How to Complete an Assigned Deliverable in PAVES

When a vendor is assigned a deliverable, they will receive a notice three days before and on the due date.
Then, receive a notice every day once it is past due.

The notification will look like the following:

Subject

Message

To upload your deliverable, log into PAVES, click the “Contracts” tab at the top, and then click “Manage
Contracts”:

M7 TRSBPAVES®'  Genemlinfo.  soiicitation Orders  Invoicing

4 o0 B ¢ Supplier Portal Manage Contracts

. Y

Onboarding Progress

Cnmlp'nany Confirmed Bidder .
Profile v Onboard Pending
Preparation There is no item requiring
— v Gather Information your attention at the
|'/ 0 \'| moment.
I\_ _/I Approval in
PED in Deaoeace J PrGErESS
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You will come to a list of your contracts.

Note that there are many filters set up at this view. If you want to remove the filter, you can click the “x” in
the Status section to remove all filters or the “x” next to the status you would like to remove.

Click the pencil icon next to the contract with the due deliverable.

¢ 9% Manage Contracts

This wil clear all fiters.

Keywords Type h Status

+  P&C Final Anproval for close-out » Pending close-out |0'v| Reset

Vendor Approval for close-out Signed

This wil clear that

oaricuer e Final Invoice - Pending % CM - Vendor performance pending

Filters Status: P&C Final Approval Icrtlose-uu Pending close-out % Vendor Approval for close-out X Signed X Final lnvoice - Pending % CM - Vendor performance pending ¥ CM sels up Deliverables and Projections X Releasel
Send Close Qut Letter %

Code Contract Type End Date Global Contract Amount
) CTROOO8EE-2 19-0000204-04 Amendment #3 Master Agreement 8/31/2025
CTRO00794-3 20-0000263 Amendrment #7 Master Agreement 8/31/2025

2 Recordl [ Click on the pencilicon next to the contract that

has & due deliverable.
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When you enter the contract record, you will want to go to the black column on the right-hand side and click

the “Deliverables” tab.

Hierarchy
Team

Documents

Sub-Contractors /

Communication

Orders

When you click on
the pencil icon next
to your contract
record, you will
want to go to the
deliverables tab.

Contract :

Contract
Contract
20-0000]

Contract Dy

CJWLHHLL

Type
Master Al

Reference
20-0000]

Deliver

Contracting

You will see the deliverables as a list when you click on the deliverables tab. They will not be listed by the due
date. To list the deliverables by the due date, you can click the column header to have them sorted by due

date.

Deliverables

Deliverable name

r January Progress Assessment Report (PAR)

April Progress Assessment Report (PAR)

F April Progress Assessment Report (PAR)

can click on the

'Deliverable due date" column.

[ To put the deliverables in order of due date, you ]

Deliverable description
Provide January 2024 monthly PAR Form
Provide April 2024 monthly PAR Form

Pravide April 2025 monthly PAR Form

=

Deliverable due date

1/3172024

4/30/2024

4/30/2025

fiea i =

Deliverable status

Open

Open

Open
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Mow the deliverables are

Deliverables listed in Due Date Order

. N .
Deliverable name Deliverable description Eelwerable due date Deliverable stat|
2 Qctober Progress Assessment Report (PAR) - Provide October 2023 monthly PAR Form . 10/31/2023  Open
& Movermnber Progress Assessment Report (PAR) - Fl%vitle November 2023 monthly PAR Form 11/30/2023 Open
2 December Progress Assessment Report (PAR] - Provide December 2023 monthly PAR Form 12/31/2023  Open

Click on the pencil icon to go into the deliverable to upload your deliverable documentation.

Eey TRS$PAVES i General Info.  Solicitation | @ontractsyy Orders  Invoicing
Fracan

rnent aed berdos ¢-Systen

Contract : 20-0000263 - 20-0000263 Amendment #8

To open a deliverable, click the "pencil” icon.

General info -
PAR: July 2021 PAR Form 5/1/2024 ff TRS Review \
Hierarchy :
ra PAR: June 2023 PAR Form 5/1/2024 § TRS Review
# Team
r PAR: July 2022 PAR Form 5/1/2024 § TRS Review
Documents
ra PAR: July 2023 PAR Form 5/1/2024 § TRS Review
¢ Sub-C ors This column lets you know the status.
AR ST, #  PAR: Augus 2021 PAR Form y 5/1/2024 | Met/Approved
e #  PAR:August 2022 PARForm  "Open" means that the deliverable has not been 5/1/2024'§ TRS Review
Communicatio #  PAR:August 2023 paRForm  Submitted to TRS. If you have submitted and the 5/1/2024 | TRS Review

