@SD

OPERATIONAL SERVICES DIVISION
Job Aid:
Basic COMMBUYS Navigation and Searching for the Seller Role

This Job Aid shows how to:

Navigate through COMMBUYS under the Seller Role

Use various icons within COMMBUYS

Use the Control Center tabs to locate documents including Purchase Orders, Bids, and Quotes

Use the Documents navigation dropdown menus to locate documents including Purchase Orders, Bids, Contracts, and
Quotes

e Use the Advanced Search feature to enter multiple search criteria to assist in locating a variety of Bids and Purchase
Orders

Of Special Note:
This job aid provides a basic overview of COMMBUYS navigation and describes key icons, menus, and fields used within
the Seller role of the COMMBUYS system.

There are multiple ways for those with the Seller role to search for documents in COMMBUYS.

Searching functionality is not included in the Seller Administrator role. Only users with the Seller role can conduct
searches in COMMBUYS. These instructions assume the logged in user has Seller credentials.

Screenshot Directions

COMMIUYS m@ Step 1: Launching COMMBUYS

1. Enter the uniform resource locator
, (URL) address for COMMBUYS
“:& (https://www.commbuys.com) or
(commbuys.com) in your browser.

P
pecan ’ 2. Once the COMMBUYS landing page
Moo Soios Srmren : A displays click on the Sign In button.
' ‘ ™

COMMBUYA 1 1)

COMMBUTY INFOAMATION,

Buxer Training Axanwrien

rGOVERS™ 3. Enter_you_r Login ID and Password
and sign in to COMMBUYS.

nfet matien alewut Matamide Conteact Putihasing

MAAEAC Lash:A0p Tand for Macrntn and Yendurs

Attention Vendors: 54 Newly posted bids - Week of 4/11
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Job Aid:
Basic COMMBUYS Navigation and Searching for the Seller Role

Screenshot Directions

COMMBUYS Xy Step 2: Homepage
1. The top white Header Bar appears on

ﬁ every screen. It contains the
COMMBUYS logo toward the left side

Document of the screen, and three navigation
Ep e o Navigation icons located on the right side of the
il N Comrii screen.
A 2. The blue Documents navigation link
No News Avallabie COMMBUYS

p is just below the header bar and it
ock

lControl e [V B oS Z appears on every screen.
| 3. Located within the blue vertical side-

: bar on the right side of the screen is
the Dashboard icon. Clicking this icon
will take the user back to the
Homepage of COMMBUYS. The
Dashboard icon appears on every
screen.

4. Below the Welcome message is a set
of tabs called the Control Center. The
Control Center does not appear on
every screen.

5. The blue bar located at the bottom of
the screen displays your company’s
name and the COMMBUYS clock.
This blue bar appears on every
screen.
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Job Aid:
Basic COMMBUYS Navigation and Searching for the Seller Role

Screenshot Directions
Step 3: Header Bar

| @ @ @ 1. The right side of the Header Bar

displays three navigation icons:

Settings, Help, and Account.

Advanced Search Dotumerits o
. The Settings icon contains:
Reports e An Advanced Search link.
e A Reports link. Please note that the

Reports link is currently inactive.

3. The Help icon contains:

@ @ @ e An About link that displays

COMMBUYS version information.

~_ e A User Manual link that opens the
BuySpeed user manual in a separate
web browser or tab. BuySpeed is the
platform on which COMMBUYS
operates.

) e A Customer Service link that allows a

Customer Service user to send an email to the

COMMBUYS Helpdesk to report an

NIGP Code Browse Issue.

e A NIGP Code Browse link that allows
a user to search for UNSPSC
commodity codes.

4. The Account icon contains:
@ @ e A dropdown menu that allows users to
== = switch their role in COMMBUYS.
o - Available roles include Seller and

J Doe Seller Administrator.

Seller = e A My Account link that allows a user
to view or edit their user account
Seller information.

e AlLogout link that allows a user to log
out of COMMBUYS.

