OPERATIONAL SERVICES DIVISION

COMM

Job Aid:

How to Purchase from a Statewide Contract
(Master Blanket Purchase Order)

This Job Aid shows how to:
Purchase a good and/or service from a Statewide Contract using a requisition and purchase order

Of Special Note:
In COMMBUYS, Statewide Contracts are now known as Master Blanket Purchase Orders.

Screenshot

Directions

COMMBUYS Training

Welcome to the COMMBUYS Training environment! This is a configurable welcome
message. | can add hyperlinks to web pages with customer service and self-paced
training materials here as well.

Register

Register here to begin using COMMBUYS Training.

Vendors, please read this disclaimer prior to registering.
Complete Registration

Complete registration here to begin using COMMBUY'S Training.
Vendors, please read this disclaimer prior to completing registration.
Open Bids

Browse open bid opportunities.

Active Contracts

Browse active Contracts/Blankets.

Contract & Bid Search

Search for Bids and active Contracts/Blankets.

Registered Vendor Search
Search for registered vendors.

LoginiD: |

Password:

Forgot your password?

1. Launch the COMMBUYS website by
entering www.COMMBUYS.com

Login using your Login ID and password

UN 5 PS5 Code Browse | My Account | Customes Senvice | About

Home ‘ Items ¥

Documents ¥ | Vendors ¥

Home - Welcome Back Alyssa Amold

(GUCUN Dashboard Reqs(d3) Bids(38) PO(T) Approvall9) MyReminders(0) Events()

2. Once you are logged in to COMMBUYS
you will see your Header bar (the top gray
bar), your Navigation bar (the blue tabs
below the header bar), and finally your
Control Center (the light gray tabs under
your name).
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Screenshot Directions

UNS P 5 C Code Browse | My Account | Customer Service | About 3. To begin the ordering process from the
start you need to create a requisition from

your Navigation bar.

In Progress Click Documents > Requisitions > New
_ Ready for Approval |

Ready for Purchasing

Purchaser Assigned

Gone to PO

Gone to Bid

Returned

Receipts

Invoice

Canceled

Backorder
Ready for Issue
Partial Issue
Complete Issue
G2B Shopping

4. To order from a Commonwealth contract,
select Release from the Requisition Type
dropdown.

Enter, at a minimum, the asterisk fields,
and then click Save & Continue.

Below is a list of the fields found on the
general tab of the requisition:
- Requisition Number - auto generated

1 e e i i e o e Short Description — required; short

Regsm st gt description to identify the requisition
= R — resiter o » Status — current status of the requisition;
Degamert’ FURCH- Centra Purchazing v CrgazE Opertina Senfees Dbéson |n|t|a.| status iS set to 1RI - Requisition In
e Loct- Dsancun ¥ semems ) Progress; user cannot change this field
; —— - * Fiscal Year — the fiscal year associated
Toetne . with the requisition;

* Department — required; some users will

Furze Amoid, Ayszz v h d f I I
- e — T = . ave default values
i e 5 « Organization — defaults from the user
p— an profile; user cannot change
P v » Location —required; location within the
department, .
R s . Reql_Jlred By Date — date the requisition is
required by

» Entered Date — requisition creation date;
field is automatically generated

* Requisition Type — options are Release,
Inventory, RPA or Open Market from the
drop-down menu

* Type Code — user-defined and maintained
in COMMBUYS; populates once the
requisition type is chosen
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Screenshot Directions

* Requestor — person creating the
requisition; user cannot edit

* Purchaser — optional; select the purchaser
for the requisition if there is no default or
the default is not desired

» Contact — requestor is the default for this
field; can be modified

* Contact Phone — contact number for
contact person

» Alternate ID — this field can be utilized for
an alternate identification number to be
associated with the requisition

* Tax Rate — n/a for Commonwealth

+ Estimated Cost — estimated cost for the
requisition; calculated by COMMBUYS;
cannot be modified by the user

* Print Format —print format used for print of
the requisition

* Solicitation Enabled — can only be
selected if the requisition type is Release
(master blanket / contract)

4. Click the Items tab to search for items in

COMMBUYS. Click the Search ltems
Release Requisition 1400265 button.

