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This Job Aid shows how to: 

• Find and open an evaluated and awarded COMMBUYS Bid 

• Create a Master Blanket Purchase Order (Contract) from an awarded Bid in COMMBUYS 

Of Special Note:  
Once the solicitation process is complete and the bid is awarded to a vendor(s), an MBPO for a new contract needs to be 

created in COMMBUYS.  This job aid starts at the point where the bid has been awarded and approved. 

Screenshot Directions 

 

 
 

Step 1: Searching for Bids 
 
From the Main Menu, click on the Bid 
Solicitations icon. 
 

 

  
 

 
 

Step 2: Opening an Approved Bid 
 

1. Click on the Approved tab. 
 
 
 
 
 
 
 
 
 

 
2. Click on the blue hyperlink in the 

Bid Solicitation # column to 
open an approved Bid. 

 

NOTE: Open Market bids can be 
changed to MBPOs; however, they are 
typically used for a one-time bid that will 
most likely not result in a contract. 

http://www.mass.gov/osd
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Step 3: Clicking on the Bid Tab Button 
 
The Bid opens to the Summary tab.  
 
Scroll to the bottom of the page and click 
on the Bid Tab button. 

 
 
 
 
 
 
 

 
 
 
 

 
 

 

 

 

Step 4: Accessing the Summary Tab 
 
The Bid Tabulation page displays all the 
quotes received for the selected bid.  
 
Click on the Summary tab. 
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Step 5: Clicking on the Create PO 
Button 
 
The Summary tab for the bid opens.  
Scroll to the bottom of the page and click 
on the Create PO button.  
 
NOTE: The Create PO button will only 
appear if the bid has been awarded. 
 
NOTE:  If you have awarded the contract 
to multiple vendors, all of the awarded 
vendors will display on this page.   
 

 

 

 
 

Step 6: Previewing the PO Creation 
Page  
 
The Purchase Order Creation Preview 
page displays with the purchase order 
creation options already preselected: 

• Include Narrative Items 

• Include Bid Attachments 

• Include Bid Tab Attachments 

• Include Bid Notes 

• Include Quote Subcontractors 

• Include Vendor Quote Attachments 

• Include Forms 
 
The best practice is to keep all of these 
checked.   
 
Click on the Continue button to create 
the MBPO. 
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Step 7: Opening the PO 
 
The page refreshes with the PO(s) 
created from the bid, one for each 
Vendor awarded.  
 
NOTE: If multiple vendors have been 
awarded with the intention of creating a 
separate contract for each vendor, the 
remaining steps in this job aid will need 
to be completed for each awarded 
vendor. 
 
Open the PO by clicking on the blue 
hyperlinked PO # next to the words: 
“New Purchase Order is”. 
 
 

 

 
 

Step 8: Reviewing the General, Items, 
and Vendor Tabs 
 
The PO opens to the Summary tab 
page.  Review the General, Items, and 
Vendor tabs to ensure accuracy.   

 
The following tab is the Routing tab 
which displays the path this 
document will follow towards 
approval.  It is not activated until after 
you submit the document for 
approval. 
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Step 9: Completing the Control Tab 
 
NOTE: If you wish to have other 
agencies or organizations use your 
contract, complete the following steps.  
Otherwise, skip to Step 10. 
 

1. Click on the Control tab. 
 

2. At the top of the page, enter the 

Master Blanket/Contract Begin 

Date and End Date using the 

calendar icons if those fields are 

not already populated. 

 
 

 
 

 
3. Select the Cooperative 

Purchasing Allowed checkbox. 

4. Click on the magnifying glass 
icon in the Organization column 
next to the Add New: field. 

 

 

 

 

5. A Lookup Organization popup 
screen displays.  There are two 
types of MBPOs in 
COMMBUYS. 
 

For Limited User / Departmental 
MBPOs, which will be available for use 
by the issuing Department and one or 
more eligible entities either listed 
specifically in the Request for Response 
(RFR) or defined generally in the RFR 
and then subject to authorization by the 
issuing Department, choose one of the 
following: 
 

o Complete the Search Fields 
at the top of the popup page 
and click on the Find It 
button, or 
 

o Scroll down through the list 
of Organization Names 

 
o Select the radio button next 

to the desired organization, 
then click on the Select 
button at the bottom. 
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• For Statewide or OSD-Designated 

Statewide MBPOs which will be 

available for use to all eligible 

entities, select the radio button next 

to ALL ORG, then click on the Select 

button at the bottom. 

 

NOTE: Select ALL ORG ONLY if 

authorized by OSD AND within the 

RFR language. 

 

6. When the screen redisplays, 
click on the magnifying glass 
icon next to the Add New: field 
in the Department column.  
 

 
 
 
 
 
 
 
 
 
 
 
 

7. Select the radio button next to 
the department with whom you 
would like to share your contract, 
then click on the Select button at 
the bottom of the page. 

 
NOTE:  If you would like to share with all 
departments within the selected 
organization, select the radio button next 
to AGY Agency Umbrella Master 
Control.  If you would like to select only 
certain departments within the selected 
organization, add them one at a time. 
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8. If you choose to limit the amount 
of dollars each organization may 
spend on the MBPO, enter an 
amount in the Dollar Limit field.  
Also, if you would like to 
establish a minimum dollar 
amount per order, enter an 
amount in the Minimum Order 
Amount field.  A dollar limit set 
to zero indicates no limit. 
 

9. Click on the Save & Continue 
button.  

 

 

 
 

Step 10: Reviewing the Remaining 
Tabs 

 
1. Review the Attachments, 

Notes, Change Orders, 
Reminders, and Summary tabs 
for completeness and accuracy. 

 
 

 
 

 

Step 11: Submitting for Approval 
 
After clicking on the Summary tab, the 
PO is currently in an ‘In Progress’ status. 

 
Scroll to the bottom of the page and click 
on the Submit for Approval button.  
Your submittal request will go through 
your established approval process. 
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Step 13: Opening the PO 
 
Once the PO has been approved, it is 
ready to be sent to the vendor(s). 
 
Click on the blue hyperlink for the 
purchase order # in the Recent 
Documents box to open the PO, or use 
the Advanced search function on the 
COMMBUYS home page to search for 
the MBPO. 
 

 

 

Step 14: Sending the PO 
 

1. The PO opens to the Summary 
tab with a status of Ready to 
Send. Scroll to the bottom of the 
page. 

 
2. Select one of the two options: 

• Send Email and Notify 
Vendor: This is the default 
and the best practice.  This 
choice sends the vendor’s 
COMMBUYS contact an 
email about the PO and the 
PO can be found in 
COMMBUYS. 

• Set to Printed Status: For 
this choice no email is sent 
but the Vendor will be able 
to find and open the PO in 
COMMBUYS. 

 
Click on the Save & Continue button to 
and the transaction status will change to 
‘Sent’. 
 

 


