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Please note, sections marked* are required for Precertification Applications

Purpose

The purpose of this Job Aid is to provide guidance to consulting firms and their assigned Vendor
Contacts on navigating the CCIS system. This includes managing the firms’ information,
employees, precertifications, and Project Team Composition (PTC) forms.
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Initial CCIS Community Access Request
New firms should follow these steps to create a new firm account. If you would like to request
access to an existing firm, please navigate to the Vendor Contact Request Submission section of

this Job Aid.
1. Navigate to the CCIS login screen.

2. Select New User? Click here to Register.

Forgot your password?
Are you anemployee? Login here
MNewUser? Click here to Regi

3. Complete all fields in the form. The fields with an asterisk (*) next to them are mandatory
to move forward.

4. After completing the fields select Next on the bottom right corner.
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8.

This message will generate: Thank you! Your request is created successfully. Please note
that your request number is 00000XXX. Select Finish.

Your request is entered into a queue for approval by the Precertification Manager.
o If accepted, you will receive an email with your credentials to log into the system.
¢ If declined, you will receive an email notification with a reason for denial.

Upon approval, you will receive an email with login credentials. The email will contain a
link for a password reset. Click the link in the email to set up a new password.

You now have access to the CCIS community and your Firm’s Account.

Creating a New Vendor Contact

An existing registered Vendor Contact from the firm should follow these instructions to request
CCIS access for a new vendor contact for the same firm. Each Vendor Contact should have their
own login credentials, and they should not be shared between users.

1.

Login to CCIS.

2. Select the Firm Information tab at the top of the screen.
3.
4. On the top right corner of the Account page, select the down arrow, and then Create a

Select your Account name (your firm’s name).

New Web User Request.

Complete all fields in the form and select Next. The fields with an asterisk (*) next to
them are mandatory to move forward.

Create New Web User Request

Firm Name: ABC engineering(14755)

Contact Information
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6. This message will generate: ‘Thank you! Your request is created successfully. Please note
that your request number is 00000XXX.’ Select Finish.

Create New Web User Request

Thank you! Your request is created successfully. Please note that vour reqguest number is 00000073,

7. If accepted, the new user will receive an email with log in credentials.

e The email will contain a link for a password reset. The new user must click the link in
the email to set up a new password and complete their new user registration.

8. If declined, the user who created the request will receive an email notification with a
reason for denial.

Password Reset for Vendor Contacts
Follow these instructions to reset your CCIS Password.

1. Navigate to the login screen for CCIS.

Log In

Forgotyour password?

Are you an employee? Login here.
MNew User? Qlick here to Registes

2. Select Forgot your password?

3. Enter the email address you used to register in CCIS and select Reset Password.

Password Reset

To reset your password, we will need your emall
We will send password reset Instructions to the
emall address assoclated with your account.

& Email

Reset Password

4. You will receive an email containing a link to reset your password.

5. Click the link in the email and create a new password for your CCIS Community Page
login.

6. Enter your new password twice. Your password must include:
e 10 characters
o 1 letter
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7.

¢ 1 number

Change Your Password

1 tex enikaenens-c@tadot gov Mak

Select Change Password.

Updating Firm Information
Follow these instructions to update your firm information.

1.

Login to CCIS.

2. Select the Firm Information tab at the top of the screen.
3.
4. On the Details tab you can edit the following:

Select your Account name (your firm’s name).

e DBE & HUB status
¢ Firm CEO name
e Personnel Totals

On the Details tab, these items are not editable by you. If any of these items require
updating, please email the Precertification Manager, PEPS_CCIS_Precert@TxDOT.gov.

e Account Name
e Federal Emp Tax ID
¢ Firm Taxpayer Number Texas
¢ Administratively Qualified Data
e Administratively Qualified Expiry Date.
On the Related tab you will find the following sections.
e Vendor Contacts
¢ Employees
e Firm Branches

e Previous Vendor Names — please do not edit these fields. We are currently working
to have this edit option disabled. If you have a firm name change, please email the
Precertification Manager, PEPS_CCIS_Precert@TxDOT.gov.
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e Equipment

e Precertifications

Completing Firm Renewal

Follow these instructions to complete your firms’ Account Renewal. All Account information
needs to be renewed by March 31st every year. As a reminder, Vendor Contacts will receive an
email reminding them to renew at the following times.

PN PR

o First week in January

e First week in March

e On April 1st notifying them that their Account is now inactive.
Login to CCIS.

Select the Firm Information tab at the top of the screen.