status is still in "Open," please reach out to

= »  PAR: October 2023 PAR Fi 5/1/2024 | TRS Revi
SR # clober oM PAVEShelp@trs.texas.gov. e
ra PAR: November 2023 PAR Form 5/1/2024 § TRS Review
#  PAR: December 2023 paRForm  11vo Review" means that TRS is reviewing your 5/1/2024 | TRS Review
deliverable.
& PAR: January 2024 PAR Form 5/1/2024 § TRS Review
#  PAR: February 2024 paRForm  "Met/Approved” means this deliverable is complete 5/1/2024 § TRS Review
#  PAR:March 2024 parForm  @nd has been accepted by TRS. 5/1/2024 | TRS Review
& PAR: April 2024 PAR Form 5/6/2024 § TRS Review
ra PAR: May 2024 PAR Form 6/5/2024 | Open
ra PAR: June 2024 PAR Form 7/5/2024 | Open
& PAR: July 2024 PAR Form 8/5/2024 chn
& PAR: August 2024 PAR Form 9/5/2024 Open
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When you open the deliverable record, there are several items that you will want to take note of:

Who should you contact concerning the deliverable?

TRS Contact For Deliverable
KYLE Adrian

When is the deliverable Due?

Deliverable date

9/30/2024

What is the status of the deliverable?

Deliverable status

Open

| | .y | ol

List of potential Status:

Met/Approved

Not Required/Canceled

Met/Approved with Exceptions

Not Met (Final Decisions)

Open (Notices go out when in this status)

Returned/Still in Progress

VvV V V VYV ¥V V V

Met/Approved with Corrections

Open Status:

If you submitted a deliverable, and it is still in “Open” status, please contact PAVEShelp@trs.texas.gov.

When do Notifications go out?
Notifications will go out to the Vendor and the Contract Manager:

o Three days before the due date of the deliverable
e The day the deliverable is due
e Every day the deliverable is past due
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What is the deliverable is required?

The name and description will provide information on what is needed for the deliverable.

Deliverable name

Insurance Certificate 2024 - 2025

Deliverable description

Meed an updated insurance certificate for coverage from 10/1/2024
through 8/31/2025.

The current insurance certificate expires 10/1/2024.

1

How do | enter a deliverable?

You may be required to upload a document or provide confirmation of task that was performed.

s
@ @ Click or Drag to add files TRS and Supplier Communication

James - Per the contract on page 18, KPMG is supposed to update the
PAWVES system in the first quarter of FY25.
5| Upload document for testing.pdf @ ®
r Adrian - KPMG is confirming that PAVES was updated on 9/18/24

If your deliverable requires a y
document to respond to a
deliverable request, you can

add the deliverable here. This space is for communication between TRS and you
the contractor. The comments could be any necessary
comment.

Also, if a deliverable is to answer whether a performance
task listed in the contract was completed, you can enter
a comment here.

Above is an example of required performance task is
listed above.
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How do | submit a deliverable?

Contract Deliverable Manage extranet

oo o] e

Manage Deliverable

Contract
20-0000263 Amendment #8

Deliverable date You must FIRST click
9/30/2024 "Submit deliverable” in order
to initiate a workflow, which
will stop all notifications.

AFTER, clicking "Submit Deliverable"

If you do not see this button
Click "Save & Close" to exit on your deliverable record,
deliverable record. please reach out to
PAVEShelp@trs.texas.gov
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Below is a screenshot of the entire Deliverable Record:

Once you have completed answering the deliverable
by uploading a document or entering a comment, click
"Submit deliverable" which is needed to initiate a
workflow.

WL LW WL NSl P I TT O

Contract Deliverable Manage extranet

: N T

This is the person to

Manage Deliverable

contact if you have If you do not see this button, please
Contract uestions about the Deliverable date contact PAVEShelp@trs.texas.gov
20-0000263 Amendmen deliverable. 9/30/2024

TRS Contact For Deliverable

LAl If the status is in "Open" then
4 notifications will continue to go out.

Deliverable name Deliverable status
Insurance Certificate 2024 - 2025 Open
Deliverable description Deliverable approved date

MNeed an updated insurance certificate for coverage from 10/1/2024
through 8/31/2025.

This field is allows communication between
The current insurance certificate expires 10/1/2024. both TRS and you the vendor

3

® & Click or Drag to add files TRS and Supplier Communication

If the deliverable requires a
docuement, then you can enter the T

document here.

If the deliverable is to confirm a performance task listed in
the contract, you can confirm the task by enter information
here:

- 7N A PIAT Cmeme 11 /E MN0A e

Example of a potential entry:

Adrian - We have implemented the scheduled upgrade to the
PAVES system on 9/1/24.
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