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OPERATIONAL SERVICES DIVISION
Job Aid:

How to Record a Contract Purchase Previously Made (RPA Release)

This Job Aid shows how to:

e Create an RPA Release Requisition in COMMBUYS. This is accomplished after a purchase has already been made.

Of Special Note:

What are RPA Release Requisitions and When Are They Appropriate?

The Operational Services Division has numerous Statewide Contracts that allow buyers to record contract purchases in
COMMBUYS after the purchase has been made. These COMMBUYS Statewide Contract transactions are called RPA
Release Requisitions. They are appropriate in circumstances where the normal COMMBUYS Statewide Contract
Purchase Order process is not possible. Examples of these include:

e Situations where the final purchase price is not known until receipt of an invoice. For example: purchase of
propane, staff augmentation, or network services, among others; or
e Unanticipated circumstances, such as replacement of a flat tire, or windshield.

NOTE: Because these transactions already have taken place, the RPA Release Requisition will not result in a PO being
sent to the vendor.

Contract User Guides indicate whether a contract accommodates RPA Release Requisition functionality and any
limitations. Buyers also may find a list of RPA-enabled contracts using the Expanded Search in the Statewide Contract
Index. Find Contract User Guides, the Statewide Contract Index, and Index instructions at mass.gov/osd > Search: Buy
from a Statewide Contract.

NOTE: RPA Requisitions (as opposed to RPA Release Requisitions) in COMMBUYS record off-contract purchases when
the normal procurement process is impractical due to impending need (emergency purchases) and for one-time incidental
purchases up to $10,000. Locate the job aid How to Record a Non-Contract or Incidental Purchase Previously Made

(RPA) at mass.gov/osd.
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http://www.mass.gov/osd
https://www.commbuys.com/bso/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/buy-from-a-state-contract/statewide-contract-user-guides.html
https://www.mass.gov/orgs/operational-services-division
https://www.mass.gov/buy-from-a-statewide-contract
https://www.mass.gov/buy-from-a-statewide-contract
http://www.mass.gov/anf/docs/osd/commbuys/how-to-create-an-rpa-requisition.pdf
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Step 1: Creating a New Document
1. After logging in to COMMBUYS, click

on the Add Documents e icon to
begin a new requisition.

2. Select Requisition from the
dropdown menu.
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Step 2: Entering Data in the General Tab

The General tab page displays. Fields with
asterisks are required fields. The required
fields for Department, Location, and Print
Format default to values that may be
changed.

1. Inthe required Short Description
field enter a searchable description of
the purchased goods or services.

2. Click on the dropdown arrow next to
the Requisition Type field and select
RPA Release (do NOT select RPA).

3. Alternate ID: Enter information as
required. Use this field to enter your
agency Massachusetts Management
Accounting and Reporting System
(MMARS) encumbrance ID or your In-
House Financial System’s PO
Number for non-MMARS users.

4. When you are finished, click on the
Save and Continue button.
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Screenshot Directions

Step 3: Searching for Iltems

RPA Release Requisition RQ-17-1080-05D01-0SDEP-77637 Sint b progren. (B

1. Click on the Items tab.

2. Click on the Search Items button.
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Step 4: Conducting an Iltem Search

Release Requisition RQ-17-1080-05SD07-05D07-77286 - Search Items
Search Using: Find It
1. The item lookup or Search Items

Advanced Search = off—— page opens. Input the search criteria
Search UG i in the Search Using field and click on
SemchFiton N the Find It button.

Item Description Vendor Name

Cocstos - Preferred method:

o Type - Click on the Plus Sign icon (+) next to

T —— . Advanced Search to open more search

UNSPSCClass ~ flelds.

Cammedity-EPP Q Cooperative Purchasing| |
o ! The most often used fields are:
weuls Type: frem ~ [ Shew Orderanie Only

e Description: Enter the Statewide Contract

Number
Vendor Name: Enter the Vendor Name

Item Description: Enter the description of the
good or service to be purchased.

2. Click on the Find It button to reveal
search results displayed at the bottom
of the page.

Step 5: Selecting the Item

3y
DELUTE THE CHANGER AR, Mgy
Poiemance Tre Cranger e sl et PO17.3000-1085C-

il | 1. Click on the checkbox next to the
| [ | || purchased item in the left Select
‘c - e T column.
| etdngstic | ¢S matey
i | | 2. Enter the item quantity in the

] Quantity column.

| Indencriat o 3
! 10007700/ 12361 |

[ raso raanss o, ot | | snapen
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‘(“"'”““ imu(
aree 3. To add other items from other pages,

click on the Add to Req & Next Page
button; otherwise click on the Add to

[ AMoRQREE  AddtoResd Nest Page ]u-«n.l.' Req & EXxit button.

PO-17-1080-1080C- |
1oneLTray/ 17901 | "
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RPA Release Requisition RQ-21-1990-BIDS1-BIDS1-347116 sans R -ntnges B
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Step 6: Entering the Invoice Data

A red error box appears at the top of the page
indicating the information that needs to be
entered from the Invoice.