Select your Account name (your firm’s name).

Select Account Renewal at the top right corner of the Firm’s Account screen.

- [prral—

. Select each item from the dropdown menu and update as needed. As you go through each

section the fields will auto-populate with a checkbox. After all fields are checked, select
Next.

Account Renewal

- Firm DBE/HUB Information: Plea:

and confirm Status/Dates of DBE/HUEB information

You will receive the confirmation message: Your firm Renewal has been completed. You
can generate and download the PDF file using the Download Renewal Certificate button on
Account page.

Select Finish to complete your renewal.
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Account Renewal

Your Firm Renewal has been completed. You can generate and download the POF file using the

Download Renewal Certificate button on Account page

Download a Renewal Certificate
Follow these instructions to download your firm’s renewal certificate.

1.

5.

Login to CCIS.

2. Select the Firm Information tab at the top of the screen.
3.
4. At the top right corner of the firms’ Account screen, select Download Renewal

Select your Account name (your firm’s name).

Certificate.
The file will generate, and you have the option to download or print.

Creating a New Employee

Follow these instructions to create a new employee record in CCIS. Before following these
instructions, please confirm with the new employee and the Precertification Manager that the
employee has no previous history in CCIS with another firm. If an employee has previous
precertifications that need to be transferred, please skip to Transfer Employee Record section.

1.

o k0N

Login to CCIS.
Select the Firm Information tab at the top of the screen.

Select your Account name (your firm’s name).
Select the Related tab on your firms’ Account screen.

Navigate to the Employees (Associated Firm) section and select New at the top right
corner of this section.

a Employees (Associated Firm) (6+) New

Employee Name Employee Sequence Number Status

Enter all required fields and select Save.

7. At the top of the screen, you will receive a confirmation message:

Q Employee "0003%316" was created.

You will now find the employee listed in your Employees (Associated Firm) section in
CCIS.

Transferring an Employee Record
Follow these instructions to transfer employee precertifications to your firm.

1. Send an e-mail to PEPS_CCIS Precert@TxDOT.gov to request the transfer of the

employee’s record to your firm.
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2.

The Precertification Manager will confirm within 2-3 business days to confirm the transfer
or request additional details, if needed.

Adding Employee Precertifications™*
Follow these steps for each work category you are seeking approval for the employee. Before
proceeding with this section, please be sure you have your employee’s completed

Precertification Application Form.

1.

G kN

9.

Login to CCIS.

Select the Firm Information tab at the top of the screen.
Select your Account name (firm name).
Select the Related tab on your firms’ Account screen.

Navigate to the Employees (Associated Firm) section and select the employee you are
working on.

Select the Related tab on the Employee Record screen.

e Toward the middle of the screen, you will find the Precertifications already
entered for this employee, if any.

At the top right corner of the screen, select Add Precertification to add a new work
category.

Select the Group and Work Category you would like to add for this employee.

Add Precertification

> Employee Details

Select Next to create the record.

10.Select the Link to created record.

Add Precertification

Record has been created successfully.

Link to created record

11.This opens the Precertification Record screen.
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12.0nce you are ready to submit this request for review, select Submit for Approval at the
top right corner of this Precertification Record screen.

¢ Before submitting, be sure you have entered all applicable projects and
certifications associated with this work category.

Requesting Additional Details on a Denied Application

Follow these instructions to request additional details on a denied application. To protect the
integrity of the precertification review process, the identity of the subject matter experts
(Review Officers) is not shared. The Precertification Manager bridges the gap in case any
questions arise.

1. Send an e-mail to PEPS_CCIS_ Precert@TxDOT.gov to request the additional details on a
denial.

The Precertification Manager will reach out to the Review Officer and respond back to your e-
mail within 5 business days with the response from the Review Officer.

Adding Employee Projects™
Follow these steps for each project record you need to create for each employee. Before
proceeding with this section, please be sure you have your employees completed

Precertification Application Form.
1. Loqgin to CCIS.

Select the Firm Information tab at the top of the screen.

Select your Account name (your firm’s name).

Select the Related tab on your firms’ Account screen.

a k0N

Navigate to the Employees (Associated Firm) section and select the employee you are
working on.

o If the employee is not listed here, please reference the instructions on this Job Aid
for Creating a New Employee or Transferring an Employee Record.

6. Select the Related tab on the Employee Record screen.

e At the bottom of this screen, you will find the Projects already entered for this
employee, if any.