' About BuySpeed

iments v

User Manual

Seller Administrator

My Account

Logout
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Basic COMMBUYS Navigation and Searching for the Seller Role

Screenshot Directions

Docments Documants Yocuments - Step 5: Documents Navigation

' 1. Use the Documents navigation

ey menus to look for documents either
oniracts created by your company or sent to
c your company through COMMBUYS.

losed DTS 2. With the exception of the Contracts,
- wu-.n;:' each document menu can be
expanded by clicking on the down-
facing on the arrow for the relevant
document type. For example, if you
are looking for a Bid, click the arrow
Unsubmdted next to the Bids dropdown menu.

TIvOnces - 3. Expanding the view of the dropdown
menus allows users to filter
documents by status.

Step 6: Documents Navigation — Locating

Your Contracts
Browse Master Blanket/Contract POs

— : 1. Clicking on the arrow next to
o Basaen | ot - Contracts in the Documents
navigation menu will take you to the
CatwogF Maste: BarkeuCostrate  Descrgoon Status  Mwitwe Dute Topacation N Master Blanket/Contract POs
PO T7- 5040 QSDOT-0S07. T7S6  SRO0T Fordumywns Sappsen and tpuprem Pi-Sew WO 01N Browse page.
PO- 179080 QSDOT-0N007-TTRA  SHE01 Caegaty | Web Dusert So0u & Enrpryg Med PS5 Ser MOV MO 20y
PO-12-3900 QS00T-OND0) T74Y  FADN! Tecurty Sarvioms, Prusts Lvevigative Sarviced, Fovee Soedl  JP5-Srd  BRON004 W01/2008 2 TO VieW any contracts awarded to your

company, click on the Master Blanket
ciain A o tab on the Master Blanket/Contract
18 Wormcapr Hakings, e - A ghts Brserved POs Browse page.

Note: The COMMBUYS term for contracts is
Master Blanket Purchase Order (MBPO).
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Screenshot Directions

Step 7: Control Center

Home - Welcome Back | Doe
1. The Control Center is the set of tabs
News(®) Vendor Commurcation(l) Bog12336) POISI  Quotestl  Invoesi®d  Yerdor Performancelly that appear below the “Welcome”
message.

2. Each tab contains documents related
to functions performed under the
Seller role in COMMBUYS. Some of
the tabs include sub-tabs and sub-
sections that contain documents in a
particular status.

3. The number in parenthesis indicates
the number of documents available
within that tab.

4. The Invoices and Vendor
Performance tabs are not currently
being used by the Commonwealth.

Home - Welcome Back | Doe Step 8: Vendor Communication Tab
Vireter Coomiiomtan)  SRAIIIN PO - Cmmall | Suapiond  Vordhe Secfurmmsrat 1. The Vendor Communication tab is
located in the Control Center.
o 2. If a buyer requests that you revise a
o B ool oo sty oy creduin /R b b o T AL S quote that was previously submitted,

that Request for Revision notification
will appear in the Vendor
L i e s A it P Communication tab.

3. Any attachments uploaded along with
the Request for Revision will also be
available in this tab.

4. On rare occasions other types of
notifications from your buyers may
appear in the Vendor
Communication tab.
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Screenshot Directions

