SD

OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) from Scratch

This Job Aid shows a Basic Purchasing user how to:
e Create a Master Blanket Purchase Order
e  Submit a purchase order (PO) for approval and/or send PO to vendor

Of Special Note:
You must be a Basic Purchasing user with appropriate privileges to the organization that owns the migrated
document to perform most of the steps outlined below. This Job Aid will focus on:

1. Master Blankets with one vendor (awarded contractor) and a catalog of line items specific to that vendor.
These blankets, often referred to as “single vendor based,” are ideal for contracts where pricing is fixed and
does not require a quote, however these blankets can be “Solicitation Enabled” in order to support issuing bids to
get price quotes when desired. This setup requires you to create a separate Master Blanket for each awarded
contractor.

2. Master Blankets with multiple vendors listed as distributors who fall under one placeholder vendor.
These blankets, often referred to as “multi-vendor based,” can be “Solicitation Enabled” in order to support
issuing Bids to get price quotes from the contractors, and then placing orders with the quote winner(s). This
setup requires you to create one Master Blanket that would contain all the awarded contractors.

Screenshot Directions
Step 1: Selecting Contract

COMMBUYS 1. 8;32 :Ir;;i;?c,ggd Documents

OFPERATIONAL. BERVICES DIWISION

| Requisition ' 2. Select Purchase Order from
the dropdown menu.

Bid Solicitation

Furchase Order

Receipt
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Screenshot Directions

Step 2: Creating a New PO From

o Scratch
COMMEU'S g g [l e 5608
1. From the Create a New
Create a New Purchase Ordar Purchase Order screen, ensure
that the first radio button:
ot fatect i rraithcad i e e puacharia crder Create a purchase Order from

scratch is selected.

et i 2. Select Blanket from the

J—— dropdown menu in the PO Type

of the New Purchase Order
P T 1 i i i f|e|d
L 3. Click on the Continue button.
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Step 3: Completing the New PO

Special Instructions

General Tab Screen

The New PO screen opens to the
General tab. All fields marked with an

' asterisk are required. Fields to be

: populated include:

Quantiy v o Short Description: Use
this field to enter your
organization’s contract
numbering information, as
well as a few key words for
easy searching.
Department: This defaults
from the user profile. It may
be changed using the
dropdown arrow if other
departments are available
to the user.

Location: This defaults
from the user profile. It may
be changed using the
dropdown arrow if other
locations are available to
the user.

Solicitation Enabled:
Select this checkbox if your
intent is to allow bids to be

issued to obtain price
quotes when desired.

Type Code: Select from the
dropdown menu:

o CH - Historical
Contract (do not
use)

NC - Non-
Statewide/Limited
User Contract
SW - Statewide
Contract

NOTE: Statewide contracts are resrved
for OSD or OSD designated agencies.

o Catalog: Field is not used.
o Print Format:
o Purchase Order
Print (use this
default)
o PO Vendor Print

Optional Fields include:
Release Type:

o Direct Release: A
single vendor
blanket with specific
pricing. Select if
you would like the
PO to be ready to
send to the vendor
once the requisition
is approved.

How to Create a Master Blanket Purchase Order (MBPO) from Scratch
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Screenshot

Directions ‘

o Standard Release:
Used for any
blanket with or
without pricing.
Select if you would
like the PO to
require a second
approval.

o RPA Only
Release: To be
used only for
situations that
require the
immediate
acquisition of a
commodity or
service.

e Alternate ID: Enter
information as required. This
may include (but not limited
to) data such as
Massachusetts
Management Accounting
and Reporting System
(MMARS) encumbrance ID
or Enterprise Resource
Planning (ERP)/Accounting
system transaction numbers
for non-MMARS users.

e Special Instructions: Enter
information as required. This
field allows for entry of
specific instruction to
vendors.

When fields are complete, scroll to the
bottom of the screen and click on the
Save & Continue button and an auto-
generated MBPO number will display at
the top of the page.
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Screenshot Directions

Step 4: Opening the Items Tab

Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-19493 1. Click on the Items tab.

