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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a World Trade Organization (WTO) Intent to Post

This Job Aid shows how to:
Create a World Trade Organization (WTO) Notice of Intent to Post from an approved requisition in COMMBUYS.

Of Special Note:

In compliance with the WTO’s Agreement on Government Procurement (AGP), departments seeking goods and
services including human and social services valued at more than $498,000 or construction valued at more than
$7,008,000 must post either:

a) Full Bid documents and materials for at least 40 days prior to the Bid Opening Date (in which case, please use
a different job aid titled How to Create a Bid Using a Requisition or How to Create a Bid From Scratch), or

b) An Intent to Post notice with a later amendment to add the full bid documents and materials for a
combined period of at least 40 days prior to the Bid Opening Date. This is a two-step process:

o As the first step, departments must create a bid record with the full bid title in the description field and
attach the Intent to Post notice as provided in Appendix 1. The title of such a bid record should not
include the words “announcement only,” because this field cannot be amended after bid publication.

e As the second step of the process, departments must amend the COMMBUY'S bid record and add the full
bid documents to it. A separate COMMBUYS bid record with the full bid documents may not be created.

Goods and services department bids with a total value of $492,000 or greater require a minimum of (40) days
advance notice pursuant to the WTO Treaty on Government Procurement.
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Screenshot
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COMMBUYS sgn

Welcome to
COMMBUYS

ial procurement record system for the Commonwealth of Massachusetts

COMMEUYS

Login 1D:

Password:

Login Assistance -

Part of the Periscope S2G line of platform products.

Periscopes2 G

Directions

Step 1: Logging in to
COMMBUYS

1. Launch the COMMBUYS
website by entering the
URL
https://www.commbuys.com

2. Click on the orange Sign In
button in the upper right-
hand corner.

3. Enter your Login ID and
Password and click on the
Sign In button.

NOTE: If you forget either, click on
the down arrow next to the Login
Assistance field.

COMMBUYS ° Catalog v ﬂ Avanced @ ;@ @|
1 Requisitionls) 4 Bid Solicitationis) 4 Bid Solicitationis) 0 POis) 1 Change Orders)
Readyfar Purchasing Readyta Send Readyto Open Readyto Send Readly To Apgly
News Recent Documents
Date Category Title Document # Type Description  Status Last Viewed

@

Step 2: Selecting the Requisition

In the Recent Documents box,
click on the blue hyperlink of the
desired requisition.

NOTE: You may also locate the

desired requisition by clicking on
the green Requisition(s) Ready
for Purchasing box in the top of
the screen, or by clicking on the

Req icon on the left side of the

page.
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Screenshot Directions

Step 3: Converting the

[ComMMiITs o - | XK Requisition to a Bid
Opam Market Segumison B0-17. 1000-05001-O0OLA- 77704 — by S g W
PR The Requisition opens to the
s Summary tab. Scroll to the bottom
of the page and click on the
eIt Convert to Bid button.

Sppewral Parra

Appreosl Ainens

Step 4: Confirming the
Conversion

Message from webpage A popup screen displays asking if
you are sure about the conversion.
If so, click on the OK button.

@ Are you sure you want to convert this requisition to a bid?

OK I I Cancel
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Screenshot Directions

COMMELYS g

Open Market Requisition RQ-17-1080-05D01-05DEP-77734
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Step 5: Opening the Bid

The requisition re-displays with a
status of Gone to Bid, and the
yellow System Warning(s) box
displays a blue hyperlink to the bid.
Click on the blue hyperlink.

