@SD

OPERATIONAL SERVICES DIVISION

Job Aid:

How to Request Quotes from Vendors on Statewide Contracts

This Job Aid shows how to:

e (Create a solicitation enabled bid using a release requisition
e Convert the requisition to a bid
e Request quotes from eligible vendors

Of Special Note:

A solicitation enabled contract allows a user to solicit quotes from vendors who have Master Blanket Purchase Orders
(MBPOs), or Statewide Contracts in COMMBUYS. After creating the requisition, it will be converted to a bid, and after
approval, sent to selected vendors

NOTE: The MBPO must be designated as “solicitation enabled”. The Contract User Guide will indicate if you must solicit
quotes for goods or services. Before beginning the requisition, access the MBPO General tab and verify that the
solicitation enabled field displays a “Yes”.

Screenshot Directions

Step 1: Creating a New Document

C@MMBUYS 1. Click on the Add Documents c

OPERATIONAL BERVICES DIVISION icon to begin a new requisition.

2. Select Requisition from the
dropdown menu.

Requisition

Bid Solicitation

Purchase Order 1 solicitations)
Ready to Send

Receipt
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Screenshot Directions

Step 2: Entering Data in the General Tab

- The General tab for the new requisition
New Requisition X . . ;
opens. Fields with asterisks are required
General Irems Address  Accourting  Routing  Aachments  Notes  Reminders  Summary f|e|ds The reqUired fleIdS for Department,
— Location, and Print Format default to
values that may be changed if needed.
Requiston Numer: Short Descrption” testjob L.
1. Short Description: Enter the
Satus; 1R -Requisiton I Progress (Wnen User request s reated) FiscalYear: 02y Statewide Contract Number and a
brief description of what is being
Depanmem* BIDS1 - Procurement Department ., Organization: Department of State Purchasing purchased ThlS fleld can alSO be
Locaton': BIDS1 - Pracurement Solicitation Enabled: used_ a.S SearCh criteria to |0cate a
requisition.
Required By Date Entered Date: 12282001
2. Requisition Type: Select Release
lRequisiIionType- Release l Type Code: v from the drOdeWn menu.
Requestor: Bill O'Malley15 Purchaser. O'Malley1, Bill v L. i
3. Solicitation Enabled: Check the
Contact Bill OMalley15 Contact Fhone: 617 %9 9999 - bOX_

[A‘m’”"*‘“ ] e v 4. Alternate ID: Enter information as
Exmited Cot. il required. Use this field to enter
PrintFormat:* Requisition Print your agency Massachusetts

Management Accounting and
Speclal Instructions : Reporting System (MMARS)
encumbrance ID or your In-House
Save  Contince Financial System’s PO Number for
Copyright © 2021 Periscope Holdings, Inc. - AllRights Reserved. non- M MAR S users.

5. Special Instructions: Enter
information as required. This field
allows for entry of specific
instruction to vendors. If entered
on the requisition, the data in this
field will copy forward to the PO,
and also be visible on the print
version of the PO. (50-character
max).

6. When you are finished, click on the
Save and Continue button at the
bottom of the page to save the
information entered on the General
tab.

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot Directions

Step 3: Searching for Iltems

Release Requisition RQ-21-1990-BIDS1-BIDS1-301293
1. To add items to the requisition,

Gene*a\e*dors Distrioutors ~ Address  Accounting  Routing  Attachments  Notes  Reminders  Summary CliCk on the |tem S tab

w Vendors  Address  Accounting  Notes

Click on the Search Items button to begin
the process of adding contract goods or
services to the requisition.

There are no items. Please click Search [tems’ below o add an item

Search [tems

Step 4: Conducting an Advanced
Search

Release Requisition RQ-21-1990-BIDS1-BIDS1-301293 - Search [tems

1. Click on the Plus Sign icon (+)
Fndlt next to Advanced Search to open
more search fields.

Search Using:

Advanced Search

Add to Req & Exit Cancel & Exit

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot

Directions
Step 5: Search Using Criteria

Search Using:
ok 1. Search by entering criteria into the
Description, Item Description,
Advanced Search = and/or UNSPSC Segment-Family
fields:
Sarth US| e e v L4 Description: Enter the
Statewide Contract
Search Fields:
Contract/P0 # Description Number
Item Description Vendor Name ° Item Description: Enter
Grtaog . the description of the good
or service to be purchased
ftem Type v
UNSPS CSegment-Family v * UNSPSC Ent,er the
Segment-Family and Class
UNSPSCClas v
Commodity-EPP Q Cooperative Purchasing ] 2 CI|Ck on the F|nd It button.
Favorites 0
RULTE e v showorderable ony
Find It Clear
Add to Req & Exit Cancel & Exit
Step 6: Selecting ltems
The search results display unit cost, unit of
e uiy M" t (W (ke Sty O measure (UOM), vendor, etc. for each
Dein wt (s 5 fet .
Gy N item.
a ol Snices i Ve ot (oo e o L e Toll-Ceping vl Ik PO | NOTE: The Vendor Name displays
doare s e e U-Cripadiodeics | | NHOOET i icitati
Conversion Vendor or Solicitation Enabled
B _ — — since this is a Solicitation Enabled Contract
04 gl TR R |y g | e F&;ﬁ;m:ﬂfﬁ“ " that includes all awarded vendors for this
‘ contract, and the Unit Cost is $0.00 since
a ol e, s Ve el Pt i e ot 0 i G TR PN this will be converted to a bid.
4o S e e S U-Camadpisies | | OO0
1. Click on the checkbox next to the
= s D e P s e | Fl-Gangatamcs || PO desired item in the Select column.
N . L s R T
— _ _ 2. Enter a number in the Quantity
04l E:zfmﬁﬁ?’c:i&'m:"ﬂ?'TEIIih‘P’E‘E'ﬂJ!L.EIES&'.[E‘&&TE:'[ L e )»I[Elr{gar:::::jzb Ik mmfm-nsm . field.
a ol ol Svices s e Emionmenal Pt i e ot |, Tol-Cengaioridiences P10 3. Click on the Add to Req & Exit
IRl Sicsiichin. S0k e | Comers e e T button located at the bottom of the
page.
04l ];EgEfr:j!"Iff«teﬂ'rt:t.EnﬁUMETﬂ';Fma:.n:c'eSfr:cf::i:”"a: PR T —. )le{grﬂt::::jzb Ik Eoﬂo-g:uﬁ]:gﬂfm-ﬂim "

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot

Release Requisition RQ-21-1990-BIDSI-BIDS1-301293

et W-nges 3

Geveralem information Validation Emars

spyCame: Psegee v Oswoesere | G

1 MemerBrm 1 e PO-J4108-0S001-SDTHONOOLETY 1

10) Pz s o changes befre o e s wlke ot

Sachlmnue  Sewchbems

Directions

Step 7: Clicking on the Enter Info
Hyperlink

The screen displays a warning message
regarding a zero-dollar amount.

Click on the blue Enter Info hyperlink.

Release Requisition RQ-21-1390-BIDS1-BIDS1-301293

U

Weste Bzt e

Weste Bzt Lne Descigton:

Dt Q)

i)

‘Additional product information

I Sare&:ml Save & Continue Sareblepy Reset Gameel & Exc

S -nfoges B

Tahe v
Tathmou: um

Emndddmoue - 10

Step 8: Entering More Information

Enter the description for the good or
service that you wish to purchase in the
Description box. You may delete the
displayed text and enter an accurate
description with detail for the product or
service for which you wish to obtain a
quote.

Note: You may use the Attachments tab to
add further detail from a Word or Excel
document.

The following fields should be completed:

e Description*: Enter a description
of the product or service up to
1000 characters.

e Quantity: Enter the quantity if
known or enter 1 if unknown.

e Unit Cost: Enter 1.00.

e UOM: Select the unit of measure
(UOM) - how the item is sold,
packaged, or purchased - from the
dropdown menu.

When finished, click on the Save & Exit
button.

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot

Directions
Step 9: Validating the Vendors Tab

Release Reguisiion AQ-21-1940-BI0S1-BIDST-301253

1. Click on the Vendors tab.

S nbnges B

NOTE: If the Vendor name displays

Ve Vlidason Emers

Conversion Vendor or Solicitation

Enabled skip to Step 10.

If Conversion Vendor or Master Contract
Record does not display you will see a red

Validation Error identifying that a “vendor is

Release Requisition RQ-21-1990-BIDS1-BIDS1-301293

m‘ Address  Accounting Notes

GenE'aI Vendors  Distributors  Address  Accourting  Routing  Attachments  Notes  Reminders  Summary

required”. If this happens, do the following:

e Click on the Items tab.
e Click on the Vendors sub tab.

