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This guide shows how to: 
• Open Bid Solicitations in COMMBUYS
• Complete CLM Contract Records

o Verify vendor records newly ported in from COMMBUYS
o Create package documents
o Use Adobe Sign to manage document signatures

• Award selected vendors in COMMBUYS and create Master Blanket Purchase Orders

Of Special Note: 
This Guide begins after a bid solicitation’s bid opening date has passed.  Evaluation of submitted bid responses is not 
covered here, though the job aid How to Score and Award a Bid explains how to use the optional COMMBUYS tool for 
this purpose. Users must sign in to the COMMBUYS CLM platform using Single Sign On.  (See job aid)  

Currently, W-9 and Electronic Funds Transfer (EFT) forms are not being processed through CLM. 

From the COMMBUYS Homepage: 

1. Find the Bid Solicitation that is ready to open.  It may be listed under recent documents but will also be
displayed under the Bid Solicitations Ready to Open tile.

a. Click the hyperlink for the bid you are
ready to evaluate.  COMMBUYS displays
the summary tab of the bid.

https://www.mass.gov/doc/how-to-score-and-award-a-bid/download
https://www.mass.gov/files/documents/2022/09/29/JA_CB%20CLM%20Single%20Sign%20On_SSO_October%202022.pdf


March 2024 TOP 2 

b. Scroll down to the bottom of the page (Summary Tab) and click the Open Bid action button. 

c. Scroll down to the bottom of the page again and click the Bid Tab action button. 

d. The Bid Tabulation page displays the bidders’ responses. Download quote responses and distribute for 
evaluation using the scorecard or evaluation tool developed prior to bid opening.  When the apparently 
successful bidder(s) has been identified, return to the Bid Tab. 

e. Select the check box(es) “Create CLM Contract” for the vendor(s) you wish to award, then click the 
Create CLM Contract action button. 

 

f. A pop-up box will confirm that a CLM record has been created.  Click OK. 

g. In place of the checked box for each chosen vendor is a hyperlink View CLM 
Contract.  Clicking this hyperlink will open a draft Vendor Contract in CLM. 

NOTE:  This step and the following steps for creating CLM contract documents must be completed 
individually for each business being awarded a contract. 

From CLM Draft Contract: 

2. The grey ribbon at the top of the page (highlighted in yellow below) shows a Draft Contract that is the Preparing 
phase. The “breadcrumbs” below this information provide a hyperlink to the vendor’s CLM record and lists the 
CLM record number for the draft contract.  

The workflow on the top right (blue highlight) shows the steps from Draft through to Approval.  Some of the 
data from this Contract Form is injected into the Standard Contract Form Template.  Data fields are organized in 
a series of sections. 

If the selected business already has a vendor record in your organization’s CLM, an alert message indicates “the 
[contract] record is partially filled with data.”  Alternatively, if the vendor’s information is being imported to CLM 
from COMMBUYS, the alert will read “Parent record is in preparing state…”  and you must complete additional 
steps before continuing with the steps below.  
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a. The first step is to connect the Contract draft with information previously gathered for the Strategy and 
Bid Packages. In the Contract Information box, click the magnifying glass (Look-up tool) next to field 
labeled Statewide Contract.  Note:  the label is incorrect; the field includes all contract types. 

 
b. A pop-up box appears allowing you to look up another record that contains previously entered 

information.  Select the down arrow next to the desired column heading and type in a search term.  The 
example is searching for Document Numbers containing the letters “pm”. 

 
c. Click the  icon next to the desired form. The Form Number inserts into the Statewide Contract field, 

and data from the form inserts into the draft contract.  
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NOTE:  The Look-up tool functions the same way every time you use it. 

3. Filling in remaining Contract Information fields. Any field marked with an asterisk must be completed.  Other 
fields described below should be completed since the information injects into the Working Document. 

Field Name Description 

Type 
Use the down arrow to display choices and select the most appropriate.  Choices are MSA 
(Master Service Agreement), Departmental, Financial and Non-Financial ISAs, Grant, 
Single Vendor, and Multi-Vendor 

Name 
Information from other forms fills in here.  However, the data injects into the Standard 
Contract Form box “Brief Description of Contract Performance or Reason for 
Amendment”.  Edit as appropriate. 

