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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Requisition using COMMBUYS Marketplace

This Job Aid shows how to:

e Search for items in Marketplace
e Create a Requisition in COMMBUY'S 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.

C@MMBUYS e Se Marketplace “

—— OPLRATIONAL SERUICES DIVISION ——

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)

g@MMBUY§ﬂ Toorgals 6o0eY

@ 1. After logging in to COMMBUYS, to

0 mw - - - - - perform an immediate search, enter
an item, vendor, contract number,

Heus Recent Dot 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.

Merkeplace v Advenced

NOTE: Ensure that Marketplace is the
default display in the Search box.

If using this method, skip to Step 3,
otherwise see Step 2.
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Screenshot Directions

Step 2: Searching in Marketplace While

COMMEUYS @ e - n Browsing (Alternate Method)
Ready for Approval
News Recen on the left side bar of the
Date Ccategory Title Docume| COMMBUYS Home Page
02/06/2024 Notices https://www.test. commbuys.com/bso/catalogPlus. Sda#/?keywordF BD-18-1q
24046
RQ-23-1
411578
2. This screen also displays a Search
COMMBUYS rch... ketplace ’
LOWENN® — e n 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.

o Marketplace Browse Categories v My Favorites/My Lists v

Search The Marketplace

Q_ search by Suppliers, Contracts, Products, Services, Class Codes, and more m

3. The dropdown menu displays two
menu choices — Contracts or
Products & Services. Click on the

Contracts dropdown menu to
Contracts > Contracts display four submenus. Click on any
of these submenus to display

Browse Categories v My Favorites/My Lists v

Products & Services s ﬁontract Type >\ additional menu choices.
Contract Categories >
Suppliers >

\UNSPSC )j
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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.

Browse Categories v My Favorites/My Lists v

Contracts > Products & Services

Products & Services Catalog Categories “

Available Catalogs )
Suppliers >
NIGP ?

1 5. In this example, a supplier was
Browse Categories Vv My Favorites/My Lists v selected from the Suppliers

dropdown menu.

Contracts > Products & Services Suppliers
Products & Services > Catalog Categories > C&C Janitorial
Available Catalogs y  Clean Cut Solutions

Conlon Products
Corr Distributors, Inc.
NIGP >

Filo cleantech Inc.

UNSPSC >
John Doh Supply Co.

Lancelot Janitorial & Paper Products Inc.
Likarr Maintenance Systems FAC118
NextGen Clear LLC

Redd Rocket

W.B. Mason
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o Marketphcg Browse Catagories v My Favarites/My Lists v Eﬂ Subtotal: $0.00 6 The Screen dlsplays a” pI‘OdUCt
offerings from this supplier available
on the Statewide Contract.

Search the Marketplace 0

Q forpets NOTE: While you are browsing, the

- Marketplace Search box remains available

| / for use at the top of the screen.

Search Results (856) X

In this example, floor pads has been

PSS 0 N entered into the Marketplace Search box.

125 0f 855 rasuts E;.stMazrr A

REFINE BY: el / \

gTeam s vier Va kPackVacuum 5t $595.20/Ea - 4744
zm::vrj uper Quarter Vac Heoa Back Pack Vacuum 6 ot Dlsmwmi;%-%-—w -

HicP v Corr Distributors, Inc.

SKUBVI1071°3 .

Uhspst A URC: k&

LNSPSC: 4712152
[0 4111702 Tolletseat overs 2)
[0 411703 Papertones (1) 0 Add o Compere = Mplis
e ProTeam Super Halfac Pro w1070kt $600.00/6- 4752

Dzwwzmsniﬂ;iﬁ cm?‘;ﬁﬁ;ﬁn:[ h — ZD;O% o

Doeess EKFLg# o 107327 .