7. At the top right corner of the screen, select Add Project to add a new project record for
this employee.

8. Enter the required information in all fields.

¢ Important Note: The Project General Description should be populated with a
general description of the project. You will enter the specific work performed by the
applicant in an upcoming screen.
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Add Project

May 10, 2024

you will enter 3 General Project Description.

[::

[::

9. Select Next.

10. Select at least one group and work category for which you would like this project to be

considered.

11.In the Description of Work Category, enter the detailed description of the work
performed by the employee as it relates specifically to this work category. The information

entered here is what is reviewed by the Review Officer for approval.

¢ It is important that you are entering the details from the perspective of the

employee.

e This should be entered in first person format, using terms such as ‘I performed,’ ‘I

designed,’ ‘I managed,’ etc.

Add Project

5 - Bridge Design

Vork Category.

nter 3 detailed description of the work the employes performed as it

Page 11 of 20

Revised 6/13/2025



Vendor Contact - A TxDOT CCIS Job Aid

12.You may check the box to Add More Work Categories and follow steps 10-11 above.
13.0nce you are done adding work categories, select Next.

14.To view the completed project record, select Here on the pop-up window, or select Finish
and find the project listed in the Projects section at the bottom of the screen.

Add Project

Please click here to navigate to the Project Record.

15.To view the associated work categories, select Related in the project record.

16.To add additional work categories, you would like to be considered with this project, select
New.

17.Follow steps 10-11 in the Adding Employee Projects section and select Save.

Adding Employee Certifications™*

Follow these steps for each project record you need to create for each employee. Certifications
include training courses required for a work category, licenses, educational degrees, etc. Before
proceeding with this section, please be sure you have your employee’s completed
Precertification Application Form.

1. Loqgin to CCIS.

Select the Firm Information tab at the top of the screen.

Select your Account name (your firm’s name).

Select the Related tab on your firms’ Account screen.

o k0N

Navigate to the Employees (Associated Firm) section and select the employee you are
working on.

o If the employee is not listed here, please reference the instructions on this Job Aid
for Creating a New Employee or Transferring an Employee Record.

6. Select the Related tab on the Employee Record screen.

¢ At the top of this screen, you will find the Certifications already entered for this
employee, if any.

7. At the top right corner of the screen, select the down arrow and Add Certification to add
a new certification record for this employee

) crployee
=4 00036604

DETAILS  RELATED
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8.

Enter required information in all fields and select Next.

Add Certification

[ 3

Upload certification documents, if applicable, and select Next.

Add Certification

Creveene

Submitting Renewal Certificates — ONLY for Work Categories 3.7.1 & 4.7.1

Follow these steps for submitting renewal certificates for work categories 3.7.1 & 4.7.1. This
should be completed every 5 years for each training requirement. Typical review processing time
is 10 business days.

1.

o k0N

o

Login to CCIS.

Select the Firm Information tab at the top of the screen.

Select your Account name (your firm’s name).
Select the Related tab on your firms’ Account screen.

Navigate to the Employees (Associated Firm) section and select the employee you are
working on.

Select the Related tab on the Employee Record screen.

7. Select the certification record previously created for the same course you are updating.
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8. At the top right corner of the Certification screen, select Submit Certificate for
Review.

9. Complete all required fields.

Submit Certificate for Review

Training Type ﬂ

Training Date B

]
* Issuing Agency MName ﬂ
*Completion Date B
]
Upload Certificates
A, Upload Files Ordropfiles
Submit

10.Upload a copy of the certificate of completion.

11.Select Submit to place this certificate in queue for review and approval by the Review
Officer.

Project Team Composition (PTC) Form
Follow these instructions to complete a PTC Form.

1. Login to CCIS.

2. Select the Solicitations tab at the top of the screen.

3. Select the List View to view All open solicitations.
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Home Firm Information Solicitations

Solicitations

n Recently Viewed ~ |%

3items« LIST VIEWS

All

IC Type v
. v Recently Viewed (Pinnad list} on Federal HUB f
2 a1YcqOO00000GIOT 0000050200 Test Procurement W Federal i
3 alYcqOO00000GII1 0000050100 Test Procurement w Mon Federal HUB i

4. Select the Solicitation Salesforce ID (blue text) for the solicitation you are working on.
5. Select Create or Edit PTC to begin editing the PTC form.

Solicitation - e
ﬂ alYcqOQ0000CTAR Dirmeibiuied P Creatieoe Eait PTC

DETAILS  RELATED

21 ¥oqQODO0DGTAR

Approved

Non Federal HUE
o123
L o

234%

WI2025, 272 P AN, B PM

6. A pop-up of the PTC Instructions page appears when you open the solicitation. After
carefully reading through the instructions, select OK.

