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OPERATIONAL SERVICES DIVISION

How to Maintain Departments and Locations

This Job Aid shows how to:
+ Create and maintain departments and locations in COMMBUYS

Of Special Note:

Departments and locations are entered into the system by the Organization Administrator (OA) after discussion with the
Agency Chief Procurement Officer and Chief Fiscal Officer. Thought and structure must be developed or known to ensure
that the organization structure is established properly. OAs maintain the departments, locations, users, and approval
paths for their organization in COMMBUYS. The set-up options available for OAs in COMMBUY'S provide systematic
control of the end-to-end procurement process including document creation rights, viewing privileges, and user workflow
within their organization. NOTE: A department and a location must be assigned prior to adding agency users. If your
organization does not have a department and a location, you can duplicate your organization (and/or department)
information to satisfy that requirement.

Screenshot Directions ‘

COMMEBUYS = o Step 1: Logging In

1. Launch the COMMBUYS website by
entering the URL
(https://www.commbuys.com) in the
browser or by clicking the hyperlink
COMMBUYS.

2. Click on the orange Sign In button in
the upper right hand corner.

3. Enter your Login ID and Password
and click on the Sign In button.

siness hours Friday) at 1-888.6

Attention Vendors: 54 Newly posted bids - Week of 4/11

e ]

Welcome to COMMBUYS

Login 1D

Password

Login Assistance
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Screenshot Directions

Organization Administrator Home

wavqrrse:wrg: Sywem Confgiradion  Mainsenance Tables

Maintain Agency
Organizations/Departments/Locations
his section is used to administer agency
organization, department and location
information

Maintain Workflow Paths and Settings
Tris section is used to administer workflaw
paths and settings

Maintaln Agency Approval Paths and
ettings

s section is used to administer agency
approval paths and settings

Maintain Agency Users
Tris section is used to maintain agency
users

Maintain Assignment of Commodity-£PPs

ass0ciation of purchasers with commodity
codes

Maintain Document Attachment _[e)
Repository
This secton is used to maintain fies in the
document atachment repository | e
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Step 2: Opening the
Department/Approval/Users Tab

This is the Organization Administrator home
page which has a Control Center for all
actions related to department configuration
and maintenance.

The home page opens to the Department/
Approval/Users tab. This page is the main
menu and the starting point for any
department, approval, and user maintenance
actions.

Organization Administrator Home

Department/Approva/Users  Document Serings  System Corfiguration  Mamtenance Tadles

Maintain Agency
Organizations/Departments/Locations
his section Is used to administer agency

organization, department and location
information

Malntain Workfiow Paths and Settings
This secton 1s used to admnister workflow
paths and settings

Maintain Agency Approval Paths and
Settings
This section is used to administer agency
approval patns and settings

Malntain Agency Users.
Trus section Is used to maintain agency
users

Malntain Assignment of Commodity-EPPs
0 Purchasers

This section is used to administer the
association of purchasers with commodity
codes

Maintain Document Attachment [

poscions
e ey | A
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Step 3: Opening the Maintain Agency
Organizations/ Departments/ Locations
Page

To add or edit a new department, click on the
Maintain Agency Organizations/
Departments/ Locations icon.

COMMBUYS will open the Maintain
Organization & Department view for the
User’s Current Organization.
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Step 4: Opening the Maintain Organization

Page
Agency Organization Administrator Home g
[ Maltan Ageney Orgntaions Click on the Maintain Organization
S o |MesanSuingy Departments icon to add and maintain

organizations

department information.

This allows you to maintain Departments,
which are the second tier of the organizational
structure in COMMBUYS.

Maintaln Organization Departments
‘This section is used to maintain organization
deparments

Bit

Copyright & 2016 Periscope Holdings, Inc.- AllRights Reserved

Step 5: Clicking on the Add Department
Button

el . ‘ e A list of all departments for your organization
- - - displays.
To add a department, click the Add
Department button at the bottom of the page.

If you wanted to modify an existing
department, you would click on the blue
Department ID hyperlink in the Department
ID column.

(SEAE NN SEEE R AR RS

EEAERE AR AT 2F 4]
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Step 6: Adding a Department

To add a department for your organization,
any field marked with an asterisk (*), must be
completed.

Once complete, click Save & Exit.
Field Descriptions:

* Department ID — required; enter a unique
identifier for the address; a 5-digit alpha-

Add Department .
numeric ID. Once set, the department ID
cannot be changed
‘ * Organization — prefills with your current
Department nformation organization
. ‘ + Department Name — required; enter a
Department [ Organcation 1080 Cpritional Sarvces Onion name fOI’ the department
Digatmanand” S It v ° Status — select active or inactive only
* Allow Manual Override Encumbrance #
Wiow bangal Qv Encumbrance 0 o Encumirarce £Frafs - Not appllcable
snard * Auto Encumbrance # Prefix — Not
LSl e, S e s DS et 0 app|icab|e
Lt Cortrac access o el s choc, al Contracts associt " 0 ° lelt SOIICItatlon Access _ If CheCked,
Lot ) accs for aviarna s check s assnciated with this Daparimant el b kwred oot of el searches) SO|ICItatI0nS aSSOCIated Wlth thls
ey | oo = [ e department will be filtered out of external
T searches (e.g., Open Bids). (General rule
Copyrght & 2016 Percope Heldings, .-+ Rghes s
- should not be used.)