Release Requisition RQ-21-1990-BIDST-BIDS1-301293

s In the Vendor Name column, click
on the blue Select Vendor

General  Items  Vendors  Distributors  Address  Accourting  Routing  Attachments  Motes  Reminders  Summary h | k
yperlink.
General Address  Accounting  Notes
Item Vendor Validation Errors
[tem # 1: vendar is required.
Blanket/Contract P0-14-1030-05D01-05D10-00000001379
Vendor Name:
fremz [tem Description Vendor Name
1 floor mops for daily use. Select Vendor
Release Requisition RQ-21-1990-BIDS1-BIDS1-301293 - Vendor Distributor List
Master Blanket/Contract #70-14-1080-05D01-05010-00000001379: FACE - Statewide Vendors, Janitarial Services, Environmentally Preferable
Select a vendor from the master blanketconiract vendor distriutors st e Click on the radio button and
select one vendor only. It does not
Select Vendor 1D Vendor Name Alternate Address matter Wh|Ch Single VendOI’ yOU
’ choose.
l ® 00000070 UGLLLC ] One Internation! Place ° Clle on the Select button at the
14th Floor
0 00000073 Facilties Management & Maintenance, Inc 15BeachStaR bOttom Of the screen.
0 00000075 Compass Faciity Services 65 Jackman Street .
2. Continue on to Step 10 to select
0 00000076 Complete Cleaning Company; Inc. 548 Chestnut Street . .
) your vendors on the Distributors
0 00000641 Falltech 92 York Avenue t ab
0 00000914 Done Right Building Senvices, Inc. 4(apley Place, Suite 125
0 211258 5.]. Senvices Inc. 135 Newbury Street
0 13769 National Faciliy Services, Inc. 730Main5t.
0 16830 Mouras Cleaning Service, Inc 349 Lunenburg St
0 300075 CLEANCO Maintenance Corp. 318 Bear HillRoad, itz §

Select

Close Window

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot Directions

Step 10: Completing the Distributors
Tab

Click on the Distributors tab. This screen
displays all the vendors on the MBPO who
VnéarDstoger it can be selected to notify.

tareD it 1. Click on the checkbox in the

h Select column to choose vendors
from whom you intend to request
information and quotes OR click on
the checkbox at the top of the
Select column to select ALL
vendors (this is the best practice).
Follow OSD and Department
policy when choosing vendors.
The Contract User Guide for the
Statewide Contract you are buying
from will give you guidance.

Release Requisition RQ-21-1990-BID51-BIDS1-301293 s A g B

e fem ol Do Qo douny g Amomes Nes e Smmey

E

3

¢y B

8 5

il ) il
L = oo

Enal

1030841 Facerh i

oot Do tildngSeies . i

s

o
=

5 N B

i st e t

s BN bz, i

| Savei Continyz IF&H

2. Click on the Save & Continue
button.

Step 11: Validating the Address Tab

1. Click on the Address tab. If no
Release R@qUiSiUUﬂ RQ-21-1990-BID51-BIDS1-301293 change is required go to Step 12.
The Address tab is used to display
fig Jacnsts N it Snnay the Ship-to and Bill-to Address that
is associated with your profile.

Generdl  fems  Veoos  Distriuorf) Address Joouting  Rou

Siptohides 2. Update the Address page by
R @ o clicking on the magnifying glass if
R T E items are being shipped to or billed
iy Doyt Ay Duyer to a different address than the

80 West Avenue 80 West Avenue default.
boston, MAQ2!17 Doston, MAQZH1T

U ) .
Fmait test@periscopeholdings.com Emait estf@periscopefoldings.com 3. [Ifthere is an error message

Prone 1234567850 Prone 1234567850 indicating that no valid ship-to
address exists, click on the
magnifying glass icon to select a

Save & Continue ly Ship-to to All kems Aoply Bil<o to Al kiems .
o o Ship-to address.