- e 12304 Pty 17 berrvam
Request For Revislon
Guom = rgERImN bz bo Cjenng Lam (i | ocew
OF 1R 000 OO WM AT Operatoned Sevwnet Dhrpee SO ITAMMO00007 OSDOT.EI8E (B 1T LIS 3SN5Q016 LT &2 S5 aM
Bids / Bid Amendments (Un-Acknowledged)
e Orgamswn L P Suntryzze D Dpwrng Dee [ ]
" e
B0 2080 OS007 O80T Cpsrmaras Serwim Repte  Letiagng  reen Rocf Fragat Paggpreed COCLIDIE II00DS Limt
o Tecrre (SRS - wr
WD 7300 R0 L5007 Crarwora Sanvemn Bapre Wt Term vy P00 118 ‘e
03 newrr Yerwy .
Open Sids
otz Vit e Oonir jaze Selpwwglee SOA Oeams Ouere .o
2 N ‘s ho 300 e
BD 17- 1080 03007 N ) bepra e L View Q732830109
o101 3498 roscr T 000 0077 19884
Cronte Queer
Open/Rolling Enroliment Bids
e Cryertienes Hrwrrere  Bopw Cerergmern 4 Opavang Dane BGR Croeme Dumie B
] . Maw Wacw
Asrae
BD-T7-1083- Y500C- 1000 Crwmare v m e levewn i ' Vaw Cramts
un . a Quote
BO-1 7 MIE0SD06 CH006.  Opwserd! Semew e Pl lgen Sweg AL BE Ve Craere
TS Crwetacw e o an Qwte
BO-17.1080-03006- 03008 Oper sa Senrnioy Sogud  Dess o -t T 400 e 100 Vew  Crese
" Drtoren e A Quore
BO- T 10M-OVD0R-CRD08  Opesturl Sut v Doews  POShlyes boteg A0! SETLATIUSIN View  Creae
w0 Dweiar 2 aw pzees
B0V 1005-05006-O5008-  Opeanaral Sevvist PR Gen_Bubag 308 SA0VR0UE 120000 View  Craaie
PV [ ¢ [+ -~ Ovese
Vaw Ware
Ciosed Bids
e Crgeraisties Sape Dwwiriphie Aol Dmev ey Sere fmardod Vorsdurin)
BEALIMIM00TMOIT 404 Oy of Beme e 21w OWLALN DI AO0E Aarme Temston, Mbasts Trmgy Do
Ceurus ~ -

Step 9: Bid Tab

1.

The Bids tab is located in the Control
Center.

The bids contained in this tab are
arranged in five sections.

The Request for Revision section
displays requests from buyers for a
revised quote response to a Bid.

The Bids/Bid Amendments (Un-
Acknowledged) section displays the
Bids and Bid Amendments that have
not yet been acknowledged.

The Open Bids section displays bids
that are available for response to
eligible bidders. Note the Create
Quote hyperlink. By clicking on this
link you can respond to the bid by
creating a quote.

The Open/Rolling Enrollment section
displays bids that will either re-open at
set intervals to allow buyers to add
new vendors, or bids to which a quote
can be submitted at any time during
the enrollment period.

The Closed Bids section displays
bids that are no longer available for
response.
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Job Aid:

Basic COMMBUYS Navigation and Searching for the Seller Role

Screenshot Directions

U080 JIVCT-CI0F7 3084 Dow st 8O- 179000 01007 0509 400

80-17 1000 C2007-05D97 SIm3 PRISAMEIIAT LA ONTVIOIR T A A

QT W03 CL00T-00097 1388  Coer e

Ssvilln oL rswmal renes S — Step 10. PO Tab
1. The PO tab is located in the Control
Purchase Orders / Change Orders (Un-Acknowledged) Center
Y Opeun howiicvOm S B T 2. The purchase orders contained in this
oRmmoer e T ~a0 tab are arranged in two sections.
T — uc
PO-1T- 9088 Opereans s N1 worsert Covy el s e P
e i~ o ey 3. The Purchase Orders / Change
Orders (Un-Acknowledged) section
displays purchase orders from buyers
Purchase Orders - Sent that you have not yet acknowledged.
e o 0 Otgamaem i Crv B o Yo e i o ikl W g o 4. The Purchase Orders — Sent section
Accnoaifly el R =i A s ™ o displays all purchase orders sent to
i M us you. This includes Master Blanket
PONNING Opeatuny Ohntae 2017 MO0et ¢ .. P Sert presem— 1, Hre
osomama. s P e & g oo Purchase Orders that have been
Tone Chen Mia
POTMMS  Owmws B T Ty S - Sz e i awarded as well as POs that have not
OO T et et far o o yet been acknowledged.
7 o R " - Step 11: Quotes Tab
= - 1. The Quotes tab is located in the
~— Control Center.
0F 90 00CT-010%7 T3 Operasorw & 00- 179000 0350705077 S 1

