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How to use this document

= This document is intended to be used as a User Guide for individuals who are
vendors/suppliers associated with the Procurement Division (PRO). It is divided into
sections based on functionality in the PRO Contract Lifecycle Management System. You
may reference the table of contents to determine where in the User Guide the topic you
are interested in learning more information about is located.

* For any comments, questions, or feedback, please contact (512) 416-2400
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What is the PRO CLM System?

= The PRO Contract Lifecycle Management (CLM) system streamlines contracting
activities for the TxDOT Procurement Division’s contracts.

 PRO CLM reduces the time and effort required to manage contracts by centralizing the

contracting process.

PRO CLM is designed to increase visibility into contracting activities and improve

communication throughout the contract lifecycle.
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Vendor Portal

= What is the Vendor Portal?

- The Vendor Portal is a place to manage contracts
with the Procurement Division. You can upload files, Operatein [ g =y
. . . One System -
upload bond and insurance information, and track

Maximize
Organization

the status of your documents. l A
= What are the benefits of the Portal? |
Department

Texas
* Operates in one system to reduce the time and Manages = &% lnransponaﬁon Removes Manual
[ ]

) o ) Communication t Review
inefficiencies

* Manages communication across internal TxDOT

PRO teams and external Vendors/Suppliers R
- Provides organization Drives accuracy
transparency

* Drives accuracy and transparency

* Removes certain manual processes

salesforce
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Feature: Chatter

e Chatter is a communication tool where :
you can communicate with the o
Procurement Division about your
account, contracts, or questions you
may have in the contracting process. o B B B AL e | =
 Features include: o thi acount o
o Creating posts ¢ v-jLe
o Leaving comments = TR -
o Liking comments el e e s
o Using the “@” character to directly e
mention other users e @ Commen

PRO CLM Supplier User Guide August 15,2025 8




Feature: Tasks

* Tasks are assigned when certain
actions are needed in the contracting
process. If a Vendor/Supplier is
assigned to act on a part of the
process, that user will be given a task
to complete.

* Features include:

o A record of tasks assigned
throughout the contracting
process

o Visibility into task statuses

o Ability to share updates or leave
comments on a task

o Receiving email notifications upon

task assignment (if subscribed)

PRO CLM Supplier User Guide

E Contract #601000000000000000000000000004343: Monthly Progress Assessment Report and Form

Mame Relzted To

DETAILS RELATED ACTIVITY

v Task Information

Subject

Contract #501000000000000000000000000004343: Manthly

Progress Aszezsment Report and Form 2579 Requirsd

Azzigned To Due Date
6/30/2023

rame Related To

A monthly HUE Subcontracting Progress Aszessment Report and Form 2579 - HSP Compliance is n
#G01000000000000000000000000003232. Please mark thiz task az complete once you have 51

Report and Form 2579 to the contract manager.

~ Additional Information

Open

|

S-a-es--cr‘-:e -

Search this feed b i [y

‘) (Employee} updated this record. -
v 23m ago

= Contract #601000000000000000000000000004343: Monthly Progress
el pseszment Report and Form 2579 Required
‘ . Comme t o
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Vendor Profile Creation

1. Creating a new profile

Click the Not a Member text to begin
profile creation.

First Name

2. Filling in the required fields L ast Name

. . PRO CLM Login
FI” IN a” f|e|dS If yOU do nOt knOW your Welcome to TxDOT Procurement Division Contract

Federal EIN at the time of self- Lifecycle Management System for Vendors
registration, you can leave it blank.
However, you will not have full access
until the proper EIN is entered.

Email

“** Username

Federal Employer Identifica

Password

2

Create Password

3. Completing the signup process

Click Sign Up after entering all _ a

|nformat|on Forgot your password? Not a member?

e e _

Already have an account?

Confirm Password
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Dropping Off Insurance (3" Party)

1. Dropping off insurance

To drop off insurance on behalf of a
vendor, click Drop Off Insurance.

2. Searching for the vendor

Search for the vendor covered under the
insurance. If they cannot be found,
search and select “PRO Insurance Drop
Box.”

3. Uploading insurance forms

Click Upload Files or drag and drop files
to upload.

