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OPERATIONAL SERVICES DIVISION
Job Aid:

How to Create an Open Market Requisition

This Job Aid shows how to:

e Create an Open Market Requisition for goods and services not available on a Statewide Contract (SWC)

Of Special Note:
Open market items are those items not available on a SWC. An Open Market Requisition can be created for:
e A one-time (incidental) purchase of $10,000 or less for goods and services which can be converted to a Purchase
Order (PO), or

e creation of an ongoing limited user (departmental) contract which can be converted to a Master Blanket Purchase
Order (MBPO).

January 2022 WWW.mass.gov/osd Page 1 of 15



http://www.mass.gov/osd

Screenshot Directions

Step 1: Creating a New Requisition

C@MMBUYS e 1. After logging into COMMBUYS, click

VIR SO S — on the Add Documents (plus sign)
Requisition con.
Bid Solicitation 2. Select Requisition from the

dropdown menu.
Purchase Order

Receipt
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Screenshot Directions

Step 2: Completing the Requisition
COMMBUYS @ o [ s 000 @ General Tab (left side)

The General tab for the new requisition
displays. Fields marked with an asterisk (*)
are required fields. On the left side of the
screen complete the following fields:

New Requisition

i e Department*: Defaults from the user

. profile. May be changed using the
e T dropdown if other departments are
St 1R Requisiicn In Progriess (When User requuest s creatid) Fiscal e 02 v available to the user.
@l BIDS1 - Procurement Department v Ongaizaton Deparemartof St Pathasng o Location*: Defaults from the user profile.
o EP— B May be changed using the dropdown if

‘ o other locations are available to the user.
e ® e e Requisition Type: Select Open Market.
s ’ L ’ e Contact: The contact person for this
e requisition — defaults to the initiator of the
Raguestor; Bl OMalleyS Purchaser; O'Malley1s, Bill ¥ req u iSitiOﬂ ]
per — forinee S e Alternate ID: Enter information as
r— Tk v required. This may include (but is not
ftmte o o limited to) data such as a MMARS
petfomet Recquisdon Print v encumbrance ID or Enterprise Resource
Spcl nrctons: Planning (ERP)/Accounting system
\ : transaction numbers for non-MMARS
B users.

1120 Periscope Holdngs, In. - Al R

e Print Format*: defaults to Requisition

Currers Orf;: Department of State Purchasing = | July 2, 2820 11555 AM E5T Print-

e Special Instructions: Enter information
as required. This may include (but is not
limited to) data such as shipping drop off
info, locations, additional contacts, etc.
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Screenshot

COMMEUYS @

Catalog

New Requisition

Genersl hems  Address  Acounrg  Rourg  Aachmens  Nows  Reminders  Summary

Requistion Number:
Status: RI - Requesition In Progress (When Uiser request is areated)
Department™ BIDS1 - Procurement Department v
Logation”, BIDS1 - Procurement v
Required By Date: =]

Requisiion Type v

PuCard Desired
Requestor

Bil OWalley15

Contact Bl OMaley15

q-

(=]

@
o
[ ]

Qnesmplm'

Frscal Year. 2021 v

Organization: Department af State Purchasing
Sollctation Enabled:
7RI

Entered Date:

Type Code: v

purchaser O'Malley15, Bil

Contact Phone:

Alternate 10:
Estimated Cost $000

printFormat.* Requisition Print v

Special Instructions

Save & Continue

Copyright © 2020 Pt SCORE TIOTBTgS 1. -

QL -

~

v

J

Righs Reserve

Current Org; Deparcment of State Purchasing = | July 21, 2020 11:55.05 AM 5T

Directions

Step 3: Completing the Requisition
General Tab (right side)

On the right side of the General tab, complete
the following fields:

Short Description*: Be specific as
this field is also used as search
criteria to locate a requisition. May
use any Departmental Identifier
numbers.

Fiscal Year: Defaults to the current
Fiscal Year.

Solicitation Enabled: Only selected
for bids requesting goods or services
available on a statewide contract.
Purchaser: Defaults to your name.
Use the dropdown to select a different
purchaser.

Contact Phone: Defaults to the
number in your profile. Can be
updated as needed.