Description Description of the Contract.  Injects into the Standard Contract Form. 

Procurement 
Type 

Use the down arrow to display choices and select the most appropriate. This field injects 
into the Standard Contract Form.  Choices are Statewide Contract (for OSD only), 
Collective Purchase, or Department Procurement. Remaining choices (Emergency 
Contract, Contract Employee, and Other Procurement Exception) are procurement 
exceptions. See the Procurement Handbook for procurement exception guidance.  

Contract 
Value: Insert the estimated contract value if desired.  Injects into the Standard Contract Form. 

MMARS 
Department 
Code 

 Insert if desired. Injects into Standard Contract Form. 

 
The example here shows fields completed.  
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4. Filling in the Contract Dates section.  Dates should have carried over from previous forms.  

5. Filling in the Contract Payments box.  All fields must be completed.  

Field Name Description 

Compensation Use the down arrow to display choices and select the most appropriate.  Choices are Rate 
Contract or Maximum Obligation Contract. 

Prompt Pay 
Discounts 

Field refers to bidder’s Prompt Pay commitment. Use the down arrow to display choices 
and select the most appropriate.  Choices are Standard 45 Day Cycle, Statutory/Legal or 
Ready Payments, Only Initial Payment, and Prompt Pay discounts.  

If Prompt Pay Discount is selected, enter the percentages the vendor committed to on the 
Prompt Pay Discount Form.   

SDP Required 

Use the down arrow to display choices.  Select “Yes” if the anticipated expenditure from 
the contract (including all vendors) will exceed $250K annually.  

If “Yes” is selected, an additional field for the vendor’s SDP Commitment displays.  Enter 
the percentage from the SDP Plan Form. SDP Commitment must be at least 1%. 

Anticipated 
Contract Start 

Use the down arrow to display choices and select the most appropriate.  Choices are As of 
Effective Date, Date Later than Effective Date (requires Anticipated Start Date), and Date 
Earlier than Effective Date (requires Anticipated Start Date). 

 
The example below shows fields completed. 

 
 

6. The Contract Categories section requires selecting boxes for the categories the vendor will be awarded. The 
Addendums, and Notifications boxes are not required and are not covered here.  

7. The Contract Document section includes the template for the Standard Contract form.  The appearance of the 
template depends on whether signatures on the form will be obtained electronically (preferred) or through a 
paper process.  Since selecting between these options is not possible at this stage and since additional fields 
must be filled out before editing can begin, skip over the Contract Document box at this time. 
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8. Selecting Approvers.   This box is identical to the approvers box for other forms. 

Field Name Description 
Contract 
Manager 

Use the Look-up icon to select the Contract Manager.  Do this even if the Contract 
Manager that appears in the field is correct. Injects into Standard Contract Form. 

Approval 
Method 

Use the down arrow to display choices and select the most appropriate.  Choices are 
Serial and Parallel.  

Submitted For 
Approval By Use the Look-up Tool to find and select approvers.  Enter a due date if desired. 

Legal 
Approver 

This is required for the Standard Contract Form.  Use the Look-up tool to select an 
approver, assigned by your agency’s Organizational Administrator.  Enter a due date.  

 
The example below shows fields completed. 

 
 
Click SAVE at the bottom of the page 

 
 

9. Skip over the eSignatures and Business Metrics sections for now.   

10. The next three sections involve little data entry. 

a. Filling in the Vendor Details section is not marked “required”, though this data injects into the Standard 
Contract Form. Note that Vendor Code Address ID refers to the vendor's MMARS address code that 
must be set up for Electronic Funds Transfer (EFT) payments.  

b. The Legal Address section should be filled in automatically with data from the Vendor’s CLM record.   

c. The Notice Address and Billing Address boxes should be completed with information for your agency. 
Data entered here injects into the Standard Contract form in the Commonwealth Department Mailing 
address area and the Commonwealth Department Billing Address boxes.  

d. Click SAVE at the bottom of the page.  The example below shows the fields completed.  
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11. Before returning to the Contract Document section to generate and edit the Standard Contract Form, you must 
select how the signatures on the document will be gathered.  The default template is for an e-sign process; 
COMMBUYS CLM uses Adobe Sign, which requires an active license assigned to the email of the logged-in user.  
If a paper process will be used, the template must be changed (see below). 

a. Scroll to the eSignatures section.  If electronic signatures will be used, leave the default Signature Type 
eSignature and the default eSignature Delivery Option eSign immediately. 

b. Enter the Vendor’s Authorized Signer information, information for an internal reviewer, and finally, 
information for the agency’s Authorized Signer.  

c. Click SAVE at the bottom of the page. 

