TX-UNPS User Guide

Instructions for using TX-UNPS for Procurement Reviews




Getting Started

Before you can begin using TX-UNPS, you must be
assigned a user ID and password that provides the
required security rights. You must fill out the form FND-
100 and submit to TDA. Once this setup is complete,
you may use the Internet and your assigned user ID and
password to access and log onto the TX-UNPS web site.

https://txunps1.texasagriculture.gov/txunps/Splash.aspx

Tip: Save the link to your favorites list or create a shortcut to your
desktop for quicker access.


https://txunps1.texasagriculture.gov/txunps/Splash.aspx

Choose School Nutrition Programs
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Compliance Menu

1. Select the Compliance Menu.

School Nutrition Programs

applications | Claims | Compliance | | Year | Help | LogoOu

Welcome to the Texas Unified Nutrition Programs System
Welcome to the TX-UNPS Administrative Review Test Site

Last Updated: 8/19/2013

This site should be used for Administrative Review testing ONLY!
iding /| lving TX-UNPS ion Conflicts ( ised 07/12/2012)

= (07/12/2012) TX-UNPS only allows users to sign into TX-UNPS only a single time. If a user signs into TX-UNPS more
than once, a session conflict will occur and must be resolved by the user. The instructions for resolving session
conflicts can be found at http://www.texasagriculture.gov/Home/TXUNPS.aspx.

2. Select Procurement Review Tracking

Q Applications Claims Compliance Reports Security I Search ;5 Programs Year Help | Log Out
Compliance >
Item Pescription
Review Tracking Functions for tracking reviews.
Historical Reviews Functions for tracking historical CRE Reviews.
Procurement Review Tracking Functions for tracking procurement reviews.
Procurement Review Bulk Scheduling Functions for scheduling procurement reviews in bulk.
\ J




ﬁ Applications Claims

Procurement Review List >

00296 Status: Active
DENTON ISD
DBA:

1307 N LOCUST ST

DENTON, TX 76201-303
County District Code: 061-901
ESC: 11 TDA Region: 2

Details 39056 2019 - 2020

Click Details

Compliance | Reports | Security | Search

SNP Procurement Reviews

Review Lead Scheduled
Type Reviewer Date
Procurement Parks,
Christina

-——
»== Programs
**:

Closed
Date

| Year | Help I

Nbr of
Vendors

Log Out

School Year: 2019 - 2020

Status

Open




School Year: 2019 - 2020

VIEW | DELETE

SNP Reviews
Procurement Review Dashboard

00296  Status: Active
DENTON ISD

DBA:

1307 N LOCUST ST

DENTON, TX 76201-3037
County District Code: 061-901
ESC: 11 TDA Region: 2

Review Year: 2019 - 2020
CAP Due Date:

Final Closed Date:
Entrance Date:

Original Submitted Date:

Review Progress

Scheduled On-site

Closed

Review Details

Procurement Lead Reviewer:

Procurement Review v1

Review Type:
Review Form Set:

Review ID: 39056
Status: Open

Parks, Christina

Review Tools

Action

| Description

View | Modify
View | Modify

Review Information

Contracting Entity Contact Information

I Detail SFA Procurement Table Staff: (0)

Vendors: (0) I

Detail
View | Modify
View | Modify
View | Modify
View | Modify
View | Modify
View | Modify
Detail
Detail

Review Forms
Corrective Action Documents (0)
Recommendation (0)
Commendations (0)

Technical Assistance (0)

Notes to Contracting Entity (0)
State Agency Notes (0)

Review Attachments (0)

State Agency Attachments (0)

Vendors Selected for Review: (0)




Procurement Authority

Does your business office close for summer or another extended period time not associated with a holiday?

