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System Requirements and Browser Compatibility
Browser Version

System features are best viewed in the browser versions listed below. Other browsers or versions may
not display correctly.

e Google Chrome 34+(Recommended)
e Firefox 26+
e Internet Explorer 10+

Who Should Use this System?

e State agencies should utilize the form to submit their Draft and Final SOWs to DIR for review and
approval.
e State agency purchasers who have been identified by their agency as:
0 Users - The submitter will only have access to the SOWs that they submitted
O Superusers - A super user will have access to all of the SOW's for that particular agency

Customer Portal Login

To gain access to the SOW Application, approved Agency Users must log in to the Customer Portal by selecting
“Sign in to My DIR” from the DIR home page (http://dir.texas.gov).

| dir texas.gov \
* CASupportOnline 7% DocuSign ¥ Team Foundation

News | Career Opportunities | Calendar i Sign in to My DIR

All Contracts & Services Resources Information for Vendors About DIR Contact DIR

1 J
Texas Department of Inf
Technology solutiol

Texas Department of

. % 5 5 i e 7 i
Can't find whi
Information Resources [ search orR.. | @ A @ Contact DIR

e Requests to add, change or remove Users need to be submitted from a Superuser at the agency to:
identity.support@dir.texas.gov.



http://dir.texas.gov/
mailto:identity.support@dir.texas.gov
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External Users Please sign in below to continue;

ﬂ
; DIR346
Username: ga

f.
& | B (I X T XX T
Password: * !

| Remember Me

Once the User is authenticated, the Customer Portal will be displayed for the appropriate agency. On the left
navigation pane, there will be a link to the SOW Application. Select the SOW link to launch your agency’s
instance of the SOW Application.

tportal.dir.texas.gov/Customer/Pages/Landing.asp
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SOW Application

This application contains all previously submitted SOW records for your agency. The initial page
displayed is the application landing page. From this page, Agency Users may view existing SOWs, initiate
the submission process for new SOWs, upload additional documents or withdraw an SOW. This page
also serves as the central location for Users to monitor the status of submitted SOWs.

e Note—Those users who have been established as “super users” will be able to view any/all SOWs
submitted by an agency. All other users will only see those SOWs which they submitted.

I
|

= T suserit 4 OraR SOV o DR ek e Duttan on the right

. + CBOKGA " 01T SuBAIED SOW 10 perfoest The Todowing acticns:
.t & et Finad SOW, witheraw § SOW S st AN Dodustets

+ Amw » Sobelta Drah Amerdirant o sulsel & Firad Amerdimet

+ amedmpten |+ O3 Rere o BTl teCCH SopGrt for MUSlarde win B st

There are ra dems bo show i thes view of the “sow_doouments” document kbeary. To add 2 new ibem, dick "New” or "Upload™,

