é D
OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Grant Posting from Scratch

This Job Aid shows how to:
e Create a Grant from scratch in COMMBUYS

Of Special Note:

All state agencies are subject to 815 CMR 2.00, State Grants, Federal Grant Awards, Federal Sub-grants and Subsidies
as well as the Office of the Comptroller’s policy on State Grants, Federal Sub-Grants and Subsidies. Departments must
use COMMBUYS to publicly post the availability of a discretionary Grant or Grant Program and publish the results of
grantee selections. Use of COMMBUYS to receive electronic quotes for grant opportunities is optional; however, state
agencies are encouraged to require grantees to register and submit quotes (applications) through COMMBUYSS, which
provides a central repository for receipt of electronic applications. As more grantees use COMMBUYS to identify grant
opportunities, they will have a single location to apply for grants from multiple state agencies, resulting in efficiencies for
both the grantees and the state agencies.

Bids (Grants) are documents used to request responses (quotes) from potential Grantees. This job aid will start at the
point of creating a new bid for posting grants, which is a very similar process to posting any other bid document.

Screenshot Directions ‘
Step 1: Creating a New Bid

CQMMBUYSI e 1. ggﬂ; i(z:r(;;[]r.]e Add Documents (plus
—

OPERATIONAL BERVICES DIVISION

2. Select Bid Solicitation from the

Requisition dropdown menu.

Bid Solicitation

Purchase Order

Receipt

Step 2: Creating a New Bid from Scratch

COMMBUYS G Gy v n 1. Ensure that the Create a bid from

ORERATENALSERVKESDIVSON scratch radio button is pre-SeleCted.

(reate a New Bid 2. Click on the Continue button.

Plegse select the metnad to create 3 new fid:

© Create abid from strach

O (lone a bid from another document.

0 Copy Contracts For Renewal.

(ontinue Cancel & Bxic
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New Bid
General Items  Address  Accounting  Routing  Attachments  Notes  Bidders  Amendments  Q&A  Reminders  Summary
Bid Number.
Status:
qype Code" NS - Non-Statewide Soficitation y,
Deparrment* (05001 - Operatianal Servicas Division v
@cation:* 0SDTR - Training, Events & Outreach
Show an Web:
Required Date #
Avalable Data “MM/DDAYYY HEMMESS AM ar P [ﬁ
Bid Type: OpenBid
Estimated Cost $0.00
Alternate D)
Purchase Metho™ Banket
Blanker Begin Dte” IMMIDDIAYYY) ]
Ta Rate v
Solichation Enabled: No
Item Single Award Only 0
Allow Vendors to Submit Multiple/Altemate Quotes
Info Contact:
Pre-Bid Conference:
(Max size: 250 characters)
4
Bulltin Dest:
(Max sze: 500 characters)
4
Quote Notification 0
( *
SBPP (Small Businass Purchasing Program) Eliglle? - NO v
Sea SBPP raquirements and excaptions at wiw.mass.gov/shpp
* (arant Opportunity
\Procurement'rype : d v
CLMRRXID:
Date Last Updated
Save & Contin
Copyright @ 2021 Pariscope Holdings,

Step 3: Completing the Left Side of the
New Bid Screen

The New Bid screen opens to the General
tab. On the left side of the screen, fields with
an asterisk are required. They are:

Type Code: Select NS (non-
statewide solicitation).
Department: Select the desired
Department from the dropdown
menu by clicking on the down
arrow.

Location: Select the desired
Location from the dropdown
menu by clicking on the down
arrow.

Available Date: The date a
Grantee is able to open and
download the Grant application
and other documents. Grantees
can also begin to enter online
responses at this time. For Grant
Notices of Intent to Award, the
date would be the date of the
Notice.

Purchase Method: Select
Blanket.

Blanket Begin Date: The
anticipated beginning date of a
contract or award. Click on the
calendar icon to select the
blanket start date.