COMMEUYS g

Open Market Bid BD-17-1080-05D01-05DEP-8773

—. Addms Mrowseg  Gpetep  Acetheewll Wote  Baden  Quenom Amendemesn QR4 B

|

Do 0e®

santvn: i i progrons [

‘ [T ———

ea s NaS i Whrnags

Step 6: Viewing the Bid Summary
Page

The Bid Summary page displays
with General Validation Errors
identified in the red box, and
General Validations Warnings
identified in the yellow box. To
begin resolving these, click on the
General tab.
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Step 7: Completing the Bid
General Tab

The General tab displays. All
information from the requisition
(except Notes/Reminders) is
automatically populated into the bid.
The fields that require completion
include:

Type Code: Using the dropdown
arrow, select one of the following:

e NS: Bid for a non-statewide
(departmental) solicitation

e SS: Bid for a statewide
solicitation — for OSD use
only.

Available Date*: Enter the date the
bid (solicitation) will be made
available for vendors to view and
submit quotes. Click on the
calendar icon to set the desired
month, day, and time.

Purchase Method*: The following
options display in the dropdown
menu:

e Open Market: Select for a
one-time purchase/award

e Blanket: Select if the Bid is
going to result in a contract
award. If selected, a pop-
up message appears. Click
on the OK button and two
new fields will display and
must be completed:

o Blanket Begin
Date: (the
estimated contract
beginning date)

o Blanket End Date:
the (estimated
contract ending
date).

Bid Opening Date*: Enter the date
that quotes will no longer be
accepted and submitted quotes can
be opened for viewing. Click on the
calendar icon to set the desired

How to Create a World Trade Organization (WTO) Intent to Post
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Screenshot

Directions

month, day, and time (using the
slide bars).

NOTE: If the year must be
changed, select the desired year
before selecting the month, day,
and time.

SBPP (Small Business
Purchasing Program) Eligible?* —
If displayed, select Yes from the
dropdown menu if the transaction
will likely total $250K or less.

Select No if over $250K or if not
applicable.

Procurement Type: Use the
dropdown menu to select the type
of solicitation.

Estimated Award Date: Enter the
anticipated date the solicitation will
be awarded.

When complete, click on the Save
& Continue button to save the
information entered on both sides of
the General tab.

Open Market Bid BD-17-1080-05D01-0SDEP-8773 T — ]

Sot by Cobumny. PrstSequente

P so00

Sarvw & Connirnse Searc Rems

COMMEUYS w8 e O ®

St 10 n bragrens R

Open Market Bid BD-17-1080-OSD01-OSDEP-8773

Sawe & Consinue

Step 8: Reviewing the Items and
Address Tabs

1. Click on the Items tab.

2. Review to ensure all items
were imported from the
Requisition.

NOTE: Items may be amended
once the full Bid materials are
published.

3. Click on the Address tab
and verify the Ship-to and
Bill-to addresses.
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Screenshot

General ems  Address  Accountng  Rowing]  Awachments  Nes  Bidders  Questons  Amendments  Q&A  Reminders  Summary

0 Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicty.

Files

o Click Add Flleto add file atachments.

NoFile Attachments

fkequired Quote Attachments
(These are aachments requested by the Agency, and a Quote response must include them to be submitted)
Add Required Quote Attachment

0 This will require a Quote Response to have a file attached before Quote can be submitted.
This does not control what file is attached, the Vendor is responsible for attaching a relevant file
& This does not prevent a Vendor from attaching a non-relevant file, or a file of a different name than expected.

Save & Continue Add File

n Marking an item *Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicly.

Files

0 Click Add Flle to add file attachments.

No File Attachments

Required Quote Attachments \

(These are attachments requested by the Agency, and a Quote respanse must include them to be submitted)

Desired Attachment Name: Description:
Remo|

Add Required Quote Attachment

0 This will require a Quate Respanse to have a file attached before Quate can be submitted.

This does not cntrol what file is atcached, the Vendor is respansible for attaching a relevant file.
\ This does not prevent a Vendor from attaching a nan-relevant file, or a file of a different name than expected. /

Directions

Step 9: Accessing the
Attachments Tab

1. Click on the Attachments
tab.

2. To add a file, click the Add
File button.

NOTE: Attachments that require a
vendor response are identified by
clicking on the Add Required
Quote Attachment button and
completing the Desired
Attachment Name: and
Description fields.

