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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Locate a Grant Posting in COMMBUYS

This Job Aid shows how to:

e Locate a Grant Posting
e Access the related attachments for review

Of Special Note:

All state agencies are subject to 815 CMR 2.00, State Grants, Federal Grant Awards, Federal Sub-grants and Subsidies
as well as the Office of the Comptroller’s policy on State Grants, Federal Sub-Grants, and Subsidies. Departments must
use COMMBUYS to publicly post the availability of a discretionary Grant or Grant Program and publish the results of
grantee selections. The use of COMMBUYS to receive electronic quotes for grant opportunities is optional; however,
state agencies are encouraged to require grantees to register and submit quotes (applications) through COMMBUYS,
which provides a central repository for receipt of electronic applications. As more grantees use COMMBUYS to identify
grant opportunities, they will have a single location to apply for grants from multiple state agencies, resulting in efficiencies
for both the grantees and the state agencies.

This job aid provides instructions for searching the COMMBUYS Market Center for potential grant opportunities from a
public view. You do not have to be registered to navigate and download applications from the COMMBUYS system.
However, if you find a grant opportunity of interest that requires online submission, you must register as a COMMBUYS
vendor in order to create and submit a response. Many grant recipients are municipalities, who may already have a buyer
account. A vendor account is required to respond. For questions concerning information required to set up a Vendor
Profile in COMMBUYS, please consult your business office or legal department.

Use the VENDOR job aid “NEW Vendor Registration” for instructions on how to register in the COMMBUYS Market

Center and use the VENDOR job aid “Locate a Grant Posting and Create a Response” to submit your grant
application quote response.
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Screenshot

COMMBUYS

Welcome to

COMMBUYS

urement record system for the Commonwealth of Massachusets.

COMMEU'S

Bid Solicitation: v

- Advanced Search

Document Type: ~ Bid Sofictations v

3. When the Advanced page displays,

Directions ‘
Step 1: Using the Advanced Search

1. Launch the COMMBUYS website by
entering the URL (commbuys.com).

2. Atthe top of the COMMBUYS landing
page, click on the Advanced
hyperlink.

click on the down arrow in the
Document Type field and select Bid
Solicitations.
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Screenshot Directions

Step 2: Searching for Grants

[ — 1. When the page redisplays, there
are a number of ways to search
) for Grant Opportunities using the
Document Type: Bid Solictations v Match Criteria: . Al following fields:
Bid Solicitation # Alternate [D Description

e Bid Solicitation # — Enter the last
five digits of the bid number.

Item Description Organization Department o
e Description — Enter the word

grant to search for grant
Buyer NIGP Class NIGP Class Item opportunities that have used
“grant” as part of their description.

Select Organization... v Select Department... v

Select Buyer.. v | Select NIGP Class... v [ SelectNIGP Class ftem... v
Type Code Opening Date From Opening Date To NOTE: This may result in a high
Select Type Code.. v number of search results. If so,

use with another search criterion
to narrow down results.

e NIGP Class - Click on the down
arrow in the Select NIGP Class...
field then select the UNSPSC
code 00-00 Grant Opportunity
from the dropdown menu.

NOTE: In COMMBUYS, the NIGP fields
are used for UNSPSC Codes.

NOTE: There are several other search
fields that may be used such as
Organization, Department, Type Code,
etc.

2. Once you have entered
information into the search
field(s), click on the Search button
at the bottom of the page to
process the search.
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Screenshot

Directions

Step 3: Selecting the Grant

! « ¢ AL . . .
HEOFT 12345678910 »» il 1. Select the desired grant in the Bid
Bid Solicitation#  { Contract/Blanket # Buyer { Destription { BidOpeningDate  { Awarded Vendor(s) Solicitation # column by cIicking
on the blue hyperlink.
BD-21-1080-05D01-
0SDI052102 Administrator System  TestBid 07/04/2020 00:00:00
RFR DER 2020-05 Res-
2?9'::'1046'°ER'FWW' Ryan Barmey toraton and Revitaliza- 061872020 170000
tion Priority Projects
SRF 200018 FY2021 Com-
BD-20-1037-1CEN0- manwealth Preschool
Co00051026 L Margue P—E e
hort 2(CPP)FC 615
DEP-BAW-NOLFY20-
BD-20-1045-BAW0D- REDUCE, REUSE, REPAR _
SO 109 VitLing Slayman P 123112020 17:00:00
NOUNCEMENT ONLY
SR 190083 Renewl
FY2021 Commonwealth
BD-ZHGETCEND Loida Marquez Preschool Partnership ~ 06/11/2020 16:00:00
CO000:51852 .
[nitiative Grant (CPPI)
Fund Code 515
Step 4: Reviewing the Header
Bid olictaton: BD-21-1080-0SD01-0SD10.52102 Information
1. Inthe Allow Electronic Quote
field, if electronic response is
Hezder Information indicated on the Header
H “ 12
8id Number: DIEIODIY  Daseription;  TeBd BidOpeningDate; 704212000 Infor_mat|on as “Yes you are_:
Purchaser: Adminisirsior System Organization: Opzracional Senvices Division reqU|red to Create and Subml'[ a
Depertment: 06001 - Opeaione Senies D Logation;  05D1D-Ashcuren MIOHT response online.
Fiscal Year: 4 Type Code:
Alternate |d: Required Date: Available Date: 0 I If “No” is indicated be sure to read
Info Contact: BidTpe nformal BidFleg 1o the submission instructions
Purchae Methot Opetier included in the grant application
Fre Bid Conference: attachment.
Bulletin Desc:
- . NOTE: A COMMBUYS Vendor
Ship-to Address: F ek Bill-to Address: 4 Print Format: B . .
i Ve account is required to create and
Roem 1017 oom 1017 .
ke B A submit your grant quote response.
Step 5: Reviewing Item Information
‘ The bottom section of the document is
fem nformation Item Information.
Item information may provide the grantee
[tem #1: (00-00 - 00) TestBidlem . . . A .
with speC|aI instructions, restrictions, or
B S information related to the grant application
process. Be sure to read the posting in its
Qy Urit Cost uoM Tora! Discount Ame. Tax Rtz Tax Amount Tol (ot entlrety and fO”OW the Instructlons
10 £A-an
Manufacurer Brand Mode!
Make: Packaging.
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Screenshot Directions

7~ = Step 6: Downloading Attachments
Attachments
Review the posting and download the
Files: RFQ 19 500224 4120 Needs Assessment Consultant
Appllcation Response Cover Page 19 500224 4120, attachments needed 'fOI' your q_UOte
INFO Confdntilty Agraement. orResarch RFQ response from the middle section of the
READ Vendors_Create-Quote-In-COMMBUYS_2016-08-22
\ 19.500224 4120 QA document.
Intent to Award Notlce RFQ 19 500224 4120 . .
— — Refer to the VENDOR job aid “Locate a
' Grant Posting and Create a Response”
Required Quote Attachments to submit your grant application quote
response.
[tem Information
ltem# 1: The Massachusetts Department of Public Heath (MDPH) Bureau of Famlly Health & Nutrition (BFHN) Is sollciting blds from quallfied vendors to support the Maternal, Infa
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