
 
Job Aid:  

How to Create a Requisition using COMMBUYS Marketplace 
 

 

January 2025 www.mass.gov/osd  
 

This Job Aid shows how to: 
• Search for items in Marketplace 
• Create a Requisition in COMMBUYS using the Marketplace functionality 

 

Of Special Note: 
Requisitions are documents used to request goods and services.  A requisition is the first document used to generate a 
Purchase Order (PO).   
 
In order to use Marketplace, the user must be logged into COMMBUYS as either a Department Access (DA) user or a 
Basic Purchasing (BP) user.   
 
There are two methods available to initiate a requisition using Marketplace.  One method that can be used for immediate 
search is to enter the desired item in the Search box at the top of the page.   
 

 
 
 
An alternate method is to click on the Marketplace icon located on the left side of the home page. This method can be 
used when browsing for items. 
 

 
 
Both ways are described below in Steps 1 & 2. 

Screenshot Directions 
  

  
 
 
 
 
 
 
 
 
  

Step 1: Performing an Immediate Search 
(First Method) 
 

1. After logging in to COMMBUYS, to 
perform an immediate search, enter 
an item, vendor, contract number, 
UNSPSC Code etc. into the Search 
box at the top of the screen, then 
click on the magnifying glass 
search icon. In this example, floor 
pads has been entered in the 
Search box. 
 

NOTE: Ensure that Marketplace is the 
default display in the Search box. 
 
If using this method, skip to Step 3, 
otherwise see Step 2. 
  

about:blank
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Step 2: Searching in Marketplace While 
Browsing (Alternate Method) 
 

1. Click on the Marketplace icon 

  on the left side bar of the 
COMMBUYS Home Page. 

 
 
 
 
 
 
 
 
 
 
 
 

2. This screen also displays a Search 
box on the bottom of the screen 
which can be used as shown in 
Step 1, however, to continue 
browsing, click on the Browse 
Categories button next to the 
Marketplace logo. 
 
 
 

 
 
 
 
 
 
 
 
 

 
3. The dropdown menu displays two 

menu choices – Contracts or 
Products & Services.  Click on the 
Contracts dropdown menu to 
display four submenus. Click on any 
of these submenus to display 
additional menu choices. 
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4. Click on the Products & Services 

dropdown menu to display five 
submenus. Click on any of these 
submenus to display additional 
menu choices. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. In this example, a supplier was 
selected from the Suppliers 
dropdown menu. 
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6. The screen displays all product 

offerings from this supplier available 
on the Statewide Contract. 

 
NOTE: While you are browsing, the 
Marketplace Search box remains available 
for use at the top of the screen. 
 
In this example, floor pads has been 
entered into the Marketplace Search box. 
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Step 3: Filtering the Search 
 
A list displays in response to the search 
criterion entered as floor pads.  Links to the 
Master Blanket Purchase Order (MBPO) 
display beneath the unit price.  Hovering 
over the MBPO number displays the 
alphanumeric contract number. 
 

1. To change the display sort, click on 
the down arrow next to Best Match 
in the Sort By field and select: 
 

• Price: Low to High 
• Price High to Low 
• Product/Service Name: A-Z 
• Product/Service Name: Z-A 
• Preferred Priority (set by the OSD 

Contract Manager) 
 
The two icons next to Best Match allow the 
user to view products either vertically 

 or horizontally.  
 

The search can be further refined using the 
filters in the left column.  These filters 
include: 
 

• UNSPSC Code 
• Tags 
• Preferred Priority 
• Catalog 
• Catalog Categories 
• Price 
• Contract 
• Manufacturer 
• Brand 
• Supplier 
• Distributor 
• SKU 
• UPC 
• Packaging 

 
The Clear All hyperlink clears the filters 
from the search. 
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Step 4: Comparing Items 
 

1. Click on the item image then scroll 
down to display details about the 
product.  This detail includes the 
following sections: 
 

• Description 
• Additional Information 
• About 
• Specifications 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Click on the Add to Compare 

checkbox underneath each item 
image to compare items. The items 
to compare display at the bottom of 
the screen. 
 

3. Click on the blue COMPARE button 
at the bottom of the screen. 

 
NOTE: Two items have been selected in 
this example.  Up to three items can be 
compared at one time. 
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4. When the screen re-displays, the 
compared items can be viewed 
side-by-side with the detail for each 
listed below. 
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Step 5: Selecting the Item 
 
1. Click on the desired item image and 

enter the total amount of the item to 
be purchased in the Qty: column. 
 

2. Click on the ADD TO CART button. 
 

NOTE: If the item is available as a 
Punchout item, a button labelled SHOP 
SITE will display instead of the ADD TO 
CART button. 
 

3. The shopping cart icon at the top 
right of the screen displays the 
number of items placed in the cart, 
and the subtotal dollar amount of 
the items. 

 
4. Hovering over the shopping cart 

icon with the mouse displays detail 
about the items in the cart.  
Additional items may be added to 
the cart as described above. 
 