If signatures will be obtained with a paper process, click the down arrow 
in the Signature Type box and select Paper Signature.   Then click SAVE 
at the bottom of the page, which changes the Contract Template to the 
paper version. 

12. Editing the Standard Contract Form.  Return to the Contract Document 
section which includes a template for the Standard Contract form that matches the signature types you will be 
collecting.   

a. In the Current Working Document field, click on the hyperlink for the template. The document 
downloads.  Note the Document name has changed from the template name to reflect the CLM naming 
convention (in this case, the Document Number of the contract and the name of the business being 
awarded). 

b. Open the document (MS Word) and enable editing.  Edit the document as needed. 

c. Click Save (in MS Word), leaving the default name in place, or Save As to change its location. Do not 
alter the auto generated file name.  Close MS Word.  

d. Return to the CLM Contract page and click the Upload button to replace the template with the new 
document. 

e. Click SAVE at the bottom of the page. 

https://auth.services.adobe.com/en_US/deeplink.html#/
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13. Relevant attachments other than Package Documents may be uploaded in the Notes and Attachments section. 
Examples may include vendor communications, meeting notes, review results, individual scorecards, etc. 

14. Package Documents include static templates for documents that must be signed in order to fully execute a 
contract, as well as additional forms that may need to be signed. (Contract documents also are available on the 
OSD Forms page and from the Office of the Comptroller.) The Package Documents contained here may be 
downloaded and distributed for signature. Once required forms are signed, they must be scanned and uploaded 
to the appropriate Package Document locations.  

The following Contract Package Documents are available through CLM.  

Package Document Type/Name File Type 
Authorized Signatory Listing (CASL) .pdf 
Change of Identity Form .pdf 
Commonwealth Terms and Conditions for Information Technology Contracts .pdf 
Prompt Pay Discount† .pdf 
SDP Plan Form for Human and Social Services/Purchase of Service (POS) † .xlsx 
SDP Plan Forms for Goods and Services† .xlsx 
Vendor Price File N/A* 
Other N/A* 
   
N/A *-  Indicates user may upload file type of their choice. 
† - Indicates a form usually included with a Bid Package that may need to be revised for  

contract execution. 

a. At the top of the Draft Contract are several tabs in a 
navy-blue stripe. Click the tab marked Package 
Documents.   

b. When the screen refreshes, the screen title has changed to Contract Package Documents. Click the New 
Button. A new window opens labeled Package Document. The first information box is pre-filled with 
data from the draft contract. 

 

https://www.mass.gov/lists/osd-forms
https://www.mass.gov/lists/osd-forms
https://www.macomptroller.org/


March 2024 TOP 11 

c. In the Package Document Information subsection, select the Document Type from the drop-down 
menu (See chart above for Options; W-9 and Electronic Funds Transfer appear on the drop down but do 
not include documents). Click SAVE.  

d. The page refreshes with a new heading: Package Document (Prepare). A new section, Contract 
Document displays. Subsections: 

i. Working Document subsection includes a template for the package document. (Exceptions:  W-
9, Electronic Funds Transfer, and Other do not include associated documents.) Documents may 
be downloaded and distributed for signature. If documents are obtained elsewhere, be sure to 
upload a signed/verified copy into the Complete Document subsection. 

ii. Working Document Collaboration: This section is used for in-program collaboration.  Informally, 
it may be used as a mechanism for approvers to see and comment on a document before it is 
completed and formally sent for approval. 

iii. Complete Document. Upload the completed, signed document and click Save at the bottom of 
the page.  Note that the name of the document changes to a CLM generated one.  