G Vedor Routg (ool Atachmens N ChangeOrdes  Reminders  Summay 2. Click on the Add Item button.

Ignore the red validation error
as the next few steps
demonstrate how to add an
orderable item.

General JES

Generalftem Information Validation Errars

This document has no normalfordrable e,

There arz o ftems. Please cick Ao ke or Search fems below to s an fem.

SearchImientory kems ~ Searchkems | Addltem Upload kems ~~ Export tems Bi

Copyright & 2020 Periscops Holdings, Inc.- Al Rights Reserved
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Screenshot

Master Blanket Purchase Order PO-21-1990-BIDS1-8IDST-194%3
G s Veokr oo Do Kmes M Cenglies e
i Sequencz - FemType

e el H-InPragrs Sock e o Begin
]ﬂrr.:r'q [

ol Qant

Quantiy v i
UNSPSC Segment-Famiy. v

qQ

UNSPSCCss .
Commodiy£P: Q

Status: 31 -nProgress E

TarRate:
TaAmount: i

Exended Amourt: 3000

Directions
Step 5: Adding Iltems

The Items General Tab allows you to
enter:

e Description: good/service
description; up to 400
characters

e Receipt method: quantity or
dollars; choose based on
receiving needs for the blanket

e Quantity: (at least 1) make sure
it is relevant to the receipt
method

e Unit cost: cost associated with
the item/service per unit (can
leave at O to allow buyer to
enter information)

e UOM (Unit of Measure):
choose from the dropdown
arrow.

If this is a multi-vendor blanket, the
description should be specific enough to
determine what the purchaser is
requesting the vendor to provide a quote
for. Itis recommended that you indicate
that users should create a Solicitation
Enabled requisition when ordering this
item.

In a single vendor PO, the item section
defines specific products or services,
their UNSPSC codes, and pricing
information. If pricing varies based on
an item attribute, create separate items
with distinct pricing.

If you need users to be able to enter
quoted prices, leave the price blank and
instruct them to enter pricing and edit or
add to the description on their release
requisitions so that the vendor knows
what buyers are ordering.
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Sttes: M- n Progress E

Step 6: Adding UNSPSC Codes

UNSPSC stands for United Nations
Standard Products and Services Code.
This commodity code will be used to
identify vendors who have registered in
COMMBUYS using the code(s) you
enter.

1. Click on the dropdown arrow
next to the UNSPSC Segment-
Family field. The dropdown
menu will display the list of
UNSPSC Segment and Family
codes. These codes will display
with two numeric characters
followed by a dash followed by
two additional numeric
characters.

2. From the dropdown menu, click
on the desired code and the
number will be entered in the
UNSPSC Segment-Family field.

3. Click on the dropdown arrow
next to the UNSPSC Class field
and select the desired two-
character code.

NOTE: If the UNSPSC Segment-Family
and/or Class fields are known, they can
be entered directly into the fields. If
unknown, click on the magnifying glass
icon, enter a keyword in the UNSPSC
Keyword field and click on the Search
button.

NOTE: UNSPSCs can also be found
using the dropdown menus next to each
field, by using the UNSPSC Lookup
Tool on the COMMBUYS Landing Page,
or by going to unspsc.org.

4. Click on the magnifying glass
icon next to the Commodity-
EPP: field. If codes are
available, they will display. If
available, click on the desired
code, then click on the Find It
button. Scroll to the bottom of
the popup screen, select the
radio button next to the desired
code, and click the Select
button.

NOTE: If applicable, freight

charges may be entered on the
right-hand section of the middle
portion of the screen if desired.
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Screenshot

Save & Add New Save & Exit Save & Continue Reset Cancel & Exit

Directions

Step 7: Saving the Iltems

1. After each item is added to the
MBPO, scroll to the bottom of
the page to click on the best
option. There are five button
options:

Save & Add New — This
button saves the item to the
MBPO and opens a new
item entry so that additional
items can be added.

