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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Purchase from a COMMBUYS (G2B) Punchout

This Job Aid shows how to:

e Create a requisition and purchase order using the Punchout G2B (Government to Business) functionality in
COMMBUYS.

Of Special Note:
A COMMBUYS punchout provides the ability to purchase directly from the website of certain sellers (vendors).
Punchouts are integrations developed with specific sellers that allow you to start a Requisition in COMMBUYS.
Buyers can ‘punch out’ to a seller’s online shopping website to search for and choose the desired items. Once items
are selected and checked out, the system transfers these items to COMMBUYS to complete a release requisition.

NOTE: Be sure to turn off your computer’s Pop up Blocker, otherwise the vendors site will not display.

Screenshot Directions

Step 1: Accessing the Punchout Page

1. After logging into COMMBUYS, click
on the Settings icon at the top right
side of the page.

Bt B e 2. Select G2B Punchout from
4 solcttons [l 3 soiceions n o the dropdown menu.
Readyto Send Readyto Open )
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Screenshot Directions

Step 2: Choosing a Vendor

G28 Punchout Sopeing The G2B Punchout Shopping page
Vendor displays.
P— I 1. Click on t_he down arrow next to_ the
Vendor field then select the desired
i . vendor from the dropdown menu.
2. Ensure that the default Department
Sipio e Q and Location fields are correct for

this order. If not, they can be
changed by clicking on the down

' arrow and selecting another choice.
Enat EgpErsOprOdng o 3. Ensure that the default Ship-to
T Address and Bill-to Address are
correct for this order. If not, they may
be changed by clicking on the
magnifying glass icon and selecting
another address.

Billto Address: Q

Emal- testperscopeholdings com Current Org Degartment of State Purchasing = | February 18,201 15 puesT [
Dane 112 700

NOTE: These departments, locations, and
addresses cannot be changed once you
continue from this page. Punchout
requisitions cannot have different Ship-to or
Bill-to addresses by line item. All items on a
punchout must have the same Ship-to and
Bill-to.

4. Click on the Punchout button at the
bottom of the page.

Step 3: Selecting Items

E= &= on NOTE: Punchout Catalogsf‘ are unique for
. m& [Secrch we Mason ‘\ a each vendor, so the following steps may vary.

® SHOP % SUPPORT | OORDERS | «° ACCOUNTCENTER | WFAVORITES  crossFosmiestise The selected seller's website is similar to their

MASSACHUSETTS public website however it will contain

% STATEWIDE Statewide contract items and pricing.

= CONTRACT
* OFF47:
WELCOME COMMONWEALTH OF 1. Enter a keyword in the Search box at
- MASSACHUSETTS CONSUMERS! the top of the page, OR
| o The W.B. Mason Company is a Massachusetts Statewide Contractor for OFF47-Office Supplies, Recycled Paper

and Envelopes. We welcome the opportunity to service all your office needs at the various agencies, departments,
cities and towns throughout the Commonwealth

2. Select the desired items category (in

[ mem 1vee LEGeND [ this example, click on Shop) and
e LT S r T s o OFFaT Warket Baske tem continue selecting sub-categories (if
located in the top left side of this page. Additionally you

can call us toll free at 888-926-2766, extension 2666 @ Contains at least 10% Total Recycled Content necessary) unt“ yOU |Ocate the
W Environmentally preferable with one or more of desl red |tem (S) .

the following attributes: reduced VOCs.
compostable, biodegradable, contains recycled
content or other factors that make this product
less harmful to the environment when
compared to its traditional counterparts
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Screenshot Directions

Step 4: Adding Items

R QUICK ORDER | @8 CART
WHO BUT. m ems H i
mlsm [paper oo e 1. Choose the desired item and enter
the quantity to be ordered.
® SHOP 2 SUPPORT © ORDERS «* ACCOUNT CENTER ¥ FAVQR Create Favorites Lists
PAPER CLIP 2. Click on the Add to Cart button.
Shopping For Showing items 1t0 12 0f 17 4 <« » M Sort by: [Preferred Items v | Results Per Page: [12 v
?ﬁiﬁilﬂﬁ | Add Selected to Cart | | Compare Selected | | AddToList | v | 0 Selected 88 Grid View = List View ) ) -
NOTE: a popup window may display the item
I N you just added to the shopping cart. If so,
BEGEED. N close the window and proceed.
% paper clip = S
REFINE RESULTS % U'WQ'SGI §
N b 9
wiversal Q s
BRAND N sl 4 3. Repeat this process to add
ACCO® (9) = ey .
Universaid @ additional items.
Universal® Paper Clips, Jumbo, Universal® Paper Clips, Small (No. Univ I® Paper Clips, Jumbo,
PRICE Silver, 100 Clips/Box, 10 1), Silver, Smooth, 100 Clips/Box, silver, \n-skid, 100 Clips/Box, 10
$0-52 (10) Boxes/Pack 10 Boxes/Pack Boxes/Fglk . .
52840 v, v v 4. Once you have chosen all items, click
$4-36 (4) . .
COLOR(S) Ships Next Business Day Ships Next Business Day ¢ OE thlf Cart I CO n to begln the
3) r .
g}j‘zﬁj UNV72220 $2.43Pk | | unvr2210 $0.93/PK | | unv72240 $2.85/,x checkout process
aize o[ || Db TO CART arv[ || AbpTo carT orv[ || AbpTo carT
Jumbo (8) Oselect ‘Add To List | v | Oselect [Add To List [ v | Oselect [Add To List [ v |
No.1(7)
Step 5: Reviewing the Shopping Cart
P __OUIEK ORDER ‘_—oj CART
W Search W3 Mason ) 1. Review the items, quantities, and prices,
then click on the Continue to Checkout
® SHOP 2 SUPPORT © ORDERS & ACCOUNT CENTER ¥ FAVORITES Create Favorites Lists button .
SHOPPING CART ) )
< continue shopping NOTE: This button may be called something
(Emoty o | [ Sove oo | Sub-Total: $20.19 else depending on the vendor’'s website, for
CONTINUE TO CHECKOUT example, Checkout, Proceed to Checkout,
') Tip! ;f,:?xat E}Mntereﬂ into a Note box will appear on your invoice, packing slip, and Order History. This text will not be reviewed by Co m p I ete Ch ec ko u t 1 Ret u rn to B u yl n g
Application, Transfer Shopping Cart, and
+QUICK ENTRY Add items to cart without ieaving the page SO On .
Universal@ Paper Clips, Jumbo, $2.85 PK $28.50
_— Silver, Non-skid, 100 Clips/Box, 10 0 .
BoresPack NOTE: Changes cannot be made to your
- - . items once you leave this page.
i Ships Next Business Day.
[‘Remove From Cart |
Universal™ #2 Woodcase Pencil, HB $0.69 DZ $0.69
(#2‘) Black Lead, Yellow Balrel‘ Dozen
Low Stock
Low availability, normal next day service may
not apply
\ Remove From Cart | /
[SelectAction. . v |[Sort By. ~] Sub-Total: $29.19
[ Empty Your Cart | [ Save Cant for Later | d CONTINUE TO CHECKOUT
continue shopping >
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Screenshot Directions