2. The Quotes contained in this tab are
arranged in five sub-tabs.

3. The Informal sub-tab displays quotes
that have been extemporaneously
submitted directly from an agency
Requisition.

4. The Working sub-tab displays the
quotes that have been started, but not
yet submitted to the buyer.

5. The Submitted sub-tab displays all
the quotes that have been sent to the
buyer by your organization.

6. The Revision sub-tab displays quotes
that the buyer requested to be revised.

7. The Withdrawal sub-tab displays
quotes that have been submitted to
the buyer by your organization, but
have since been withdrawn.
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Job Aid:

Basic COMMBUYS Navigation and Searching for the Seller Role

Screenshot Directions

© Q0 ®

Advanced Search e

Reports

Step 12: Accessing the Advanced Search
Screen

1. Click on the Settings icon (wheel) at
the located on the right side of the
Header Bar.

2. Click on Advanced Search to open
the Advanced Search Screen.

Advanced Search

Search for:

Moaule: Purchasing Module v Document Type:

Hads
Commodity Codes
CaontractBlankets
Ext [lems
Purchase Orders
Copyrignt © 2016 Pertscope Holdings, Inc - AR Rghts| Invoice

Advanced Search

Results

Step 13: Advanced Search Screens

1. The Advanced Search feature first
presents a “Search For” box. Users
can search for Document Types.

2. From the Document Type dropdown
menu, users can select the documents
they wish to search for.

3. The appropriate Advanced Search
screen for a Document Type appears
as soon as the Document Type is
selected from the dropdown menu.

4. Each Document Type has its own
Advanced Search screen with some
search fields that are unique to the
screen and Document Type.

Note: Purchasing Module is currently the
only available choice in the module field.

Users can search for documents using a
combination of the available search fields
found on each Advanced Search screen.

The Search Using field found on each
Advanced Search screen can be used to
present results that match ALL the specified
search criteria, or to present results that match
ANY of the specified criteria.

Press Enter or click the Find It button found
on each Advanced Search screen to
generate your search results.

To reset an Advanced Search screen and
remove search criteria from all fields, click the
Clear button.

To return to the main Advanced Search
screen, click on the plus sign located above
your search results.
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Job Aid:
Basic COMMBUYS Navigation and Searching for the Seller Role

Screenshot Directions

Advanced Search Step 14: Advanced Search Screen for
Purchase Orders

1. Use the PO# field to search for a PO
by its COMMBUYS-generated
purchase order number.

Y

. - i 2. Use the PO Date field to search for a
- PO by the date it was sent to your
— company. This field can only be used

for a specific date, not a date range.

ij

oo LIS 3. Use the Organization dropdown
menu to search for POs by the
purchasing agency.

4. Use the UNSPSC Segment-Family,
UNSPSC Class, and Commodity-
EPP fields to search for a PO by
commodity code.

5. Use the PO Description to search for
POs by the short description entered
by the agency.

6. Use the Item Description to search
for POs by the goods or services
purchased by the agency

Note: Only those who have been awarded an
MBPO or received a purchase order through
COMMBUYS will have results within this
search.
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Screenshot Directions

Advanced Sedrch Step 15: Advanced Search Screen for Bids

1. Use the Bid# field to search for a Bid
by its COMMBUY S-generated bid
number.

W g B e YT 2

iy
f
I
i

i

g

oem 2. Use the Bid Description to search for
Bids by the short description entered
by the agency.

3. Use the Organization, Department,
and Location dropdown menus to
search for Bids by the posting agency.

i

----- 4. Use the Type Code dropdown menu
to search for bids that have either
been designated Statewide (SW) or
Non-Statewide (NS).