SBPP (Small Business
Purchasing Program) Eligible?:
Select “Yes” if up to $250K or
“No” if over $250K.

NOTE: SBPP patrticipation is recommended
but not required for grant opportunities.

Procurement Type: Select
Grant Opportunity from the
menu by clicking on the down
arrow.
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Screenshot Directions

Descriptionz*

*
Purchaser:

Martin, Paul

v
\
Fical Vear” 02y,
Organization: Operational Services Division
Allow Electronic Respanse:
Bid Opening Date: IMM/DDIYYYY HHMM-SS AM or PH) m
Informal Bid: 0
Catalog Id: v
r
Blanket End Date: MM/DDIYY) )
Print Format. Big Print
.
Enable Ralling Enrollment: 0
Enable Open Enrollment: 0

Step 4: Completing the Right Side of the
New Bid Screen

All fields with an asterisk are required. The
required fields are:

e Description: Must include the title of
the Grant (the word “Grant” must be
included in the title) and any other
identifiable information.

e Purchaser: This defaults to the
Buyer's name. Use the dropdown to
select a different purchaser.

e Fiscal Year: This field defaults to the
current Fiscal Year. Use the
dropdown to select a different year if
appropriate.

¢ Bid Opening Date: The date selected
on the Grant when the response
period is closed to the respondent.
COMMBUYS will no longer accept
guotes and the Grantor will be able to
open and view the quotes. For Grant
Notices of Intent to Award, the date
would be the final date for any
challenges to be filed related to the
Notice.

e Blanket End Date: The anticipated
ending date of a contract or award.
Click on the calendar icon to select
the blanket end date.

e Print Format: Leave Bid Print as the
default.

Once all the required fields are completed,
click on the Save & Continue button at the
bottom of the page.

NOTE: When the screen re-displays, you will
receive a general validation error notice letting
you know that you need to add items to your
bid.
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Screenshot

Blenket Bid BD-21-1990-BIDS-BIDS1-60804

Gl fems Jodes A Roung  Aecwens  Nows Boders Questons Amenomens  Q&A  Remindert  Summary

There are no items. Please lick Search tems”or 'Add Item' below to add an item.

Searchfems  Searchimentoryhems J Addkem | Upbadkems  Exporthems

Directions

Step 5: Opening the Items Tab

1. Click on the Items tab.

2. Click on the Add Item button.

Blanket i BD-21-1990-BIDS1-BIDS-408e4 S @i B

[ et 1 ten e Nomal v ]

I i Saees” 1 I e s - InPrgess

Derpin- ) Stk iz

tam;e[ﬂ'l':'i'a' g

]

Step 6: Adding ltems

The Items tab page opens to allow you to add
an Item or narrative item to the grant. The
following fields must be completed for a grant:

Item #: No entry - Automatically

issued by COMMBUYS.

Item Type: Select one of two

options in the dropdown menu:

o Normal, the default value,
o Narrative, which permits

the addition of a non-item
to allow an additional
description to appear on
the bid.

Print Sequence #: Change this

auto-filled field if the order of the

grant items should print in a

different order from the Item

number order.

Description: Enter a complete

description of the grant, eligibility,

or Notice of Intent to Award.

Disable Pricing on Quote:

Select this checkbox if you want

the potential grantees to respond

to the grant in an attachment.

Quantity: Enter 1.

Unit Cost: Enter 1.00.

UOM: The default is EA. No

need to change.

Continue to Step 7.
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Screenshot

Directions
Step 7: Adding UNSPSC Codes

Andy D
0 West benuz

boston, MAQ2117

s

Email: tesu@periscopeholdings.com
\acne (1234567800

Email: testi@periscopeholdings com
Phone: (12314357300

Aoply Ship-to to Al liems Hoply Bilto to All tems

UNSPSC Segment-Family: om 0000~ Grant Opportuniy v Q Click on the dropdown arrow next to the
UNSPSC Segment-Family field.
UNSP5CClass: ) _ i
. UO-GrantOpportumtyv 1. Select 00-00 Grant Opportunity from
the dropdown menu.
Commodity-EPP: Q 2. Click on the dropdown arrow next to
the UNSPSC Class field.
3. Select 00 Grant Opportunity.
4. Scroll to the bottom of the screen and
Save & Add New Save & Exit Save & Continue Reset Cancel & Exit click on the Save & Exit button to
save and return to the Items tab. Add
as many items as required for the Bid
by clicking the Save & Add New
button.
Click on the Save & Exit button once finished
with all required bid items and the Items tab
redisplays.
Step 8: Reviewing Addresses
Blanket Bid BD-21-1990-BIDS1-BIDS1-60864 1. Click on the top-|eve| Address tab.

2. The Address page should prefill.
Update the Address page by clicking
on the magnifying glass icon if items
are being shipped to or billed to a
different address than the default.

3. If no change is required go to Step 9.

4. |If there is an error message indicating
that no valid ship-to address exists,
click on the magnifying glass icon to
select a Ship-to address.

5. If achange is made, click on the Save
& Continue button.

NOTE: If you want the option to ship to
multiple addresses, go back to the Items tab
and select the Address sub tab.

NOTE: Organization Administrators (OAS)
maintain the Ship-to and Bill-to addresses.
To update or add additional addresses to the
system, contact your OA.
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Screenshot Directions
Step 9: Adding Attachments

Blanket Bid BD-21-1990-BIDS-BIDS1-60864 NOTE: The Accounting tab is not currently
used in COMMBUYS. The Routing tab is not
Ceneral  fems  Address  Accounting  Routing§ Attachments fotes  Bidoers  Questons  Amendments  Q&A  Reminders  Summary aCtivated Until aﬁer yOU Smeit the transaCtion
for approval.
@ Marking an em “Confidental willensure the dacument is only seen by relesant personnel and il not be dsplayed putlily 1. Click the Attachments tab. If any
A files auto-attach, review, keep, or
s delete as necessary. Attachments
include the grant application and
) CickAdd Fle t e azcmens required forms/contract documents.

NoFile Attachments
For Notice of Intent to Award, the
Required Quote Attachments Notice and any supporting information
should be posted as attachments.

(These are atiachments requested by the Agency, and a Quote respanse must includethem to be submitted)

2. Click on the Add File button to add a
Add Required Quate Atiachment new file.

0 Thiswil require a Quate Response to have a file attached before Quate can be submitted
This does not contral what file s attached, the Vendor is responsible for attaching a relevant file
This does not prevent a Vendor from attaching a non-relevant il or a file of a different name than expected

Save & Continue Add File
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Screenshot Directions

Step 10: Browsing and Selecting a File

od il 1. When the Add File window opens,

click the Browse button (also known

DNnmust'le1i!uaymm-'mmra[mlanpearnha'em:rmerlremsmﬁlesa'ecsnkaj.fc.I[ta'lnadille'smlrcr'nrer.inammmanncan::r[anama'lmamamergsna:es\a'lma:a araCES U to  makimum kengih of 200, as the Choose File button in Google
Chrome). This will search for

;

e documents from your computer.

Desripton:

! b s

Sarth Fie
Locatr: L]
Soehb  Smehlonne R Genceldbi

@ e " 2. Click on the desired file from the
€ R Doy V| O | Serch Deskop ’ popup window and click on the Open
Organize v Mew folder R | 0 button to add .
A Name : Date modified Type Size A
7 Quick access 7 Cornerstone - Shorteut /212021951 AM Shortcut 2K
& Onediive - Comrr @ Cornerstone Microsoft Word D, 12KB
@ Course Descriptions Revised Microsoft Word D, 20KB
Desktop 15 DOER Bid Solicitation Microsoft Word D... 12k8
Documents e Shortcut 3K8
HomeDrive @ Forsey link Microsoft Word D... 13KB
[&] Pictures E GoToMeeting 000 PNG File 2339k
Recordings = GoToMeeting Shortcut 2K
f,*) GoToTraining Shortcut 3KB
g This PC @ Grant for Training document Microsoft Word D... 41K
30 Objects 135 HOW TO USE MBPO'S Feb_2021_PM Microsoft PowerP..  5373KB
[ Desktop @ In-Progress Bid ltems Microsoft Excel C.., 1KB
Documents @ In-Progress Bid ltems Microsoft Excel W... 9KB
‘ Downloads @ Instructor Guide_Catering Services Microsoft Word D... 177K
42 Windows (C) @ Intro to SWC and COMMBUYS _Decemb... Microsoft PowerP... 9769 KB
§ E Invoice-Template PNG File 16KE
% StredFiles (i ] LGE - Hubbardston 12.01.20 PDF File 24TTKB
R eprocurement | 134 LGE - Hubbardston 12 0120 Microsoft PowerP.. 13,6808
= 0SD-Shared (W, @ LGE Leicester Microsoft PowerP... 2346 KB v
File name: |GrantforTrammgdocument V| _. = 7

Add File 3. Complete the following fields:

1) Name s the display name for thefle that wil ppear where atachment repository files are dispiayed It can be diferent rom the name an cisk and can contain aphanumeric characters, spaces, and s ® Name - reql_-“red; bUt WI” be .
populated with the selected file

Nae® name if left blank.

enn e Description — optional.

e Chonse e Gk o curent 1 4. Click on the Save & Continue button
Searh il to add another file or click on the

e - Save & Exit button when all files

have been added.

Save & bxit Save & Continue Reset Cencel & Biit
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Screenshot Directions ‘
Step 11: Adding Notes

Blanket Bid BD-21-1990-BIDS1-BIDS1-60864 1. Click on the Notes tab if you would
like to add a note. Notes are
General lems  Address  Accountng  Routing  Atachments(] BBMW Questions  Amendments  Q&A  Reminders  Summary viewable Only by Commonwealth
— users. Vendors cannot access or
view these notes however they may
Al el e . be subject to Freedom of Information
0 requests.
Bill
ONaley13 If a note has been added, click on the Save &

Continue button.

Save & Continue Reset
Step 12: Adding Vendors
Blanket Bid BD-21-1990-BIDS1-BIDS1-60864 1. Click on the Bidders tab.
General  hems  Address  Accounting  Roucng  Attachments!)  Noted) Bidders WQuestions Amendments Q&A  Reminders  Summary 2 When the Bidders page Opens1 CIiCk
) on the Lookup & Add Vendors
m Subcontractors  Quate Activity

button at the bottom of the page.

Vendor Validation Warnings

No bid bidder.
Select bidder particination, apen or closed, and select vendars to notffy
O Unvestricted i alvendors can view and respond

O Restricrad bid, only selected vendors can view and respand

VendorID Vendor Name

(7 Show Estimated Tosl T Vendors
D Show Unit Prices to Vendors
Hide Bid Holder List on Vendor Side

0 Before you look up bid vendars ar add 2 new vendor, please save your unsaved changes. Otherwise you wil lose thase thanges

Save & Continue l Lookup & Add Vendors
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Screenshot Directions
Step 13: Searching for Vendors

1. The Lookup and Add Reference
Vendors popup window appears.
This should be used ONLY to select

Find (lear non-public entities if they are eligible

to respond to the grant opportunity.

2. Enter search criteria and click on the
Find It button.

Find Vendors or Al Commaity-2P%sontheBid | Close Wincow 3. Alternatively, scroll to the bottom of
the page and click Find Vendors for
All Commodity-EPP on the Bid
button.
T COMMBUYS automatically matches the

T vendors who have registered with the
associated UNSPSC codes. These vendors
will receive an email notification of the bid.