5. When shopping is complete, click 
on the VIEW CART button.  
 
 
 
 
 
 
 
 
 

6. When the screen re-displays, click 
in an open space to remove the 
overlay. 



How to Create a Requisition using COMMBUYS Marketplace   

Screenshot Directions 
 

 
 

 
 

 
 

Step 6: Adding the Item to a New 
Requisition 

 
The order may be placed in a new 
requisition or may be added to an existing 
requisition. To add to an existing 
requisition go to Step 7. 
 
The Order Summary box displays two 
dropdown menus: 

 
• Choose Checkout Options 
• Export Cart Items/Choose 

Format 
 

NOTE: The dropdown menu choices will 
display according to the user’s profile. 
 

The Choose Checkout Options 
dropdown for Basic Purchasers 
include sending cart items to: 

 
• Requisition 
• Purchase Order  
• Change Order 
• Bid 
• Amendment 

 
NOTE: Department Access users will only 
have the Requisition option. 
 

1. Click on Send Cart Items to 
Requisition. 

 
 
 
 
 
 

2. To add the order to a new 
Requisition, click on the PLACE 
ORDER TO REQUISITION button.  
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The order displays on the 
Summary tab page of the new 
Requisition. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on the General tab and 
replace the generic statement 
Catalog Description in the Short 
Description field with a more 
unique and meaningful description. 
 

4. If desired, other fields such as 
Alternate ID and Special 
Instructions may be populated, 
then click on the Save & Continue 
button. 
 

5. Click on the Address tab to ensure 
that the Ship-to and Bill-to 
addresses are correct for this order 
and change if appropriate. 
 

6. The Attachments, Notes, and 
Reminders tabs may also be 
populated at this time if needed. 
 

7. Click on the Summary tab, scroll to 
the bottom of the page and click on 
the Submit for Approval button. 
 

Go to Step 8. 
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Step 7: Adding the Item to an Existing 
Requisition 

 
The Order Summary box displays two 
dropdown menus: 

 
• Choose Checkout Options 
• Export Cart Items/Choose 

Format 
 

NOTE: The dropdown menu choices will 
display according to the user’s profile. 
 

The Choose Checkout Options 
dropdown for Basic Purchasers 
include sending cart items to: 

 
• Requisition 
• Purchase Order  
• Change Order 
• Bid 
• Amendment 

 
NOTE: Department Access users will only 
have the Requisition option. 
 

1. Click on Send Cart Items to 
Requisition. 

 
 
 
 
 
 

2. To add the order to an existing 
Requisition, click on SELECT 
EXISTING REQUISITION. 
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3. Select the desired requisition from 

the dropdown menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Click on the ADD TO EXISTING 

REQUISITION button. 
 

5. The order displays on the 
Summary tab page of the new 
Requisition. 

 
 
 
 

6. Click on the General tab and 
replace the generic statement 
Catalog Description in the Short 
Description field with a more 
unique and meaningful description. 
 

7. If desired, other fields such as 
Alternate ID and Special 
Instructions may be populated, 
then click on the Save & Continue 
button. 
 

8. Click on the Address tab to ensure 
that the Ship-to and Bill-to 
addresses are correct for this order 
and change if appropriate. 
 

9. The Attachments, Notes, and 
Reminders tabs may also be 
populated at this time if needed. 
 

10. Click on the Summary tab, scroll to 
the bottom of the page and click on 
the Submit for Approval button. 
 

Go to Step 8. 
 



How to Create a Requisition using COMMBUYS Marketplace   

Screenshot Directions 
 

 

Step 8: Submitting for Approval  
 

1. Select the radio button for 
Automatic Approval if 
available. Otherwise, select the 
appropriate approval path.  

 
The default approval path displays, or 
the purchaser is given the option to 
select an alternate approval path.  
 

2. Click on the Save & Continue 
button.  

 
NOTE: The requisition will now proceed 
through the approval path (no image is 
provided here as the approval path will 
vary).  
 
The Purchaser will be informed by 
COMMBUYS email when the approval 
is complete, at which point you can log 
back into COMMBUYS to view or 
continue with the next step.  
 

3. Click on the Save & Continue 
button.  
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Step 9: Viewing the Summary Tab  
 
After approval, the Requisition 
Summary tab redisplays. The status has 
been updated to Gone to PO.  
 
NOTE: If the status is Ready for 
Purchasing after approval, then scroll 
to the bottom of the Summary tab page 
and click on the Convert to PO button. 



How to Create a Requisition using COMMBUYS Marketplace   

Screenshot Directions 
 Step 10: Completing the PO 

 
Direct Release POs will automatically 
send after the requisition has been 
approved and the status displays as 
Sent.  
 
If this is not a Direct Release PO and 
your PO is in Ready to Send status, 
scroll to the bottom of the page and 
click on the Save & Continue button to 
send an email notification to the Vendor.  
 
NOTE: If you purchased from a 
Standard Release contract that is set up 
as a Distributor Model or is Solicitation 
Enabled, OSD recommends following 
the How to Request Quotes from 
Vendors on Statewide Contracts job aid 
which is in the COMMBUYS Bids 
section of the job aid page. 

 


	This Job Aid shows how to:

