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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Record a Non-Contract or Incidental Purchase Previously Made (RPA)

This Job Aid shows how to:
e (Create an RPA Requisition in COMMBUYS

Of Special Note:

An RPA is a Request for Payment Authorization to be used after-the-fact for a purchase that has previously been made
for goods or services not on an enabled statewide contract (SWC). These purchases are somewhat rare and must be
approved by the appropriate authority at your agency prior to purchase. Purchasing through SWCs or a normal
procurement is always the standard approach.

RPA Requisitions (as opposed to RPA Release Requisitions) in COMMBUYSS 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.

If your purchase can be found on a SWC, you will want to create an RPA Release in COMMBUYS and you will follow the
Job Aid titled: How to Record a Contract Purchase Previously Made.

Screenshot Directions

Step 1: Creating a New Document

COMMBUYS| @ Add Documents (lus Sion) icon a e top

OPERATIONAL SERVICES DivISION left of your home page.

Step 2: Selecting Requisition

C@MMBUYS Select Requisition from the dropdown menu.
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Screenshot Directions
Step 3: Entering Data in the General Tab
The General tab page displays. Fields with
asterisks are required fields. The required
flew Requistion fields for Department, Location, and Print
Format default to values that may be
changed if needed.
Requisition Number # Shon Descriptian’: g
s 1R Reuston nProges en User et s et ezt 017 v 1. Inthe required Short Description field
— 08007050 TRANING v P— enter a searchable description of the
0507 05D TRANING v S purchased goods or services.
fequired By Date [} Emtered Date 100772016
qm P v - . . 2. Click on the dropdown arrow next to the
- Requisition Type field and select RPA (do
o e 0w NOT select RPA Release).
Alernate ID: h Tax Rate: v . .
3. Alternate ID: Enter information as
o ST required. This may include (but not limited
i - to) data such as MMARS encumbrance
ID or ERP/Accounting system transaction
numbers for non-MMARS users.
4. When you are finished, click on the Save
and Continue button.
Step 4: Searching for Iltems
COMMEUTS g — E B608 1. Click on the Items tab.
Reauistion RQ-17-1080-03D01-0SDEP-77226 - 2. Click on the Add RPA Item button.

T R N

[T

Toarw i i i P i Saech R 3 e M B o 1 P by bk 000 1

Search fems i Open Makit loem Add AP hem

Copypight © 2016 Poencop kg, e AL
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Screenshot Directions

Step 5: Completing the Items Tab General
COMMELTS g B TR Page

NI 1. When the page refreshes, enter:

e Description of your goods or
services

¢ Invoice number based on the

s information on your vendor

invoice (must be unique)

Invoice date

Payment due date (optional)

Number of items purchased

Unit cost of your item

. ) = . Unit of measure (defaults to EA.

— " bty - for each)

o UNSPSC Segment-Family Code

o - and Class Code (use lookup to

match the commodity or service
e ' —e—— purchased)

s Smitonftoin 3 e 2. Click on the Save & Exit button.

" i
e o o o o

The screen refreshes to show the item saved
successfully.

3. Check all information for accuracy
before moving on.

Step 6: Clicking on the Vendors Tab

C@MMWYSG Cataog n e oo 1. Click on the Vendors tab.

RPA Requisidon RQ-17-1080-05D01-0SDEP-77326 (RPA-17-1080-05001-05DEP-2393) e - b [ 2. Click on the Lookup & Add Vendor
B e O S button.

[ et NOTE: The vendor must be registered in

COMMBUYS. If not, then they should register
— [SorT— immediately. If the vendor needs assistance
with registration, please refer them to the

OSD Helpdesk at 1-888-627-8283 or 617-
- 720-3197.
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Screenshot Directions

Step 7: Looking Up a Vendor

Lookup & Add Vendor - RPA Requisition RQ-17-1080-05001-OS0EP-77326 (RPA-17-1080-05001-05DEP-2393) 1. Enter the name of the vendor in the
Vender Loskup Vendor Name field.
e A TP 2. Click on the Find It button.
Fif It Clear
Vesder
o Tua I S Nardder Logal Mama.
e erard Hrara D
Thias [
T ¥
Lookup & Add Vendar - RPA Requisition AQ-17-1080-05001-0SDEP-77326 (RPA-17-1080-05001-0SDEP-2393) Step 8: Adding the Vendor
Vendsr askups 1. Inthe Select column, click on the

radio button next to the vendor name
to select the vendor.

Mgy LD D L B ke [T T T R L. Bt v

elapript Hhirkuifoall i W el D0 0 2. Scroll to the bottom of the page and
e e e click on the Add Vendor button.
il e it Ry, i W B B P B 100 g W il IMHT &
B Wb et
L ] i B ¥ Wittt b Wk e (i WM &
L e i 11 gl b {iatiy b e (RNE W
Vind A Repat oo Window
RPA Requisition RQ-17-1080-05D07-05D07-77333 (RPA-17-1080-05D07-05D07-2395) [ 3. When the screen re-displays, ensure
e e et st by st N e o that the vendor name is correct.

ieral Mailing Address - chris Laughton 1 Autumn Drive Enfield, ... v

Shipping Method: X Shipping Terms: i
Save & Continue Save & Update Payment Due Datels) Apply Vendor Terms to Requistion Lookup & Change Vendor Print
Step 9: Preparing the Attachment
General Items Vendors Address  Accounting  Routing Notes  Reminders ~ Summary . .
Click on the Attachments tab and click on the
Vendor(®) Add File button.
Files

© Click Add File to add file attachments.

No File Attachments

| Add File \
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Screenshot

Directions

Step 10: 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
Descrgtion
S ﬁerrcsa
Search Hle
Lo 19
Soehfit  Saeblonme  fer (b

Step 11: Attaching the Invoice

’ 1. Select the scanned copy of the
OneDrive - Commonwealth of Massachusetts » Desktop w|@ | Search Desktop o |nVO|Ce In the Iocatlon Where |t was
lder B M Q saved on your computer (e.g.
b e " S Dot modiicd Tpe e documents file, desktop, flash drive,
[&] GoToMeeting 000 6/22/2020 2:09 PM PNG File 23398 shared file, etc.).
2 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... 5373 KB
B33 In-Progress Bid ltems 7/9/202010:16 AM Microsoft Excel C... 1KB
@ In-Progress Bid ltems 7/9/202010:11 AM Microsoft Bxcel W... 9KB
@ Instructer Guide_Catering Services 10/20/2020 8:19 AM Microsoft Word D... 177 KB
2182071 3.51 Ak) 7i
l @ Invoice-Template 9/27/2021 1:23 PM PNG File 16 KB
LGE - Hubbardston 12_07_20 12/T#72020 3:43 PM PDFHile 241TKE
133] LGE - Hubbardston 120120 12/17/2020 &:37 AM Microsoft PowerP... 13,680 KB
@ LGE_Leicester 12/8/2020 11:05 AM Microsoft PowerP... 2346 KB
@ LGE_Montague 31772021 435 PM Microsoft PowerP... 8,037KB
@ MassAchieve 9/1/202111:15 AM Microsoft Word D... 13KB
i Microsoft Teams 9/10/2021 7:37 AM Shortcut 3KB
7 Outlaok 8/12/2019 1:39 PM Shortcut 3KB
& pACE 11/16/201612:41 PM Internet Shortcut 1KB
@ PO_LI_PowerPoint 1/19/2021 1:28 PM Microsoft PowerP... 7459 KB
v @ Podeast music source 7/28/2021 2:06 PM Microsoft Word D... 12K8B
F name: ‘\nvoice-T&mp\ate V‘ ‘AH Files V‘
ll Open I Cancel

Step 12: Saving the Attachment

Aid Flle

Name - Iveize Templaong
Descrpti

*

Az Chooee e | Invoice-Temgata g
Search e

Lot 190

Smbbn | SevediContinee

18 Nameis sy e o il appetwher: aocmen. gty s sy e, o e sk ad o e e, s, nd s ranesp o maimum g o 20

P CGancelki

When the screen re-displays, click on the
Save & Exit button.
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Screenshot Directions

Step 13: Submitting for Approval
COMMELYS g

-0 S a ©e0@’ 1. Click on the Summary tab.

ke e 2. Check all the information for accuracy
and make corrections if necessary, by
returning to the appropriate tab to
make and save any needed changes.
Then return to the Summary Tab

Attachments

Agency Files.

Ryt 3. Scroll to the bottom of the page and
andorfoms: click on the Submit For Approval
(— button.

Suem for Appeoval Cancel Requiition Clone Arquastion Print

Step 14: Saving the Approval

The approval path displays or you're given the
option to select the appropriate one. Click on
the Save & Continue button to complete.

NOTE: The RPA 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.

Step 15: Viewing the Status

WA T-080-08D0T-05007-T7333 (RBA 7-4080-0D0T-08D0T- @g After approval, the Summary tab of the RPA

PO.

The Summary tab of the RPA Purchase Order
will have the status of Complete Receipt.

NOTE: The vendor will not see this PO.

Gt lemg Vendoss s Aoy e Amvens s Rmndes  Samary

RFARPM7-|080-OSDU7-OSDOJ-2395 |

G s Vel M oy Do s Mo Cal s iy
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