4. Select the desired vendor(s) from the
search results by clicking on the
checkbox next to the vendor’s name
or click on the top Select checkbox to
select all vendors on the list.

o 5. A popup window displays with a
www.training.commbuys.com says warning message when selecting all
vendors. Click OK. The popup

Warning: All vendors have been selected for email notification. A large window will disappear.

quantity of vendors may take several minutes to process.

6. Scroll to the bottom of the page and
click the Save & Exit button to return
to the Bidders tab.

How to Create a Grant Posting from Scratch Page 9 of 14



Screenshot Directions

St - nPrges B

/(S

oateous iy oS, . BaMsnghay b
3l Maiing Addr gin, b
00000058 B Mg s B
97 Hawe v
ez
ina Mac( Salem 5 Norceste... v
0ot Y OF LA ngAdes i
General Maling Address - Jane Dibiasio One Government Center 6th .. v
wone Commonwesth f Nesadusers BdMingAdires e
Bil Mailing Adiress{defauit) - Jackie Brownell 1 Ashburton Place Room ...
1 Ashturton Pace [‘
Room 117
Boston MALRI0B
5
10000815 TOWN CE STOUGHTD ngidires B

General Mailing Address - RANDOLPH DEWAR 950 CENTRAL STREET STOUGH... v

BB
STOUGHTON MARIT2

[EaEgE

T2345ETRRM)

{0 Before you ok up i venors or 2  new venoor, plsasesave your unsaved cianges. Ochers you wil lse ose Changes

Save & Continue Lookup & Agd Vendors:

Step 14: Adding and Deleting Vendors

The Bidders tab now displays all the Vendors
you selected with the same UNSPSC as the
grant.

1. Click on the Unrestricted bid radio
button for grants so that any vendor
can respond to the bid. Click on the
Restricted radio button ONLY for
grants where all eligible Grantees are
confirmed as registered vendors in
COMMBUYS. This step needs to be
done after you select your vendors. If
done prior, it will de-select and not be
saved. Click Save & Continue when
complete.

2. You can delete vendors using the
checkboxes in the left Delete column
or delete all vendors by selecting the
top Delete All checkbox at the top of
the column.

NOTE: Deleting vendors means that the
bid is no longer unrestricted. Refer to
OSD and your department policy for
guidance.

3. You can continue to add Vendors by
clicking on the Lookup & Add
Vendors button at the bottom of the

page.

4. When you are done, click on the Save
& Continue button at the bottom of
the page.

How to Create a Grant Posting from Scratch
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Screenshot

Directions
Step 15: Entering Questions

Swehlonie Rt

BB 50-211990 853051 0884 s s 2 1. Click on the Questions tab.
o Secerll (Questions Wvercners QA femindes  Sonmay
2. You can ask vendors questions by
entering text in the Question field.

. 3. Select the Required checkbox if the
guestions must be answered before
the quote can be submitted by the

vendor.

4. Select a value from the Response
Type dropdown menu to establish a
format for the vendor response.

5. Click on the Save & Continue button
to save your entries.

Step 16: Opening Q&A Dialogue
Blnke S 0211500 IO 805140864 vy B

NOTE: The Amendments tab is not activated
until after the bid is sent.

1. Click on the Q&A tab.

2. To allow dialogue with vendors, select
the Allow vendor to submit
guestions checkbox (recommended
best practice).

3. If you would like COMMBUYS to
notify you when a vendor submits a
guestion, select the Send
notification when vendor
submitting question checkbox
(recommended best practice).

4. |If desired, you and/or the vendor can
enter a Question Subject and
Question into the respective fields,
and the other party can respond in
the Answer field.

5. Select the Show All on Web
checkbox.

NOTE: Itis a best practice to check Show All
on Web and uncheck Show Original Vendor
Only when answering vendor questions. This
allows all vendors to see who asked the
guestion, what the question is, and what
answer was given to the vendor.