Select S0W 10 SO0W Submitier  Hame 50W Type. i I S0W Stahy FOW Hame Crested DR Due Gate  DIR Contract Manages ssigned  Lxpedite
% OAG-000BST  Mary Vickery Test  Meed 10 incude in rext round of changes with Phasem w0 Draft DHR Review iy test Sdapiage L7 maryaickery Ner
QAG-000845  Mary Vickery Test  draft test w Oraft Approved Test draft 12092006 December 09 17262017 maryickery No
CAGHDO084S  Meary Vickery Test 120915 Final SCW Tesy e Finall IR Resviey Test dralt 12090008 Decomber 09 1270472018 maryickery No
OAG-000830  Dizabeth Test OAG Test Document e Draft Approved Test SOW - iL December 07 172472017 kebyoweleh Ko
OAG-000838  Fhzabeth Test OAG Test Docurment - Cogry e Firal Approved for Sigrature Test SOW - EL December 07 1222016 kellywelch Ho
T OAG-D0063T  Kefly Welch Test  TEST SOW o Drift Agpraved Sampe Draft December 07 17242017 slizabathopaz No
QAG000037  KelyWeichTest  TESTSOW e Firal Approved for Signature  Sample Draft December07 12/1272016  eicabethioper Ho
CIAG-DO0TIS  hary Vickery Test  Sample draft SOW i Draft Wishdrawn really awesome SOW  Augqust30  TO/TIE016  wiliamfang o
CAG-000704  Mary Vickery Test  TMD Draf Test a Orift Approved abd August 25 0102016 williamfang ho
DAG-D00794  Test William OAG  TMID Test Final o Firal Sagned and Cleried abd fuagust 31 SERME willam.fang No
T OAG-0007S4  Mary Vickery Test 123 Final Test o AmendmentOralt  OAG-DO0TS4-FTOT-AMD-1  Approved abd Decomber 07 17242017 kedywelch Ne
U DAGD00TH  Wilham Fang AmendmeniTest-00 - Copy e AmendmentDraflt  OAG-DOOTS-FTIT-AMD-2  Approved abd Decemnber 07 172472017 wllarm fang No
CGDO0T0E  ary Vickery Test 000708 Amandmant 1 Finst o AstendmentFinl  CAG-D00TM-FTAT-AMD-2 Signed and Ciosed abd Decomber 07 12707016 williamfang ne
CAG-000704  William Fang AMLO02 - Bxp oo AmendmantDraft  OAG-000TS4-FTOT-AMD-3  DIR Review abd December 12 1272017 willamfang Ho
OAG-000794  Test Wilham CAG  Mulh-Rinal Test 001 wes Fnal Apprened for Sgrature abd Decomber 13 127462016 wilamlang Ho
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On the landing page, you will see several columns:

e SOW ID — A system generated, unique, ID assigned to each Statement of Work.
0 There is a naming convention applied to each new (Draft) submission.
O This ID will be used throughout the life of a SOW. It serves as the parent ID for the subsequent
submissions/documents related to the SOW/contact.
=  When the Final of the SOW is submitted, it will be associated with this ID.
=  When/if one submits Amendments, it will be associated with this ID.
e Name — The name of the document to be uploaded for review.
0 Note: Avoid using special characters in the name given to the files that are uploaded to the SOW
Application. Examples of special characters include: |, “, #,S, &, (, ), *, +
e SOW Type - Indicates the type of SOW submission
0 Draft SOW
0 Final SOW
0 Amendment Draft
0 Amendment Final

e SOW Status - Reflects the current status of a submitted SOW.

e SOW Name — The name that the user gives to a submission (record) in the SOW Application. This is a free
form text field.

0 Note: Avoid using special characters in the name. Examples of special characters include: !, “, #,
S & () %+

e Created - Date on which the SOW was submitted for review.

e DIR Due Date - Anticipated date for DIR to complete processing the SOW; thirty (30) business days for
draft and three (3) business days for final reviews, with day one beginning the 1% full day from date
submitted.

e DIR Contract Manager Assigned - Name of the Contract Manager assigned to process the SOW.

e Expedite - Indicates whether the Submitter’s request to review a SOW must be Expedited; Expedited
Requests require a letter from Agency Executive Director, or their designee, and gives DIR three (3)
business days to review.

Key Points about the landing page.

- Each column can be used to sort the information (rows) displayed, and filters can be applied to some of
these columns, except for the “name” column.
0 Tosort — click on the column heading (text).
= An arrow will appear next to the column heading. It will either point up (indicating it’s
sorting by acceding order) or down (indicating the list is being sorted in descending
order). Clicking the column heading a second time will reverse the order.
0 Tofilter — one must be careful to click immediately to the right of the column heading. A pop up
box will appear.
= To apply the filter, check the box or boxes you wish to include in the filter and then click
the close button.