Save & Exit — This button
saves the item, closes the
item entry page, and returns
to the Items tab (general
sub tab).

Save & Continue — This
button saves the item and
remains on the item entry
page.

Reset — This button
removes the item from the
PO without saving it.
Cancel & Exit — This button
cancels the item and exits
from the item entry page.

Repeat Steps 5 through 7 until the item
entry is complete then click on the Save
& Exit button.
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Screenshot Directions

Step 8: Reviewing the Items Tab

Master Blanket Purchase Order PO-21-1990-BIDS1-BIDST-1%493 To edit an item you have already
entered, click on the blue hyperlinked
number in the Item # column.

Gereral  Wems Vendor Routing Conird  Adschments  Notes  ChengeOrdes  Reminders  Summary

m =

SoyCom: Poeseene v Ospseory

kem Frinc tem
z Sequence Destriion
Retzipe Quandy Uit Net wow Discount % g Tat
Neshod (ot Unic Discount Raz
15t At

G i 4616 - 16) watersaey supples

Quantty » L] $000 EA-Each 0000 L]

0 Dz ey changes beore s ierwise, o changes il st

SaefiConine  Searhlnvemoryltems  Searchhems  Addkem  Uploadiems  Boothems  Concelbbit

Copyrght & 2020 Peristape Haldings,Inc.- Al Rights Reserved.

Step 9: Looking Up Vendors

1. Click on the Vendor tab.
Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-19493

2. Click on the Lookup & Add
Vendor button.

General  fem@  Vendor§ Routing  Control  Atachments  Notes  ChangeOrders  Reminders  Summary

m Subcontractors  Distributors

Vendor Validation Errars

Na PO Vendor.

Vendor ID Alernative ID Integration IDIs) Vendor Name Preferred Delvery Method

No vendor found for this Purchase Order.

Lookup & Add Vendor

Copyright @ 2020 Periscape Holdings, Inc. - All Rights Reserved.
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Screenshot Directions

Lookup & Add Vendor - Master Blanket Purchase Order PO-17-1080-05D01-OSDEP-7859
Vendor Lookup

Somintung

Sarve Suanied Vesaran Ouned Bummass

Chose Window

Step 10: Entering Vendor Search
Criteria

1. Enter your vendor search
criteria if a single vendor is
associated with this MBPO.

If there are multiple vendors
associated with this MBPO,
select the Conversion Vendor
(COMMBUYS Vendor ID
99000000) here. The
Conversion Vendor acts as an
overall placeholder for the
contract and allows you to enter
all the awarded contractors as
distributors.

2. Click on the Find It button at the
bottom of the page.

Lookup & Ada Vendor - Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-19493

Vendor Lookupz

Skt Vandorld Alternate LastPO Date

)

Viendor Name

0 00028710 Decele g2 200 Sepl, 200 123 Sycamore Strest

Last Bld Date Address

Add Vendor

(lose Window

Step 11: Selecting the Vendor

1. Select the radio button for the
desired Vendor (either one
single vendor or Conversion
Vendor for a multi-vendor
contract).

2. Click on the Add Vendor
button.

NOTE: If you do not see the vendor you
are looking for, try searching again or
contact the vendor to see whether they
are registered. The vendor must
register with COMMBUYS in order to be
added to an MBPO.

How to Create a Master Blanket Purchase Order (MBPO) from Scratch
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Screenshot Directions

Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-19493

Verior D ] tegason D Vendorhame

0080 Dele ES
v v

FeymentTems FraguTems:
v v

iging Weto SigorgTems:

Folsingdozes”

(General Mating Address -

Stzas P1-nProgress B

ecelle 123 Sycamore Street Dedha... v

Step 12: Viewing the Vendor
Information

The vendor information now displays on
the Vendor tab.

Skip to Step 15 if you have selected a
single-vendor MBPO.

If you selected Conversion Vendor for a
multi-vendor MBPO, go to Step 13.