[ 31720090 Nactine mide s 1 UHSPSC: 47121340 -

¥ semoe

Tas A wympa'e = ke CurentOrg OperationalServies Dvision= | Jne3, 241102 F~
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Search Results (1478)

PRODUCTS & SERVICES (1477)  CONTRACTS (1)

125 0f 1477 results

REFINEBY: Oexral

S24.25 ) Case

79" floor pads, beige
Corr Distributors, Inc.
NIGP v

SKU# 2725

URSPSC A

O #aEn

i AwloList

[0 Addte Compare

17" Floor pads, nair S/cs
Corr Distrbutors, Inc.
SKURVI7 01317

P KEVIORD(S) FOURD K
Tide

¥ seemore
= Addtolist

[0 Addtc Compare

Tags A

O racte(e1a)

$24.25 ) Case

O Jantoral 639
0 Preduct amdsenices 322

0 Preduct and Serice

UNSPSC:37-19-15-05

KEVIORD(S) FOURD I
Tide

[0 statewide Contact em (232) )

_

0-05D03-SR(3-24771
175

Best Metch

REFIMNE BY: Clear all

NIGP

UMNSPSC

FEM - (SIS T)
S1-19-15-05 (93)

AF-12-16-00 : Floor machines and
accessories (39)

AF-12-16-02 @ Wacuum cleanaers (<)
AF-12-16-0= (4)

ATF-12-16-04a (25)

ATF-12-16-05 : Floor scrublbers (78)

00000000

AF-12-16-09 (D)

I see more

Tags

Faac118 (814)

Janitorial (&6324)

Product and Services (242)
Product and Serwvice (Z2292)
Statewide Contact ltemrm (292)
S REEM SEALFACTTE (147)

sese limk (144)

00000000

Sreen Seal (S99)

Ty see more

Preferred Priority

(

)

MMeaets all mandatory specifications -

1

o 1

1

ADDTO CART

Ic
ic

ADDTO CART

Ic
ic

ADDTO CART

Current Org:Operational Services Division= | Jue 3,104 138 PUEST

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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ies v My Favorites/My Lists v

Equipment AccessariesFACT '8 Catalog

Green Proouct Cert (f pplicebl): Green Seal

Vendor

Cor Disrbutars
Distrbuor

Corr Distibuters
Category

Category 4- Powered anitorial EqLipment,
Supalies and Servicas
Tags

Jan torial, Productand S
Contectt

118, Statevide

Name
79" floor pas, beige

Manufacturer

Part umoer

Americo

A DESCRIPTION

& ADDITIONAL INFORMATION

A ABOUT

Adencec

Marketolece v n

Equpment AccessoriesFACT 18 Catalog

Green Proguc: Cert (fzcpl

licehle): Green Seel

Cor Disicuters

CorrDstricuters

Category 4 - Powered aritorial Equipment,
Supplies and Senvices

Jantorial, Productand S¢
Contette

19" Floor pads, green 51cs

Americo j

0
& Subtosk 48500

CurentOrg Operatoral Services Division = | Jme 204 0572 4U T

Browse Categories v My Favorites/My Liss v
arketplace g y y

REFINE BY:

Cearal
19" floor pads, beige
Corr Distributors, Inc.
I v Sk 275
UpC:
UNSPSC A UNSPSC: 31161545

¥ #ddto Compare

S Addtolst

7" Floor pads, na' 5/cs
Corr Distributors, Inc.

$24.25/ Cace

Contrect
B

line frem #77

AENVIORDS) FOUND N
Tite

$2038105- 4542
Discount 30.01%

AEYORDE)FOUND IN:
Tile:

$24.25 Case
Contrect

P 80-05D03-RC3-24771

OSD03-SRC3-4771

[0 statewic Conact ter (262)

[0 GRezhSzaLFACI18(147)
seelnk(4)

16" floor pads, beige [}

S Mitolist

SKU#V 7401817

Upc

UNSPSC: 31161505

3 see more
[ Addto Compare S Addolst

Tags A
O vy 79" Floor pads, green 5/cs
(0 Jartora &34 Corr Distributors, Inc.
[0 Produczanc Senices 342) SKU#273
0 Freducene sevie 22 e

UNSPSC: 3116155

line frem #775

AEYIORDE)FOUND IN:
Tite

I 19" Floor pads, green 5ics 0

Que 1

ADDTO CART

Qe 1

ADDTO CART

Q1

ADDTQ CART

23itemsto enable the

(COMPARE

CLERALL

Step 4: Comparing ltems

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

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.