How to Create a World Trade Organization (WTO) Intent to Post
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Screenshot Directions

Step 10: Adding Files

Add File

A Mt £ 2 ihin o T L T 5l will AP whh SLICHTWAL Fepasa Oy Ties are dhplinidl I i s T or Iroms e e s dii sl £ £ SpRArrobric Charicten, ipaces, and il 1 In the Name fleld enter

T 2 B g o 200 “Intent to Post”. The
i e : Description field is optional.
et 2. Click on the Browse button
to select a file. NOTE: This
button is called Choose File
in Google Chrome.

S & Exil Sared B Conlifrs Ririart Cafiel & Exit

3. You must select the Intent
to Post file that includes
the verbiage in Appendix 1
that is displayed at the end
of this job aid.

4. To add any additional files,
click on the Save &
Continue button.

5. Repeat as necessary until
all required documents are
added.

After file upload is complete, click
on the Save & Exit button.

Step 11: Viewing the Attachment

Open Market Bid BD-17-1080-05D01-05DEP-8773 Summ: 100 Fragrens [

s et s e e s The Attachment Tab page displays

fies the attached file name after a file
/ upload completes.

Srew & Contirnss Add Fae

Step 12: Completing the Notes

Open Market Requisition RQ-17-1080-05D01-050DEP-77734 Sasan 13- Gameniid [ Tab
e 1. Click on the Notes tab.

2. Enter any desired notes
pertaining to the bid. This is
an internal note.

Save & Continue Reset

3. Click on the Save &
Continue button when
done.

How to Create a World Trade Organization (WTO) Intent to Post
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Screenshot Directions

Open Market Bid BD-17-1080-05001-05DEP-8773 Simtue 201 Frogrens. [
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Save & Contirvse Lockup & Add Verdors

Step 13: Completing the Bidders
Tab

1. Click on the Bidders tab.

2. Bids that fall under the
WTO requirement are open
bids. Click on the
Unrestricted bid radio
button.

3. Click on the Save &
Continue button.

4. If you want vendors to see
your price, select the Show
Unit Prices to Vendors
checkbox, and ensure that
the Hide Bid Holder List
on Vendor Side checkbox
is deselected.

To add Vendors to be notified of the
bid via emalil, click on the Lookup &
Add Vendors button.

How to Create a World Trade Organization (WTO) Intent to Post
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Screenshot Directions

Step 14: Adding Vendors

Lookup & Add Reference Vendors - Bid BD-17-1080-05D01-0OSDEP-8773

Vendor Lookup = 1 SCI’0|| tO the bOttom Of the
Snares g Lookup & Add Vendors
ALL of the criveria o screen.
Find It Chear i i

N e Click on the Find Vendors for All

ander Kepwerd Aiternace 0 button

] mergemcy suppiiers || Reference Vendor

U NS PS5 € Sagmant-Family o

UNSPSE Keyward
Disadvantaged Business Enterprise o
Mot Certfied W

OOBE Category -~
Mot Certfied W

OUNS Kumser
Thiss t5 the DUNS. numiber assigned to my Business

Envirenmentally Preferanie Produst

~
Mo WV

Lecoian. Gay. Bisexusand Cwrad Business ~
Mot Certdied £

Mimgrity Crwmed Business Encerprice ~

Mot Cercfied W

Portuguess Dwoed Business Enterprise -
Mot Certfied W

Prompt Pay Discount o
Mo W
Are you Interested In parcnering ax s PrimerSus conractee? ~
Mo W

in Massach

-~
Western Massachusens W

Sercice Disabled Veteran Owned Business s
Mot Certfied kY
Wamen Crerred Business Enterprise ~
Mot Cerufied W
Business Sructure o
Sole Proprition ~
AGREEMENT AND TERMS OF LISE FOR SELLERS.
Yes
Business Type ~
Business Enterprise | for profit ) W
Weteran Cweed Business Enterprise ~
Mot Certfied W
Wemen Non-peafit Organization (W/NPO1 =
Mot Certfied b4

