DPS Online Bid Room Frequently Asked Questions

1. What is the DPS Online Bid Room?

The Online Bid Room provides vendors with easy insight into DPS contracting opportunities. The
Online Bid Room specifically focuses on DPS opportunities. This targeted approach ensures that
vendors can quickly access and engage with opportunities relevant to DPS divisions. It does not
replace posting solicitations to ESBD; it supplements that process and allows a more direct
response by potential contractors.

2. Must | register in the Online Bid Room portal to submit proposals for DPS open
solicitations?

Using the Online Bid Room is optional; however, registering as a vendor and creating an
account allows you to communicate with DPS, act on opportunities, and submit proposals for
open solicitations. Registering for the DPS vendor portal now will have your account ready when
submitting proposals through the Online Bid Room becomes required on 9/1/2025.

As a vendor, once you register and have an established account, you can view DPS
opportunities, indicate interest in a specific opportunity, submit questions related to that
opportunity, upload documents, and submit proposals for open solicitations directly within the
system. You will be notified of the results of a submitted proposal once it is reviewed and
evaluated.

3. How do I register for the DPS Online Bid Room?

Click on the DPS Online Bid Room link to access the DPS Online Bid Room registration portal
page.

To register as a vendor, click on the Register button.

Register as a Vendor
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Next, complete two sections: (1) Profile and (2) Business Details.


https://texasdps.appianportalsgov.com/vendor-management

Please note that when populating the Texas Identification Number (TIN) or Employer
Identification Number (EIN) field, enter the EIN only if you do not have a TIN. Enter two
leading zeros followed by your Employer Identification Number (EIN) (9-digit number),
which is your business's federal tax ID.

When the successful registration screen is displayed, you will receive an email from Appian with
your credentials.

Go to the inbox for the email address you entered on the registration screen and locate the
email from Appian with your username and temporary password. Check your Junk or Spam
folder if you do not see the email in your inbox.

Sender: Appian for Texas Department of Public Safety admin@texasdps.appiancloud.us
Email Subject: Appian for Texas Department of Public Safety account creation.

To log in to the DPS Online Bid Room with your temporary password, click on the link provided
in the Appian email: https://texasdps.appiancloud.us/suite?signin=native

From: Appian for Texas Department of Public Safety <admin@texasdps.appiancloud.us>
Sent: Monday, February 24, 2025, 9:52 AM

To: Vendor email

Subject: Appian for Texas Department of Public Safety account creatien

Dear Vendor Mame,

Your Appian for Texas Department of Public Safety account has been created by your administrator: service.account Service Account. Your username and temporary password are below:

Username: Vendord209
Temparary Password: Kn3*VaNw, U\ 3kPWDabEX9

T log in with your temporary password, navigate 1o https://texasdps.appiancloud.us/suite?signin=native
ou will be asked to select a new password when you log in.
If you have any questions, please contact your administratar,

Thank f\:)u,l
Appian for Texas Department of Public Safety This message has been sent by Appian



mailto:admin@texasdps.appiancloud.us
https://texasdps.appiancloud.us/suite?signin=native

Enter the username and temporary password provided in the email. We recommend copying
and pasting the temporary password.

Click on SIGN IN

Texas Department
of Public Safety

pamela.collins3388

Remember me

Forgot your password? m

You will be prompted to change your password. Please select a password that meets all the
following criteria.

Guidelines for creating a password

Has not been used in the previous four passwords

A minimum of twelve characters in length

Contains at least:

e Two uppercase characters (A through 2)

e Two numeric characters (0 through 9)

e Two lower-case characters (a through z)

e Two characters in the English alphabet (such as #, $, %)

Click on SUBMIT

Texas Department
of Public Safety

Change Password

0Old Password

New Password

Confirm New Password

CANCEL SUBMIT




4. How long does it take to get my login email from Appian once registered?

You will get an email with your credentials once registration is completed.

5. Who do | contact if | have registration Issues?

For general questions and assistance, contact PCS_BSM@dps.texas.gov

To report a technical issue, Contact DPS-Online Bid Room Vendor Support

6. How do | retrieve a forgotten Username?

Please contact PCS_BSM@dps.texas.gov

7. How do I retrieve a Forgotten password?

Click on Forgot your password?

B Texas Department
of Public Safety

Remember me

Enter your username (case-sensitive) and click "Send Email." An email will be sent to the email
address associated with your user account. Follow the link in the email to reset your password;
the link expires in 15 minutes from the email receipt.