General UGN Vendors Address Accounting Routing Aftachments MNotes Reminders Summary
1 Vendors Address Accounting Hotes

There are no iems. Please cick ‘Search kems' below to add an dem.

5. Enter a key word in the Search Using field,
and then click Find It.

Release Requisition 1400265 - Search ltems

Search Using: D Or open the Advanced Search function by
S e e o e ety ee
Search title. From here you can enter
Search ing: | AL ofleeriee ~ criteria to filter your item/service search.
ContractPO % - Click Find It once complete.
Item Description ] Vendor Name ]
Catalog A
Search Fields: | tem Type v
UNSP 5C Segment-Family A
UNSPSC Class .
Commodity-£PP S Cooperative Purchasing
ResullType: | flem  + ShawOrderahann!
( Fmtl‘JD Clear ]

T e
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Screenshot Directions

6. Release results will populate based on the

Release Requistion 1400265 - Search tems keyword or advanced search criteria.

‘Search Using: | pens Find k
Check the box next o the item you wish to
procure and enter the quantity you are
Ea requesting.
Search By: .
A rce | 6= || o = Sl O || i | o |e—a ] o Click Add to Req & Exit.
+ Upto$2(4 Ontler Guanty Descripion Cost Class Belease Migwed
Any Vendor g | ] Balpoint pens, medium, blis ik | $1.00 | EA- Each | Dffice Essentials ::'Lm“:ﬁm 000% | 0OMST/1 Mo
+ Offce Essentials 4]
g | 0 Ealport pens, mcdias bk ik | $1.00 | .- Each | Ofie Exsentials :;“m"‘*|m |M:; Ho
B |v 1 Bakoit pers, o, ek | $125 | EA- Each | Dfice Essentialy 1';"[":&““"’ ok [oomorsz o
A e ] Balpointpens fir, bisck k| $1.25 | £A- Each | Ofie Essentisls ::‘:":ﬂ'“’"|m |mu Ho

TN TN

Capyrght® 2014 Ferscape fodings. nc - A1 Rights Resenved

7. Shown is the requisition with one line
added. If additional items are needed, click

Release Requisition 1400265

il the Search Item button and repeat the
N [ s steps from the previous steps.
Sorthy Cebone: P Sequence v SrDescendng E|
s - pre— —Tom There are sub tabs under the Items tab.
! S oty | U | Ckgti | N | W0 | T | T | || O This is where Vendor information is
| | il displayed.

Vaster bt # 1 Lne # DHOMOT /§ 10

£

50 ‘ W| HEJEET ]

EA-Fach | S0

Click Search Items to add more items /
s services to the requisition. When
complete, click Save & Continue.

8. Click the Vendor tab to open this screen.

Re\easeRequisiﬁonHWi‘ﬁﬁ g 90 Progrss 5

Once added, the Vendor tab will displays
the successful addition of the vendor.

VoD | MenaeD | Vool | Poreiliyllbol | Voo s
it ‘nﬁ:m - '
s
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9. Click the Address tab. The Address Tab is

Release Requisition 1400265

LUUESR Accounting Roufing Aftachments Notes Reminders Summary

Ship-o Address Billto Address
21EMm e 1ETh e
S 100 Sike 1100
Ausn, TXTT0N Aaghn, UTETD
s [
Emak: supporibuyspeed com Emai: suppori@@buyspeed com
shone: (S124T251028] Frane: (52472510

sueaConiee || Agyswponaitems | Aogy Bl Al _

the default address from your user profile.
This is where you verify or change the
ship—to and bill-to addresses for the
document. To select a preset address,
use the drop-down lists in the Ship-to
and/or Bill-to areas. The selected address
can also be set to all items.

Click Save & Continue and then Apply to
All Items for the address changed.

Note: Skip the Accounting tab for Phase 1

Release Requisition 1400265

General Hems Vendors Distributors Address Accounting VWO Attachments Notes Reminders Summary

Approval Path

Approval Date
Order Approver Date :
Approver Sequence Pﬁ)ﬂl Level Type Requ Approved/Disapproved/Canceled

There are no approval paths found for this requistion.

Copyright @ 2014 Perigcope Holdings, Inc. - All Rights Reserved.