Frogram || Sea Business Purchasing Pregram

Browee By ABCDEFGHI|JKLMNOPQRSTUVWXYZ
01Z3456789 10

Find It Clear

[ Find Vendors for All Comnmodety-EPPs on the Bid l Close Window

Copyrght © 2016 Periscope Holdings, Inc. - All Rights Reserved
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Screenshot Directions

Step 15: Selecting Vendors

Lookup & Add Reference Vendors - Bid BD-17-1080-05001-05DEP-E773 o
Vendor Lockup s 1. To select vendors, click the
e checkbox in the Select

e column of the desired

a — vendor row.

= 1 B B T M

2 T e e T C NOTE: If you would like to select all
; S the vendors displayed on this page
2 -l to receive email notification, select

the checkbox at the top of the

Select column.

Step 16: Saving the Vendors

e —— -
M g e - EEx 1. If you have selected the
checkbox at the top of the
3. Warning: All vendors have been selected for email notification. A Select COIum.?.’ a F;]OPUFI)I
2 large quantity of vendors may take several minutes to process. message notifies that a
vendors have been
selected.
OK | i 2. Click on the OK button.
L = =3 3. Click on the Save & Exit

button at the bottom of the
screen to save your
selections.

How to Create a World Trade Organization (WTO) Intent to Post
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Screenshot Directions

Search Using:

Saarch Finkds:

Vendor Lookup =

ALL of the critria  +e

Vander 10

Wemder Tax 1D

TP Code
State

{1 emargency suppliars|_| Reterance Vandar

UNSPSC Sagmant-Family
UNSPSCClass

UNEPEC Knyward
Disadvantaged Business Enterprise

DOBE Category

DUNS Numbar

Environmentally Preferasle Produet

Lesbian, Gay, Bi

Mimority Cwmed Businass Encerprize

Portuguese Dweed Business Enterprise

Frompt Pay Discount

Are you

Geopraphical Service Area in Masiachussets

Service Disabled Veteran Owned Business

Wamen Owred Business Enterprive

Business Structure

AGREEMENT AND TERMS OF USE FOR SELLERS

Business Type

Weneran Dweed Business Enterprise

Wamen Non-profit Organization (W/NPO)

Frogram || Sman Business Purchasing Pregram

ABCDEFGHIJKLMNOPQRSTUVWXYZ

012345678910

Lookup & Add Reference Vendors - Bid BD-17-1080-05D01-OSDEP-8773

Find It Clear
Vendor Hame
Srowl|Vendor Legal Name
Aivernate [0
Couney
v
w
w
~
MNox Cervdied
-~

Not Certfied W

This is the DUNS number assigned to my Business
-~
No W
-~
Not Certfied w
-~
Not Certfied v

~
Mot Certfied W

No W

~
No W

-~
Weszern Massachusens W

~
NotCertfied W

-~
Mot Cernfied W

-~
Scle Proprietcr W

Yes

A

Business Enterprise { for profit) ¥
~

Not Cerfied W

-~
Mot Certfied W

Clear

[ Find Vendors for All Commodity-EPPS on the Bid l Close Window

Copynght © 2016 Periscope Holdings, Inc. - All Righes Reserved

Step 17: Selecting Additional
Vendors

1. Repeat Step 13 to add
additional vendors.

The Lookup & Add Vendors screen
allows you to search for vendors by
vendor characteristics such as
vendor name and ID or by entering
all relevant commodity codes to the
notification list then clicking the
Find It button.

Repeat Step 15 (mark check boxes)
to select additional vendors.
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Screenshot Directions

Step 18: Completing the
Questions Tab

@pen Market Bid BD-17-1080-05D01-05DEP-2772 Sarten: 300 brogrens. [

e e If desired, click on the
Questions tab. If questions are
added click on the Save &
RUNLABIE Continue button.

Note: It is recommended that
questions be populated as an
attachment at the time of
publication of the full bid
materials.

