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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 

 
 
 

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

 
Login using your Login ID and password 

 
 
 

 

 

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).  

http://www.commbuys.com/
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3. To begin the ordering process from the 
start you need to create a requisition from 
your Navigation bar. 

 
Click Documents > Requisitions > New  

 

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 
Short Description – required; short 
description to identify the requisition 

• Status – current status of the requisition; 
initial status is set to 1RI – Requisition In 
Progress; user cannot change this field 

• Fiscal Year – the fiscal year associated 
with the requisition;  

• Department – required; some users will 
have default values 

• Organization – defaults from the user 
profile; user cannot change 

• Location – required; location within the 
department;  

• Required 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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• 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 Items 
button.  

 

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

 
Or open the Advanced Search function by 
clicking the plus (+) sign by the Advanced 
Search title. From here you can enter 
criteria to filter your item/service search. 
Click Find It once complete. 
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6. Release results will populate based on the 
keyword or advanced search criteria.  

 
Check the box next to the item you wish to 
procure and enter the quantity you are 
requesting. 
 
Click Add to Req & Exit.  
 

 

 

7. Shown is the requisition with one line 
added. If additional items are needed, click 
the Search Item button and repeat the 
steps from the previous steps. 

 
There are sub tabs under the Items tab. 
This is where Vendor information is 
displayed.  
 
Click Search Items to add more items / 
services to the requisition.  When 
complete, click Save & Continue.  

 

8. Click the Vendor tab to open this screen. 
  

Once added, the Vendor tab will displays 
the successful addition of the vendor.  
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9. Click the Address tab.  The Address Tab is 
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  

 

 

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. 

 

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

 
Click the calendar icon to choose the Due 
Date, enter Comments, enter User(s) to 
receive the reminder, how many days 
prior to the event to remind them and 
select Send Email.   
 
Once the reminder is sent, the tab will be 
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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13. Finally click the summary tab to open this 
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.  

 
 

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

 
 

 

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

  

 

16. Select the hyperlinked Requisition # for 
the PO for a ordering from a contract 
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17. Opening the approved requisition will 
bring you to the summary tab of the 
release requisition.  

 
The Summary Tab shows the approval 
routing as well as the status of the 
document, which is now Gone to PO.  
 
 
 
 
 
 
Click on the PO # to open the purchase 
order  
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18.   Once the PO has been approved, you 
can send the PO to the Vendor. 

 
Select either: 

 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 ) 

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

 