Release Punchout Requisition RQ-21-1990-B1DS1-BIDS1-301615

Gl b b kb Aoety R Aowess o e Sunre

o on Print v
specl nsrcons |

DazLaslpiame il

-

Step 6: Completing the Requisition

1. Following checkout, a Release
Punchout Requisition is created and
the General tab page displays. The
Short Description field at the top
right displays a generic description
“G2B from (vendor’s name)”. Since
this is a searchable field, this generic
description must be changed to
something unique that will enable you
to differentiate this order from all other
orders placed with this Punchout
vendor.

You may also add:

e Alternate ID: Enter information as
required. This may include (but is not
limited to) data such as a
Massachusetts Management
Accounting and Reporting System
(MMARS) encumbrance ID or an In-
house financial system transaction
number for non-MMARS users.

e Special Instructions: Enter
information as required. This may
include (but is not limited to) data
such as shipping drop off information,
locations, etc. (50-character limit).

2. After changing the Short Description
field, click on the Save & Continue
button at the bottom of the page.

Release Punchout Requiston AQ-1-1SG0.BDSI-B0T-301615

styCan: e v snleeie | G
1 VB ee MBS L) PosCs e

. K-k
1 VamBaigfles OB MMDUSILNGT D oo FE il i b

g B

il ]

Step 7: Checking the Items Tab

1. Click on the Items tab. Ensure that
all items and quantities are correct.

NOTE: You will not be able add or delete
items or change quantities. If an error has
been made, you must initiate a new Punchout
order.

NOTE: The Vendors and Address tabs
have automatically been populated.
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Screenshot Directions

Step 8: Reviewing the Summary Tab

Release Punchout Requisition RQ-21-1930-BIDS1-BIDST-301615 s g B )
Y 1. Click on the Summary tab.
2. Review the Summary tab and ensure
Hestalfoman that all fields are correct. No changes
e ; seatearen st o s can be made to these tab pages, and
— o i N a new Punchout must be initiated if
S e - Tt errors are found.
Requestor: Furcheser: Fiseal Year: s
Cantact: Cantact Phone: Aiternate ID:
I . i et e 3. Click on the Submit for Approval
i button at the bottom of the page.
Ship-4o Address: Bilto Address:
‘Special Instrucrions o
Artachments
gency Files:
Agency Forms:
‘endor Files:
‘endor Forms:
Item Information =
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Screenshot Directions

Step 9: Submitting for Approval

The approval path will display, or you’re given
the option to select the appropriate one.

NOTE: The requisition will now proceed
through your department’s approval path (no
image is provided here as your approval path
will vary). You will be informed by
COMMBUYS email when the approval is

complete.
Relase Punchout Requisition RQ-21-1990-B051-81DS1-301629 —— l@ 1. It you do not have approval paths set
up in your agency, select the
No approval path meets the document riteria. Do you want o manually add approvers or markthe document as approved? Automatic Approval radio button.
1\ Man ally 2dd apnroyers
. .
2. Click on the Save and Continue
Please select an approver ifyou want to manually add approvers, button and note that the status at the
top right of the page will change from
Approver ¥ Add Approver
In Progress to Gone to PO.
Save & Continue Cancel & Exit
NOTE: Be sure to follow your department’s
approval procedures and approval paths.
Release Punchout Reision 219908051 BDSH 301615 - Once you have an approved Requisition, a

e e e o Purchase Order is created and automatically
- sent to the vendor for processing. You will
T s receive a PO Sent email alert from

: COMMBUYS. To view the PO, click on the
New Purchase Order is hyperlink in the
yellow System Warning(s) box.

Header Information

Regution Numser: Ster Dseripion: Ohesgpiesfr g B St -Gzt
Orgeniato:

Depariman: Lction 815 rrenat equred By Dt

uered Dt Reguisiden Type: ez TypeCode:

Beguesto: Purchase: i Year:

Contact: Contact Phe Htarmate D:

Ford et e Esimated Cst: B it Former: st
Slicion Estled e

Incice Method L

Shipto Adess: Bilto s

Specn nstuctions:
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