Rev 09 01 2017 4
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B Select SOW ID SOW Submitterl Mame SOW Type SOW Status

There are no items to show in this view of the "sow_documents” document library. To add a new item, clic

Select SOWID  SOW Submitter Item ID
Fy OAG- Mary Vickery Test 123 Final A| AonTop OAG- A
000794 000794-
2]l ZonTop F797-
AMD-1
% OAG-  William Fang Amendmi T OAG- A
000794 001 - Cog 000794-
[] AmendmentDraft F797-
[] AmendmentFinal St
Fy DAG- William Fang AM_002 - OAG- D
000794 [] Draft 000734-
F797-
[] Final AMD-3
Py OAG- Mary Vickery Test 768 draft OAG- &
000794 amendme Close | opo7o4-
F7o7-
AMD-4

The submission process consists of multiple steps. The submission, review and approval process for Statements
of Work includes Draft SOW Submission(s) and Final SOW Submission(s). The submission of the Draft SOW is
expected to take place prior to vendor solicitation. After the Draft SOW is reviewed and approved by DIR, the
Agency User submits the approved SOW to the selected DIR vendors. After the agency and vendor execute a final
version of the SOW, submit the Final SOW, containing signatures of the selected vendors and Agency
management, for DIR’s final approval and signature.

Notes: Since Statements of Work may be awarded to multiple vendors. It is possible, within the SOW Approval
Application, to submit multiple “Final” SOWs for one Draft (Parent record).

Should a signed and approved (Final) SOW/Contract needs to be amended, a similar process will be followed.
Users will need to locate the Final (Signed and Closed) SOW which is to be amended. A Draft Amendment will
need to be submitted. Once it is approved, signatures from the Vendor and the Agency Management should be
collected, so that the signed copy can be submitted as a Final Amendment. The same review time applies to
Amendments as Draft and Final submittals.

Rev 0901 2017 5
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Instructions for Draft Statement of Work Submissions

Click the Submit SOW to DIR link at the top of the application landing page to launch the SOW Draft Submission
page.

= Tosubmit a Draft SOW to D the button on the right
O Draf = Click on “..." on the submitted SOW to pel he following actions:
.. Final = Submit a Final S0W, withdraw a SOW or submi ition Documents et of imbprmaion Ao
Submit SOW To DIR

+  Amendment Draft = Submit a Draft Amendment or submit a Final Amendment
v oo Amandment Final = Click here to email technical suppeort for assistance with this site

B Select SOW ID SOW Submitter? Name S0W Type Item 1D S0W Status S0W Name Created DIR Due Date D

There are no items to show in this view of the "sow_documents” document library. To add a new item, click "New" or "Upload".

This page allows users to submit a Draft SOW document along with all data relevant to the request.
SOW Draft Submission

Statement of Work UWser Guide

Estimated Value:

SERVICES TYPES

Cloud Assessment Sarvices

Cloud Broker Services

Cloud Infrastructure s= a Service

Cloud Platform as a Searvice

Coomprehensive Wikb Development and Management Services

Coontent Mansgenment -

CONTRACT NUMEERS AND WVENDOR S

SelectDeselect All

ADDITIOMAL CONTRACT NUMBERS

COMMENT S
UPLOAD 30W DRAFT FILE: SOW EXPFEDITE:
& QOick ":“:'.'.-'.:'.:".":.
MNote: Submitons {1} S0W Draft file. Combine muliple documents into a single FPDF file if needed
DIR: DUE DATE: LR REVWIEW AMD SUBMIT

SOW Draft Submission

Rev 09 01 2017 6
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Draft SOW Header
1. Enter SOW Name: The name of your project. This should be used throughout the submission process for
reference.
2. Enter SOW Scope: Enter a brief description of the SOW Scope (750 characters or less).
3. Enter Estimated Value: Enter the estimated value of your procurement. This should include the purchase
order amount and any anticipated Purchase Order Change Notices (POCNs). Note: Maximum value is
$1,000,000. You may include commas, but do not enter dollar sign. Do not include decimals or cents.

Services Type
1. Select the appropriate service type for the SOW.
2. The service type selected should correspond to the DIR vendor contract(s) to whom you will submit your
pricing request.

Contract Numbers and Vendors

e This field will auto-populate by the application with the relevant Contract Numbers and Vendor names
for the selected Service Type. It should correspond to the DIR vendor contract(s) to whom you will submit
your pricing request. If your Estimated Value is more than $50,000 but less than $1 million you will be
required to select three (3) or more contracts. If the Estimated Value is greater than $1 million but not
more than $5 million, you will be required to select six (6) or more contracts. If the number of contracts
available is less than the required amount, you will be required to select all available contracts.

e Select the Select/Deselect all checkbox to select all entries in this list.