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.

How to Create a Requisition using COMMBUYS Marketplace
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4. When the screen re-displays, the

= o ° ° compared items can be viewed
side-by-side with the detail for each
listed below.

SKU# 2725 SKU# 2714
UPC: UPC
UNSPSC: 31-19-15.05 UNSPSC: 31-19-15.05

Corr Distributors, Inc. Corr Distributors, Inc. To
$24.25/ Case $20.18/ Case AD D
Contract: Cont

wract
PO-22:1080-05D03 SRC3-24771 line item #177 P0-22-1080-0SD03 SRC3-24771 ineitem #168
s sw

Q1 Q1

ADD TO CART ADDTO CART

& DESCRIPTION

Equipment 118 Catalog Equipment 118 Catalog
Green Product Cert (f applicable): Green Seal Green Product Cert (f applicable); Green Seal
& ADDITIONAL INFORMATION
Vendor
Corr Distributors Corr Distrbutors
Distributor
Corr Distributors Corr Distributors
Category
Category 4 - Powered Janitorial Equipment, Category 4 - Powered Janitorial Equipment
Supplies and Services Supplies and Services
Tags
Janitorial,Product and Service, FACT1S, Statewide  Janitoria, Product and Service, FACT 18, Statewide
Contact e, Green Seal Contact Item, Green Seal
aABOUT
Name
19" floor pads, beige 17" Foor pads, green 5/cs
Manufacturer
Americo Americo
Part Number
400119 400317
Brand
Prolink Prolink
& SPECIFICATIONS
UomM
s s
Quantity
0 0
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§24.25/Case

Contrect:
PO-22-1080-CSD03-SRC3-24711
line tem #175

19" Floor pads, green 5/cs
Cort Distributors, Inc.
SKu#2723

URC

UNSPSC: 31-19-15-05 KEWIORD(S) FOUND IN:
Tile

Add o Compare = Mdolst

IC
I

.,Elﬂ'

Subtotal: $485.00

Shopping Cart (1)

€

Total

CLEAR ITEMS

19" Floor pads, green 5/cs
Corr Distributors, Inc.

$24.25

Subtotal: $485.00

aty: 20

$485.00

VIEW CART

Shopping Cart l l

Your Cart (20 items)

Release/On-Contract

Save for late

°° $2425
. I

Total $485.00
Supplier: Corr Distrbutars, Inc. UNSPSC: 31-79-15-05
Title: 19" F oor pads, graen Sfcs Contract
PO.22-108C-0SDO3SR32477
Qi $485.00 0 @
T

Shopping Cart (1)

19" Floor pads, grean 5/cs

Corr Distributars, Inc. oy 20

Bxport Cart fems/ Chooge Format

Saved for Later

Remove

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.
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Shopping Cart

Your Cart (20 items)

Relzase/On-Contrac: Order Summary
Supplier: Corr Distr buters, Inc. UNSPSC: 31181505
Title: 19" floor pads, bege Contract:
PO-22-1080-05D03-SRC3-24771 Ine em

#7 Choose Checkout Options

qvim S48500 0

Subtotal (20 items]: 543500

or

Save for ater

Remove

Order Summary

Subtotal (20 items): $485.00

Send Cart Iltems To Requisition

Send Cart ltems To Purchase Order

Send Cart Iltems To Change Order

Send Cart ltems To Bid

Send Cart Iltems To Bid Amendment

Order Summary

Subtotal (20 items): $485.00

Send Cart Items To Requisition -

PLACE ORDER TO REQUISITION
Or
SELECT EXISTING REQUISITION ~
Or
Export Cart ltems / Choose Format -~

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:

e Choose Checkout Options
e 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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Header Information

