprise Portal and HHS Online Bid Room and have
successfully tried logging into both Enterprise Portal and HHS Online Bid
Room, they can safely plan to submit the bid using the HHS Online Bid Room.

HHSC recommends that a bidder has a backup plan to submit the bid on time
in case of any unforeseen issues with HHS Online Bid Room. HHSC will not be
responsible for any technical issues that hampers the bidder in submitting
the bid on time using the HHS Online Bid Room.
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What do | need to do to use the HHS Online Bid Room?

A bidder may choose to respond to any open bid using the HHS Online Bid
Room, as long as the solicitation will accept bids submitted via the Online
Bid Room. Please refer to the solicitation package for submission details.

How long does it take to receive my login information from
the Enterprise Portal?

For a bidder who has not done business with HHSC, it will take at least five
to seven business days. However, if you receive a solicitation notification and
have previously done business with HHS, then you will receive Enterprise
Portal credentials within a few minutes upon registration.

How long does it take to receive my HHS Online Bid Room
username and temporary password login?

The answer depends on whether or not you have previously done business
with HHS. For a bidder who has not done business with HHSC, it will take

at least five to seven business days. However, if you receive a solicitation
notification and have previously done business with HHS, then you will
receive Enterprise Portal credentials within a few minutes upon registration.

Will I always have the choice to submit my proposal via the
HHS Online Bid Room?

The HHS Online Bid Room will not be available for all solicitations. Check the
solicitation language carefully to ensure that online submittal is an option.

Do | have to use the Online Bid Room?

Use of the HHS Online Bid Room is not mandatory. You may still submit a bid
on an open solicitation through traditional means (mail or hand delivery).

How do | make suggestions to improve the
HHS Online Bid Room?

To make a suggestion regarding the HHS Online Bid Room, email
pcsbids@hhsc.state.tx.us.
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@ Whatis considered an electronic signature?

For HHS Online Bid Room submissions that must be signed, the following
legal requirements must be met for an acceptable electronic or digital
signature:

Electronic signature-a signature that is:

An image of a handmade signature such as on a transmitted facsimile, an
electronic document created by scanning the original physical document,
or an electronic document (such as one created in a PDF).

A separate image of a handmade signature has been overlaid onto the
electronic document in place of a physical handmade signature.

Made by the representative submitting the electronic signature who is
authorized to sign the document by virtue of his or her legal status or
relationship to the entity on whose behalf the signature is executed.

Digital signature-a signature that is:

Created as an electronic identifier by cryptographic means involving the
use of two mathematically related keys (such as, a public and private key
pair, often referred to as Public Key Infrastructure or PKI).

In compliance with the requirements of Texas Administrative Code, Title 1,
Chapter 203.

Not a photograph digital facsimile of a handmade signature.

Contains the code or mechanism that is unique to the authorized
representative at the time the signature is created and the authorized
representative is uniquely entitled to use it.

@ How do I find open solicitations?

Open solicitations may be found on the Texas Comptroller of Public Accounts
Electronic State Business Daily at http://www.txsmartbuy.com/sp.
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@ How do I find a specific solicitation package?

Open solicitations may be found on the Texas Comptroller of Public
Accounts Electronic State Business Daily at www.txsmartbuy.com/sp.
The site allows you to narrow your search based on specific criteria.

Can | sign up to receive notices of solicitations?

Subscribers to the Central Master Bidders List receive notifications of
solicitations.

Will | receive confirmation that my response was
successfully received?

HHS staff are not able to communicate with vendors about status updates.

Can | check the status of bid or response to solicitation?

The online bid room will display the status of the solicitation until the end
date. If the solicitation is still open, information on submitted bid responses
can be found by clicking on “View/Edit Saved and Submitted Bids."

Event Datails

..................

Q Where do | report a problem?

Contact the Consolidated Help Desk 7 a.m.—7 p.m. (Central time),
Monday-Friday at 855-435-71810r 512-438-4720.



http://www.txsmartbuy.com/sp

i Health and Human

¥ Services

18]

©

CAPPS Financials 2.0

Frequently Asked Questions -
Online Bid Room

If | report a problem, how long will it take for someone to
get back to me?

Up to five business days.

What happens if | have proof that | submitted electronically,
but you do not have my submittal according to your
records?

Contact PCS Bid Room at pcsbids@hhsc.state.tx.us.

Can | submit my proposal response via the HHS Online Bid
Room and one of the other submission options provided in
the solicitation?

If using the HHS Online Bid Room is an option for the solicitation, use only
one method for submitting a bid response: online, mail, hand-delivery or
any other method identified in the solicitation. Before attempting to submit
a response online, check the solicitation language carefully to ensure that
online submittal is an option.

What if | need to change something in my submission after
| upload to the HHS Online Bid Room - can | make changes
if the deadline has not passed?

The bidder can edit submitted responses if the deadline has not passed.

1. Click on “View/Edit Saved and Submitted Bids.

Event Details

................
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2. Click “View/Edit" to edit response.

User: johns
View/Edit Submitted and Saved Bids
Event Name RFQIT_TEST
Event D HHSTX-HHS0006500 Event Round 1
Event Format/Type 3Sell Event RFx Event Version 1
Event Start Date 02/05/2020 11:08AM CST MUIpicERlS Aloked
Event End Date: 1hr, 20 mins, 15 sscs Currency: US Dollar

| &2 First (4/ 10of1 (b Last

Bids
Bid ID Round Version Bid Status Event Status Bid Last Saved

1 £ ) 1 Posted Fosted 0207/2020 11:47AM CST View/Edit Cancel  Upload

Return to Bid Search

3. Make changes to bid response answers and attachments.
4. Submit bid.

How do | change my password?