Additional Contract Numbers
If an active DIR contract is not available for selection, you may enter that number here. The DIR SOW review
process will determine if that contract should be in the list of available contracts for the Service Types selected.

Comments
Please insert any information that you determine to be relevant. For example, add descriptive text explaining any
additional contract numbers that were not available to be selected.

Upload SOW Draft File

Upload SOW draft file(s). Note: If you have more than one document to attach, consider scanning or
consolidating files into one (1) file prior to attaching. Additional documents may be uploaded after a draft or
final SOW has been submitted. Instructions for this is provided later in this User Guide.

Select/Deselect All

Select a file, and then click Attach to upload it.

Choose File | No file chosen

Attach Tz
Allac Lance

_' Click here to upload your SOW document. (Required) SOW EXPEDITE:

W Click here to attach a file

Rev 09 01 2017 7
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SOW Expedite
If an Expedited review is needed, please select the SOW Expedite checkbox. You will then be required to upload
your agency’s Expedite letter signed by Executive Director (or designee). A letter is required to select this option.

Select/Deselect All

Select a file, and then click Attach to upload it.
Choose File | No file chosen

Attach Cance
UPLOAD SOW DRAFT FILE: SAW FYPERITE: ¢
= Click here to upload Expedite document. (Required if SOW Expedite Checked) |
Example for SOW Guide pdf -
J 599.83 KB u £ Click here to attach a file
DIR Due Date

This is an auto-generated field.

e Expedite not checked = thirty (30) business days with day one (1) beginning the 1% full day from date

submitted.
e Expedite checked = three (3) business days with day one (1) beginning the 1%t full day from date submitted.

Review and Submit button
Select the Review and Submit button to confirm and complete your submission.

[1 1) SOW_DRAFT_PDF_EM - Copy {12).pdf
18016 KB
MNote: Submit one (1) SOW Draft file. Combine multiple documents into a single PDF file if needed.
DIR DUE DATE: I 'REVIEW AND suamw;l
2132016

SOW Draft Submission

Rev 09 01 2017 8



Statement of Work User Guide

Upload SOW Draft File: SOW Expedite: Fase
1) SOW_DRAFT_PDF_EM - Copy
(12).pd
180.16 KB
DIR Due Date: JN— | \ Edit | | Confirm Submit | |
|

Edit
Select edit button to edit any field as necessary. Once you are done editing, you will need to select the Review
and Submit button to proceed.

Confirm Submit
Select Confirm Submit button to save the record and submit it to DIR for processing.

Once a Draft SOW is submitted successfully, a confirmation message is displayed with the SOW ID and the SOW
Name. The Agency User will also receive an automated email with more details around the request.

Rev 09 01 2017 9
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Instructions for Final Statement of Work Submissions

To submit a final version of an SOW for approval (The final version should include signatures of the Vendor and
Agency), first locate the Parent record for the SOW that was established when the Draft SOW was submitted. (Put
more simply, locate the Draft SOW that should now be in an “Approved” status.

Next, click the ellipsis icon (...), in the row for the SOW record, and select the “Final SOW” option in the menu.

SOW Type = To submit a Draft SOW to DIR, dick the button on the right
= Click en “..." on the submitted SOW to perform the following actions:
= Submit a Final SOW, withdraw a SOW cr submit Additional Documents Dant. of nhurruption Aemovros.

= Submit a Draft Amendment or submit a Final Amendment

Submit SOW To DIR

= Click here to email technical support for assistance with this site

B Select SOW ID SOW Submitter Name SOW Type Item ID SOW_Status SOW Name

There are no items to show in this view of the "sow_documents” document library. To add a new item, click "Mew" or "Upload".