1. Enter the invoice number in the
Invoice # field.

2. Enter the Invoice Date and Payment

senbyCoume: PinSepene , Osendeoesg | G0 . . .
Due Dates into the respective fields.
. B 3. Click on the blue Enter Info hyperlink.
ZI N BB 0 ©
18 Pz cove o changesbefore s Otheris, our charges wlbe st
Save f Continue Searh mms
Step 7: Entering the Invoice Amount
RPA Release Requisition RQ-21-1990-BIDS1-BIDS1-347116 St i rogrens. B
1. Enter the invoice amount in the
— Catalog Price/Unit Cost field.
Iy
- n i - 2. Click on the Save & Exit button.
Additional product information p

General Items Vendors Address Accounting Routing Noles Reminders ~ Summary
Agency(0) ERUEGEL(]

Files

© Click Add File to add file attachments.

No File Attachments

| Add File \

Step 8: Preparing the Attachment

Click on the Attachments tab and click on the
Add File button.
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Screenshot

Directions

Step 9: Choosing the Attachment

Add Fe Click on the Choose File button.
(1] isplay name for e fle that wil agp et regosiory fles are cislayed. K ca be diferent ffomthe name o isk and ca contain aphanumericcharaciers,Shaces, and specia chaaciers p 1 a masimum gt of 200 NOTE Th|S bUtton may be Iabe”ed Browse
if using another browser.
e
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Step 10: Attaching the Invoice

’ 1. Select the scanned copy of the
OneDrive - Commonwealth of Massachusetts » Desktop w| Q| | SearchDesktop p |nVO|Ce In the Iocatlon Where |t was
lier B M@ saved on your computer (e.g.
b - " Sootus Dot mocificd Tpe e documents file, desktop, flash drive,
[&] GoToMeeting 000 §/22/2020 2:09 PM PNG File 2339K8 shared file, etc.).
- GoToMeeting 7/2/2021 8:20 AM Shortcut 2KB
@ GoToTraining 7/2/2021 8:20 AM Shortcut 3KB 2. C“Ck on the Op en button .
@ HOW TO USE MBPO'S Feb_2021_PM 2/9/2021 9:58 AM Microsoft PowerP... 53713K8
@ In-Progress Bid ltems 7/9/2020 10:16 AM Microsoft Excel C... 1KB
@ In-Progress Bid ltems 7/9/2020 10:11 AM Microsoft Excel W... 9KB
03 Instructor Guide_Catering Services 10/20/2020 8:19 AM Microsoft Word D... 1T7KB
@ Intro to SWC and COMMBUYS _Decemb... 2/16/2021 %31 AM Microsoft PowerP... 9,769 KB
|£| Invoice-Template 9/27/2021 1:23 PM PNG File 16 KB
l-@ Tor - Hubbarasion 120 20 T A T yazn TR
@ LGE - Hubbardston 12_01_20 12/17/2020 8:37 AM Microsoft PowerP... 13,680 KB
@ LGE_Leicester 12/872020 11:05 AM Microsoft PowerP... 2,346 KB
@ LGE_Mentague 3/17/20214:35PM Microsoft PowerP... 8,037KB
@ MassAchieve 9/1/2021 11:15 AM Microsoft Word D... 13KB
',i Microsoft Teams 9/10/2021 7:37 AM Shorteut 3KB
73 Outlook 8/12/2019 1:39 PM Shortcut 3KB
& PACE 11/16/2016.12:41 PM Internet Shortcut 1KB
@ PO_LI_PowerPoint 1/19/20211:28 PM Microsoft PowerP... 7439KB
v [0 Podcast music source 7/28/2021 2:06 PM Microsoft Word D... 12K8
E name: |\nvoice-TempIate V| |AH Files V‘

) e

Step 11: Saving the Attachment

Add File

N

Desaiption

7 [ChweeFie | e ez
SearthiFle

Loczon: i)

Saue & ortinue Reset Carcel &t

9 Mame s e sy nmefor e st il appesr et e reposony e pse ca b et ot nme o ik ancnt phiarme e, s peci e p o masnum kgt f 20

When the screen re-displays, click on the
Save & Exit button.
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Step 12: Reviewing the Summary Tab
o - B
1. Click on the Summary tab and
pur— validate the information.
‘ 2. Click on the Submit for Approval
Header Information — button
n:rl;m 3 ipion; i PR s s
Departmant: Leeation: BOS1-Proamrest Reguired By Date:
Entered Date: Requisition Type: Typelode:
Specal Instructiens:
Attathments
Hgancy Files:
Agency Farms:
Item Information &
Step 13: Submitting for Approval
The approval path will display, or you’re given
the option to select the appropriate one. Click
the Save & Continue button to complete.
NOTE: The RPA Release requisition will now
proceed through your department’s approval
path (no image is provided here as
approval paths will vary). You will be
informed by COMMBUYS email when the
approval is complete.
Step 14: Requisition has Gone to PO
RPA Release Requisition RQ:17:1080-05001-05050.77637 | After approval, the Summary tab of the RPA
- S Release requisition will have the status of
T e e e e Gone to PO. Your purchase has now been
recorded in COMMBUYS and is how
e complete.
: P i T
NOTE: The vendor will not receive this PO.
Header nfssaten The purchase order for the RPA Release will
. - have the status of Complete Receipt. To
Witk BT funbupler s B verify this, click on the blue hyperlink of the
o o PO.
Taparimant: 5001 Dt s Lcaton: 0P g e By Date:
intired Dat AN mlnumw et bt \’PM
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