General  Subcontractors VRGNS

Vendor Distributor Validation Errors
Atleast one fully registered active vendor distributor is required.

Vendor Distributor List

Vendor ID Alternative 1D Vendor Name

0 incuge Primary Vendor in the Vendor Distributor List

0 Please save your changes hefore looking up and adding vendor distributors. Otherwise, your changes wil be lost.

Preferred Delivery Method

Save & Continue Reset

Lookup & Add Vendor Distributors ]

Save EContnue: Aoy Vendor Terms PO Lookup & Change Vendar
Step 13: Searching for Multi-Vendors
Master Blanket Purchase Order P0-21-1990-BIDS1-BIDS1-19493 1. If you selected Conversion
Vendor for a multi-vendor
General Iems Vendor Routing Control  Atachmens  Notes  ChangeOrders  Reminders  Summary

MBPO, click on the
Distributors sub tab.

2. Click on the Lookup & Add
Vendor Distributors button.

How to Create a Master Blanket Purchase Order (MBPO) from Scratch
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Screenshot Directions

Step 14: Selecting Multi-Vendors

Another Lookup & Add Vendors page
displays.

1. Search for all the Vendors on
Find Vendars for All Commodity-EPPs on the PO Close Window the contract by clicking on the
Find Vendors for All
Commodity-EPPs on the PO
button at the bottom of the

page.

Seeq Vendor ID Vendor Name Aiternate  LastPODate  LastBid Date Address City
0 D 2. Check the box next to the
- 203 Cor s Senice. In. 23 River Poad Nt H ) H
O | mmm et e — desired vendor’s name in the
0 [ ooz 7Geonsinc Neyl®5s  POBTS Pegpee :
C ’ i ' = Select column. You will need to
0 OUS A indusl Supply/ LBECO R SpiSE e TSManSrem Tewishry hi
- | I ne vendor
0 0013 Asmeoniduswis Con. SNBSS  MyNWE  SREBRHONE HABAL dOt S process one ve dorata
O | owss sl SO0 Lafapene . e T4 Ssmalan time.
0 206361 AISpons- Heroes Unforms Sporting Goods & Promocns RN AN ERwSmE [
0 Aloce Dt Sty Senice I NBWIS  SepbE  S0Bod EEE ;
[ ) et fRgsimomi e st DREG SR i i 3. For each vendor added, click on
0 00017720 Ange-GUARD Products. Inc. Ange-GUARD Producs Inc Worcester .
s the Save & Continue button.
0 291 AloSdeyinc WM DcSAT STWanwSten el
O N ooostor  spescop A2 POBEE Bosn
- A Stzion .. .
When finished adding vendors,
O [ ooos7e  Acueine e Senics nc POBa 18012 Bosen . )
0 [ oo el VyWED D9 T63CopomeCrde New Curbernd click on the Save & Exit button.
0 [ oo e MEZNN  SeplAW  1BEmSrem Brooiine
O | owotesss  BasPoOmieerioraLic WEA  0amAT Fosborugh
D 00033328  BlankIndustries, LLC Hudson
0 J oot BooyamOweriuc NORAT ROTAN ssen
N 209332 Bosion Data Group, Inc. Ju9,2019 Apr 29,2000 Norwood
O [ oooss  eewemic 55Pie Coun fana
N 00032157 Brave Industrial Pant LLC 177 Elmwood Ave L-T‘gﬁ'i"t'\
- Lorg Brench
0 29 Brghaminausmies hc SepnAY  ArIEND  1SBigemiod Paren
O | oossess  Commlaisssens ROIMS 429 4SSty Meadors o Dan
0 [ ooy Coumousabaioc 4660 nganoa e Couius
n 300199 Communicasions Iternationalinc. Mar 242014 HANS Vero Beach
0 00036424  Cumer EmerprisesLLC 105 Ingustial Park Rd Vemon
0 F ooosst  oorremas ROLNN  ROBNT  AMELNE CHELNSFORD
A
150185
1234
Save & Bxit Save & Continue Save & Next Page Find Vendors for All Commodity-EPPs on the PO Close Window
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Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-19493

