D

OPERATIONAL SERVICES DIVISION

Job Aid:
How to Locate and Respond to Change Orders in COMMBUYS

This Job Aid shows how to:

e Locate Change Orders in COMMBUYS
e Respond to Change Orders in COMMBUYS
e Acknowledge Revised Purchase Orders (PO) in COMMBUYS

Of Special Note:
Change order notifications are sent to the primary PO email address associated with the vendor's COMMBUYS profile.

Change orders are sent to vendors through COMMBUYS and can be found in the “Purchase Orders / Change Orders
(Un-Acknowledge)” section of the PO tab. These documents require acknowledgement, review, and response. After
acknowledging a change order the buyer will send a revised purchase order that will also need to be acknowledged.

Only users with Seller privileges can acknowledge a change order in COMMBUYS. These instructions assume the logged
in user has Seller credentials.

Screenshot Directions

COMMBUYS B Step 1: Launching COMMBUYS

1. Enter the uniform resource locator
(URL) address for COMMBUYS
(https://www.commbuys.com) or
(commbuys.com) in your browser.

2. Click on the Sign In button once the
COMMBUYS landing page displays.

< 3. Enter your Login ID and Password
and click Sign In.

Attention Vendors: 54 Newly posted bids - Week of 4/11
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Screenshot Directions

QMMBUYS oy Step 2: Accessing Change Orders

1. From the Homepage click on the PO
tab to view purchase orders that have
been sent to your company.

Documents v

Home - Welcome Back ) Doe

News(0) Vendor Communication(0)  Bids(12325) | PO} ] Quotes(0) Invoices() ~Vendor Performance(0)

No News Available

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Current Company: ABC Company, LLC | September 12, 2016 4:50:28 PM EST

Step 3: Opening Change Orders

Home - Welcome Back ] Doe

NewsO)  Vendor Communiation()  BGS(12378)  POE)  Quotestsl | ImicestD)  Vendor Performance(®) 1. To open a change order, click on the
hyperlinked Purchase Order # that is
associated with the change order.
Purchase orders that contain change

Purchase Orders / Change Orders (Un-Acknowledged)

l orders will appear in the Purchase

Purchase Order # |Organization Purchase Order Date Fiscal Year Description Status Vendor Name Total Number of Change Orders Ord ers / Ch ange Ord ers (Un_

oo s [ T araroma T ' Acknowledge) section of the PO tab.

7755:1 vision LLC

PO-17-1080-  Operational 09/14/2016 2017 Workers' Comp 3PS - Sent ABC $225.00 None NOTE The Value Under the Number of

0SD07-05D07. Services Investigations Company, . g

Ll oren uc Change Orders column displays the number
of change orders associated with the purchase
order.

Step 4: Acknowledging Purchase Orders

Download Acknowledgement 1. Check the first box to acknowledge
receipt of the purchase order.

M1 am acknowledging receipt of this purchase order. 2. Check the second box to notify the
Notify requestor of receipt of this purchase order. buyer of the purchase order receipt.

Cancel & Exit 3. Click the Proceed button to continue.

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.
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Release Purchase Order PO-17-1080-05D07-0SD07-7813:1 Step 5: Reviewing Change Orders

Gonert mom Acacveerett)  ows Crange ezl Subcarracas | Somemary Change order information can be reviewed from
L
two (2) places: Summary tab or Change Order
tab.
Header Information
Purchase Order PO 171000 05007 05007 TATY Release ' short sy pg s Summar Tab
Ritkrahess e Deactption: i Scroll to the middle of the Summary tab to
Status: 3?5 Sert Purchaser- Zelgha Bernea Receipt Method:  Qwaresy .
= o - RO the Change Order section to see the
Department: 05007 - OSO TRAINING Location: 05007 - OSO TRANING Type Code: Changesl
Alternate 1D: Entered Date: 19152016 103755 A0 Control Code:
Days ARO: Retainage % oo Change Order Tab
Required By Date: Promised Date: A .
SR | s e R R R N e Click the Change Order tab to access details
Ship-to Address: 050 Tranieg Billto Address: 050 Trarin of the change order.

¥ Ashburton Place

NOTE: A PDF copy of the purchase order can
be made using the Print button at the bottom

Phooe: {1 235456 7090

Special Instructions:
of the page.

Attachments
Agency Files: XYZ Standard Contract_Form.doc

System Pranning and Mgmt Project announcement

Revised Project Specifications
Agency Forms:
Vendor Files: System Planning and Mgmt Project Proposal
Vendor Forms:
PO Terms

Preferred Delivery Omal
Method:

Remit-to Address: Marganre Cicen Payment Terms: Shipping Method:

tmst: mghasenncapuzemans  STUPPING Terms: Fraight Terms:
Phooec (eIt
PO Mailing Address:
Emat: selpha Bennertpatace mau
Phoce: (617444 4004
[Change Orders
Change Order 3 Crange Order Noee Crange Onder Dato Biateral Change
Orger
1 Asachment Ple Cranges Header 1. Fie Rovsed Propa Spocificatens: Pie Rovised Project Specfcations’  11/04/2016 013128 P No
omel
2 ko adced item 2 1. om 2 3oded. Bem 3 1. Rom 3 added. 11042016 015202 PM No
Release Purchase Order PO-17-1080-0SD07-0SD07-7813:1
Geéneral ReMS  AMaChMeNtss) W!S SUDCOMractors  Summary
Change Orders
Change Oroer = Change Orcer Note Cnange Order Dite Buateral Change
Order
1 Amachmant Fe Cranges: Heacer 1. Flle ‘Revised Projec Specfications’: Fie ‘Revised Project 1170272018 01:31:28 No
Spectfications’ acded . L
2 Fem agced mem 2 1. Rem 2 a0ced. mem 3 1. ftem 3 acded. 110472016 015202 No
L]
Exit
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