Bidders may click on the “Account Management” tab of the Work Center to
change their password.

1. Enter the current password followed by a “New” and “Confirm” Password.
Click on “Change Password.” (You will receive a new email.)

2. Log out of the system - but not out of Enterprise Portal.

3. Log back into the system (via Enterprise Portal).

Favortes+ MainMenu~ > Manage Events and Place BiIS ~ > HHS Onlive BiJ Room

ORACLE Weicome MADDIE logged on FSACC

HHS Online Bid Room o «

Velcame, Anel
User Maddic Hiaicy

Set security_question for forgotten password hint I y0u wish 1o view 3

Change Password

Password Information
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Will | be able to preview my response before submitting?

The bidder can choose to “Save for Later” for a bid response and edit and
complete at a later date prior to solicitation due date.

Is there an easy way to upload the .xml price sheet via
the HHS Online Bid Room?

Yes:
1. Click on the requisite event.

2. Select “View Event Package.”

ORACLE Welcome MADDIE logged on FSACC
fFRAOGW
Event Details

Bidding v
sheneuts:

3. Click on“View"and “OK”

Note: If there is a problem downloading the .xml file, this file is also
associated with the solicitation notification that was sent out.

Event Comments and Attachments

EventID HHS0004056

Attachments 2 Personalize | (2] First (4 10f1 (b Last

Attached File Attachment Description Event RFx Doc  Document Version

Project_18-121-LFL xmi Event Bid Package 000 | View |
OK Cancel ‘

4. Open an Excel file followed by opening the .xml file that was
downloaded.

Respond to the General/Lines if applicable.
Save the .xml file using the same format.
Go back to the “Event Detail” page.

Click on“Upload ‘XML Bid Response.”

9. Select the file name and upload.

© N oW

10.Verify your entries.
11.Validate and submit your bid.
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€D Is there a maximum file size for attachments?

Frequently Asked Questions -

Yes, the maximum file size for each attachment is 250 MB, or megabytes. For
responses that include larger attachments, bidder must use other options

such as mail or personal delivery.

What type of attachments may be added to a response?

Bidders can upload documents in Microsoft Word, Microsoft Project, PDF,

JPEG, Microsoft Excel and XML file formats.

| forgot my password. How do | reset my password?

To reset your password, select “Forgot My Password” on the main CAPPS

Supplier page and follow the instructions below.
Click on “Forgot your password?”

ORACLE
PEOPLESOFT

fsacc @

User ID

Password

Forgot your password?

The follow page displays:
Click on “Continue.”

Favorites = Main Menu «

ORACLE Welcome FORGOTPASSWORD logged on FSACC
FAO LW
Forgot My Password

If you have forgotten your password, or your password has expired,
you can have a new password emailed to you.

Enter your User ID below. This will be used to find your profile, in order to authenticate you

User ID: MADDIE|

Continue
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Enter “Email New Password”

Favorites « Main Menu =

tsaccowd Yl  BQPR O

ORACLE Welcome FORGOTPASSWORD logged on FSACC

FAO U W
Forgot My Password

User ID: MADDIE

Please answer the following question below for user validation.
Question: What is your favorite pastime?
Response: i

Email New Password

Password Emailed

“ Your néw password has been emailed

If you do not récenve an email in your Fomary Email Account some possibie causes are the

user has not setup or does nol have

Piease Contact your Security Administrator or System Adminstralos 1o invesiigate Ihe cause

+ Previous tab Next tat % Refresh

Log back in.

If you don’t remember the security question or cannot answer successfully, you can
send an email to Bid Room at pcsbids@hhsc.state.tx.us to reset your password.

You will receive the email shown below.
Mon 9/16/2019 5:42 PM
F fsacc@hhsc4avina08.hhsc.txnet.state.tx.us

User ID Password

To @ Nikoligi,Jacqueline (HHSC Contractor)

Your new CAPPS FIN temporary password is Pnc&63xN. Please change your password after logging in.



mailto:pcsbids%40hhsc.state.tx.us?subject=

CAPPS Financials 2.0

Frequently Asked Questions -
Online Bid Room

Be sure to change your password!

Click on “Change Password.”

Favorites = Main Menu = 3 Manage Events and Place BIos ~ > HHS Oniin Big Reom

tsacc pwd Wil - BQ B @

ORACLE Welcome MADDIE logged on FSACC

4 o |
HHS Online Bid Room ‘ 0 « racs

Bidder Instructions | All Bid Events || Account Management Inks Welcome. Artel
Account Manage! it

Artel Bidding Home Page

or Portal Bidder
ol

ch for Public or other

Sear
Set security question for forgotten password hint ¥ b v
L of pupi

ustotp
Change Password h

Password Information

You will receive the following:

Message

Your password has successfully been changed. (0,0)

End of Procedure.
Ifyou have any difficulties retrieving or changing your password,

contact the Bid Room at pcsbids@hhsc.state.tx.us.

€ How doretrieve a forgotten username?
Send an email to Bid Room at pcsbids@hhsc.state.tx.us.

@ Can | copy and paste information from a Microsoft Word
document into my HHS Online Bid Room submittal?

Yes.
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@ Can | access the HHS Online Bid Room using my phone?

The current version is not designed for mobile use.

€D Whatinternet browser do | use when accessing the HHS
Online Bid Room?

Chrome is the preferred browser but you also can use Internet Explorer.
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