Lave ki Conbirnas Hrigd

Note: The Amendments tab
has no functionality until after
the bid is posted. It is used only
after bid is final and complete
and the actual bid solicitation is
attached.

Step 19: Completing the Q&A Tab

Open Market Bid BD-17-1080-05001-05DEP-E7T2 s - et [

1. Click on the Q&A tab. Ifa
dialogue with the vendor is
desired, select the Allow
vendor to submit

A questions checkbox.

Recommendation: Don’t enable
the Q&A functionality until after the
publication of the full Bid materials.

Sawir & Coronue oL

2. If you would like
COMMBUYS to notify you
when a vendor submits a
question, select the Send
notification when vendor
submitting question
checkbox.

3. |If desired, you and/or the
vendor can enter a
Question Subject and
Question into the
respective fields, and the
other party can respond in
the Answer field.

If you wish to display the dialogue
on the Web, select the Show on
Web checkbox. This is the best
practice since all vendors will be
able to view the questions and
answers while maintaining a fair,
open, and competitive environment.

How to Create a World Trade Organization (WTO) Intent to Post
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Screenshot Directions

Open Market Bid BD-17-1080-05D01-O5DEP-8773

Mrmeteg  Baseg  Aseeenil] Mon Bdden  Gwntom dmesdmeem Qb4 Neminden  hemeay

MDY s 24 the gt

w

T
MWDDAYYE

T |

Step 20: Completing the
Reminders Tab

1. If desired, click the
Reminders tab to send a
reminder to yourself or
another person internal to
your organization.

2. Use the calendar icon in the
Due Date field to select the
date of the reminder then
enter your reminder text in
the Comment field.

3. Select yourself or another
internal recipient in the
drop-down menu next to
the Remind Whom field.

4. If you would like to send a
“tickler” or pre-notification in
advance of the reminder,
enter the number of days of
the pre-notification in the
Days Prior to Reminder
field.

5. If you would like the
reminder sent via email,
select the Send Email
checkbox.

When complete, click the Save &
Continue button.

How to Create a World Trade Organization (WTO) Intent to Post
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Screenshot Directions

Step 21: Submitting for Approval

™ ——— 1. Click on the Summary tab

Farm to review the bid
information.

Ttem Infarmatian 2. Scroll to the bottom of the

page and click the Submit
for Approval button.
66 B T wosiies e il

Unimiciom JIE

s cramamon

Ay R-T-0R-DA001-ADER-TTTM |

] Uit ot L) T Dozt B Tia Furg ThnAmaee e
il Kl bk L] L1 i
Wiramaw bwd L
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Step 22: Sending the Bid

Mt

. Paceager

Once the Bid has been
L aere approved, the status shows

' Ready to Send. Return to the
Summary tab of the bid, scroll
to the bottom of the page and
click on the Send Bid button.

Pre-Bid Approval Path:
Trere are s AEEA vl (ot Mo S50 11t Bt

Send Bid Actions

Cruange bed 1w oo e

Cancel Bad Cone B Prnt
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Screenshot Directions

Step 23: Completing the Process

Click on the OK button to
complete the process. This will
notify any vendor listed on the
bid as well as post the bid on
COMMBUYS for all vendors to
search and quote. This also
changes the bid status to Sent.

Step 24: Retrieving the Bid
CWBUYSO S Gllg v n Adenced @ @ @ @ |

0 Decument(s) 0 Requisitionis) 1 Bid Solicitation(s)
Ready or Approal Readyfor urciasig. Readyta Send

News Recent Documents

After posting the announcement,
once the full bid information (e.g.
the Request for Response
document, final wording of the bid
Items, questions for the Questions
tab, etc.) is finalized and complete,
select the bid from the Recent
Documents box by clicking on the
blue hyperlink or search by clickin

Last Viewed

Document #

Date Category Title

Notes COMMSUYS Upgrad Effecive Decemaer 13, 2021 RQ-22-19908ID51-BIDS1-387353

MBS

(-IDS1-BIDS!

on the Bid Solicitations icon
in the left column.

