How to enter Subcontractors

You will need to log into PAVES and go to the contract record:

e C(Click the “Contracts” tab at the top of PAVES
e C(Click “Manage Contracts”
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Click on the appropriate contract record that has the approved HSP and requires uploading a list of

subcontractors.
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; Click the hyperlink or the pencil icon to get into the contract
| record you need.
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Once in the contract record, go to the subcontractor tab. You will find a copy of the approved HSP. You
will need to add the subcontractors listed on your HSP.
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Contract : 20-0000263 - 20-0000263 Amendment #7
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You will need to enter the
subcontractors listed on your

HSP.

To do this, click on the
subcontractor tab.

The approved HSP should be
uploaded and visible under the
subcontractor tab.

Click "Add Sub-Contractor" to
enter the information from your

\ HSP. )

The subcontractors that were selected and documented in your HSP will need to be entered into PAVES.
The selected subcontractors are found either in the attachment A portion of the HSP or the attachment B
portion of the HSP, depending on how you performed your good faith effort.

Below are examples of the two attachments:
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Attachment A — Subcontractor Selection:

HSP Good Faith Effort - Method A (Attachment A)

Requisiton# CTR0001234

Ry 217

Enter your company's name here: Prime Vendor

IMPORTANT: If you responded *Yes' to SECTION 2, items ¢ or d of the completed HSP' form, you must submit & completed “HSP Good Faith Effort -
Method A (Attachment A)" for each of the subcontracting oppartunities you listed in SECTION 2, Item b of the completed HSP form. You may photo-copy this
page or download the form at https:/fwww.comptroller fexas govipurchasing/docs/hub-formshub-sbeont-plan-gfe-achm-a.pdf

SECTION A-1:

Enter the item number and description of the subconiracting opportunity you listed in SECTION 2, ltem b, of the completed HSP form for which you are completing
the attachment.

Item Number: 1

SUBCONTRACTING OPPORTUNITY

Description: Pringing Services

1| [o] WA SUBCONTRACTOR SELECTION

List the subcantractor(s) you selected to perform the subconfracting opportunity you listed above in SECTION A-1. Also identify whether they are a Texas certified
HUB and their Texas Viendor Identification (VID) Mumber or federal Employer Identification Number (EIN), the approximate dollar value of the work to be
subcontracted, and the expected percentage of work fo be subcontracted. When searching for Texas certified HUBS and verifying their HUB status, ensure that you
use the State of Texas' Centralized Master Bidders List (CMBL)- Historically Underutilized Business (HUB) Directory Search located at

ttoioycna cos state b ustoassemblsearchiindex jsp. HUB status code “A” signifies that the company is a Texas certified HUB.

Company Name Texas certified HUB UT“EE ?E.m M“:[EIN QTE?;'::::“ p,in“g;:uf
e Contract

Company ABC E-vee [O-mMo| 1234567889 $10,000.00 5%
Printing company 1 [-Yes [1-Mo| 3455555555 $4,000,00 3%
Printing company 2 E-ves [I-Mo| 4563333333 $25,000.00 15%
C1- Yes [1-Ne % %
CI-Yes [J-No $ %
O-Yes [J-No 5 £

Attachment B — Subcontractor Selection:

HSP Good Faith Effort - Method B (Attachment B) Cont.

Enter your company’s name here: Prime Vendor

Rev. 217

Requisiton # CTR0001234

Clae e ) HSUBCONTRACTOR SELECTION
Enter the item number and description of the subcontracting oppartunity you listed in SECTION 2, item b, of the completed HSP form for which you are completing
the attachment.

a. Enfer the item number and description of the subconiracting oppartunity for which you are completing this Attachment B continuation page.
ltem Number: 1 Description: Printing Services

b. List the subcontracior(s) you selected to perform the subcontracting opporiunity you listed in SECTION B-1. Also idenfify whether they are a Texas cerified
HUB and their Texas Vendor Identification (VID) Mumber or federal Empliayer ldentification Number (EIN), the approximate dollar value of the work to be
subcontracted, and the expecied percentage of work to be subcontracted. When searching for Texas certified HUBS and verifying their HUB status, ensure that
you use the State of Texas' Centralized Master Bidders List (CMBL) - Historcally Underutiized Business (HUB) Directory Search locsted at

bttpoiimyepa coa state bousipassembisearchiindes jsp. HUB status code “A” signifies that the company is a Texas certified HUB.

