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This Job Aid shows how to: 

Use the Statewide Contract Index to search for Items (by keyword), Contracts, or Vendors. 

• Items (by keyword) 

• Contracts 

• Vendors 

Keyword searches identify contracts in which the items can be found with direct hyperlinks to the Contract User 

Guides.  Contract and Vendor searches can be conducted using Filter Tabs. 

 

http://www.mass.gov/osd
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Step 1: Accessing the Index 

NOTE:  The Statewide Contract Index 
can be accessed either from the 
COMMBUYS landing page 
(commbuys.com) or from the OSD 
web site (mass.gov/osd). 

 

From COMMBUYS: 

Launch the COMMBUYS website by 
entering the URL commbuys.com into 
your browser or by clicking on the 
hyperlink COMMBUYS. 

 

 

 

 

 

 
 
Scroll down to the section entitled 
Statewide Contract Purchasing and 
click on the Statewide Contract Index 
hyperlink. 

 

 

 

 

 

 

From the OSD Web Site: 

Launch the OSD web site by entering 
the URL mass.gov/osd into your 
browser, then scroll down the page 
and click on the box labeled Buy from 
a Statewide Contract. 

 

Scroll to the bottom of that page, then 
click on the hyperlink Statewide 
Contract Index. 

 

https://www.commbuys.com/
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Step 2: Opening the Excel file 

Click on the box containing the 
Statewide Contract Index Excel file 
that displays at the lower left of your 
screen. 

 

 
 

Step 3: Enabling Editing 

Click on the Enable Editing box in 
the yellow stripe at the top of the 
page. 
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Step 4: Enabling Content 

When the Index redisplays, click on the 

Enable Content box in the yellow 
stripe at the top of the page. 

 

Note that there are four tabs 
displayed at the bottom of the page 
and the current default tab page is 
Alphabetical by Index Listing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: Viewing the Instructions 

On the right side of the Index is a box 
containing instructions for searching by 
keyword.  We will follow these 
instructions in the next few steps. 
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Step 6: Opening the Search Box 

Displayed on the left side of the Index 
is a red arrow pointing to a red Search 
by Keywords box.  Click on the down 
arrow inside the red box. 

 

 
 

Step 7: Entering a Search Keyword 

The Search Box displays with the word 
“Search” in the keyword field.  When 
you click on the Search field the word 
Search disappears allowing you to 
enter your search keyword, then click 
on the OK button at the bottom. 

 

In this example, we will use hand 
sanitizer as the search keyword. 

 

 
 

Step 8: Reviewing the Search 
Results 

1. After clicking on the OK button, 
the Index displays a listing of 
all statewide contracts 
containing the search keyword 
(hand sanitizer) in the Short 
Description/Document Number 
column.  
 
Each row associated with a 
statewide contract also 
displays the title of the 
contract, the name of the OSD 
Contract Manager, their phone 
number and email, as well as 
the ending date of the contract. 

 

2. Click on the hyperlink for the 
alphanumeric contract number 
to view the Contract User 
Guide which provides 
information regarding the use 
of the statewide contract.   
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Step 9: Reviewing the Tabs 

There are four tabs at the bottom of 
the Index page.  The default tab is the 
Alphabetical by Index Listing page. 

 

User Instructions were already 
provided for searching by keyword, so 
let’s click on the Expanded Search 
tab. 

 

 

 
 

Step 10: Viewing the Expanded 
Search Filters 

 

There are four filter boxes at the top of 
the page.: 

• PunchOut Enabled 

• Blanket Release Type 

• RPA Release Allowed 

• Solicitation Enabled 

Selecting a button in any of these 
boxes will display expanded search 
results below in the Statewide 
Contract and Vendor Contact Info 
listing.   

Notice that all the buttons have the 
same color.  Selecting any button may 
change the colors of a button in the 
other filter boxes since it may not apply 
to the filter you chose. 
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Step 11: Searching in the PunchOut 
Enabled Filter Box 

 

Selecting the Yes button will filter all 
results below the filter boxes to include 
only the vendors who have PunchOut 
(on-line shopping) sites created in 
COMMBUYS for use by 
Commonwealth of Massachusetts 
Buyers. 

 

Notice that this selection also changes 
button colors in the Blanket Release 
Type and Solicitation Enabled filter 
boxes. 

 

To initiate the next search, we will 
select the Clear Filters button.  Doing 
so will set all the buttons back to their 
original color. 



How to Search Using the Statewide Contract Index  Page 8 of 10 

 

 
 
 

 
 

 
 
 

Step 12: Searching in the Blanket 
Release Type Filter Box 

 

There are three choices of buttons 
here.  

 

The Direct Release button will identify 
Contracts in which Vendors will receive 
the order immediately after approval of 
the Requisition. 

 

 

 

 

 

 

 

The RPA Release Only* button 
identifies contracts that are set up to 
allow only “after-the-fact” Requisitions 
and Purchase Orders. 

 

 

 

 

 

 

 

 

 

 

The Standard Release button 
identifies Contracts where approval is 
needed for both the Requisition and 
the Purchase Order before being sent 
to the Vendor. 
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Step 13: Searching in the RPA 
Release Allowed Filter Box 

 

Selecting the Yes button will identify 
Contracts that allow a Requisition to be 
created after the purchase has already 
been made. 

Examples of these include: 

• 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 

• Unanticipated circumstances, 
such as replacement of a flat 
tire or damaged windshield. 

 

 

 

 
 

Step 14: Searching in the 
Solicitation Enabled Box 

 

Selecting the Yes button will display 
the Contracts that allow provision to 
solicit bids from Vendors. 
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Step 15: Viewing the Programs 
(SDO and SBPP) Tab Page 

 

Clicking on this tab will display 
Vendors who are certified by the 
Supplier Diversity Office as diverse or 
small business Vendors.   

 

 

 

 

 

 

 

 

 

 

Scrolling to the right identifies the 
categories of small and diverse 
Vendors including: 

• Massachusetts Minority 
Business Enterprises (MBE) 

• Women Business Enterprises 
(WBE) 

• Service-Disabled Veteran 
Business Enterprises 
(SDVOBE) 

• Veteran Business Enterprises 
(VBE) 

• Disability-Owned Business 
Enterprises (DOBE) 

• Lesbian, Gay, Bisexual, and 
Transgender Business 
Enterprises (LGBTBE) 

• SBPP_Status 

 

 

 