Texas Department
of Public Safety

Forgot Password

Username

Enter your usemame (case-sensitive) and click "Send Email”. An
email will be sent to the email address associated with your user
account. Follow the link in the email to reset your password

SEND EMAIL

Back to sign-in page
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8. Who do | contact if | have a technical issue or a question?

Contact DPS-Online Bid Room Vendor Support to report technical issues

Contact PCS_BSM@dps.texas.gov with general questions or for guidance about system
functionality.

9. Iflreport a technical issue or have a question about the Online Bid Room, how long
will it take to receive a response?

You can expect to receive a response within two business days of your email or after completing
the Vendor Support form.

10. What internet browser should | use when accessing the DPS Online Bid Room?

The recommended browser is Google Chrome. Other supported browsers are Microsoft Edge,
Firefox, and Safari.

11. How do | search for solicitations?

The Opportunities tab lets you view all DPS solicitations in the Online Bid Room, allowing you to
browse opportunities available to your business. You can search this page for specific
opportunities, status, and due dates.

Texas Department AWA OF A 0
@WMHC‘;’;W 3 HOME ~ OPPORTUNITIES ~ AWARDS ~ PROFILE Online Bid Room ~ PC

Opportunities

Q 0 OPPORTUNITY STATUS v MYSTATUS - Tvee ~  DUEDATE - Y- z
Opportunity Status My Status Expiration Status Opportunity T Type Response Due Date
[ Closed © Not Started & Expired 123123 | test Solicitation May 17,2024 | 4:30 AM CST/CDT
& Active O NotStarted Open 19000PCV | Opportunity for OPCV Solicitation Mar 1, 2025 | 9:00 AM EST/EDT
@ Active O Not Started & Expired 20240521 | Multiple Items Solicitation Solicitation May 24,2024 | 5:30 PM CST/CDT

(@ Closed O NotStarted & Expired 24-5252829 | DNA Testing Equipment Solicitation May 17,2024 | 5:30 PM CST/CDT

& Active O NotStarted & Expired 24P0098765 | Drones for Parks Solicitation May 10, 2024 | 5:00 PM CST/CDT

& Active O Not Started Open 24R00001 | KPMG Consulting on Application RFI Dec6,2024 | 10:00 AM CST/CDT

12. What types of solicitations are posted in the Online Bid Room?
The Online Bid Room allows for the following types of solicitations:

e Competitive Bidding (IFBs)

o Competitive Sealed Proposals (RFPs)
e DIR Pricing Request (DIR PR)

e Request for Information (RFI)

e Request for Offer (RFO)

e Request for Qualifications (RFQ)


https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=6c8dd957-04ac-412f-9f97-e029fe18ca7c&env=na3&acct=750435b2-632e-42af-817d-35fa75365f05&v=2
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13. What are the requirements for submitting signed documents?

Electronic and digital signatures are accepted.

14. What type of document attachments may be submitted with a response?

e PDF - Portable Document Format.

e Doc & Docx -MS Word

e Xls & Xlsx - MS Excel

e Ppt & Pptx —PowerPoint Presentation

15. What is the size limit for attachments?
The file size limit is 1GB
How do I initiate the process of submitting a proposal or bid?

If you are interested in submitting a proposal for the opportunity, mark it as interested to initiate
the process by (1) Click on MARK AS INTERESTED under the Interested in submitting a proposal?
Label. Or (2) Mark as interested from the ellipse under the Overview label.

(1)

Interested in submitting a proposal?

To start submitting proposals and managing tasks within Vendor Management.
mark yourself as interested for this opportunity

) MARK AS INTERESTED

Proposal Documents

(2)
Overview q
= Nov 15, 2024 5:00 PM e
*— Acquisition 0 CSTICD'T O Not Started
™ Mark As Interested




16. If | mark an opportunity as interested, must | submit a bid or proposal?

No, you are not required to submit a proposal. However, if the opportunity is marked as
Interested, it allows you to ask questions about the solicitation and is kept in your dashboard.

17.1I'm no longer interested in an opportunity. How do | remove it from my dashboard?

The Related Actions tab within the opportunity allows you to remove interest by selecting the
link Mark As Uninterested. Another option is to Mark As Uninterested from the ellipse under the

Overview label.