¢ You may refer to these instructions later by selecting PTC Instructions at the top
right corner throughout the editing process.
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PTC Form Instructions

ted and reeurmed 53 3n srrschmens o your frm's salicitstion respasee in Banfive TesOT w3t uell use thisterm ta werity rschfirm's HUB Cartifie srion or DEE Certifieatian, presertifiestion sran,

i i Chrougth thee Solcitation Ciote Date, Durirg £ Lime the subrviting firen may change ol fe-subvvt the ITC fove 22 reeded. Tive £ form i

xevial Accept TDOT Rate: of Non-ELD Service.

siker thevn rul
arvee frim the firm tha il provide the servize Do not leave the Fiem ar Task Le sder feids biznk

¢ in“Haumber of Precertifed Empioyees” column i this number i5 rero, the firm has no emplkryees who 3 peecentified inthe Work € ategory

3l the Percentape Advertiadtor that work Categeny

siile for the firm 1o cantribute o the Percentage Advertised for @ listed Work Category.

7. On part 1 of the PTC form, the following fields are auto-populated fields based on the
information from your Firm Information as previously recorded in CCIS.

o DBE/HUB status — if this field is populating incorrectly, navigate to the Firm
Information tab, and follow the instructions from the Updating Firm Information
section of this job aid to make necessary updates. After you save changes in Firm
Information, navigate back to the Solicitations tab, and open the PTC Form. The
DBE/HUB status is auto populated with any updates made.

¢ Legal Firm Name — if this field is populating incorrectly, send an e-mail to the
Precertification Manager PEPS_CCIS_Precert@TxDOT.gov.

e Vendor ID Number — if this field is populating incorrectly, send an e-mail to the
Precertification Manager PEPS_CCIS_Precert@TxDOT.gov.

8. Enter your firm’s Acronym/Abbreviation and Prime Percentage.

e Acronyms/Abbreviations are assigned by the Prime provider. Prime and
subproviders will be identified by their assigned acronym/abbreviation in the next
section of the PTC form.

9. In the subsequent section for Subproviders, enter the following information for each
provider.

¢ Firm Sequence Number — if the subprovider is not registered in CCIS, skip to step
10.

e Acronym/Abbreviation
¢ Administratively Qualified (AQ) status —
o For a Federal procurement this field is auto populated.

o For a Non-Federal Procurement this field is auto populated if Yes. If the
field does not auto populate, then this firm is not Administratively Qualified,
and you must select one of the following options from the dropdown menu:
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Non-E&D Service
No-Accept TXxDOT Rate
No-Exempt
e Percentage
10.Enter the following information for each provider that is not registered in CCIS.
¢ Acronym/Abbreviation
e Legal Firm Name
e Vendor ID Number
e AQ status

e Percentage

Firm Information Solicitations

Project Team Composition
DBE Verification
Part1of 2
(Federal Process)

TxDOT Assigned DBE Goal: 16 Solicitation Number: 0000001234

Is your firm (Prime Provider) a Certified DBE?
Yes
® No

PTC Instructions Save Changes Continue to Next Form

Prime Provider Administratively % of work that prime provider and subproviders are responsible for TxDOT Use Only
Qualified?

Firm Seq No. Acronym/ Legal Firm Name™ ‘Vendor 1D Number Yes/No Prime Non-DBE DBE Total DBETUCP DBE

Abbreviation® Directory{Y/N) NAICS
Code

2k DOT TxDOT Firm 123456789000 No 50,00 50.00

Subproviders
4729 |0 ABC Test Firm 98765432100 Ha 25
*Select AQ Value
|0 XYZ TestFirm 123 89756432100 Yas - 25
0

11.After you have completed Part 1 of the PTC form, select Save Changes.
e Ensure that the Total column equals 100%.
12.Select Continue to Next Form to move on to Part 2.

13.0n part 2 of the PTC form, Work Categories are listed in each row. For each Work
Category, select the Firm/Task Leader that you are proposing for the procurement.

14.For each Work Category, enter the percentages as you plan to divide amongst Prime and
Subproviders.

e If you are planning to assign a percentage of an Engineering and Design (E&D)
related service to a firm that is not Administratively Qualified (as indicated in Part
1), then you will be required to provide an explanation.
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o Important Note: on a Federal Procurement, the prime and subproviders are
required to be Administratively Qualified to perform any E&D related
service.