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

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

Veds  Addess  Acortng  Noiss

oo Mdees  Acortne Bk Mtachments Mo Reminders  Cumman
\‘.’(c:: 0N ADOMSE  ADURNE  ROUDNG  RTRCMEN  hORS  RAMANCES  mmary

Ther are no tems. Pease chck Search ems'oe ' (pen Market hen below 1 3] an e

Searchitems | Add Open

Market ftem

Status: 1R)- In Progress E

Step 4: Adding Iltems to the Requisition

After the Save & Continue button is clicked,
COMMBUYS will issue an auto-generated
Open Market Requisition Number.

1.

To add items to the requisition, click
on the Items tab.

Click on the Add Open Market Item
button to begin the process of adding
items to the requisition.

How to Create an Open Market Requisition
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Screenshot

A AR
C@MMBUYS@ (atalog VE Advanceo l@ @I \?}\ ‘
(pen Market Requisition RQ-21-1990-BIDS1-BIDS1-301167 Sus - pogess 2
General ftems  Vendors  Address  Aounirg  Routing  Attachments  Notes  Reminders  Summary
m Vendoes i
Item ltem Type: N
Printeqence” Hem Status: - In Progress
Desmpuun*:q A
\ v

[ Quanciy

Uni Cost

Net Uni: Cost

000

oM Discount % Total Discount At Tota

$000

Curent Org: Department of State Purchasing = | Juy 21, 420 12155 PMEST

Directions

Step 5: Completing the Iltems Tab (top
portion of the Items tab screen)

The following fields should be completed for

an open market item:

e Item Type: Two options:

o Normal — The default value

o Narrative — Permits the addition
of a non-item to allow an
additional description to appear
on the requisition.

e Print Sequence*: Defaults to 1.0.
Change this field if the order of printing
the line items should change from the
Item # order.

e Description*: A description of the good
or service; can hold up to 4000
characters.

NOTE: If you plan to convert this requisition
to a bid and include a list of your desired
items as either an attachment to a Bid
Solicitation, or as an uploaded file, enter a
general description of the products in this field
as a placeholder.

e Quantity: This field does not have an
asterisk but requires an entry. Enter the
quantity if known or enter 1.0 if unknown,
or if the desired item is for a service.

e Unit Cost: Allows you to enter the cost of
the good or service per unit. If converting
this requisition to a bid, best practice is to
make no entry in this field.

¢ Net Unit Cost: COMMBUYS
automatically calculates based on the
Quantity and Unit Cost.

e UOM (unit of measure): This field may be
changed depending on how the item is
sold/packaged/purchased

e Discount %: The percentage discount
for item/service if applicable

e Total Discount Amt.: The total amount of
discount — populate based on cost and
discount %

e Total: COMMBUYS automatically
calculates.

NOTE: If applicable, freight charges may
be entered on the right-hand section of
the middle portion of the screen if desired.

How to Create an Open Market Requisition
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UNSPSCClass

Commodity£7:

UNSPSC SegmentFimif.

Tax Rate:

TaxAmount:

Frepht

Etended Amount

$000

§000

Class ID 16 - Warter safety
UNSPSCGroup

46-16-16-00 -

46-16-16-01

4:2‘] 16-16-02 -
2%

16-16-03

46-16-16-04 -

Description

Find It '

3

€195 Segment-Family ID 46-16 - Public safety and control

Water safety

- Rope float lines

Life rings

Pool alarms

Life vests or preservers

Clear

Step 6: Adding UNSPSC Codes (middle
portion of the Items tab screen)

Each open market good or service is
required to have a corresponding
UNSPSC (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.

If converting this requisition to a bid, this
code will ensure that your Bid Solicitation
will be sent to vendors who do business
in the category of commodity that you
desire.

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. After the page refreshes, click on
the dropdown arrow next to the
UNSPSC Class field and select
the desired two-character code.

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

NOTE: If additional help is needed,
UNSPSCs can also be found 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

How to Create an Open Market Requisition
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Screenshot Directions

desired code and click the Select
button.

Step 7: Saving the Item Information
(bottom portion of the Items tab screen)

Additional pdeUC[ infgrmamn' Afte; the it(te.m is added to the requisition, there
are five options:

e Save & Add New — saves the item to the
requisition and opens a new item entry so
additional items can be added (see note
below).

e Save & Exit — saves the item, closes the
item entry page, and returns to the
Requisition Iltems General tab

e Save & Continue — saves the item and
remains on the item entry page

e Reset — removes the item from the
requisition without saving it

e Cancel & Exit — cancels the item and
exits from the item entry page.