i E—— Texas VID or federal ELN: ;j&?,::,:ﬂ.::t hi,::::;:d
E Contract

Printing Company 123 O-Yes [E-Ne| 2222273227 $10,000.00 5%

Printing Company 345 El-Yes [J-No | 44444444444 $20,000.00 10%
[O-Yes [J-No § %
O-Yes - Ne L 1 %
[-Yes [-No H| %
[-Yes [J]-No H %
O-Yes [1-No 1 %
[-Yes [1-Neo H 8
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Let’s look at the above attachment B as an example:

hifpmycpa cpa siafe Bousoassembiseachindex =0 H

Company Name
s P V0 SN e b Contract
Printing Company 123 O-Yes E-Mo| 2222222222 $10,000.00 5%
Printing Company 345 B-Yes [O-No| 44444444444  [$20,000.00 10%
[l-Yes . K £ L

One vendor is a non-HUB vendor and one vendor is a HUB.

Printing Company 123 — Non-HUB vendor:

Contract Sub-Contractor Manage extranet a8 r

& Save Save & Close m

Manage Sub-Contractor

Contract Status
20-00002463 Amendment #7 @ - Valid
EIN
Company Name Enter information from your HSP
Printing Company 123 about the selected subcontracts
Texas Certified HUB Texas VID or Federal EIN from either attachment A or
s e E— Attachment B
Yes
Approximate Dollar Amount Expected Percentage of Contract
10,000.00 5% ]

@ & Click or Drag to add files
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Printing Company 345 — HUB Vendor:

Manage Sub-Contractor

Contract

20-0000263 Amendment #7

Company Mame
Printing Company 345

Texas Certified HUB

Contract Sub-Contractor Manage extranet

oo [ omccon [ oo

Status

Valid

Texas VID or Federal EIN

Mo e
LA
Ethnicity Gender
Hispanic Male Q-

Approximate Dollar Amount
20,000.00

@ & Click or Drag to add files

Expected Percentage of Contract

10%

] CMBL HUB Documentstion.pdf @& (@

Since this is a HUB vendor,
please provide the Ethnicity
and Gender. Also, please
upload the CMBL
documentation that the
vendor is a HUB.

And this is what it will look like once you have entered your subcontractors:

Sub-Contractors

Supplier is self-Performing

Add Sub-Contractor

Company Name

w| H5Pis Required for this Contract

@ & Click or Drag to add files

Texas Certified HUB

# [  Printing Company 123 No
& m Printing Company 345 Yes
2 Recordis)

Contract : 20-0000263 - 20-0000263 Amendment #7

@KPMG 19-000016%_HSP_revisedpdf @ @

Texas VID or Federal EIN

222222222 10,000.00

4444440444 20,000.00

Approximate Dollar Amount 2

@ Save Save & Clasa

Expected Percentage of Contract = Attachments 2
5%
10% |

o
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Once you are done entering your subcontractors, please send a communication to Blender Hill to let her
know.

Go to the Communications tab and click “Send Message”

Contract : 20-0000263 - 20-0000263 Amends
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Enter your message and click “Save & Close”

Contract Manager Messaging 2 0 X

s

Send to
LonLact Contract Sender
Hill Blender Q- 20-0000263 Amendment #7 Blanks James
s
L
Email
Subject*

Subcontractors entered
Message *

Hi Blender -

just wanted to let you know that | have entered all the subcontrators from my approved HSP. Please let

me know if you have any questions or need me o do anything else.

Have a wonderful day!

vendor

4 p0 I Contract : 20-0000263 - 20-0000263 Amendment #7

eral info

Hierarchy

Communication Details

e

Team

Sent to Date sent Subject
#F [ Hill Blender 2/16/2024  Subcontractors entered
1 Recordis) o

Thank you for entering your subcontractors into PAVES.

Page 7 of 7