e. Click the Sent to Vendor button at the bottom of the page, then click the Complete button. Note that 
the Package Document Status at the top of the page changes to “Received”.  

f. Click the Verified button at the bottom of the page. The Package 
Document Status changes to Package Document (Verified). Click 
the contract number (CONxxxxxx) in the breadcrumb line to return 
to the contract draft. 

g. This process should be repeated until all package documents are signed and stored in the appropriate 
Package Document location.  The Contractor Required Procurement Folder documents that must be 
stored in CLM in this way are the Contractor Authorized Signatory Listing (CASL), the executed Supplier 
Diversity Plan Form (large procurements), the executed Prompt Pay Discount form. Users may select the 
“Other” Package Document type to store additional contract related forms. 
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If a user with an active Adobe Sign License obtains or creates an Adobe Sign compatible form and wishes to 
acquire signatures through CLM’s e-sign feature, follow steps a-d. Replace the template in the Working 
Document subsection with the appropriate form:  

i. Click the Upload button in the working document section, select the desired form, and click 
Open.  

ii. Click Save at the bottom of the CLM page. An error message may appear warning that the 
document is not a template. This is ok.  

iii. Complete the E-Signatures section. Select the number of signers for the form and enter details 
for each signer.   

iv. Click Save at the bottom of the page, then click the Esign button.  An e-Signature pop-up box 
appears.  Click the Send button. Once all signatures are obtained, the Completed Document 
subsection will include the duly e-signed document. 

15. Back on the Contract Draft page, click Submit for Approval at the bottom of the page. This will send the edited 
Standard Contract form and the other contents of the Contract Record to the approvers specified in step 8. 

 

16. Once the Approvals are complete, which may take several days, it’s time to send the document around to be 
signed.  

If electronic signatures have been selected (logged in user must have an active Adobe Sign License); 

a. An ESIGN button appears at the bottom of the page. Click that button.  

b. An email box appears which includes the document to be signed and a space for including a message. 
Click the SEND button and then click OK in the warning box. 

The ESIGN feature sends the document to each addressee for signature, in order.   
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If paper signature has been selected, the options are different. 

c.  A Sent for Signature button appears at the bottom of the page.  Clicking this button indicates that the 
approved Standard Contract Form has been sent to the vendor for signature via mail, e-mail, or fax 
outside of the CLM tool.  

 
d. Once authorized signatures are complete, click the Signed button to mark the Standard Contract Form 

as Signed, and then upload a scanned copy into the CLM Signed Document box.  Be sure to maintain the 
CLM assigned document name.   

17. Once the documents are signed and so indicated in CLM, the Contract is complete.  The gray bar at the top of 
the page indicates the Contract is Executed (yellow highlight) and Active (blue highlight).  The next step is 
awarding the Bid in COMMBUYS and creating a Master Blanket Purchase Order. 

 
 

From the COMMBUYS Homepage: Awarding and Creating MBPOs 

18. Return to the Bid Solicitation’s bid tab.  The Bid Solicitation may be listed under recent documents, or you may 
find it by: 

a. Clicking the Bid icon in the blue bar on the left side of the page; 

b. Selecting the Opened tab; 

c. Clicking the Bid Tab hyperlink in the row for the bid you are ready to award. 

 

19. Awarding the items.  In the Bid Tabulation area, click the Items tab.  All bidders are represented in columns 
while the items or categories from the Bid Solicitation are displayed in rows.  

a. In the column for the vendor for whom you have an executed/active contract, select the checkbox for 
the item(s)/category(ies) you are awarding. 

b. If a vendor is being awarded all items/categories, click on the Award All button in the vendor’s column. 

c. Click Save & Continue. 
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NOTE:  The Attachment Tab (highlighted) may be used to upload files such as a list of all bidders with their 
evaluation scores. 