SefhodNew  Sebbit  SoedConne Rt Cancdl&bi

NOTE: If you have many items that you would
like to include in a Bid Solicitation, instead of
saving and adding a new item, you may
choose to use a single line item with a general
description, and then use the Export Items
template during the Bid process to identify
several items all at once. You may also
include a list of the items and add as an
attachment to your Bid Solicitation.
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Screenshot Directions

Step 8: Verifying the Iltem Information

Open Market Requisition RQ-21-1990-BIDS1-BIDS1-301187 sats - nboges B Once saved, the Items General screen
displays the entered data. Verify that the
information is correct.

General  lrems  Vendors Address  Accounding  Rowtng  Adachments  dotes  Reminders  Summary

m Vendors  Address  Accounting  Notes

Sortby Column: PrintSequence v sontDescendig GO

tem  Print Item Description Total Defete
#  Sequence - (ot ml
Quanity Unit Net UoM Totd Tat a Fresght -
Cost Unit Discount Rate Amaunt
Cost Ame.
1 10 Wiater Safety equipment S10) 0
- S0 000 EA-Eath 0.0 000 5000
Todl 5000

Step 9: Looking Up Vendors

COMMELYS @ . - ROR ) )
N — ﬂ Click on the Vendors tab, then click on the

Lookup & Add Vendors button at the bottom

Open Market Requisition RQ-21-1990-BIDS1-BIDS1-301187 Stanus: 18110 Progess B Of the page.

Vendar Validatian Warnings

““““ g 1D Aernative 1D Vendor Name Preferred Debvery Method Virdar Bernit o Mdress Rncornmended afcernal
Lt

Publish nforma 3id G Web
S Uit Prcesto Venders
Al Vndor to Change Guany
Allow Vendor to Change DM

Select bidder participation
Unestricted informal bid, all wendors can vew and respond
Restrcted nformal b, orly sebected vendors can view and respond

Informal Bid Date Section

Bid Ending Date:"(MMIDDAYYY HEMMSS AM or PM) &
Bid iallable Dot IMMADDIYYYY HEMMSS AM or PM) &
Purge DateMWDOITY) (]

Save & Continue Lookup & Add Vendors l Print
Copyright © 2020 Pee eserved

Current Org; Department of State Purchasing = | July 21,2020 208.07 Pt EST
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Screenshot Directions

Step 10: Searching for Vendors

A Lookup & Add Reference Vendors popup
window appears with a Vendor advanced
search page. You can either:

Lookup & Add Refdrence Vendors - Requisition RQ-21-1990-BIDS1-BIDS1-301187 ° enter ve.ndor search criteria and click
on the Find It button (commonly used
Vendor Lookup = i
for one-time only Open Market
Search Using:
ALL of the criteria & pUI’ChaSGS), or
Search Fields:
Vendor ID Vendor Name
Vendor Tax ID Show_ Vendor Legal Name
Vendor Keyword Alternate 10
Integration 1D
ZIP Code County
State v
_| Emergency Suppliers __| Reference Vendor
UNSPSC Segment-Family v
UNSPSCClass v
UNSPSCKeyword
Disadvantaged Business Enterprise (DBE) Certified -
Find It Clear « scroll to the bottom of the page and
click on the Find Vendors for All
Find Vendors for All Commodity-EPP on the Req Close Window CommOdity'EPP on the Req button
(commonly used for Bid Solicitations)

Step 11: Selecting Vendors

Lookup & Add Reference Vendors - Requisition RQ-21-1990-BIDS1-BIDS1-301187 . i
i ) ! Q The results display with all vendors who
Vendor Liokup = registered in COMMBUYS using the same
o commodity code as you entered on the Items
tab, or with all vendors meeting the criteria
Select Vendor ID Vendor Name Alternate  Last PO Date Last Bid Date  Address City State Contact Phone Reference . .
I Name endor you entered using the Find It button.
: 00017178 2Way 23 River Newington NH Nicholas  (123M56- No
Communications Road Hamel 7830 3
Serve 1. Select the checkbox in the Select
00000862 7 Generations. May 1, 2015 P.O.Box  Pepperell MA Loretta (123456~ No .
e 73 SR column next to the desired vendor
00146 Aanda Sep 15, 2016 Mar 24, 2016 T92Main Tewksbury  MA  TedNoble (1Z3M5%-  No (One-time pUrChase) or select the tOp
Industrial Supply Street Morang, 7830 .
e s checkbox in the Select column to
300123 Adamson Sep 10,2019 May 30, 2018 45 HAVERHILL MA  Dawn  (123M56- Mo include all the listed Vendors (thIS is
Industries Corp. RESEARCH Davidson 7890 ) .
D the best practice for bids).
00003837 Agathos 900 SantaClara (A Paul (123456~ No
Laboratories, Lafayette Momoh 7890
Inc. St, Suite
i 2. Click on the Save & Exit button at the
216361 All Sports - Feb 11,2019 Feb 28,2019 18 First Lowell MA CharlesE. (123456~ No
(SN S Koenzer 7450 bottom of the page to return to the
e Vendors tab
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Screenshot Directions