Step 25: Activating the Q&A Tab

Open Market Bid BD-17-1080-05D01-05DEP-8773 et
S S If the Q&A functionality was not
o previously activated in Step 19, it
= o F can be activated at this time.
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Screenshot Directions

Step 26: Creating a Bid

Open Marker Bid BD-17-1080-05D01-05DEP-8773 e Amendment
- —— If an amended bid is required:
R 1. Click on the Amendments
tab.

Click on the Create Bid
Amendment button.
Step 27: Accessing the Items Tab

CGHMBUYS atalog = Adyanced o o @ y 2 )

PIMVIEUTS @ Catalog e 0@ On the Bid Amendments screen
Bid Amendment - Open Market Bid BD-17-1080-05001-0SDEP-8773 et [ click on the ltems tab to modify the

ﬂ D items.

Step 28: Amending Items

Bid Amendment - Open Markert Bid BD-17-1080-05D01-05DEP-8773 S 283 seee [

s sty Sy Boch v 0 1. On the Items tab, you can
i amend the print sequence,
' quantity, unit of measure
(UOM), unit cost, or cancel
an item(s).

saze saee o o0

- e If you make changes, click on the
Save & Continue button.
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Screenshot

Market Bid BD-17-1080-05001-05DEP-8773
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Directions

Step 29: Inserting Bid
Amendment Attachments

On the Bid Amendments screen,
click on the Attachments tab if you
need to add an attachment. See
Steps 9-11 on how to add an
attachment.

Bid Amendment - Open

General  kems  Attachments(2)

Files

Intentto Post  (view details)

WTO Bid Attachment  (view details)

Market Bid BD-17-1080-0SD01-0SDEP-8773

Summary  BacktoBid

Hame Description Vendor Order

Opsional Descripion ™

Save & Continua Add File

hizached By

Paul Marin

Paul Martin

Armached Date

12152016

12142016

Stotus: 285 -Sent =5

Deletz

Step 30: Viewing the Bid
Attachment

1. The Bid Amendment screen
displays the addition of the
complete bid solicitation
attachment.

2. Repeat Steps 9-11 to
attach the list of questions
required from the vendor as
part of the bid.

rmmdyr e CRasges

Ipen klariort Bed B0-17- BDE0-0ED0 ¥ -DEDr-5T 70

P i e o

L B

Step 31: Applying the
Amendment

1. Click on the Summary tab
to review the amended bid
information, including the
addition of the new
attachment containing the
completed final Bid
information

2. Click on the Apply Bid
Amendment button.

This will notify any vendor listed
on the bid of the amendment,
as well as post it on
COMMBUYS for all vendors to
search and quote against.

These vendor names display as
email recipients. Click on the OK
button.
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APPENDIX 1

World Trade Organization (WTO) Intent to Post Notice

Instructions: To create a WTO posting, Departments must create a Bid record with the full bid title in the Description
field. The Description field cannot be amended once the Bid is posted, so the Description field should not contain the
words “announcement only.” An attachment with the file name “IntentToPost” and the following content (with
appropriate customization) must be attached to the Bid.

This is an announcement only. [Department Name] of the Commonwealth of Massachusetts intends to post a Bid for
[scope description] and to require online Quote submission via COMMBUYS. Please do not contact the Purchaser with
guestions about the anticipated Bid. Bidders are solely responsible to monitor this site for amendments to this
announcement, if any, and for the complete Bid posting, if any. Bidders may monitor the site through publicly accessible
search and browse tools, or through COMMBUYS email notification and record tracking tools by ensuring the
commodity codes associated with this record are included in the commodity codes section of their COMMBUYS profile.
Bidders may elect to subscribe to COMMBUYS immediately or wait until they have reviewed the complete Bid posting
including the RFR and its amendments, if any. Bidders who elect to establish a COMMBUYS account must select the
Register button on www.commbuys.com and complete the online subscription process.
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