S0OW Submitter

Ry OAG-000851 Mary Vickery Test  Meed to include in next round of changes with Phase Il e View Properties
% OAG-000845 Mary Vickery Test drafttest — uu Additional Documents
% OAG-000845 Mary Vickery Test 120915 Final SOW Test Withdraw
% OAG-000838 Elizabeth Test DAG Test Document - Copy Final sOW
Ry OAG-000838 Elizabeth Test OAG Test Document 2 «e  AmendmentFinal OAG-000838-F841-AMD-1 DIRR
% QAG-000837 Kelly Welch Test  TEST SOW - Draft Appri
A screen for submitting the Final (signed) SOW will appear.
SOW ID: -
SOW Mame:
SOW Scope: *
SOW EstimatedValue: - SOW Final Value:$
SOW Start Date: SOW End Date:

Select Contract Awarded:

Final Selected Contract:

Comments: NOTE: Word-wrap may not be automatic - please enter carriage returns

Upload Final SOW Document:
£ Click here to attach a file"

DIR Due Date: |3.r11_rzo1s | | Review and Submit |

Rev 09 01 2017 10
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Final SOW Header

1.

vk wnN

7.

SOW ID: Note: Only approved SOW Drafts will be displayed in this dropdown list. This reference number
was provided when receipt of your Draft SOW was confirmed. Please use this reference number
throughout the submission process. Note: Draft SOWs created prior to March 7, 2016 may have been
issued a new SOW ID# with the launch of the new portal. Please contact the DIR Contract Manager that
reviewed the SOW if you cannot locate the ID#.

SOW Name: This is the name of the SOW that was provided during the Draft SOW Submission.

SOW Scope: SOW Draft Scope will be displayed. This is an editable field and can be modified as necessary.
SOW Estimated Value: This is the estimated value that was provided during the Draft SOW Submission.
SOW Final Value: Enter the final value for the SOW. This should include the purchase order amount and
any anticipated Purchase Order Change Notices (POCNs). Note: Maximum value is $5,000,000. You may
include commas, but do not enter dollar signs. Do not include decimals or cents.

SOW Start Date: Enter the anticipated start date for the SOW. NOTE: The start date may not be sooner
than the DIR Due Date.

SOW End Date: Enter the expected end date for the SOW.

Contract Awarded
Select the awarded DIR contract from the dropdown list.

S0OW Start Date: 5| SOW End Date: 5|

Select Contract Awarded:

MR-TS0-2558 - KPMG LLP
DIR-TS0-2584 - Northrop Grumman Systems Corporation [ Choose Awarded Contract. l

SOW Comments:

The selected contract will be displayed here.

Final Selected Contract:
DIR-T20-2554 - Morthrop Grumman Systems Corporation

SOW Comments

Please insert any information that you determine to be relevant in the Comments field.

Rev 09 01 2017 11
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Upload Final SOW Document
1. Upload Final SOW that has been signed by the agency and the awardee. The Final SOW Document must
be in Adobe (pdf) format. If you have more than one (1) document to attach, consider scanning or
consolidating files into one (1) file prior to attaching.

S0OW Scope: Attach File

Lelect a file, and then click Attach to upload it.

SOW EstimatedVi
= I Browse...

S0OW Start Date:

Attach Cancel

Select Contract A
DIR-TS0-2558 - k.. ooe .

Final Selected Contract:
DIR-TS0-2558 - KPMG LLP

S0OW Comments:

e Itisimportant that the name of the file that you’re uploading is unique, different from any other
document that has been uploaded to this site/application in the past.

e Avoid using special characters in the name given to the files that are uploaded to the SOW Application.
Examples of special characters include: !, “, #,$, &, (, ), *, +

DIR Due Date

The DIR SOW review process is expected to take no more than three (3) business days with day one (1) beginning
the 1° full day from date submitted.

Review and Submit
Select “Review and Submit” to complete validation of the Final SOW form to DIR for review, approval and

signature.

dLlpluad Final SOW Document:

& [1 3) SOW_FINAL_PDF_EM - Copy {13). |:|df
131.12 KB i

DIR Due Date: 12/28/2015 Review and Submit

SOW Final Review

Rev 09 01 2017 12
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dFinal SOW Document:

3) SOW_FINAL_PDF_EM - Copy [13).pdf
181.12 KB

DIR Due Date: 1202812015

Edit

Select this button to edit any field as necessary. Once you are done editing, you’ll need to select the Review and

Submit button to proceed.

