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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) from an Awarded Bid

This Job Aid shows how to:

e Find and open an evaluated and awarded COMMBUY'S Bid
e 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

Marketplace v L-:.-z':::
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Recent Documents
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2 &|  From the Main Menu, click on the Bid
Solicitations icon.

Document#  Type Deseription Status  LastViewed
PO-191083-  Corerac  (OFRAT - Lindenmeyr Semt 072002020
QSDI-SRC3- | Blankes ¢ Cavagory 2
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Step 2: Opening an Approved Bid
Bid Sfctations § vieutive .
1. Click on the Approved tab.
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Bid Solicitation # & Description & Bid Type Code & Buper {5 DepiLoc { Bid Opening Date 0
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Bia Socatons 2. Click on the blue hyperlink in the
Bid Solicitation # column to
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Ht NOTE: Open Market bids can be
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most likely not result in a contract.
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Screenshot Directions

Step 3: Clicking on the Bid Tab Button

Item Information

The Bid opens to the Summary tab.

Scroll to the bottom of the page and click
on the Bid Tab button.

Disable Pricing On Quote: oy Unizos oM Tocal Discoun Ame. Tafae Tackmourr. Toal (ot
- S100 EA-Each i L] 50

Mansfaourer Bt Moot
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PSR 0

T 3

Aocoue Cooe Anout
Therts o (e acccumng avalabie For s em.

Pre-Bid Approval Path:

T e o agproal pas found o s B

Bid Award Approval Path:

T e o agproal pas found o s B

(Cancel Bt Clone Bid Yiew Quate Hstary Print

Step 4: Accessing the Summary Tab

Bi abulation for Bi 280:21-100 8051515219 The Bid Tabulation page displays all the
quotes received for the selected bid.
Total Nambe of Sumized Quotes: 3 .
Click on the Summary tab.
(nseer A (o Dewrgem Veniar D endr e Subric Dz Kadmens
QT-I0E0SBIDS1-Tiss6 ek Lornd B R
Download
Q10051 BI051. TS5 = L] e (BT S
Downbsd
Q119308105 18105172858 E=1) [ Yemei ETHAORGEER
Downloag
Save o Continge
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Screenshot Directions

Bid Tabulation for Bid #BD-21-1990-BIDS1-BIDS1-52129
Quotes  Redsions  fems  HeaderQuesions  Subonrecos  Routng  Atachments k:’f Back to Bld

Bid Aviard Validation Warnings
Therere

Bid Tabulation Information

Total ltem Count: 1 Total Awarded Quote Count: 1 Bid Seatus: 284 - Bid Aoproved (Ready for Vendor Awarding)

Canceled kemirfalQuote info 100029710 Decelle

“Quote: (T-1950-8IDS1-BIDS - 72947

placeholder

frem#1 Print Sequence10 Smaous7BA- Approved Unit Cost Bl

Quantity 10 UomEA Discount % 0%
Tan Rate. 00%
Freight 200
Aitemate Description

See Quote Amtachmentis)

Hward
Totals: SVendor Gross Totak 00
§ Vendor Discounc 00
§ Viendor Net Toca: 00
§ Preference Discount: 00
5 Bvaluation Tocat 5100
$Vendor Freighe 000
§ Avarded: 5000
Eval Codes:
PrefCodes

Evaluation Code Descriptions
*£= | gw tem Price

Craate PO Export Awarded ltems Print

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.

Bid BD-21-1990-BIDS1-BIDS1-52129 - Purchase Order Creation Preview

1 purchase order will be created for the following quote:

Quote # Vendor ID

(7-1990-BIDS1-BIDS1-78997 00029710 Decelle

Purchase order creation options:
Include Narrative [tems

Include Bid Attachments

Include Bid Tab Attachments
Include Bid Noes

Include Quote Subcontractors
Include Vendor Quote Attachments

Include Forms

@ Clck Continue' button to create PO or lck Cancel & it button to cancel the PO creation and return to the bid tabulation summary page.

Continue Cancel & Exit

Copyright © 2020 Periscope Holdings, Inc. - All Rights Reserved

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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Screenshot Directions

Blanket Bid BD-21-1990-BIDS1-BIDS1-52129

Generdl  hems  Address  Accounting

System Warningfs)

Routing  Amachments(i)  Notes

[ NewPutchase Ocer s PO-21-1990BIDS1-BIDS1-19484:0 l

Header Information

Bid Number:

Purchaser:

Organization:

Fiscal Year:

Show On Web:

Bid Opening Date:

Purge Date:

Bid Type:

Control Code:

Alternate [D:
Blanket/Contract Begin Date:
Info Contact:
UNSP§CCode Certified Required:
Subcontractor [nfo:

Date Last Updated:

Ship-to Address:

BD-21-1990-81D51-BIDS1-52129
Bill OMalley15

Department of State Purchasing
2

Yes

081772020 0210:00 PM

Open Bid

08/31/2020 12:00:00 AM

N

081772020 020629 PM

Andy Dwyer

80 West Avenue

boston, MAD2117

Us
Email:test@periscopeholdings.com
Phone: (12314567890

Bidders

Questions

Description:

Minor Status:

Department:
Allow Electronic Quots:

Available Date:

Informal Bid:

Estimated Cost:

Purchase Method:
Blanket/Contract End Date:
Bulletin Desc:

Acknowledge inclusion required:
Quote Notification:

User Last Updated:

Bill-to Address:

Amendments(f)  Q&A  Reminders  Summary

test)A

BIDS? - Procurement Department
Yes

08/11/2020 01:35:44 PN

No
5000
Blanket

08/31/2021 12:00:00 AM

No
No
Bill OMalley15

Andy Dwyer

80 West Avenue

boston, MAD2117

Us
Email:test@periscopeholdings.com
Phone: (12314567890

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”.

Solicitation Enabled: No Rolling Enrollment Enabled:

Invoice Method: Three Wy Match Open Enrollment Enabled:

SBPP (Small Business Purchasing Vs

Program| Eligihle?:

See SBPP requirements and

exceptions at www.mass.gov/shpp
Step 8: Reviewing the General, Items,
and Vendor Tabs

Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-19484 S P nfoges B

Gl b Veow g o dmomenf) dom  Cwglres Renndes  Summay The PO opens to the Summary tab
page. Review the General, Items, and

. Vendor tabs to ensure accuracy.
Header Information
ias¢ Order Number: elease Number: jort Description: = . . .

S —_— — - The following tab is the Routing tab

Faler i oSt which displays the path this

Organization: .

- ot — document will follow towards

M et Gt approval. It is not activated until after

Days AR0: Retainage & Discount .

- - you submit the document for

Catlog Releaze Type: Dremiekze B4 Tk o dloeed Peard Enabled: a roval .

Contact Instructions: TaxRate: Actual Cost: 0 pp

Print Format:

Solicitation Enabled:

Spacial Instructions:
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Master Blanket Purchase Order PO-21-1990-81D51-BIDS1-15484 SausBlabges B

¢ Voo Rounfl Comnl Roacwen Nom CengeOvies Renndes  Summery

ﬂ Dolar Limits2t 10 ) ricgies ro lmi.

Sohlonine  Reset

Cooperative Purchasing Allowed

Organization

1990 - Department of State Purchasing

Add Mew: Q

Lookup Organization

Search Using. i \
ALL of the criteria v

Search Fields:

Organization ID Organization Name

Fiscal Year Start (=] Fiscal Year End =]

Status ~

Browsby: A BCDEFGHIJKLMNOPQRSTUVWXYZ

0123456789
Findft Clear )

125071179
12345678910 )

Select Organizaton ID Organization Name

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. Atthe 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.

How to Create a Master Blanket Purchase Order (MBPQ) from an Awarded Bid
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Select Organlzaton ID Organlzation Name

4

ALLORG Organization Umbrella Master Control

Master Control Validation Errars

Atlezst one control is required for master blankets/contracts,

Master Blanket/Contract Begin Date" i Master BlanketContract End Date”

Cooperative Purchasing Al medll

Organizetion Department

AddNew: 1020~ Department of Consenvation and Recreation Q Add New: Q

0 Dollar Limit set to 0 indicates no limit.

Save & Continue Reser

Department Lookup for Organization: Department of Conservation and Recreation

e 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.

How to Create a Master Blanket Purchase Order (MBPQ) from an Awarded Bid
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Screenshot Directions

1 Dot Oidcas o

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.

Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-19484

G b Veor s O fuemend Nos CmOuwn R Summay

Header Information

Purchase Order Number: Release Number:

Status: Purchaser. B0V TS
Fiscal Year: o PO Type: B
Organization:

Department: Lacation:

Alternate ID: Entered Date:

Days ARO: 4 Fetainage - i
Print DestDetait: fofe

Catalog I0: Release Type: Drectieieme, 4 fenme ot Aloved
Contact Instructions: TaxRate:

Print Format.

Solcitation Enabled:

Special Instructions:

‘Shore Deszription:

Reclpt Mt
MinorStatus:

Type Code:
Control Code:

Discount %:

Peard Enabled:
Aatual Cost:

Statis P nfrogres B

Step 10: Reviewing the Remaining
Tabs

1. Review the Attachments,
Notes, Change Orders,
Reminders, and Summary tabs
for completeness and accuracy.

Submit for Approwal

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.

How to Create a Master Blanket Purchase Order (MBPQ) from an Awarded Bid
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Screenshot Directions

Step 13: Opening the PO

COMMELYS & - - ®e0d Once the PO has been approved, it is
ready to be sent to the vendor(s).
n S
Ready for Purchasing Ready to Send mmm Ready o Send Ry To Apoly . .

Click on the blue hyperlink for the

e T purchase order # in the Recent
Documents box to open the PO, or use

Date Category Title Document# Type Description Status Last Viewed

the Advanced search function on the
COMMBUYS home page to search for
the MBPO.

View More

Step 14: Sending the PO

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

leem Infermation = page.

Trarw i rc vk prformaees ocumare

2. Select one of the two options:
Approval Path e Send Email and Notify
Vendor: This is the default
and the best practice. This
choice sends the vendor’s
COMMBUYS contact an

Trere are res appecwal paths Tourd for thes purchase arder

ot @ssstnat ey Ot et email about the PO and the
Save & Conmie PO can be found in
COMMBUYS.
G CowP) P PtvedoCoy e 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’.
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