Sens Bl ninges B

B Wastr Bk oneat Evd ot

ox\a'_”'se'wifmzn: imt

Save b Continue Reset

Cooperative Purchasing Allowed

Organizatio nl

1990 - Department of State Purchasing

Add New:

Lookup Organization

(e
ALL of the criteria v

Search Fields:
Organization ID

Organization Name
Fistal Year Start [ Fiscal Year End (=)

Status v

Browseby: A BCDEFGHIJKLMNOPQRSTUVWXYZ

0123456789

\ Find It Clear
Select
4

1250 1179
12345678910

Organizaton ID

Organization Name

Step 15: Completing the Control Tab

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.

NOTE: If you want to have other
organizations use your contract,
complete 3-5 below. Otherwise skip
down to 6.

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 (MBPO) from Scratch
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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.

Select Organlzaton ID Organlzation Name

ALLORG Organization Umbrella Master Control

NOTE: Select ALL ORG ONLY if
authorized by OSD AND within the
RFR language.

Master Control Validatian Errors

Atz one comrolis required for master lakets/conacss. 6. When the screen disp|ay3, click
on the magnifying glass icon
Maste BlankevContactBegin Dae” & Master Blanket ContractEnd Date® next to the Add New: field in the

Department column.
Cooperative Pu‘('asingAHowed

Organization Department

AddNew:  1020- Deparment of Canservation and Recreation Q Add Ney: Q

@ Dol Limitset t Oincicates o fmit.

Save & Continue Reset

Department Lookup for Organization: Department of Conservation and Recreation

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.

a8 b8 6 8 B O K AN F S FNAA S A6 H BB FH 66O

DRI @ 02 Depamestf
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Screenshot Directions

8. If you choose to limit the
amount of dollars each
organization or department

wo may spend on the MBPO, enter

an amount in the Dollar Limit
field. Also, if you would like to

Oz imendntasuin: establish a minimum dollar

Jm amount per order, enter an
amount in the Minimum Order

Amount field. A dollar limit set

to zero indicates no limit.

10 Degaroment o S g Aet- g UMz o = S

9. Click on the Save & Continue
button.

Step 16: Viewing the Attachments

. Tab

Open Market Requisition RQ-21-1990-BIDS1-BIDS1-301187 staus - nrogress B9

General liems Vendors  Address  Accouting  Routig [ Attachments [{Notes  Reminders  Summary 1 CI|Ck on the Attachments tab
N If no attachments are needed,
Files go to Step 19.
0 Cick Add File to add fi hi Y . .

F— —— 2. If any files auto-attach: review,

keep, or delete as necessary.
lle
Copyright & 2020 Periscope Holdings, Inc. - All Rights Reserved.

To add attachments such as a bid
solicitation (e.g. RFR) and required
forms or contract documents, click on
the Add File button.
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Screenshot

Directions
Step 17: Adding a File

AddFi 1. The Add File window opens. To
0Name\5meL%p\aynamEfmmeillelha[mllappearwﬂerea[ta[hmemreposllorymesaredlﬁp\ayed. 1tcan be diferent rom the name on disk and can contain alphanumeric haracters, Spaces, and select a file from your desktop,
specia Charactrs up to & maimu fength of 200 click the Browse or Choose
) File button (depending on your
e browser). This will search for
Descrpton: documents from your computer.
Fie": Choase Fie o file chusen
2. Select the desired file from its
i location (C: drive, shared drive,
Locaor 1960 flash drive, documents folder,
‘ . . desktop, etc.).
Save & Bt Save & Continue Reset Cancel & Bxit
3. Complete the following fields
o Name — required; but will be
populated with the selected
file name if left blank
e Description — optional
4, Click on the Save & Continue
button to add another file or
click on the Save & Exit button
when all files have been added.
NOTE: Files previously uploaded or
added to the Document Library in
COMMBUYS are available in the
Attachment Repository. To locate and
attach from the repository, click on the
Search File button and complete the
advanced search criteria.
Step 18: Verifying the Attachment
» isiti .71- B ; . Status: 1R - In Progress [ ) 3
Open Market Requisition RQ-21-1990-BIDS1-BIDS1-301187 The Attachments tab redlsplays with a
General ftems Vendors Address Accountrg  Routng  Attachments(l] MNotes Reminders  Summary Ilst Of attached fIIeS and the ShOW
Vendor checkbox is automatically
e selected.
lers.amysm:immndm [viswdmils)l ' cl“ Elll“()M;Ilty‘; amam
Save & Continue Add File
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Screenshot