« Limit Contract Access — If checked,
contracts associated with this department
will be filtered out of external searches
(e.g., Active Contracts). (General rule -
should not be used.)

* Limit PO Access - If checked, POs
associated with this department will be
filtered out of external searches (General
rule - should not be used.)

. . . S Step 7: Maintaining a Department
Department Maintenance for: Operational Services Division
To maintain a department, return to the
Department Maintenance page (also seen in
Department D Department Name St(_ep 5) a_nd_select the department you wish to
edit by clicking the blue hyperlinked
RO Test Department ID.
RRO03 Test - Renee
RRODT Test- Renes
05014 050- L&F
0sp13 A0 RS
0sp12 0SDEE
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Step 8: Editing Department Information

This page is broken up into three sections.
Department Information, Department Address
List, and Department Location List.

Maintain Department for; Test - Renee

Department nformation

- m e In the first section titled, Department
" s N T Information, you are able to edit the
department name and status.

Ao Ml Oy Bt 8 A et it

Anenaild

Soebter  Sweblomine  Rem
Step 9: Editing a Department Address
@ In the secqnd section titled, Dt_epgrtment
Address List, all addresses within your
department may be added or edited.
Drurmw 50 Onpwtmnt afts am A infy St
[0 T b Pow Ofoute o

To add a department address, click on Add
Dept Address.

B %

(!}
[raftormaern ot
Moz
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Step 10: Adding a Department Address

To add a new department address to the
department you selected, complete the
required fields and click the Save & Exit
button.

Field Descriptions:

* Department Suffix ID — required; unique
identifier for the address; 5-digit alpha
numeric ID, once set, the ID cannot be
change

* Department Suffix Name — required;
description or name of address

» Status — active or inactive

Add Departmens Address * Copy from Department Address — if the
s w01 T res ) address being added exists for another
s Trm—— department, use the magnifying glass Icon
o . ;,‘,,;1 " @ to copy the address to the new
department address.

* Contact Name — required; contact for the
address

+ Address Line —required, Address Line 1

should be a valid street address if it's
going to be used as a ship to address.

Country™ US - United States of America v

* Address Line 2, 3 & 4 can be other
specific information about your address.
prs Floor #, Bldg. Name, etc.

et * Country — required; select from available
e Country Codes

Mobike

* City —required

» State/Province — required; select from
dropdown

*  Zip —required

* County — optional field

* Phone - required; phone number
including area code

* Ext —for phone number if applicable

* Fax — number can be entered if known

* Email - required; email address for
contact person

* Toll Free — phone number including area
code, if applicable

+ Alt Reference — alternate name for the
address, if applicable

* Mobile — cell phone number, if applicable

Save & Exit Save & Continue Reset Cancel & Exit

Copyright © 2016 Periszape Holdings, Inc_- Al ights Reserved
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Step 11: Adding a Location

In the third section, Location List, you are
required to have at least one location for each
lu::; Lu’ o Lecnion e . [ d ep artment.

To add a location, click on the Add Location
button.

Step 12: Adding Location Fields

Locations are the lowest level of the
organization structure and are typically used
for managing approval paths, default
addresses, and purchaser assignments.

Add Location fields include:

* Location ID -5-digit alpha numeric ID;
once set, it cannot be changed; 5-digit
alpha numeric ID, once set ID cannot be
changed

» Department — select department from the

Add Location dl’Op-dOWﬂ list
e R0 -Ts- e > * Location Name — required
e + Status — Active, Deleted, Inactive,
. . Pending
Department ccess v N D Location Type — Leave Department
i a Access as the default.
= a * Purchaser — optional if you want to have
a default purchaser for this location.
— e i Sel_ect from the drop-down
P Oen et 7 * Ship-to Department Address — choose a
R destination address
s st * Bill-to Department Address — choose a
s . bill-to address
S— — Once complete click the Save & Exit button
I Adg Shiget0 Acress Alowed Limit Scictation access for external users Ifcheckid a Soicitabons assaciated Y ths Locatian wil be fitered out of external searches
Departmen: Access ] Basic Purchasing linvencory User (1
Save & Exit Savie & Contmue Reser Exit
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Screenshot Directions

Note: For details on the additional features
below the address selection, it's
recommended you seek direction from the
Help Desk.

* Account Filter — This feature is not
enabled at this time

« Email To — optional; select a user from
the drop-down list for notification purposes

* Allow PO Receipt Variance — controls if
PO Receipt Variances are allowed

* PO Receipt Quantity Variance
Percentage (0.0% means no limit)
- % option to preset an amount of
variance in the items received

» PO Receipt Dollar Variance
($0.00 means no limit) - same as
above, using the dollar amount as
the qualifier instead of quantity

» Specify Purchaser Allowed — allows the
selection of a specific purchaser for the
location, all documents created by this
location will default to that purchaser

» Limit Solicitation Access — controls if
solicitations associated with this location
will be filtered out of external searches
(e.g., Open Bids)

* Limit Contract Access — controls if
contracts associated with this location will
be filtered out of external searches (e.qg.,
Active Contracts)

Step 13: Completing the Maintenance

e You are able to add as many departments,
department addresses, and locations as
— desired (there is no quantity restriction).

Once you are finished adding the department
addresses and locations to your department;
click Exit on the bottom of the screen to return
to the Departments page.
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