Click on the Save & Continue button.

How to Create a Grant Posting from Scratch
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Screenshot

Blanket B BD-21-1990-BIDS1-BIDS 40854

Soehlone | R

Suns Bl-nProgres E

Directions

Step 17: Entering Reminders

1.

Click on the Reminders tab if you
want to send a reminder to yourself or
another person within your
organization.

Use the calendar icon in the Due
Date field to select the date of the
reminder, and then enter your
reminder text in the Comment field.

Select yourself or another internal
recipient in the drop-down menu next
to the Remind Whom field.

If an advanced reminder is desired
enter a number in the Days Prior to
Remind field.

If you would like to receive an email
when your reminder is due, select the
Send Email checkbox.

When complete, click on the Save &
Continue button.

How to Create a Grant Posting from Scratch
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Screenshot Directions

Step 18: Reviewing the Bid

Blanket Bid BD-21-1990-BIDS1-BIDS1-60864 s - B . .
1. Click on the Summary tab to review

o e e ' all of the entered data.

Header Information

Bid Number: Descripion: Gar Status B-ninges

Purchaser: Minor Status: How Solicited: B

Organization:

Fiscal Year: ¥ Degartmant: Lacation: BRI ot

Show On Web: e Mlow Electranic Quate: Required Dte:

Bid Opening Date: TR (HEE Hueiabe Date: e

Purge Date:

Bid Type: Ogensis Informal Bid:

Control Code: Estimated Cest: Print Dest Desait.

Mremate [0 Purchase Mechod: Catalog d (fer contract): [}

BlanketiCantract Bagin Date: ORI ‘BlankeziContract End Date: MEISIHEL A Type (ode:

Infs Comtace: ‘Bulletin Desc: Pre-8id Conference:

UNSPSC Cade Certified Required: = Acknowhedge inciusion required: L Hour of Acknowledge inclusion:

Subcomtractar lnfo: Quote Nanification: e

Dase Last Updatad: i User Last Updmrad: [spen Singh Auard Orly:

Shig-to Address: Billts Address: Print Format:

Selicitation Ensbled: Rolling Enroliment Enaslect Allow vendors te submit multiple / alternate quates:

Ivoice Methad: TV Open Envollmest Enablad: Close QBA For Vendor Date:

Item Information

2. When finished, scroll to the bottom of
e — st d the page and click on the Submit for
—_— Approval button.

Dezrrg O W et L] Toz Deaurtinc. Taka Tasm Tl

At Ko

Suomit for Approval (Cancel B Clone Bid Print

Step 19: Approval Path

The approval path is shown, or you’re given
the option to select the appropriate one. Click
on the Save & Continue button to complete.

NOTE: The bid will now proceed through your
department’s approval path (no image is
provided here as your approval path will
vary). You will be informed by COMMBUYS
email when the approval is complete, at which
point you can log back into COMMBUYS and
continue with Step 20.
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Screenshot Directions

Step 20: Sending the Bid to the Vendor

Item Information

1. Once approved the bid status
changes to Ready to Send. Locate
the bid on the COMMBUYS Home

Trem # % Sample Grant far waing. - feadytaSend B

(BOSBE

Diaie i On Qi ] i L - ] Tot Dmurtim. Takae T Todex ) Page |n the:
o N o e Recent Documents section, OR
s e Bid Solicitation(s) Ready to
o - . Send tile box, OR

e Bid Solicitations icon on the left
side of the home page.

2. At the bottom of the Summary tab
page select either the Change bid
status to "Sent" and notify vendors

R radio button or the Change bid
N status to "Sent" only radio button.
Send id Actions 3. Click on the Send Bid button.
T B Lo The bid is now posted on COMMBUYS.
o Vendors may be able to respond depending

on the available date set on the General tab

CencelBad Cone B Princ

How to Create a Grant Posting from Scratch Page 14 of 14