NOTE: If you want the option to ship to
multiple addresses, go back to the Items
tab and select the Address sub tab. Click
on the Save & Continue button if you
make any changes

How to Request Quotes from Vendors on Statewide Contracts
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Release Requisition RQ-21-1990-BIDS1-BIDST-301293

Gengral  [tems  Vendors  Distributors  Address  Actounting  Routing | Attachments [ Notes  Reminders  Summary
LT Vendor(0)
Files

0 Click Add Flle to add file attachments.

No File Attachments

Add File

Add File

0 Name is the display name for the file that will appear where attachment repasitory files are displayed. It can be different from the name on disk and can contain alphanumeric characters, spaces, and d

w
Name
Description:
#
File™: file chosg
Search File
Location 1990
Save & Bxit Save & Continue Reset Cancel & Bt
@ Open X
4 Hl > ThisPC > Desktop - & Search Desktop »
Organize v New folder B2~ 1 @
Name Date modified Type size A
S Quick access
TRD Training File folder
@ OneDrive Water Safety File folder
[ £37] BD-21-1990-BIDS1-BIDS1-52137Awarded Microsoft Bxcel C... 2KB
. ] Calculator Shortcut 2KB
B 3D Objects )
%) Cisco Webex Meetings Shortcut 3KB
B Desktop 523 Commonwealth_Terms_and_Conditions Microsoft Wi 168 KB ‘
[=] Documents ) Conducting a Webinar Using GoToTraining Microsoft W . 16 KB
& Downloads [=] Copy Paper JPG File 10 KB
25 Windows (C) M Excel Shortcut IKB
¢ Shared Files (\msd | 5] GoToMeeting 000 PNG File 2,330 KB
9 GoToMeetin Shortcut 2ke
=% eprocurement it (Mm - 9 .
&8 GoToTraining Shortcut IKB
== 0SD-Shared (\msd ;
E33] In-Progress Bid ltems Microsoft Excel C... 1KB
=¥ Network 3] In-Progress Bid Items Microsoft Excel W... KB
=9 Microsoft Teams Shortcut 3IKB
M Outlook Shortcut 3IKB
& PACE Internet Shortcut 1kB
W PowerPoint Shortcut 3IKB
et [ . ©
File name: | Commonwealth_Terms_and_Cenditions <] [anFies ~
Open Cancel

COMMELYS @

OPERKTIONAL SERYICE!

(atalog

v n Adva

Add File

© Name is the display name for the fle that will appear where attachment repositary files are displayed. t can b different from the name on disk and can contain alphanumeric characters, spaces, and

Name* Commonwealth Terms_and Conditions.doc

Description:

Fil" l ‘ChooseFi\e ‘Commonweal{. itions.doc l
Search File

Location: 1990

Save & Exit Save & Continue Reset Cancel & Exit

Step 12: Adding Attachments

NOTE: The Accounting tab is not currently
used in COMMBUYS. The Routing tab is
not activated until after you submit the
document for approval.

1.

Click on the Attachments tab. If
any files auto-attach, review, keep,
or delete as necessary.
Attachments can include bid
attachments and required forms
and contract documents

Click on the Add File button to add
a new file.

Click on the Browse (may be
labeled as the Choose File button
depending on which browser you
use).

Go to the location on your
computer where the attachment
resides (desktop, documents file,
shared drive, flash drive, etc.),
select the file and click on the
Open button.

When the screen displays, the
attached file will be listed next to
the Choose File (or Browse)
button. Click on the Save &
Continue button.

Repeat this process if you have
additional file attachments.

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot

Release Requisition RQ-21-1990-BIDS1-BIDS1-301293

General  hems  Vendors Distriputors  Address  Accountng  Routing Ana("rren'.s[‘\Remmde": Summary

Deleze Al

0

Note Date User

Bill
OMalley!5

Save & Continue Reset

Directions ‘
Step 13: Adding Notes

NOTE: The Notes and Reminders tabs
are optional.

If you wish to add a note, click on the
Notes tab, enter a note in the text box,
then click on the Save & Continue button.

Notes can be viewed by yourself and
anyone else in your work group who has
access to your requisitions. Notes cannot
be seen by the vendor. Keep in mind
however that anything entered in
COMMBUYS may be subject to Freedom
of Information requests.

Additional notes can be added by
repeating this process.

R

elease Requisiion RQ-21-1390-BIDST-BIDSH-301293

e BGE-GvetcB 5

Sove (onine

Step 14: Adding Reminders

1. If you wish to add a reminder, click
on the Reminders tab.

2. Use the calendar icon next to the
Due Date field to set the date that
the reminder should appear.

3. Enter the reminder in the
Comment text box.

4. Use the dropdown arrow in the
Remind Whom field to select
yourself or someone else in your
work group.

5. If you would like a reminder to be
sent in advance of the final
reminder, choose the number of
days prior in the Days Prior to
Remind field.