Submit

Select this button to save the record and submit it to DIR’s contract management staff for processing.

Once a Final SOW is submitted successfully, a confirmation message is displayed with the SOW ID and the
estimated DIR Due Date.

Rev 09 01 2017 13
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Actions that can be taken at any point in the lifecycle of a SOW.

Withdrawing a Submittal
Both draft and final SOWs may be withdrawn by an Agency. Once an SOW is withdrawn, no further action can be
taken by the submitting Agency or DIR.

From the SOW landing page, locate the SOW to be withdrawn. Click on the ellipsis (...) icon and select Withdraw:

= To submit a Draft SOW to DIR, dick the button on the right
@ Draft » (Click on "..." on the submitted SOW to perform the following actions: I R
- Final = Submit a Final S0W, withdraw a SOW or submit Additional Documents Dwat of Porrte: Remeins.

=+« amendment Draft = Submit a Draft Amendment or submit a Final Amendment pp—
. . ) - e Submit SOW To DIR
* Amendment Final = (lick here to email technical suppert for assistance with this site .

A

B Select S50WID S50W Submitter Name SOW Type Item ID SOW _Status S0W Name

There are no items to show in this view of the "sow_documents” document library. To add a new item, click "Mew" or "Upload™.

Select SOW ID SOW Submitter Name S0W Type Item 1D S50

" OAG-000851 Mary Vickery Test  Need to include in next round of changes with Phase Il - Draft DIF

Ry OAG-000845 Mary Vickery Test  draft test Ap

% OAG-000845 Mary Vickery Test 120915 Final SOW Test View Properties DIf
% OAG-000838 Elizabeth Test OAG Test Document - Copy Additional Documents DIf

% OAG-000838 Elizabeth Test OAG Test Document % Withdraw 841-AMD-1  DIF

% OAG-000837 KellyWelchTest  TEST SOW - Draft Ap

By OAG-000795  Mary Vickery Test  Sample draft SOW == Draft Wi

v OAG-000794  Mary Vickery Test  TMD Draft Test == Draft Ap

A new page will appear. Enter a comment and select with Withdraw button. An Agency does not need to provide
DIR justification for the withdrawal, only a statement advising the SOW is being withdrawn.

texas.gov needs some information x
- O _
S e
Cancel
../._
( & Tosubmit a Draft SOW to DIR, dick the button on the rigl
@ Oraft = Click on “..." on the submitted SOW to perform the follow
«= Final = Submit a Final S0OW, withdraw a S0OW or submit A
«+  aAmendment Draft = Submit a Draft Amendment or suimit a Final Ame
* e+ amendment Final s Click here to email technical support for assistance with tl

The Agency submitter will receive an acknowledgement e-mail for the withdrawal.

Upload Additional Documents
Rev 09 01 2017 14
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In instances where additional documentation is required, the following steps are taken.

From the SOW Portal, select Upload Additional Docs for the applicable SOW.

SOW Type = To submit a Draft SOW to DIR, dick the button an the right
@ Braft = Click on “..." on the submitted SOW to perform the following actions:
<« Final = Submit a Final SOW, withdraw a SOW or submit Additional Documents
= Submit a Draft Amendment or submit a Final Amendment

==+ Amendment Final = Click here to email technical suppert for assistance with this site

B Select S50WID SOW Submitter Name SOW Type Item ID SOW _Status SOW Name

There are no items to show in this view of the "sow_documents" document library. To add a new item, click "Mew" or "Upload".

Select SOW ID SOW Submitter Name SOW Type Item ID SO

" OAG-000851  Mary Vickery Test  Need to include in next round of changes with Phase Il - Draft DIF

By OAG-000845  Mary Vickery Test  draft test Ap

s OAG-000845 Mary Vickery Test 120915 Final SOW Test View Properties DIf
R OAG-000838 Elizabeth Test OAG Test Document - Copy Additional Documents DIf

%  OAG-000838 Elizabeth Test OAG Test Document 3 Withdraw 841-AMD-1 DIF

% OAG-000837 KellyWelchTest  TEST SOW we  Draft Ap

By OAG-000735  Mary Vickery Test  Sample draft SOW «ss  Draft Wi

v OAG-000794  Mary Vickery Test  TMD Draft Test == Draft Ap

Upload the additional document and add comments in the comments box.