10.

Click the Routing tab. The approval path
displays on the Routing Tab. This tab will
remain blank until an approval path is
determined when the requisition is
submitted for approval.

The routing that a requisition must follow
for approval is determined by the
requisition’s approval path.

The Routing tab will auto populate with
the approval path determined once the
requisition is submitted.

Release Requisition 1400265

General ltems Vendors Address Accounting Routing ENriulZied Notes Reminders Summary
LUERT(ON Vendor{0)

Files

@ Cick Add File to add fie atiachments.

No File Attachments

Forms

© Cick Add Form to add form attachments

lo Form Attachments

Add File Add Form )

10.

Click Attachments tab. The Attachment
screen allows the uploading of documents
to a requisition.

You have the option to upload a file by
clicking the Add File button or adding a
form by clicking the Add Form button.

Attach multiple items to a requisition, such
as documents, memos, spreadsheets,
etc.
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Screenshot

Release Requisition 1400265
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How to Purchase from a Statewide Contract
(Master Blanket Purchase Order)

General Hems Vendors Address Accounting Routing Attachments @ Reminders Summary

Delete

Note Date

User

Note

v

—  oew

Directions
11. Click the Notes tab. Enter a note in the

Note field. Click Save & Continue to
save the entry. A new blank line appears,
allowing for additional notes to the item.

To delete a saved Note, check the box in
the Delete column next to the item, and
select Save & Continue.

NOTE: Notes added here are only on the
header level. To add a note for a specific
item, do so from the Items Notes tab.

12. The Reminder tab allows the sending of a

Relass Rquision 10050 S l-iPges 2

reminder for this document to a specified
person on a specified date.

Click the calendar icon to choose the Due

et Bens Ve Adfes Ao g Abeimers ks ey Sonay Date, enter Comments, enter User(s) to
- : receive the reminder, how many days
Dl (e R Mo’ lg  loelogeed el L | e prior to the event to remind them and
(oo fr e P QMO Gl Dl | select Send Email.
o
Renif . . .
Once the reminder is sent, the tab will be
3 . ' N updated with that information. When a
_ reminder is saved, another row appears in
- case more reminders are needed.
Note: The reminder email is sent to the
email recipient based on the Days Prior
to Remind.
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Screenshot Directions

13. Finally click the summary tab to open this

Release Requisition 1400265 Status: 1RI-nProgress
Conars Hems Vencors Asarsr desountrg Routng Attsments wotss Reminoers [EIEERR]

Header Information

Requisition Number: s Short Description: o ATest Status: 8- nProgiess
Organization: pershnalSendoss DWstn
Department: FURCH- CamnlPuzrasng Location: Loct -Dowtoin Required By Date:
Entered Date: o Requisition Type: Rem Type Code:
Requestor AgsaAmali Purchaser: Aigsa el Fiscal Year 0
Contact Asea Amoks Contact Phone: (ssgssssseefly] Alternate ID:
Peard Enzbled: He Estimated Cost: =0 Frint Format
Solicitation Enbled: Ho
Invoice Method: Toree Wy e
Ship-to Address: 211E st Billto Address: 21 mr
s sm 10
An, TR T Acsn 770N
U U
Enal st oyspeedom Ensl somigouzeedon
e (31272410 Prone (3124410
Atachments
Agency Files:

Vendor Forms:

Item Information

[ T TEpre————— 1RI-nProgess
UNSPSC Segment-Family.  10-10-15-04-0000
o e | Neuatcot wou D% pr—— Takde | Twmsi | ToslCet
0000087/ 1 50 L fil) 5100 [ EA-Eacn 0% nn un g1
Mandacturer: Brandt Moget:
v Frmgny:
| Acoount Cate Amost |

| T £ 0 e zcoounting 3l T Bem |

‘Emall. Inda bake-gr re.0om
P mw

| sumttn kool [ ClyelRecuistin | Cloe Reguiion Pkt

screen. The Summary tab of a requisition
displays summary information for the
requisition.

There are four sections on the Summary
tab:
* Validation Errors and Warnings
* Header Information
* Item Information
* Approval Path (visible after
requisition is submitted for
approval)

Click Submit for Approval at the bottom of
the summary page. The requisition will
travel through its designated approval
path.