20. From the Summary Tab, click Submit for Approval.  An approval box populates. Click Save & Continue. 

21. Once approval is secured, which may take some time, return to the Bid Tab of the Bid Solicitation. Scroll to the 
bottom of the Summary Tab page and click the action button Create PO.  Note that if multiple vendors have 
been selected, COMMBUYS will generate PO numbers for each one.  If a department desires to additionally 
create an MBPO that includes all awarded contractors, see the job Aid How to Create a Master Blanket 
Purchase Order From Scratch and follow the steps for Master Blankets with Multiple Vendors. 

https://www.mass.gov/doc/how-to-create-a-master-blanket-purchase-order-mbpo-from-scratch/download
https://www.mass.gov/doc/how-to-create-a-master-blanket-purchase-order-mbpo-from-scratch/download
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22. A Purchase Order Creation Preview Populates.   

a. Click Continue.  A system warning will display while COMMBUYS processes the new MBPO.  

b. Click the hyperlink for the New Purchase Order.  (If multiple vendors have been selected, multiple PO 
numbers will appear.  Each must be completed individually.) 
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23. The new Master Blanket Purchase Order displays the Summary Tab. Click the General Tab. 

a. Edit fields as appropriate.  Select the Type Code. 

b. Select PO Type.  If the contract is a blanket agreement with many potential purchases and engagements 
over the life of the contract, select Blanket. If the contract involves a one-time purchase, select Open 
Market. 

c. In the field market Contract Type, select the type that matches the CLM Record.  Note a link to the 
vendor’s CLM record appears next to this field.   

d. Click Save & Continue 
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24.  Click the Attachments Tab. Agency Files that were part of the Bid Solicitation display here. 

a. Add additional agency files if desired. Most Contract Documents must be stored in CLM, so including 
them with the MBPO is not required.  

b. Click the Vendor Subtab.  Add vendor files if desired. 

c. Click Save & Continue after documents have been added to either subtab. 

NOTE: While files may be marked “confidential,” only documents that meet Open Records Act/Freedom 
of Information Act exceptions are exempt from Public Records Requests to view documents. 
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25.  If the contract is a Blanket agreement, it is also necessary to complete the Control tab.  

a. Enter the begin and end dates for the contract. 

b. If one or more other organizations were namedin the RFR as potential users of the contract, click the 
Cooperative Purchasing Checkbox, then use the magnifying glass to find and select those named 
organizations and departments. 

c. Click Save & Continue 

 
 

26. From the Summary Tab, review the information displayed.  (See next page for illustration) 

a. When everything is as it should be, click Submit for Approval.  

b. After approval has been sent and received, the MBPO will be in Ready to Send status.  Click Save & 
Continue.  

c. The status changes to Sent.  The MBPO has been sent to the vendor/contractor.  The Bid Solicitation is 
marked as awarded with the vendor identified.  All other bidders are sent notices of the award.  The 
MBPO is accessible through the public view of COMMBUYS.  
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27. A complete Procurement File includes a list of all Bidders with their evaluation total scores.  Produce a list and 
then attach it to the Bid Tab.   

a. Return to the Bid Tab and click the Attachments tab.   

b. Click Add file, then in the Add File screen, select and upload the desired document.  Click Save & Exit. 

Note:  If the Attachments tab does not present an Add File button, the Bid Tab is “closed.”  Click the 
Summary Tab and click the action button to Reopen, then return to the Attachments tab to upload the 
list.  
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APPENDIX A: Verifying Vendors 
When awarding a contract to a vendor that has not been previously entered into CLM, a warning message reading 
“Parent record is in the Preparing state” displays.  This means that data has been ported over from COMMBUYS.  You 
must verify the data before you can proceed with awarding the contract. 

1. In the gray ribbon at the top of the page, notice the label Contract (Draft) Preparing.  Just below that note 
“breadcrumbs”, hyperlinks for the Vendor record and the Contract record.  Click the hyperlink for Vendor 
record. 

2. The Vendor record in Preparing status displays. Check the information in the record against information you 
have gathered from the vendor’s quote response and from MMARS, if applicable.  Scroll down to change 
information as necessary. 

3. Click the Save button, even if you have made no changes. 
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4. After the page refreshes, the label in the gray ribbon shows Vendor (Active).  Click the Contracts Tab.  

5. The Contracts tab displays.  Since the vendor has not previously been awarded a contract through CLM with 
your organization, only one contract, the one you are working on, appears.  Notice the status is Draft.  Click the 
hyperlink for the Contract form.  

 
 

6. The Contract page displays once again.  Return to directions for awarding the contract.  
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