SOWID: OAG-000695

Upload Additional Document
Additional Document natice pdf
116.04 KB

Comments:

Carrections made to SOW reflecting new point of contact.

 REVIEWAND SUBMIT

Select Review and Submit.
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SOW Additional Document Submission

SOwW ID: OAG-000719

Upload Additional Document

.' 2013.4.2 Government & Legislation.pdf
“| 189KB

Comments: NOTE: Word-wrap may not be automatic - please enter carriage returns
Additional documentation for SOW submitted

Edit Confirm Submit

Note:

e It'simportant that the name of the file that you're uploading is unique, different from any other
document that has been uploaded to this site/application in the past.

e Note: Avoid using special characters in the name given to the files that are uploaded to the SOW
Application. Examples of special characters include: !, “, #, 5, &, (, ), *, +

You will have the option to edit prior to submitting. After you have reviewed your submission, select Confirm
Submit.

A message will display advising the submission was successfully submitted to DIR.

Your SOW Additional Document has been successfully submitted to DIRI
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Amendments or Change Orders

All amendments or change orders, are to be submitted to DIR for approval. This includes any changes to the
scope regardless of cost. The Amendment Review is the same two-step review process as an SOW, Draft
Amendment Review and Final Amendment review.

Submitting a Draft Amendment

To submit a Draft Amendment for an existing SOW for review and approval, the Final SOW must have the status
of “Signed and Closed”. If the Final SOW is not “Signed and Closed”, then the option to submit a Draft Amendment
will not be available.

Locate the Final SOW that you wish to amend.

Notes:
1. It may be useful to use the sort and/or filter features to locate the SOW you want to work with.
2. The system does allow for there to be multiple ‘Final’ SOWs for a single ‘Draft’ SOW. It is important to be
diligent in locating and taking action on the correct ‘Final’ SOW.

= To submit a Draft SOW to DIR, dick the button on the right
@ Draft = Click on "..." on the submitted SOW to perform the following actions: I R

««« Final = Submit a Final SOW, withdraw a 50W or submit Additional Documents Dot of Wiermmation Ruswens

* =+ aAmendment Draft = Submit a Draft Amendment or submit a Final Amendment pp—
. . ) - e Submit SOW To DIR
+ =+ Amendment Final = Click here to email technical support for assistance with this site

.-/.

B Select SOWID SOW Submitier Mame SOW Type ltem ID SOW_Status 50

There are no items to show in this view of the "sow_documents” document library. To add a new item, click "New" or "Upload".

Select SOW ID S0W Submitter Name 50W Type Item ID S50W Status

R OAG-000845 Mary Vickery Test 120915 Final SOW Test === Final DIR Review

Py OAG-000794 Test William OAG TMD Test Final sss Final Signed and Close

Py OAG-000794 Test William QAG Multi-Final Test 001 pproved for Sigi
Ry OAG-000792  Test William OAG Test-022-SOW-Final View Properties gned and Close

Py OAG-000770 Mary Vickery Test 120 Final Test Additional Documents igned and Close

Py 0AG-000768 Mary Vickery Test 118 Final Test Draft Amendment igned and Close

Py OAG-000767 Mary Vickery Test 117 Final Test «ss  Final Signed and Close

Py OAG-000766 hary Vickery Test 116 Final Test ==« Final signed and Close

=3 AR, ARNTED [ PR - IOV AUE Fimal Toct il Cimmnd nmd Flocn

Upon selecting “Draft Amendment”, a screen will appear. This form is like the form used for the submission of
Draft and Final SOWs.
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SOW Draft Amendment

SOW ID: OAG-D00792
SOW Amendment Type: AmendmentDraft
Current SOW Final Value: $ 75000 Asgfarichs (%) denote 5 required ffald.