15.After you have completed part 2 and your total Work Category percentage equals 100%

select

16.You m
followi

Save Changes.

ust select Complete to initiate a validation check. The CCIS system will validate the
ng information:

e Total percentages have been met for each Work Category.
¢ A firm and Task Leader have been selected for each Work Category.
¢ Total Work Category percentage distributed equals 100%.
o Validated HUB or DBE goals have been met.
o If the goal has not been met, a pop-up window appears where you will be
prompted to provide an explanation.
Project Team Composition
Task Leader Precertification & Firm Percentage by Work Category
Part 2 of 2
(Federal Process)

c%ogw Category Name ':\:’::::j ija‘ :::?ad Firm Name %::T:;ZL L::Z:r coN g ABC g Xz g
1225 Hot Mix Asphalt (HMA) Plant Inspection and 10.00% 5 v - .
c:::ogry Category Name ';:'::::: T:fa‘ :5:2;1 Firm Name %::T:;ZL L:Z:r cong ABC @ X1z g

17.After completing validations on the PTC form, select the Solicitations tab, and select the
solicitation you are working on.
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18.Select Download PTC to generate a PDF file of the PTC form you have just completed.

Firm Information Salicitations

ﬂ Salicitation z ==
a]YEyOOOOOBscK| Downicad PTC Create or Edit PTC Printable View

DETAILS More

Solicitation Salesforcs Id Artive Solicitation
a1¥8y0000095cK

Soiicizstion Number Procurement Enginser Emil
0000005799 Basem Dis@txdot gov
Solicitation Status Procurement Enginser Id
Approved BDIA

Crested By Last Madified By
+2/7/2024, 5:40 PM .11/6/2024.5.53 AM

Owmer

19.Select the Download icon and complete your internal quality review check.

e For the quality review check — be sure to double check all data recorded on your
downloaded PTC form. Be sure that all information matches your records, and all
calculations add up correctly.

o If the downloaded PTC form does not look correct, do not try to edit the PTC form in
CCIS. Follow the instructions in the next section to reset the PTC form.

Firm Irfarmation

Prsject Team Campasiti

B Vorification
Pari 1 af 3
L .

VAT gt HIU G = [ — R
s e firm UPime Frasiiers 3 eeraifid 0B
m

Frioe Frmbles e S AT B 1ty
e g e | An ianen® | Loyal Fiem Mamset® | Vessher ID Mumter Tesha e | e ‘ s | Tl HUH ExprssDne | Camemans
251 FEPS . To Firm " et TaDIOT R am | |
Sagrscbiers
[ T | toorsm | msivn Exepi 13w
| [ tagg | s v
Fotal e ) b e sl 18P ETes ™ ) e,

Unicns S8 Farforming i k. the Frimms's pesrmmays o me oo powards the HUH sl

© Theoe (3)chaneter Adtomyes'Abbeetian ma be Tkl ot o

s i TS, P precentifie iz cne o Exoge abcporien 0 engemcevin, varvey g, cx arvhieraral crvices smaut scampiens the smmssl wmewal

i chewms cisher Yow; Ex mpe: or Accept AT Rase. 1 seremehad by ncdocssm, o conb vewsh i the propumsl btag ccrmsdeovd bwm sespusie

20.Upload your completed PTC form to the TxDOT Procurement Portal in Bonfire.
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Resetting the PTC Form
Follow these instructions to clear your entire PTC form and start over from the beginning.

1. Login to CCIS.
2. Select the Solicitations tab at the top of the screen.

3. Select the List View to view All open solicitations.

Home Firm Information Solicitations

Solicitations

n Recently Viewed + |¥

Jitemsd LIST VIEWS

All

TC Type ol
" + Recently Viewed (Pinned list) bn Federal HUB f
2 al¥cqOO00000GIOT 0000050200 Test Procurement e Federal I
3 alYcqOO00000GII1 0000050100 Test Procurement o Non Federal HUB I

4. Select the Solicitation Salesforce ID (blue text) for the solicitation you are working on.
5. Select Create or Edit PTC to begin editing the PTC form.

6. Delete each subprovider individually in part 1 by selecting the Trash Can icon for each
subprovider row.

Subproviders

o 1 4] TXD TxDOT Firm 123456759000

ek
]

ABC ABC Engineering 85296374125

7. After deleting all subproviders, select Save Changes.

8. Start over following the instructions found in the Project Team Composition section of this
Job Aid.
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