6. Select the checkbox under Send
email so that COMMBUYS sends
a reminder to the intended person.

7. Click on the Save & Continue
button.

Additional reminders can be sent by
repeating this process.

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot

Release Requisition RQ-21-1990-BIDS1-BIDS1-301293

Header Information

Item Information =

I SumtforAgeroal l[a'u:slu%cusmr Qone Repision

Requisition Number: Short Description: s
Organizatin:

Department: Lucsie: 081 prarenes
Entered Date: Requisicion Type:

Requestar: Burchaser: B OV
Contac: B DNelels Contact Phane: 7

Peard Enabled: te Estimated Cost: A
Solicitation Enabled: e

invoice Methoc:

‘Ship-to Address: Bilkto Address:

‘Special Instructions :

Artachments

Agency Fies: Commanmeah Terms and Condtkns+1.doc

Agency Forms:

Vendor Files:

Ventor Forme:

S - Pragess B

Status RenegE

Required By Date:
Type Code:

FisalYear: mw
Aearnace I:

PrineFormet: feasompit

Directions
Step 15: Submitting for Approval

1. Click on the Summary tab to
review all the entered data.

When finished, scroll to the bottom of the
page and click on the Submit for
Approval button.

Step 16: Approval Path

1. The approval path will display, or
you’re given the option to select
the appropriate one. Click on the
Save & Continue button to
complete. Your document status
will change from In Progress to
Ready for Purchasing.

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, at which point you
can log back into COMMBUYS and
continue with Step 17.

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot Directions

Step 17: Locating the Requisition

COMMEU'S & 5 g o] e #8014 Once approved, locate the approved
requisition by clicking on the Requisitions

p by Aeisor) Biésiniony y )  Coposn Ready for Purchasing tile box, or it may
s HITEE = oy T ! oy be found in the Recent Documents

section. Either method will display the

fers HecantDoaumens requisition after clicking on the blue
Date Category Title Dotument# Type  Description Status Last Viewed hyper“nk
No news items. RO-21-1990-BiDS-BDSH Requisition et for soliutaton enabled Ready for 090152020

301283 Purdiesng

v

RQ-21-1990-B0S1-BIDS1 Regquisiion - hard hat orckr GonetoPo n

3n

RO-21-1990-BiDS-BIDSH Requisiion  pen and sapler order OF47 pm 0% GenetoPO 090152020

003m LR

RQ-21-1990-B0S1-BIDS1 Requistion - hard het GonetoPo

mm

RO-21-1990-BIDST-BIDSH Requisition - pen & sapler order pm_09-10 X GonetoP 09102020

m

View More
Step 18: Converting to a Bid

COMMBUYS @ E - Poo@®

Requisition displays. Click on the
[P Convert to Bid button at the
e : s e e e bottom of the page.

Daparsment: Location:
Entered Dans L Raquisition Type:

Reease Requision RO-211990 8051 8081301293 @ e orsna 1. The Summary tab of the approved

=

Required By Bace

Type ot

Fiseal Vear: e
Hmate 10

print Formar: Bepsinbes

m @

Contact. B vt Cantact Phaes:
E Etimanad o

E
i

it Aeress:

agency Fas: Commsmenaies Terms,and Cengmane-3 e

Item Information &

Approvel Paths

Thane a1 5 pproel pens o or s reueson

Appravel Actions

2. A popup message displays. Click
wwwtraining.commbuys.com says on the OK button.

Are you sure you want to convert this requisition to a bid?

“ Cahce'

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot Directions

Release Requisiton RQ-21-19%0-BIDS-BIDS-301293

Gt hems Vokr Divboc ins Ao Rty Amteel] Moz Remhis Sumay

System Wamingls)

eI < —

Header Information

Sanc HEd-enld B

Open Market Bid BD-21-1930-BIDS1-BIDS1-52148 s 18 niogess B
e dides el Woes Bies  Quem crones (kA Femoies  Semmary
Header Information
Bid Number: Description: afrcmn e Status: HhPages
Purchaser: Minor Status: How Solicited:
Organizetion;
Fiseal Yaar n Department: 'BIDS1 - Frocuremene: Deparmest: Location BIDS! - Proqremen
Shaw On We: = Allow Electronic Quote: = Required Date: [}
Bid Opering Date: Ausilable Date:
Purge Date:
Eid Type: Oesed3s Informel Bid:
Contrl Code: Estimated Cont: a2 Prnt Dest Detai:
Rtemmste Burchase Wethod: Qe Catalog I for contract)
Blanket/Contract Begin Dave: BlanketiContract End Dave: Type Code:

Step 19: Opening the New Bid

The Release Requisition page redisplays
with a yellow box at the top. Inside this
box is a hyperlink to go to the newly
created Bid. Click on the hyperlink.