If yes, what date range is your business office personnel not available? From: To: )

Add Staff Count: 0

Adionl Name | Position/Title | Responsibilities | Contact Information

| No Staff Entered
Small Purchase Threshold Information @

What is the small purchase threshold for the LEA/SFA? 50000.00

What is the small purchase threshold for the State, if applicable? 50000.00
J/

Group Purchasing Organizations, Group Buying Organizations and Third Party Ent

Did the SFA pay a membership fee, join at no cost, or otherwise enter into an agreement with a Group
Purchasing Organization (GPO), Group Buying Organization (GBO) or third party entity?
If Yes, Provide Organization Name/Type
Add Count: 0
Adion|0rganizaﬁon Name |o-g=ninﬁm'rype
| No Organizations Entered

Type Vendor Count # Selected for Review
Micro Purchases

Small Purchases
Formal Contracts
FSMC Contracts
Processing Contracts

o|lo|eo|e|e
o|lo|o|o|o

Procurement Table
Summary Screen




SFA Procurement Table

Procurement Authority: Allows the CE to enter times that they will be unavailable.

Procurement Authority Staff: CE will enter their staff that handle procurement. This should
always at least include the CND and Business Manager/financial person.

1. Required sections include:
1. Name
2. Position/Title
3. Responsibilities

4. Contact Information

Small Purchase Threshold Information: CE should update the small purchase threshold for the
LEA/SFA.

GPO, GBO or third-party entity: CE should respond either yes or no and include the name of
the organization and the type.

1. Required sections include:
1. Organization Name

2. Organization Type



Vendors by Type

Micro purchases

1. Vendors by Type
1. Required sections include:
1. Vendor name

2. Vendor ID (CE can use the same number referenced in accounting documents)
3. Goods/services provided
4. Total amount paid to vendor

5. Goods/services purchased(drop-down)

6. How many purchases per vendor and comments if they choose other in the drop-down
box.

CE should not check the box, “selected for review”. Reviewer will be
responsible for determining vendors for review.




[Parchagan fram werdons vithsd it £330 o balew)

Mizre Purchase Vendars
(Punchasss from vandors valued ar §3,500 or balow)

add Vender Coants
Aitusn | Vpnder e Weraler £ Cnadu e e Tokai P | 0 Pershases | Commants Arievied
oy |ABC Micez Vendar 212343 Fruz $2.500.00 z 0
[ sty |6ro acrn vesdr T | vagecabinn L7008 3 [
"
Hicrs Pwrchass Vandar Maslyuis
Requirsd L
Cousd o Ravrarpe for Baverss
&l pary hethase venden 2 i i
@ -y gy bewr et I

Micro
Purchases

Add Vender Count: 2
Action | Wendor Mame Wenior 1D Gonds Serviies Total Paid ¥ Purchased | Comments Seleited
Modify |ABC Micro Vender 012345 Fruit $2.500.00 2 ]
Meddify |EFG Micro Vender £347879 Vegeubler $1.700.00 ¥ @
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Vendors by Type

Small Purchases

1. Vendors by Type

1. Required sections include:

1.

2.

3.

7.

8.

Vendor name

Vendor ID (CE can use the same number referenced in accounting documents)
Goods/services provided

Total paid to vendor

Goods/services purchased (drop down).

One time or multiple purchases (drop down).

More than one response?

Contract obtained through GPO/GBO/non-SFA only coop?

CE should not check the box, “selected for review”. Reviewer will be
responsible for determining vendors for review.




[Purchaas from wendom vakesd a2 §153,000 or Below, or mast restricties thrashold)
A Vandor LEASFA Thraiold: Stane Theaibeld: Caust: 2
Action Wadal HEEE Nardar bD | Gieda debraboes Tortal Puddl [Ty FtErted
Wi [| My | HI) Bemal Varadir DET4S Crenn $33.0%0.0 @
Wiater [| Ml | LM Semall Wender DiSHTE Rafragarate Ruplaceras $15, 830,00 =]
Small Perchass Vendors by Tree Small Purchass Vandor Analysis
Vandoen could ba i one mare than grousng. \andar could be in ore more tan groupng. "0ps 08B0/ Thicd Sy and "Only One Reapones’ are
“Gipa/ GBI Thind Party” s=d “Only Ons Essporas” 5w not not musally seciusive.
wrutuily axchadbe — Salected
E- [y —— [y ——
GRIVGEOThind Parmy 2 i i
nly One Ridgense a ] a
P 0 ] 0

o ———

ook

== Gnly Ons Rmponee
e Small
[Purchapes from vendors valued a2 §150.000 or below, or mest restrictive threshald)
Add vender LEA/SFA Thrasheld: Sxate Threshald: Coumt: T
Action | Vendor Mame | Wesador 1D Goods Tobal Paid Ceenments Belected
View | Moddy | HI Small Vendar 01245 Owvan §135,000.00 3
View | Moddfy | KM Small Vendar 0132478 Rafrigeratcr Raplacemant 415,400.00 (=]




Vendors by Type

Formal Contracts

1. Vendors by Type

1. Required sections include:

1.