PRO CLM Supplier User Guide

PRO CLM Login

Welcome to TxDOT Procurement Division Contract

Lifecycle Management System for Vendors

** Username

Password

Forgot your password? Not a member?

Vendor Training Drop Off Insurance

1

Insurance Drop Off

1, Upload Files = Ordrop files

Note: If you are unable to find your desired Vendor, please
upload the Insurance to "PRO Insurance Drop Box".
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Basic Settings Navigation (Homepage Overview)

1. Logging in

PRO CLM Login

Login using your username and password. e et e or v
2. Viewing the homepage g re—
The homepage features the following 1 8 passuord
oons: .
- My ACCOUnt Forgot your password? Mot a member?
- Contracts
- My Tasks
3 Home  MyAccount  Contracts My Tasks Q,  searct _!_ User16844420539644613704 »

3. Using navigational tabs

) ) Welcome To Procurement Division - Vendor Portal
NaV|gat|0na| tabS on the top Of the page Please select one of the actions below to get started:

match the icons on the Home screen.
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Basic Settings Navigation (Profile Settings)

1 L] Accessing Settings l* Home My Account Contracts My Tasks Q,  search 1 _“ User16844420539644613704 w
Click your username at the top right of the Welcome To Procurement Division - Vendor Por -
page' Please select one of the actions below to get started: 2 My Profie

2. Accessing profile settings
Select the My Profile option.

3. Navigating to profile information
Select the Profile tab.

4. Viewing profile information

The Profile tab displays the following
information:

- Name

- Manager
- Title

- Email 4)]| =
- Mobile o
- Address

- About Me

User16844420539644613704
Customer
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Basic Settings Navigation (Settings & Preferences)

H H * Home  MyAccount  Contracts My Tasks Search User16844420539644613704 v
1. Accessing settings = . 1) |»
Click your username at the top right of the Welcome To Procurement Division - Vendor Por -
page Please select one of the actions below to get started: 2 My Profile

2. Accessing profile settings
Click the My Profile option.
3. Navigating to profile settings

Click the Settings & Preferences tab. 72 e wacom comans wyress Qs B oo -
4. Viewing profile settings

The Settings & Preferences gives
Suppliers access to:

My Settings

- Account username and email
- Location settings 5)- mm
- Email notifications 4

5. Saving changes to profile settings

Finish and click Save.
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Basic Settings Navigation (Email Notification Opt-In)

- L * Home My Account Contracts My Tasks Search User16844420539644613704
1. Accessing settings ’= . 1) »
Click your username at the top right of the Welcome To Procurement Division - Vendor Por -
page Please select one of the actions below to get started: 2 My Profile
2. Accessing profile settings

Click the My Profile option. F25 e trcm contacs y o g = P—
3. Navigating to profile settings '

Click the Settings & Preferences tab.

3 | Setti.ng:& Preferences My SEttings

4. Configuring email notifications

ACCOUNT DETAILS

Use the checkboxes to configure your
email notification preferences.

4 Email Notifications

5- SaVing preferences Enable email notifications

Click Save to save your preferences.

When email notifications are enabled, email me when someone:

Sends me a direct message
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Basic Settings Navigation (Details)

* ome My Account  Contracts My Tasks Search Userl6844420539644613704
1. Account Access =1 : -
Click the My Account tab Welcome To Procurement Division - Vendor Por -
) Please select one of the actions below to get started: My Profie
2. Details o
0 c . °®
Click the Details tab. &3 o -

3. My Account

The Details tab displays information about _ _ _

the Supplier’s account, including:

Acco

- General account information [ Mandstorian inc
- Billing address 2 DETAILS RELATED

- System information

Mandalerian Inc

Phone Account Record Type

~ Billing Address Information

Billing Address
~ System Information
-
ted 5
,6/28/2023, 3:34 PM
Last Modified By

| 6/28/2023, 3:35 PM
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Basic Settings Navigation (Related)

l _* 1 Home My Account Contracts My Tasks Q  search _g_‘ User16844420539644613704 w

1. Account Access
Click the My Account tab.
2. My Account
Click the Related tab. & I:L afl -
3. My Account

Welcome To Procurement Division - Vendor Por -

Please select one of the actions below to get started:

My Profile

The Related tab displays information

*

related to the Supplier’s account, T s R
|nCIUd|ng [ Mandalorian inc.
- Contacts o
- Contracts 2 r|[e
- Location Codes B sy
- Insurance
- Files

3

B Mail Codes (0) 7 ”(o\labokr:a.terlier-e! -
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My Account (Upload/Complete Insurance)

1. Account Access
Click the My Account tab.
2. Related
Click the Related tab.
3. Scroll to Insurance
Scroll and click on the New key.
4. Fill Information Fields

Fill the information fields to complete the
insurance upload. Once finished, click
Save.