Texas Department FEE N s -
@MPUDHCS&!W HOME  OPPORTUNITIES  AWARDS  PROFILE

HELICOPTERS

Summary  Description and Instructions ~ Questions  Revision History [EEEECEGYatle )

O Mark As Uninterested
Mark this opportunity as uninterested

[
.b Import New Document

18. How do | submit questions about the solicitation/opportunity?

First, you must mark interest in the opportunity; then, within the opportunity, the questions tab
enables you to correspond with DPS and clarify questions about the opportunity. You can
submit questions about the specific solicitation until the questions due date and time expires.

(1) Quick Add: To ask questions one at a time, select the Quick Add tab, enter a question under
the Add Questions section, and click SUBMIT.
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Questions Quick Add

Submitted Questions

Online Bld Room = Pg

(2) Import: To submit multiple questions in one document.

Import Question Document

1 Download Question Template
Correct Formatting
To avoid your questions not getting answered by contracting

persannel, f yre that you are submitting your questions
n the same format as the document below

Bi question Template

2 Upload Question Document

ASVM Impert Questions D...
XLSX - 36,61 KB

CANCEL

IMPORT AND CLOSE

19. How do | view/retrieve answers to my submitted questions in the portal?

You can view or export the response to your answer(s) under the Answers tab to PDF when DPS

has sent a response.

Questions

Qs il ot Dd0e: 3t

Anvwens

Anvwars havs not bean vubmitted yot




20. How can | verify that my proposal was submitted to DPS if | used the Online Bid
Room?

Once a proposal is submitted, under Overview, the Opportunity Status will display Submitted,
and the submission date will be displayed, along with the date and time stamp. Submissions via
the DPS Online Bid Room receive submission confirmation through the system. If confirmation is
received through the DPS Online Bid Room, no additional confirmation of receipt is required.

° by OFPORTUNITIES Online Bid Room » 7C
Enterprise Licensing Test Il [Froun o]
Overview

= Open Market Solicitation D Sep 10, 2024 5:00 PM CST/COT @ Submitted

21. Can | make changes to my submitted proposal?

Yes, if the response due date and time have not expired.

22. Can | withdraw a submitted Proposal?

You can withdraw your submitted proposal before the due date and time for the response by
selecting WITHDRAW PROPOSAL.

P Sy E OFPORTUNITIES = AWARDS — PROFLE Online Bid Room »  PC

Enterprise Licensing Test ||

Overview

*= open Market Solicitation o Sep 10, 2024 5:00 PM CST/CDT 4 Submitted

23. How do | update my User Profile?
Vendor administrators will need to edit their vendor profile to:

(1) Complete the NIGP Code section. This section is based on the products and services
the business offers.




(2) Verify that all information entered while registering is accurate and make changes if
necessary.

To edit your vendor profile, click EDIT PROFILE.
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(1) To enter NIGP Code(s), click +Add New

NIGP Code
Class Class ltem Description
No items available
O Add New

Select from the Class dropdown field a NIGP Code and from the Class Item dropdown field a

code based on the products and services your business offers.

NIGP Code
Class Class Item Description
Please select an NIGP Code »  Please select an NIGP Class Item Code «

Once the NIGP Class and Item are entered, the Description field is auto-populated. You have the
option to delete the values if they were entered in error by selecting the trash can icon. ll Use
the +Add New option to add as many codes as applicable. Click on UPDATE.
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NIGP Code

Class
150

© Add New

CANCEL

-

Class Item

19

-

Description

Door Operators, Not Door Closers: Chain Hoist Type, Electric Motor Type, etc. m

UPDATE

(2) Make changes to any Profile fields except the Vendor Legal Name. This field is not editable.

Click on UPDATE.

Edit Profile

Vendor Legal Name * Address Line 1
B C 123 Rokwenod
Contact First Name Address Line 2
Pairsla Suite 300
L Ciey
Coniect Lasi Nams * Austii
Callins
Country
- b =
Ursted Ststes -
Email ®
State
patriciarieeraBdps tewas. gov
Tows -
DUNS
Zip Code
FEAREIT
78759
HUB Status *
©ves ho e
CWBL*
©ve Mo HUB Expiration Date *
Desng Buss s 3
g Te—— BS/A0/2025 #
Manine Accesscvies & Rbore
Lervice Ditabled Veteran Cwred Busioes: 0=
HIGP Code
Class Class Iem Degariplasn
et » 18 *  *Data’Fle Security Hardwars Sofware, 1o Incude Encryption ]
© Add Mev
CANCEL UPDATE
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