The Bid opens to the Summary tab page.
This page displays Validation Errors in a
red box at the top of the page. These will
be resolved in the next Step.

How to Request Quotes from Vendors on Statewide Contracts

Page 12 of 16




Screenshot Directions

Step 20: Completing the General Tab
1. Click on the General tab.

Open Market Bid BD-22-1990-BIDS1-BIDS1-69497 St 28-InProgess Complete the following fields:
General ffems  Addres 1) Nows Biddes Quesions Amendmers QA Reminders Summay o Type Code: Select SS for
a statewide contract.
Generl Valdaton Errs ‘ e Available Date: This field
identifies when the bid
Eigoe Poaener Tpe Exnges e o | becomes available for
viewing. Clicking the
Bid Number: BO-2-195(0-BIDS1-21D51-69497 :@smp::n' testjob aid Calendar icon next tO thIS

field displays the current

— e Sa ] date and time. Clicking
TipeCoce v the Now button inserts the

i e , current date and time into
T ittt i o k. this field. Click the Done
Locaton:* BIDS1 - Procurement Organization Department of State Purchasing button when you have

entered the desired date.
e ~ You can enter a different
Requred e # date and/or time using the
Auaiatie Date-“[MM/DDAYVYY HHMNSS AM o calendar and scroll bar.
b 3 e Bid Type: Ensure that the
BiTpe Cosed i, r— 0 field displays the default of
Estimated Cost: 19,00 Closed Bld
e Purchase Method:

s Ensure that Open Market
i Open ety is the default.

e SBPP (Small Business
Tarkae v pigomae iy Purchasing Program)
Eligible?: If field is
displayed, select Yes if up
to or equal to $250K or No

Solicitation Enabled: Yes Enabie Roling Enrollment:

 con [

ftem Single Award Only: ] Enable Open Envoliment:

t0 Submit Muitiple/Altemate

Qoo if over $250K or if not
o o Conac B Oaley 5 617890988 applicable.
s e Procurement Type:
e Select the solicitation type
from the dropdown menu.
e Estimated Award Date:
Enter the anticipated date
= - . (I;fi(;1 Vgggﬁing Date — This
(::;:::TllliwlnessPur(haslnnggrnml . \ d ate | s th e d ate th at WI”
i close the bid to the public.
e On this date, COMMBUYS
. will no longer accept
Mer e A guotes for that bid and the
Estimated Award Date - (A/DDIVYYY) f# Buyer. will be able to opgn
Date L35t Upaatee I RIESTST ) User Last Updatec: &l O'Malley15 and View the qUOtes. Thls
S s date can be changed in
S e the same manner as the
Available Date.

Copyright © 2021 Periscope Holdings, Inc.- Al Rights Reserved.

NOTE: If needed, change the calendar

year before changing the month and day.

2. Click on the Save & Continue
button at the bottom of the page.

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot

[tems

Address

Accounting Routing |Amachments

Directions
Step 21: Reviewing the Tabs

Information from the requisition has
transferred to the bid. Review and verify
that all information is accurate on the
Iltems, Address, and Attachments tabs.

NOTE: The Notes tab works exactly the
same as it did during the requisition
process.

Open Market Bid BD-21-1990-BIDS1-BIDS1-52149

ety g Ascmen] 'wZ'ELZ{.Z"S fmgvens QA4 Reminds  Sunmay

‘Select bidder participacon, open or chsed, and select vendors & nody

O Unrestied b, akvendors can view and respond

Vendr D

0b000T

[

‘sqricted i, anly selected vendors can view and respong

Wend Name

URLC

HiMaing g

A New Acdress

General Maling Address - Bob Desaulniers One Intemational Place ... v

One imemationd Place

gy S

Comple g Company, .

e A N Arss

General Maiing Address - Lisa Fitzgerald 25 Beach 5t 38 Dorcheste... v

LB &R
Darchester, A DE24
[l

HdMaing s A ew s

B Mg e

General Maling Address - Vincent Calderone 65 Jackman Street Geor... v

€5 Jpcme
Georgemn MATTES
13

Ao New s

General Maling Address - Garry Beaver 548 Chestnut Street Lynn, .. v

‘48 Cheserud Sireet.