2.

3.

9.

10.

Vendor name

Vendor ID (CE can use the same number referenced in accounting documents)
Goods/services provided

Contract Value

Solicitation Type

Contract Type

Contract duration

More than one response?

Contract obtained through GPO/GBO/non-SFA only coop?

Amendments?

CE should not check the box, “selected for review”. Reviewer will be
responsible for determining vendors for review.




Formal Contract Vendors

Sl Bidhs/'Compatitve Proposals (vendar conoraces valesd above $150,000, or ot o7 above the State’s/LEA's small purchase cheeshald)

Adid Verdor LEASSFA Thereshold: State Threshokis Couni 2

Mction e Pame Wander Bl L ) Eonirai Valus | Cammenis

Wieew | Modily | NOP Formal Coatrat O1X54TE Prafuiiionil Claaning Sarvics $45,003.00 @

View | Modify | QRS Formal vesdar QUIZIETTAES  |Professionsl Painting §12.000.00 (=]

y

Formal Contracis Vendors by Type Formal Comtracts Vesder Analysis

Vanders csuld ba in s Mo than grouping. Vindars could ke in one mons than grouging. "Gpa/GEO Third Pary” s "Ouly One Rasponsa” are

“Gpe/ G0, Third Party™ and “Only One Responss” e not st mutsally sxclugive,

miytyally sk, F—— Salucted
- to Review for Review

GPO/GEOY Third Party 2 1 1
Only One Response ] ] ]
ANl Ocher o o ]

@_.. lecrion reg have been mex, I

=l Formal

B Contracts

Swaled Bids/Compatitiea Proposals [vender contraces valusd abeove $150,000, o at or above the State's/LEA's small purchase thresheld)

24d Vender LEA/SFA Thrashedd: Stata Thrasheld: Count: 2
Action Wendies Manve Vendor ID | Goezeds f Bervices Comiract Value Comanenis
View | Modify | NOP Formal Contract 0123478 Professional Cleaning Service £43,000.00

@@[

View | Modify | QRS Formal Vendor 01523877463 | Professional Painting §12,000.00




Vendors by Type
FSMC Contracts

1. Vendors by Type

1. Required sections include:

1.

2.

3.

9.

10.

Vendor name

Vendor ID (CE can use the same number referenced in accounting documents)
Goods/services provided

Contract Value

Solicitation Type

Contract Type

Contract Year

More than one response?

Contract obtained through GPO/GBO/non-SFA only coop?

Amendments?

CE should not check the box, “selected for review”. Reviewer will be
responsible for determining vendors for review.




Faodl Sarvite Manbge=ar Comaaty Cantracts
Add Vander Caurm: 2
Action vendar hame Vandar 85 oanta i Comtract Valus. | tommenta ]
Wiew | Modify | TUV FEMC Contract 13487834 vegessties §503,323.60 @
|| v 1 mccity [ wixy FSME Cantrace BIMMS41268 | Frait $225,258.85 %
FSMC Costracts Vendors by Trpe FSMC Comtracts Vesdor Asalysis
Vinders could b in sae meos thin Grousing. Vinders could bi in 2% M IR SFoeping. "GRa/GB0Third Party” and “Only Dad Ridponie” ane
“Gpa/GEOYTHird Parry” and “Daly One REspoase” §re not st aitadly @t
irad Salected
== o Raviem for Review
All FEMC Coneracts Vendars 2 2 1
& MifeMum SEe0n 80w MMEALE Rave nen bees mer I
Cownt
- G20/ GB0 Thisd Party 2
[ Daly One Response L]
Al Othars ]
FSMC Contracts 2
Food Service Management Company Contracts
Add Vendor Count: 2
Action wendor Name. vendor ID. Goods/Services Contract Value Comments Selected
| View | Madify | TUV FSMC Contract 125487854 Vegatables $505,521,00 @
| view | Modity [wier FsME Contrace 8774541269 | Fruit $125,498.03 [C)




Vendors by Type

Processing Contracts

1. Vendors by Type

1. Required sections include:

1.