Revised SOW Final Value: %

Current SOW End Date: 12/31/2016
Revised SOW End Date: Em

Comments: MOTE: Word-wrap may not be automatic - please enter carriage returns

SOW EXPEDITE: []
Fite mame musf nof contain the folowing common invalid charscfers: # % & *- == 7,0 |}

Upload AmendmentDocument:

@l Click here to attach a file

DIR Due Date: 2772017 Review and Submit

SOW Draft Amendment

Note:

e |tisimportant that the name of the file that you’re uploading is unique, different from any other
document that has been uploaded to this site/application in the past.

e Avoid using special characters in the name given to the files that are uploaded to the SOW Application.
Examples of special characters include: !, “, #,$, &, (, ), *, +

The red text that you see in the header section, provide you with some reference material.

0 The Current SOW Value text displays the value that was provided in either the submission of the
Final SOW or the last approved Final Amendment.

O The Current SOW End Date should reflect the latest expected/estimated end date of the
SOW/Contract that was provided in either the submission of the Final SOW or the last approved
Final Amendment.
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Submitting a Final Amendment

To submit a Final Amendment for review and approval, there must be an approved Draft Amendment. If the Draft
Amendment is not “Approved”, then the option to submit a Final Amendment will not be available.

= To submit a Draft SOW to DIR, dick the button on the right
@ Draft = (lick on “..." on the submitted SOW to perform the following actions: IR
«ee Final = Submit a Final SOW, withdraw a S0W or submit Additional Documents e ]
*  Amendment Draft = Submit a Draft Amendment or submit a Final Amendment

Submit SOW To DIR

fe Amendment Final = (lick here to email technical support for assistance with this site

SOW Submitter

There are no items to show in this view of the "sow_documents” document library. Te add a new item, click "New" or "Upload".

Select SOWID SOW Submitter Name SOW Type Item ID
Ra OAG-000794 Mary Vickery Test 123 Final Test «»  AmendmentDraft OAG-000794-F797-Al
Py OAG-000794 William Fang AmendmentTest-001 - Copy J94-F797-Al
Ry OAG-000794 William Fang AM_002 - Exp View Properties 94-F797-Al
% OAG000794  MaryVickeryTest 768 draft amendment was ¢ Additiona] Documents 04-F797-Al
%  OAG000792  Mary VickeryTest 000794 Amendment 1 draft Withdraw 02-F793-Al
By 0OAG-000770 Mary Vickery Test 770 Draft Amendment Final Amendment 70-F790-Al
"y OAG-000769 Mary Vickery Test 769 Draft Amendment «os  AmendmentDraft OAG—O{PDJ?SQ—F?BQ—AI

The form that appears to you, will look exactly like the form that was presented for the submission of a Draft
Amendment
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SOW ID: OAG-000794
S50W Amendment Type: AmendmentFinal
Current SOW Final Value: § 73000 Astarizkz (%) denote & required field,

Revised SOW Final Value:$

Current S0W End Date: 01/21/2047
Revised SOW End Date:

Comments: NOTE: Word-wrap may not be automatic - please enter carmiage returns

Fite name musef nof contain the following common invalid characfers: # % & *- <> 27|}

Upload AmendmentDocument:

il Click here to attach a file

DIR Due Date: 12/28/2016 | ~ Review and Submit

e Itisimportant that the name of the file that you’re uploading is unique, different from any other

document that has been uploaded to this site/application in the past.
e Avoid using special characters in the name given to the files that are uploaded to the SOW Application.

Examples of special characters include: !, “, #,S$, &, (, ), *, +
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Password Reset

Passwords can be reset from the sign in page. Simply select “Forgot Password” a screen will display requesting
you to provide either your User Name or Email Address. Once you select submit, an e-mail will be auto-
generated to the user providing a temporary password.

Forgot Your Password?
Enter your User Name or Email Address to receive your password,

|Jser Mame or Email Address

Go back to login

Technical Support

Should you require additional assistance with technical support simply email identity.support@dir.texas.gov and

include a statement regarding your specific need.

Chief Procurement Office
Texas Department of Information Resources
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