5. Use Purchase Method to search for
bids by the method of purchase as
designated by the posting agency.

6. Use the UNSPSC Segment-Family,
UNSPSC Class, and Commodity-
EPP fields to search for a bid by
commodity code.

7. Use the Bid Opening Date field to
search for bids by its deadline to
respond.

iii
P

8. Use the Purchaser field to search for
a bid by the person within an agency
that posted the bid.

9. Use the Entered Date to search for a
bid by the date it was entered into
COMMBUYS.
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Screenshot Directions

Step 16: Advanced Search Screen for Iltems
1. Use the PO # field to search for an

Advanced Search

Search for: s odils . g item on a purchase order using its
e i i COMMBUYS-generated PO #,
Somb ok ALL of the oriterla
2. Use the UNSPSC Segment-Family,
fird Clear UNSPSC Class, and Commodity-
EPP fields to search for an item by
S 10 i e commodity code.
U NS PS5 CSegmanc-Family ~
3. Use the Item Description field to
VRIPECCen Y search for an item by its short
Commodity t99 Q stock ttam Numar description.

Find 1t Clear Note: The Stock Item Number field is not
currently being used.

Bxit Only those who have been awarded an MBPO
or received a purchase order through
COMMBUYS will have results within this
search.
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Adysnced Ssarch

(v B AT P B - -
v B grie

PTTTITE we———

P

L Q

Step 17: Advanced Search Screen for
Contracts/Blankets

1. Use the Contracts/Blankets # field
for search for a contract or blanket by
its COMMBUY S-generated
Contract/Blanket #.

2. Use the Contract/Blanket
Description field to search for a
contract or blanket by the short
description entered by the buyer.

3. Use the Buyer field to search for a
contract or blanket by the person
within an agency that created the
contract or blanket.

4. Use the Vendor Name or Vendor
Legal Name fields to search for
contract or blanket by vendor.

5. Use the Type Code dropdown menu
to search for contracts or blankets that
have either been designated
Statewide (SW) or Non-Statewide
(NS).

6. Use the Expiration Date field to
search for a contract or blanket by the
contract end date.

7. Use the Item Description field to
search for a contract or blanket by an
item’s short description.

8. Use the UNSPSC Segment-Family,
UNSPSC Class, and Commodity-
EPP fields to search for a contract or
blanket by commaodity code.

9. Use the PO Type field to search for a
contract or blanket by its PO type.

Use the Bid # field to search for a
contract or blanket by the
COMMBUYS-generated bid number
associated with the bid that the
contract or blanket originated from.

10.

Note: The Catalog field is not currently being
used.
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Screenshot Directions

Step 18: Advanced Search Screen for
Commodity Codes

1. Use the UNSPSC Segment-Family

Advanced Search

e Modote:  Purchasing Module ¥  gocememtrype: Commedity Codes v and UNSPSC Class dropdown menu
RN to search for commodity codes by the
it United Nations Standard Products and
. . Servif:_es Qode® (UNSPSC)
: classification system.
Search Flalds:

TR, B 2. Use the Description field to search for
UNSPSCClass v commodity codes by keyword.
VRARICI. Note: The UNSPSC Group field is not
Odscription currently being used.

Faincd It Cloaw

Step 19: Action Buttons

Save & Exit 1. Many documents within the
COMMBUYS system contain action
buttons that allow users to perform
functions and navigate through the

Save & Continue system.

2. The Save & Exit button saves the

data entered on the current screen
and returns the user to the previous

Reset screen.

3. The Save & Continue button saves
the data entered on the current screen
and remains on the current screen.

Cancel & Exit
4. The Reset button clears unsaved data
from the fields on the current screen.
The Reset button will not clear data
Add File that has already been saved.

5. The Cancel & Exit button returns the
user to the previous screen without
saving any of the data entered on the
current screen.

6. The Add File button allows a user to
upload an attachment to a
COMMBUYS document.
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Screenshot Directions

Step 20: System Messages

Quote Valldation Errors
1. Users will occasionally see system
Terms & Conditions is not acknowledged. messages that could impact their
navigation. Such messages would
appear at the top of the screen.

Quote Validation Warnings 2. Red messages indicate a condition
that must be addressed before the
Your quote has not been submitted. document can be saved or submitted.

Red messages could also appear after
a user attempts to save a document
and the system encounters an error.

3. Yellow messages indicate warnings
that do not prevent navigation
additional conditions that need to be
addressed.
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