2.

3.

8.

9.

Vendor name

Vendor ID (CE can use the same number referenced in accounting documents)
Goods/services provided

Contract Value

Procurement Type (drop down)

Contract Duration (drop down)

More than one response?

Contract obtained through GPO/GBO/non-SFA only coop?

Amendments?

CE should not check the box, “selected for review”. Reviewer will be
responsible for determining vendors for review.
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Processing Contracts A
Processing Contracts
Add Vendor Count: 2
Action vendor Name. Vendor ID Goods/services Contract Value Comments Selected
| View | Modify |CDE Processing Contract | 98954875 Cash Register £152,000,00 @®
| view | Modify | 288 Processing Contract | 78439554 Computer £500,000.00 @

Processing
Contracts




Sample Selection

» The required number of vendors
to sample is automatically
generated in TX-UNPS.

» This number is the minimum, so
more vendors can be reviewed if
necessary.

IATUNFO

{) Applications | Claims | Compliance | Reports | Security | Search £ Programs | Year | Help | Logout

Procurement Review List > Procurement Review Dashboard > SFA Procurement Table > School Year: 2019 - 2020
Contracting Entity Procurement Table
Micro Purchase Vendors
00296  Status: Active
DENTON ISD

1307 N LOCUST ST
DENTON, TX 76201-3037
County District Code: 061-01

ESC: 11 TDA Region: 2
Micro Purchase Vendors N
(Purchases from vendors valued at $10,000 or below.)

Add Vendor Count: 2
Action |vendor Name Vendor ID Goods/Services Total Paid # Purchases | Comments Selected
Modify [ABC 12345 food $2,500.00 12 ®
Modify |xyz 123 food $0.00 0 ®

Micro Purchase Vendor Analysis

Required Selected
CoLnt to Review for Review
All Micro Purchase Vendors 2 1 0

!> Minimum selection requirements have not been met.




O  The reviewer should request the following documents from the CE:

Q
Q

a

o O

0O 0O 0 O

Documentation Requests

Vendor paid list/summary report of expenditures by vendor.

Supporting procurement documentation (solicitations, evaluation, and contracts) for each vendor selected fi
review [2 CFR 200.318(i)].

The CE's procurement procedures [ CFR 200.318(a) and 7 CFR 210.21(c)].
Written Code of Conduct [2 CFR 200.318(c) and 7 CFR 210.21(c)].

Solicitation documentation (copies of quotes and/or sealed bids/competitive proposals issued, and
advertisements published, as applicable).

Responses (quotes for informal procurement procedures and bids/offers for formal procurement procedures).
Evaluation and scoring results used to select the contractor (for competitive proposals - RFPs)
Final contract awarded and contract notification documentation.

pportin documentatlon such as purchase orders and/or receipts/invoices for vendors selected for review
FR 200.318(i)). The State Agency reviewer will examine three receipts from each vendor selected for
rev1ew The State has the discretion to request receipts/invoices as follows: three invoices provided in one
month from the vendor; one invoice a month for a three-month period; or otherwise as the State Agency
chooses.

Amended contract language, as applicable (The State Agency will need to review amended contracts to
determine if a material change was created by an amendment).

Prior year value of USDA food planned assistance levels for processing contracts for self-operating
CEs with a FSMC.



In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rig
policies, the USDA, its Agencies, offices, and employees, and institutions participating in or ad
programs are prohibited from discriminating based on race, color, national origin, sex, disabilit
or retaliation for prior civil rights activity in any program or activity conducted or funded by USD

Persons with disabilities who require alternative means of communication for program informatio
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) wh
applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contac
through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made
languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Fo
3027) found online at: http://www.ascr.usda.gov/complaint filing cust.html, and at any USDA office, or
letter addressed to USDA and provide in the letter all of the information requested in the form. To request
of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

mail:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-9410;

fax: (202) 690-7442; or email: program.intake@usda.gov.

TEXAS DEPARTMENT OF AGRIC
COMMISSIONER SID MI

This institution is an equal opportunity provider.


http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