Home - Welcome Back Alyssa Arnold

[TRNRI) Dashboard Reqs(41) Bids(38) PO(7) Approval(3) My s(0) E )
News ID Effective Date
3 10M18/2013

14.

Once the approval path is complete, you
can open your requisition on your control
center.

Home - Welcome Back Alyssa Arnold

Mews(1) Dashboard L CKN Bids(38) PO(7) Approval(9) My Reminders(0) Events(0)
In Progres=(15) Ready for Approval(7) Ready for Purchasing(9) Returned(?) JeGLERGEZelElI)]

15.

Click on Req then click Gone to PO to
open the document, which has now
become a Purchase Order by the
approver

Home - Welcome Back AlyssaAmold

Semst] Dostoonrs [T ) O Mgl My Remingrs) B
sl Rty dgpmal) Bty o e Reamo? [

( i 3 Roqusion ee T = Dpiloc Toal
| i T Ty - RRCSLOCY s
1 P syt [ [ SHEn
frte) wm eyt Ol [ e
s P irtinid [ ARCELDCY an
] e D211 Ol [ e
e lore.

Uoppgh S 24 Persce gy b - gk Rsend.

16.

Select the hyperlinked Requisition # for
the PO for a ordering from a contract
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Releas Reaision 140030 e o ’ 17. Opening the approved requisition will
S e ——— bring you to the summary tab of the
P = P st war-anans release requisition.
Organtzstion: Operational Senices Dhiskon
by A ot — S
ot iy e — po
i Py i i The Summary Tab shows the approval
Contact: Misss Amad Contsct Phons: msgsssssssfl] Atarnate ID: .
i " stmaacor - st routing as well as the status of the
. document, which is now Gone to PO.
Ship-to Addrsss: gHEmSr Bi-do Address: i
Agancy Filss:
Agancy Foms:
\Vndor Filss:
THom#1:
e Click on the PO # to open the purchase
ocmn s wnowasry_ wwow | wmos | w | osams | temosmea | Team  tmamm  Tomom order

o w | s | ez | E| w0 B
I e e |
I et e e s ]

%L.’;mmmm
Approval Path:
Dasts  Approver oroer Approval | Level | Approver Dats Dats APprOVENDIEPHOVEICNcHST Commsnt
‘ v:,m ‘ ‘ ‘ Requéstsa APprOVENIRHOVENCANcHST L] Vi
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COMMEUYS Job Aid:

How to Purchase from a Statewide Contract

Venaor: AL GarbICH e, UL

L)
PO Maling Address: Lz Conrelly

Lym MADTIS
Enal s deasos con
Fiom, BTE)

d 64

Freferea Uelvery Method: cou
Payment Terms:

Shipging Tems:

$hipping Method:

Freight Terms:

Print Sequence # 1.0, Rem#1:  ¥hale Mic PRS- Readytn Send
UNSPSCCode 5013 - 17
Req#/hem# RO 14XV PURDT DMOOMZC /1
vanscomtins | i [ o | wow | wn | oees | wmemn | o | e | ew | Teim
Hooniiy |Duniy | 50‘ SZE‘IlGN-GiM ‘ I.W‘ WW‘ | I o i
Manstactarer Brand: Mogat
Mike Packagny

Bocuunt Cole.

Thre s e acunting b s o

Approval Pat:

Delele | Approver | Order | Approval | Level

Date
ApprovedDisapproved

18. Once the PO has been approved, you
can send the PO to the Vendor.

Select either:

Click Save &Continue to send the PO to
the Vendor.

Send Email and Notify Vendor
(which sends an email to the
contact person listed on the
Vendor’s profile)

Set to Printed Status (which
does not send an email, however
the Vendor will be able to view
this PO when they log in to
COMMBUYS)

Agprover Date
Sequence P:M Type Requested by View
There i 1o approa et Fund or s Pchess O
Vendor Notification Actions
Bonis)| & Seod Emadand Nkt Voo & Partid St
SmedCman |
. T
Coppight & 211 Peiscope Hokings, nc - Al ights Resened.
Last Revised: 2014-03-28 9 Order from a Master Blanket PO