Step 12: Verifying the Vendors

i R e Goneral Malting Address - Amee Cormier 22 Cumemings Park Woburn, . v G
B talomr” The Vendors tab now displays all the Vendors
Watn WA OV

s you selected.
R R e L

NT;O‘VIHV,YI‘C
e ekt Gomoral Maling Adkirths - Patrica deSousa 430 Wiop Sttt TaL. v v You can delete vendors using the checkboxes
5 in the Delete column, and/or you can continue
to add Vendors by clicking on the Lookup &

— Add Vendors button.

20005 Pretad e b
oz ~ b5 - Michaed Duchemin 9 Scots Way PO Blax 517... v

NOTE: Generally, as a best practice, vendors
A should not be deleted from Bid Solicitations

Prame (123054709

= ( - without good cause.
. . Seneral Maling Address - Daniel P, Buonagurio 200 Libbey Industrl... v -
— Dune P Baapre

200 Ley v Pormry
Lo Wepmonsm, VA B2

“

(=00 0o v npensdigs (90
L

w i
P bl B O oot
Yhom et Prcm to Voot
Mo Vonaw 10 Crange Ouarmny
Ao Vot 14 Coange UM
Select bebder pampan
Unvrstrictnd mformal i o vendon Gan vew 3 rmpond
Rencted mtormal i ordy Weacind veedon (an vew and repond
Informal Bid Date Section
10 g Dace “INB/OOAYYY M AV 55 AM o PA) (-]
5t Avadatse Dot (MMOONTYY MO MM 55 AM or M) -]
Purpe Dme (MMEOAYYY) ]
Save & Contioom Lockup & Add Vendon et
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Screenshot

Ship-to Address
BIDS1 - Procurement

Andy Dwyer

80 West Avenue

boston, MA 02117

us

Email: test@periscopeholdings.com
Phone: (123)456-7890

General  lems  Vendorsy Address fAccountng  Routing  Attachments  Notes  Reminders  Summary

N

BIDS1 - Procurement

Andy Dwyer

80 West Avenue

boston, MA 02117

us

Email: test@periscopeholdings.com
Phone: (123)456-7890

Save & Continue

Bill-to Address

Directions

Step 13: Viewing/Editing the Address
Tab

1. Click on the Address tab. The
Address tab is used to display the
default Ship-to and Bill-to Address
that is associated with your profile.
Verify if the Ship-to and Bill-to
addresses are correct. If no
change is required, go to Step 14.

2. Update the incorrect Address by
clicking on the magnifying glass
icon if items are being shipped or
billed to a different address from
the default.

3. Ifthere is an error message
indicating that no valid Ship-to
address exists, click on the
magnifying glass icon to select a
Ship-to address.

NOTE: If you want the option to ship to
multiple addresses, go back to the Items
tab and select the Address sub tab.

4. Click on the Save and Continue
button at the bottom of the page if
you make any changes.

The next tab is the Accounting tab which
is presently not used in the
Commonwealth.

The following tab is the Routing tab
which displays the path this document will
follow towards approval. Itis not
activated until after you submit the
document for approval.

How to Create an Open Market Requisition
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Screenshot Directions

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

General lems  Vendors Adoress  Accountng  Rounng [[Actachments l Notes  Reminers  Summary
Agencylo) JRCHEI

Files

0 Click Add File to add file attachments,
No File Attachments

Add File

Status: 1RI - In Progress

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

Step 14: Viewing the Attachments Tab

1. Click on the Attachments tab. If no
attachments are needed, go to Step
17.

2. If any files auto-attach: review, keep,
or delete as necessary.

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

Add Fle

0 Nameisthe Lfiplay name for the file that vl appear where atiachment reposiory fils are displayed. 1: an be diferent from the name on disk and can contain alphanumeric characters, Spaces, and

spedal haracters up to @ maximum lengdh of 200.

