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PROCEDURES TO

REPORT SALES TO TXMAS

The quote is entered into TxSmartBuy upon purchase.

STEP ONE
£?r

?*jf

Go to: http://www.txsmartbuy.com/

You will need: 1. TxSmartBuy Sign in email address and password
(usually managed by Purchasing Depf. or Auditor—if you
do not have yours, contact TxSmartBuy]

2. Kofile's Quote for Preservation Services

STEP 1W0

@MAIN PAGE

Click on the link at the

top right of the page:
Sign in

Sign into
the system

£ Windowon.Srarc (jovcrnmcnr

JTxllRv-riBuy

Top item Categories

Agency/CO-OP/Contractor Sign In

STEP THREE

Sign in below to checkout *fth an exi&img account This sign n is
fen purchasers and contractors only Public users can search the
wehsto^e witmut signing m

Email Address uequifedt

Password (required)

W.. Forgot passiwrc?

| Wim.iov.'iMi,St.-ic«*( >lv

Use the Search Bar at

the top left of the page
to enter: Kofile

Qt^-vB,My

STEP FOUR

NEW: Contract/Contractor Search

Now yot. can conduct a searr.fi to narrow cow a •isl of_
cortracfs Dr canl^af.tors and tnen v«* tne reiatec

iters sn tne main item seamn

This new search is helpful if vou c^:v know a dealer

name an nigp ciass number the Feoera.' GSA

KA*taM&Ay

SignIn «J@ ••'

l*«icn Conw*cts ft Cor>tr»ctor*

Biowm Contract*

NEED MORE HELP?
jj For additional help logging in or
| entering orders, email
I txsmartbuv@CDa.state.tx.us or call

TxSmartBuy toll free 888-479-7602
or 512-936-2764 (in Austin).

*Q*nt<f GO OP typm 5 0

1 Result Found for "kofile"

@SEARCH RESULTS

Click the blue button:

Add to cart

A
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STEP FIVE

@ADD ITEM TO CART

Add Item to Cart

•MB tnfonMtnft SNpping Oattitc

Oca*- \ * i • ,«.<,> •

Commodity Cod«

U*Mtf*ne«:$l.Gdj*y

Dttcrtpttan:

Ad*&m#attf8*s J*JMM**'«ft»ma» to fly >"''w^*^#?
luDtOU): SO 00

*nc* ottcnpmn

Total' SI.305.83 xc*kw *.«UtoC»l

Complete the following prompts, if applicable:

• Enter total quote $ amount as the QUANTITY:
If quote amount is $1,305.89. then enter $ J,305.89 as the item quantity.

D If dealers are available, choose dealer from the pull down.

• Enter the amount for non Incidental fees as the quantity of the $1 item.
(Kofile does not quote any non-Incidental fees).

O Add other charges using the 'Charges tab,' if necessary.

O Choose Delivery date.

• Choose Shipping Address.

Internal Tracking No.: Use the County-issued Purchase Order No.

Add to Cart.

Checkou! Confirmation
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Attach Kofile quote:
Attach File to Item >

Choose File

Type in the box 'Add
Note to Item': See

attached Quote #...

Proceed to checkout.
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