Open Market Requisition RQ-21-1990-BIDS1-BIDS1-301187

Delete All Note Date User

O

General Items  Vendors  Address Accounting  Routing  Attachments(1) Reminders Summary

Note

Bill
O'Malley15

Save & Continue

Reset

Directions
Step 19: Adding Notes

1. Click on the Notes tab if you
would like to add an internal
note. If not, go to Step 20.

2. When complete, click on the
Save & Continue button.

NOTE: Notes are viewable by you and
others in your work group. These are
not viewable by the Vendor, however,
keep in mind that this information may
be made available externally due to
Freedom of Information requests.

NOTE: The next tab is the Change
Orders tab. It has no functionality when
creating an MBPO from scratch.

Goerdl fems Vendors 517‘1[?55 Foountng  Rouing - Aachments  Notes |f Reminders §Summary
\
W

MIDDAYYY) [max 250 characters) Prier (MDD Emal
o
Renind"

Entered

( Do e’ Renind Whont Dags Date(ompleted ~~ Send Do ﬁ

SaekConnee | Reset

Step 20: Entering Reminders

1. Click on the Reminders tab if
you want to send a reminder to
yourself or another person
within your organization. If not,
go to Step 21.

2. Use the calendar icon in the
Due Date* field to select the
date of the reminder.

3. Enter your reminder text in the
Comment* field.

4. Select yourself or another
internal recipient from the
dropdown menu next to the
Remind Whom?* field.

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

6. Click on the Send Email
checkbox to ensure that the
reminder notification is emailed
to the intended recipient.

When complete, click on the Save &
Continue button.
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Screenshot Directions

Step 21: Reviewing the Summary
Tab Page

1. Click on the Summary tab and
Submit for Approval Cancel PO Clone PO Print Print Vendor Copy review the page. Changes may
be made by reverting back to
previous tabs.

2. If satisfied that the information is
correct, click on the Submit for
Approval button at the bottom
of the page. The MBPO will be
routed through your approval
path.

Step 22: Opening the MBPO

COMMELYS @ - st ®e 08 _
Once the MBPO has been approved, it

ru;mp- nmymrwmasrg Reaty o Send Reaty 1o Open Reatl Ta Apply

Click on the blue hyperlink for the
purchase order # in the Recent
Documents box to open the MBPO, or
use the Advanced search function on
the COMMBUY'S home page to search
for the MBPO.

News Recent Documents
Date Category Title Document # Tyoe Description Status Last Viewed

Na news tems. PO-21-1950-8ID51-8ID51- 19493 Coniract / Blanket

PO-21-1950-8ID51-8IDS1- 19492

BD-21 BID51-BIDS1-52145 Bd

ReadytoSend 090012000
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Screenshot

Vendor Performance Documents

Trare i r e parformares oo

It Infermation =

Approval Path:

There ire A priwil palirs fousred hf I pruréhase orider

Ogzanith ) 5ans Ermad s Ny Vendor () S Priomed Seun

Sarit & Continisg

Cancel PO Clofe PO P Pl Vended Cogy

Directions

Step 23: Sending the PO

1. The MBPO 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 MBPO and
the MBPO 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 MBPO
in COMMBUYS.

Click on the Save & Continue button to
and the transaction status will change to

‘Sent’.
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