PRO CLM Supplier User Guide

Insurance (3)

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

B Bt Bt 1§
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Contracts (Overview)

. I“ “ Home 1 unt Contracts Wy Tasks Q  Search. ; User16844420539644613704 «
1. Navigate to Contracts page
To access a page with a list of contracts, All PRO Contracts v (7 printable View
click the Contracts tab on the top of the Search this .. #- (g ¢ €Y
page Contract No. 1 “ | Business Unit v | Supplier v | Begin Date “ | Expire Date v
1 0000000000004343 Mandalorian Inc. 6/1/2023 5/31/2026 v

Page Symbols:
List View Controls 2 3, 4.5 6,7

Display Table Q, Search this list... ‘ e vl = ‘ c ‘ 4 ‘ ‘
Refresh Page
Edit List LIST VIEW CONTROLS o h F Filters x

ChartS New il: Di5p|ay as 4 Advanced Filters &

Fllter i Ik (1AND 2) OR 3
W/ Table

N o Ok WD

Filter by Owner All contracts

1. Record Type equals BPO Contracts

s| Kanban

2. Business Unit not equal to 601CT

Split View

3. Record Type equals PO Contracts
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Contracts (Details)

l Hom 1 count Contracts My Tasks Q  Search ; User16844420539644613704

1. Navigating to contracts .
. All PRO Contracts w Printable View
Click the Contracts tab. i

is li v E >
1item « Sorted by Contract No. « Filtered by All contracts - Record Type, Business Unit « Updated a minute ago Search this list.. @ == ¢ ¢ Y
H Contract No. T v | Business Unit v | Supplier v | Begin Date v | Expire Date v
2. Opening a contract
2 0000000000004343 6/1/2023 5/31/2026 v

Click on blue hyperlink to open a contract.
3. Viewing a contract

Home My Account  Contracts My Tasks Q, search _'l 1 64451 -
On a contract, the Supplier can view 7=
information about the contract on the o 0000000000000004343 + otow || Wewtond | primatieview
Details tab. -
1 - Search this feed... Y-,
3 DETAILS RELATED

~ Information

Business Unit

0000000000004343

0000000000000000000000004343

Description

~ Contract Dates

PRO CLM Supplier User Guide
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Contracts (Related)

l* Hom 1 count Contracts My Tasks Q  Search ; User16844420539644613704

1. Navigating to contracts
Click the Contracts tab.
2. Opening a contract Contract No. T Vv | Business Unit v | Supplier v | Begin Date v | Expire Date v

2 0000000000004343 6/1/2023 5/31/2026 v

Contracts
All PRO Contracts v #

Printable View

Search this list... a- E- G €Y

1item » Sorted by Contract No. » Filtered by All contracts - Record Type, Business Unit + Updated a minute ago

Click on blue hyperlink to access contract.

3. Viewing a contract

Contracts
60100000000000123456

The Related tab gives Suppliers access o
to: _— sezalnzoc_; "&J;oz; ’

- Points of contact

DETAILS RELATED ACTIVITY

- Bonds

Point of Contacts (0)

- Insurance
- FileS a Bonds (0)

Insurance (0)

Files () Add Files
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Contracts (New Bond)

* Hom 1 count Contracts My Tasks Q  Search ; User16844420539644613704

Contracts
Printable View

1. Navigating to contracts
. All PRO Contracts v #
Cl ICk the ContraCtS tab - 1litem » Sorted by Contract No. « Filtered by All contracts - Record Type, Business Unit » Updated a minute ago Search this list.. a- ®H- C €Y

Contract No. T v | Business Unit v | Supplier v | Begin Date v | Expire Date v

0000000000004343 6/1/2023 5/31/2026 v

2. Opening a contract 2
Click on blue hyperlink to access contract.

3. Creating a new bond F2 vme wscom comaas ek Q se & rrobrendrorivser -
Click the New Bond button. 3 )L Jomers

4. Filling out bond information
Fill in the new bond’s information and click

Supplier POC

Save once finished.