Enai

Exd

Step 22: Adding Bidders

1. Click on the Bidders tab. There is
no Vendor tab on a bid. All
vendors entered on the requisition
are now listed as bidders.

2. Ensure that the radio button next
to Unrestricted Bid is selected.

3. Click on the Save & Continue
button at the bottom of the page if
any changes were made.

How to Request Quotes from Vendors on Statewide Contracts
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Screenshot

Directions

Step 23: Completing the Questions Tab

1. Click on the Questions tab.
D 2. If desired, ask vendors questions
by entering text in the Question
S field.
Open Market Bia BD-21-1950-81051-B DG
e 3. Select the Required checkbox if
the questions must be answered
before the quote can be submitted
by the vendor.
[Fo— . 4. Select a value from the Response
: Type dropdown list to establish a
format for the vendor response.
Seblmine et 5. Click on the Save & Continue
button to save your entries.
NOTE: The Amendments tab is not
activated until after the bid is sent.
Step 24: Completing the Q&A Tab
e B0 2 SOADSHADS 719 SE 1. Click on the Q&A tab. Itis a best
practice to complete all the actions
el b N ooy iy ) N B Qs e 0 in this Step.
2. To allow dialogue with the
(= p vendors, select the Allow vendor
to submit questions checkbox.
o 3. If you would like COMMBUYS to
\ notify you when a vendor submits
S a question, select the Send
notification when vendor
il submitting question checkbox.
Geblone R
4. |If desired, you or the vendor can
enter a Question Subject and
Question into the respective
fields, and the other party can
respond in the Answer field.
5. Click on the Show on Web
checkbox.
6. When complete, click on the Save

& Continue button.

NOTE: The Reminders tab works exactly
the same as it did during the requisition
process.
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Screenshot

Directions
Step 25: Reviewing the Summary Tab

Bid test forsolici@ton enbled

[ BD-21-¥

View More

Bepsien= RO-21950AID5T805131308

DeaieBrong s Qi

Pre-Bid Approval Path:

Send Bid Actions

o o

[T -

wrates o T s

Ao

There srano gl pans fourd o s .

Send Bid

GneBd  CoreBd Pt

Taz Tax o

Prodc g

am T

Open Market Bid BD-21-19%0-BIDST-BIDS1-52149 sousnbeges B 1. Click on the Summary tab to
review the bid information.

R 2. Scroll to the bottom of the page

. - N and click on the Submit for

—_— - omsec Approval button. At this point the

- - _ bid will proceed through your

Fical Year: Department: HOSI-FrcEmen De e Location: BDSI-Prarerer

St J—— Hepindute approval process.

Bid Qpsning Date: Luailable Daze:

Purge Dace:

Bid Type: Oesd B2 Informal Bid: “

Control Code: Estimated Cost: = Print Dest Detait:

Aimernate 1D: Purchase Method: Openiatizs Catabog Id [For contract):

Blanket/Cantract Bagin Date: Blanket/Contract End Date: Type Code:

Info Contact: Coman Bl ONaley IS bR Bulletin Dese: Pre-Bid Conference:

UNSPSC Code Certified Requirect 10 Acknowladge inclusion required: Hour of Acknowledge inclusion: "

‘Subcontractor Info: Quote Notification:

Date Last Updlated: User Lase Updated: Ttem Single Award Only: e

Shipeto Address: Bill-to Address: Print Format:

Solicitation Enabled: e Rolling Enrollment Enabled: llow vendars te submit multiphe | alcernate quotes:

Invoice Mechod: Thee Way Natth Open Enroliment Enabled:

Step 26: Sending the Bid

COMMEUS & g o] e ?o0e 1. Once the bid is approved, you will

receive an email notification from
0 ety COMMBUYS. Locate the bid by
selecting the tile box Bid
Vo P Solicitation(s) Ready to Send or
Date (Category Title Document # Type Description Status Last Viewed IOOk for It In the Recent

Documents box.

2. Click on the blue hyperlink for the
bid.

3. The Summary tab page displays
with a status of Ready to Send.
Scroll to the bottom of the page
and click on the Send Bid button.
A list of your selected vendors will
display. Click on the OK button to
send the bid.

NOTE: Your bid is now in Sent status
which indicates that all selected bidders
will receive the bid electronically on the
available date.
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