Name';

Description:

Fie" Choose Fie |ffo file chesen
Search File

Location: 1990

Save & bxit Save & Continue Reset

(ancel & bt

Step 15: Adding a File

1. The Add File window opens. To
select a file from your desktop, click
the Browse or Choose File button
(depending on your browser). This
will search for documents from your
computer.

2. Select the desired file from its location
(C: drive, shared drive, flash drive,
documents folder, desktop, etc.).

3. Complete the following fields
¢ 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.

How to Create an Open Market Requisition
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Screenshot Directions

Step 16: Verifying the Attachment

Open"‘Market Requisition RQ-21-1990-BIDS1-BIDS1-301187 satus 1Rl Inprogress B0 The Attachments tab redisplays with a list of
Gemeral llems  Vendors  Address  Acounng  Routng  Attachments(1) Notes  Reminders  Summary attached files.
Files
Show
Descrpion Vendor Order Atached By Atached Date Deiete
Water Safety Solicitation docx  (view detals) . BIIOMaliy1s o
Save & Continue Add File

Step 17: Adding Notes

Open Market Requisition RQ-21-1990-BIDS1-BIDS1-301187 1. Click on the Notes tab if you would
General hems vVendors Address Accounting  Routng  Aachments] Notes | Reminders  summary like to add an internal note. If not, go
‘ to Step 18.
Delete All Note Date User Note
- N 2. When complete, click on the Save &
OMalley1s Continue button.

NOTE: Notes are viewable by you and others
S Cailye Res 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.

How to Create an Open Market Requisition Page 13 of 15
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Step 18: Entering Reminders

Generdl  [tems  Vendors a‘ws Hoounting  Routing - Atachments I\ulel Reminders QSurmary 1 Click on the Reminders tab if you
W .

want to send a reminder to yourself or
another person within your

( DD Comen® Renindhor* Dags Daelompleted ~ Send  Date Enm H :
(MODAYYY) (max 250 characers) Prior MMODAYY)  Emal  Eied By organization. If not, go to Step 19.
]
Renn . .
- 2. Use the calendar icon in the Due
B v 0 - Date* field to select the date of the
reminder.

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

Sveklontnee | Reset

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

5. If an advanced reminder (tickler
message) 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.

7. When complete, click on the Save &
Continue button.
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= COMMEUYS @ caraiog
@ Open Market Requisition RQ-21-1990-BIDS1-BIDS1-301187
Goveral lomw  Verdors  Address  Accountg  Routeg  Ariachmencl)  Notes =.mm
Fa0 —
Wendor Valiation Wornings
Z
£ | —
Requisition Humber
Al [——
Department:
Entered Dars "
Conea Bl Erpaey1s
= Estmated Cost: 9950
Solicitation Enabled: e
Inveice Mathod: Thres Way Macch
2, QT
Ship-to Address: Bill-to Address:
2
= Special Instructions :
EN e
cn anaan
©
2 tagoozns
wono0saz
sonooss
=z P
sonazast
= sono3sa?
= s
wonos1a1
2 sotsans
h
= von17178
son1r7
=7 0029700
son30144
B sov3z157
= massa
son3ssss
P von3ssze
'=]I BOB43TI4
200148
= 209332
216361
H 219394
225881
0123
% 300199
71
- Attachments
Agency Files: Water Safety Sollcktation docx
Agency Forms:
Vandor Filas:
Vandor Forms:

item Information =

B
=)
=
&

)

How to Create an Open Market Requisition

Seatus:

Required By Date:
Type Code:

)
4

=

2o

Step 19: Submitting for Approval

1. Click on the Summary tab to display
a summary view of the completed
requisition.

NOTE: If you plan to convert the requisition to
a bid, you can ignore the Vendor Validation
Warning in the yellow box at this time. The
vendor or vendors will be identified during
creation of the Bid Solicitation.

2. Click on the Submit for Approval
button at the bottom of the page.

NOTE: Once approved, the status of the
requisition changes from In Progress to
Ready for Purchasing.

To convert this Requisition to a Bid,
please refer to the job aid entitled “How to
Create a Bid using an Open Market
Requisition”.
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