New Bond

a

Other Bond Type Description: @

*Bonding Company
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My Tasks (Dashboard)

I* Home My Account 1 ‘s My Tasks Q,  Search... ‘., User16844420539644613704 «

1. Navigating to tasks
Click on the My Tasks tab. - rosks

4= Recently Viewed v

2 . Fi Iteri ng taSkS 0 items « Updated a few seconds ago Search this [ist... gr || E-| C

C“Ck on the black arrow drop_ Subject v | Name v | Related To v | Due Date ~v | Assigned Alias v
down.
3. Selecting a list view - | _
I“‘wm Home My Account Contracts My Tasks Q, Search.. _'. User16844420539644613704 «
Use the various list views to control
which tasks are displayed, e.g. v= T
» . ” gml Recer 2 wed w
Recently Viewed” shows tasks | Search this s a- = c

‘ Q |Search lists...

that have opened most recently.

Vv | Due Date ~v | Assigned Alias v
RECENT LIST VIEWS

Open Tasks
«/ Recently Viewed (Pinned list)
Today's Tasks
ALL OTHER LISTS
Completed Tasks
Recently Completed Tasks

Delegated Tasks
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My Tasks (Notifications)

* Home My Account Contracts = My Tasks 1 Q  Search.. _!_ Portal User =

1. Navigating to tasks
Click the My Tasks tab. B Gonrasie v (==

1item » Sorted by Subject « Filtered by My tasks + Updated a few seconds ago Search this list...

-
2 ] O pe n I n g a tas k Subject 1 v | Name Vv | Related To v  DueDate v | LastModified Date/Ti.. v | Assigned A.. v | Priority v | Status v | Last Modifi... v

Click on the hyperlinked task subject to 2) - ’
Open the taSk. * Home  MyAccount  Contracts My Tasks Q  Search 4 A ROExternal Portal User v

=
3. Viewing details of the task s
g Task
Contract #601000000000000000000000000003232: Bond(s) Required n e e N e e e e Yot ok
Contract #601000000000000000000000000004343: Monthly

Within the task, users can click through

and navigate updates in the details,

related and aCtiVity tabs. 3 DETAILS RELATED ACTIVITY post n Er‘:j;::t:iinz'}:{)?::(g§i$\€§§§£€{%€%}r§?}?%0§:£l(\)lgezd}Z:Monthly
4. Viewing notifications of new tasks

Subject "~

To access recent notifications, click on the

6hoursago ®

6hoursago ®

ﬂ Christian Norwood assigned you a task
Contract #601000000000000000000000000003232: Bond(s)

grey bell to explore the latest notifications.

Contract #601000000000000000000000000003232 requires one or more bonds. Please mark this task as complete once you have
submitted the required bond(s) for approval/verified that the required bond(s) have already been submitted.

v Additional Information

Priority
Normal
Status

Open

v Other Information Collaborate here!
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My Tasks (Details)

Home My Accour 1 ‘ac’s My Tasks Q  search M PROExternal Portal User «

W Tasks

1. Navigating to tasks
Click the My Tasks tab. SR 0k
2. Opening a task subject 1 v | Na. v | RelatedTo o | Duepate v | LastModifie.. v | As.. v | Priv. v | status v | Lan v
Click on blue hyperlink to access My Tasks. | e ommomm
3. Viewing details of the task

The detalls tab d|Sp|ayS "']format'on about &=l Contract #601000000000000000000000000003232: Bond(s) Required
the task.

+ Follow v Mark Complete

DETAILS RELATED ACTIVITY Post

i Share an update... -
\ Task Information

3 Subject N~ Search this feed... Y-~ c
Contract #601000000000000000000000000003232: Bond(s)

Required
Assigned To Due Date

Name Related To

Comments
Contract #601000000000000000000000000003232 requires one or more bonds. Please mark this task as complete once you have
submitted the required bond(s) for approval/verified that the required bond(s) have already been submitted.

v Additional Information

Priority
Normal
Status

Open
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