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This Job Aid shows how to: 

 Update and add addresses to a COMMBUYS Vendor Account 

 Ensure that COMMBUYS electronic notifications and documents are sent to the proper person at their organization 

Of Special Note:  
There are several address types in COMMBUYS. Address types include: General Mailing Address, Bid Mailing Address, 

Emergency Mailing Address, Purchase Order Mailing Address, Remit Address, and Sales Address. 

Multiple addresses of each type can be stored, with the exception of the General Mailing address, which is the address 

added during vendor registration. This address type can be edited, but there can only be a single General Mailing 

Address. 

The person associated with a given address need not be a COMMBUYS user; however, OSD recommends the person 

have user rights in COMMBUYS to perform the work associated with the email notification. For example, the recipient of 

Bid notifications should have the COMMBUYS Seller role. 

Only users with Seller Administrator privileges can maintain a company profile (including maintaining and adding 

addresses to COMMBUYS). These instructions assume the logged in user has Seller Administrator credentials. 

This job aid contains two appendices. Appendix A provides a screenshot of a bid notification email looks like. Bid 

notification emails are sent to the email address associated with the Bid Mailing Address. Appendix B provides a 

screenshot of a PO notification email and a screenshot of a PO. PO notification emails are sent to the email address 

associated with the Purchase Order Mailing Address. 

Screenshot Directions 

 

 

 
Step 1: Launching COMMBUYS  
 

1. Enter the uniform resource locator 
(URL) address for COMMBUYS 
(https://www.commbuys.com) or 
(commbuys.com) in your browser. 
 

2. Once the COMMBUYS landing page 
displays click on the Sign In button. 
 

3. Enter your Login ID and Password and 
sign in to COMMBUYS. 

 

file:///C:/Users/pgmartin/Documents/commbuys.com
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Screenshot Directions 

 

 

 

Step 2: Accessing Maintenance Organization 
Tools 

1. Click on the Account icon to ensure 
you are logged in as the Seller 
Administrator. 

 
2. If not, click the Seller Administrator 

link. 
 

3. Click on the Maintain Organization 
Information icon to access 
maintenance organization tools. 

 

 

 

Step 3: Accessing the Organization’s 
Addresses 

1. Click on the Maintain Addresses icon 
on the Maintain Organization 
Information page to update current 
addresses or add additional addresses. 

 

 

 
Step 4: Maintaining Addresses 

1. Click on the hyperlinked address name 
for the address that requires updating. 
 

2. Click on the Add Another Address 
button to add a new address.  
 

Note: If the word Edit is displayed in the Name 
column, click Edit to open a detailed view of the 
address and update the Name this Address 
field accordingly. 
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Screenshot Directions 

 

 

 
Step 5: Entering a New Address 

1. Select the Address Type for the 
address from the dropdown menu at the 
top of the screen.  
 

2. Label the address by entering a brief 
description in the Name this Address 
field.  
 

3. Enter the new address. Please note that 
Address Line 1 must begin with a 
numeric digit. 
 

4. Enter the phone number and email 
associated with this address. Electronic 
notices and documents will be sent to 
this email address. 
 

5. Select the Status of the address. By 
default, the address is marked Active. 
Only addresses in the Active status can 
be designated as the Default address. 
 

6. There is a check box to designate this 
address and email as the default 
address for the Address Type. For 
example, buyers would send Bids to 
the email address associated with the 
default Bid Mailing Address.  
 

7. Once all the fields are complete, click 
Save & Exit to return to the Maintain 
Addresses page.  
 

Note: An organization can have as many 
addresses as needed, but each address type is 
required to have a default. If no default 
addresses are specified, the General Mailing 
Address will be used as the default. 

All asterisked (*) information is required to save 
the information entered on this page. 
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Screenshot Directions 

 

 

 
Step 6: Reviewing Addresses 

1. Once you are returned to the Maintain 
Addresses page, the original General 
Mailing Address and the newly added 
addressed will display. 
 

2. Review the Status and Default 
indicator columns to ensure the desired 
addresses are active and set as the 
default. 
 

3. When finished maintaining addresses, 
click the Exit button at the bottom of the 
page. 
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Appendix A 

 

Sample Bid Notification Email 
 

Below is an example of a bid notification email that might be sent to a company’s Bid Mailing Address.  
 
Bid notifications provide basic information such as the Department, Contact Info, Bid Number, and the Bid 
Opening Date (which is the deadline to submit a quote in response to the bid).  
 
Companies may receive electronic bid notices only when the buyer has chosen to notify registered vendors 
(with matching UNSPSC codes) that have provided a valid email address within their Bid Mailing Address. 

 

 

 



 

Job Aid: 
Maintain and Add Addresses to COMMBUYS Vendor Account 

JA_Vendors_Maintain-Addresses-COMMBUYS-Vendor-Account_2016-09-19  6 

 
Appendix B 

 

Sample Purchase Order Notification Email 
 

Below is an example of a PO notification email that might be sent to a company’s PO Mailing Address.  
 
PO notifications provide basic information such as the Department, Contact Info, PO Number and a short 
Description of the purchase order. 
 
An electronic copy of the COMMBUYS-generated purchase order will be attached as a PDF to the notification 
email.  
 

 