Release Requistion RQ-24-1080-05001-0SDPL-411618

Gwd b Vs Adres Acndg iy e s B Smnay /

Satus - nProges B

Save & Contine

Requisition Number. Shers Descriptian: Catalog Requistor Status: 13- InProgress
Organizeton: Cgiraiond S Disson
Departmenc 0D -Operalons Senie: s Locatien: CPL-Eeraunon P11 Required By Date: e
Ertered Date: [ ReguistionType: Relzze Type Cde
Requestor: Fal Nt Purchaser: Fa Nt Fisca Vear: m
Contact; Paul Natin Contact Phone: (67155 Alternate ID:
Estimated Cost: sl Print Fomat: Regus 202
Solicitetion Enablad: he
Invoice Mechod: TreeayNezh
Shipto Address: Wil ar Hallan Billto Address: Accouri:Payable
Asouter Fae - sthutr Fae oom 07
Room 077
Boston A DZ105
s
SpecialInstructions:
Attachments
Agency Fls:
Agency Forms:
Vendor files:
Vendor Forms:
Ttem Information
Somtkgpoel  CncelPequsion Coneeqaision i:
Release Requisition RQ-24-1080-0SD01-0SDPL-4"1618
General s Amoming Rourig Atecmens News Reminders Sy /
Requisition Number: RQ-241030-05001.05DPL41161E. Short De;mpuun‘ Cetalog Fequisition
Status: R -InFrograss Fiscal Year: AL,
Jepmmem". 0001 - Operational Services Division v Organizatcn: Opational Seriices Division
Lozaton® 0SDPL- Asnburton P11 v Sl citation Enablec: 0
Required By Det2 CEn4/2024 m Erterad Date: 0604202
Requisiicn Type [ Type Coce v
Reuestar: Pa Martin Purdraser: Martin Paul v
Contact: Feul Vartn ContactPhone: (1A 7
Ateriate D Estriated Cost 48500
prirt Format: Requistion Pring v
[ Spaclal Instructlons - ]
Datz Last Updated 06/04/20241220.37 PN User ast Updated: Paul Martin

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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Shopping Cart

Request Order:

Your Cart (20 items)

Relzase/On-Contrac: Order Summary

Supplier: Corr Distr buters, Inc. UNSPSC: 31-18-15-05 - -

§ Subtotal (20 items]: 543500
Title: 19" floor pads, bege Contract:

PO-22-1080-05D03-SRC3-24771 Ine em

#7 Choose Checkout Options

v S 0 .

Save for later
Export Cartems / Choase Format

Remove ———

Order Summary

Subtotal (20 items): $485.00

Send Cart ltems To Requisition

Send Cart Iltems To Purchase Order

Send Cart ltems To Change Order

Send Cart Iltems To Bid

Send Cart ltems To Bid Amendment

Order Summary

Subtotal (20 items): $485.00

Send Cart Items To Requisition -

PLACE ORDER TO REQUISITION
Or
SELECT EXISTING REQUISITION ~
Or
Export Cart ltems / Choose Format -~

Step 7: Adding the Item to an Existing
Requisition

The Order Summary box displays two
dropdown menus:

e Choose Checkout Options
e Export Cart ltems/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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Directions

Order Summary

Subtotal (20 items): $485.00

Send Cart Items To Requisition -

PLACE ORDER TO REQUISITION

Or

RQO-24-1080-0SD01-OSDPL-411618 - Catalog Requi...

RQ-23-1080-0S5D01-0SDPL-411578 - FAC113 Desig...

Order Summary

Subtotal (20 items): $485.00

Send Cart Items To Requisition -

PLACE ORDER TO REQUISITIONMN

Or

SELECT EXISTING REQUISITIOMN
RQ-24-1080-0SDO1-O0SDPL-411618 - Catalog Re... -

ADD TO EXISTING REQUISITION

Or

Export Cart ltems / Choose Format -

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.
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Step 8: Submitting for Approval

Release Requisition RQ-24-1080-0SD01-0SDPL411618

Stz - npogess

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

ST T appropriate approval path.

Ao v Adddppoer

it Joxasin 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

Release Reqis ton RQ-24+1080-05001-0SDPL417618 —> s P-Gnen) 3 L
q After approval, the Requisition
S fEm G iR Acont Ry Anacmerms Mo Rammasﬂ 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.
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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.

How to Create a Requisition using COMMBUYS Marketplace



	This Job Aid shows how to:

