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OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

This Job Aid shows how to:
e Complete the vendor registration process in COMMBUYS

Of Special Note:

Vendors must register in COMMBUYS (even if they have previously done business with the Commonwealth of
Massachusetts) in order to receive notifications about bid opportunities, submit quotes, receive bid awards, or be issued
purchase orders through COMMBUYS.

Registering in COMMBUY'S allows you to specify company information that helps drive buyer search results and assists in
other aspects of the purchasing and bidding processes. Vendors are required to specify a Seller Administrator as part of
the vendor registration process. The Seller Administrator will maintain vendor business and catalog information in
COMMBUYS.

This job aid contains two appendices. Appendix A provides information for various scenarios when your Tax ID is already
in use. Appendix B presents instructions to register & be verified for the Small Business Purchasing Program (SBPP).

Screenshot Directions

COMMBUYS m Step 1: Launching COMMBUYS

1. Enter the uniform resource locator
E(_ﬂNG BUS, (URL) address for COMMBUYS
\ 7 (https://www.commbuys.com) or
(commbuys.com) in your browser.

2. Once the COMMBUYS landing page
displays click on the Register button.

4, A
7 i-,‘)'
# Govern™
riact the COMMELYS Help Desk at COMMEBLUTYS@SIate. ma.us of rng us
duain m ET Mondary - Friskayd at 1-655-627-6283 of 61 33197
Attention Vendors: 54 Newly posted bids - Week of 4/11
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OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

COMMEUYS

== Step 2: Starting the Registration Process

Create a Vendor Account

Tax ID# @

1. Upon selecting Register, a pop-up
NG BU%, window appears requiring that the
Q;p following fields be completed:

e Tax ID (of the entity transacting

Company Name

business with / receiving payments

Emall Address & from the Commonwealth)

e Company Name

United States of America v

¢ Indicate type of Tax ID

e Country where main office is

located

e Email Address

2. Click the Register button.

Note: COMMBUYS will confirm the Tax ID
entered does not already exist in the
system. If a Tax ID is already registered, an
email notification is sent to the email
address supplied to inform the individual
that they may not continue registration. If
COMMBUYS indicates that a tax ID is
already in use please see Appendix A for
further information.

Register - ABC Company, LLC - JDoe@abdiic.com

Step 3: Entering Company Information

S i S W A I 1. Complete the form that appears on the
Company Information tab to establish

your company’s Vendor Profile. Fields
marked by an asterisk (*) are required.

Varer Lags Nma” < o s agn Ve s o ey

2. Check the information populated from
pre-registration. Make sure each item is
. typed correctly.

e U5 vt S o Avwrca

3. When you have entered and reviewed
all the required information on the
Company Information tab, click the
Save & Continue Registration button
at the bottom of the screen.

Your oF incarparmen

trergecy e

I oz 1 Cortnue Regavaen ln—,a Gl
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OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Register - ABC Company, LLC - JDoe@abclic.com

Step 4: Applying for the Small Business

i i i o Gaebptati Sy Purchasing Program (SBPP)

1. You must select one of the options at
the bottom of the screen to continue.
Before selecting an option, thoroughly
read the Small Business Purchasing
Program (SBPP) information page. It is
important to read this information
carefully. It explains what the
requirements are to qualify for this
program. The three options are as
follows:

e | Acknowledge: If your business
meets the eligibility requirements
and you want to apply. Your

et st g sy s information will be verified by the
doowesge 10sagee | Nexnow agencies listed in item 4 of the
information page.

e | Disagree: If you are ineligible or
do not wish to apply for the SBPP.
Choosing this option will allow you
to complete your COMMBUYS, but
you will not be able to register for
SBPP through COMMBUYS. (Skip
to step 5).

e Not Now: If you want to come back
later to make your choice about the
SBPP. You will still be able to
complete SBPP Registration at any
time through the Seller
Administrator Control Center.
Please see Appendix B for further
information.

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15 3



OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Step 5: Establishing a Seller Administrator
Account

Register - ABC Company, LLC - |Doe@abclic.com

1. Complete the form that appears on the
Company tormaton 5659 Admiisurmor Adbess Tems  Caegores, Cerbttions CommodiySence Codes ummary Administrator tab to establish a Seller
Administrator account, which is used to
maintain company information and add /
maintain users associated with your
Vendor Profile. Fields marked by an
asterisk (*) are required.

Administrative User Information

Saluation: v
First Name": Last Name™:

Job Tirle™ Depanment 2

Once this form has been completed,
click on the Save & Continue

Logi 0" Registration button.

New Password™ Confiem Password™
Login Queston” v Login Answer” Note: Record the Login ID and Password used
to create the account, as this information is
required to log in to the system once registration
is complete. Upon initial login, you will be
prompted to change your password.

Email” Phone'

Save & Continue Registration Reset Cancel

Passwords must be between 8 and 50
characters and contain at least 1 letter and 1
number.

Step 6: Adding Additional Addresses

Register - ABC Company, LLC - |Doe@abcllc.com

1. The address screen displays, including
the information you previously entered,

S pm—" T T S smmmesnss populated as the General Mailing

Address.
For: ABC Company, LLC
. — I o 2. If using only this General Mailing
o Y Address, click the Continue
Sanerel R T o " Registration button.
o o 3. To input additional addresses, click the
[ﬁ Add Another Address button at the
fmenRies | e bottom of the page and fill in the

required information. Click Save &
Exit. Upon creating each address,
select the address to use as the default
for each address type.

4. Once complete, click the Save &
Continue Registration button at the
bottom of the screen.

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15 4



OPERATIONAL SERVICES DIVISION

Job Aid:

COMMBUYS Vendor Registration

Screenshot Directions

Register - ABC Company, LLC - JDoe@abcllc.com

Step 7: Reviewing the Terms Tab

O ccstCevhen

Category: DUNS Number
FURSSE SECT 5 MOST 00 COREYY WOl

et

o

ThIS 13 Tha DUNS femBer #5igned 1o my Busingss

e

Save & Add Certification Save & Continue Registration

Continue Registration

1. The Commonwealth is not currently
using the Terms tab. Vendor terms will
be negotiated on a contract-by-contract

Companyinfomation  SEPP  Adminisator  Addvress  Terms  Categones  Certicatons  CommodityServie Codes.  Surmary basis and therefore do not need to be
entered during registration.
Save & Continue Registration l Continue Registration | 2. Click on the Continue Registration
Copyright © 2016 Periscope Holdings, Inc. - All RIghts Reserved. button.
Step 8: Selecting Categories
Register - ABC Company, LLC - |Doe@abclic.com
1. Select the categories that accurately
reflect your organization. The following
.............. e s e s o e . categories are required: Business
Structure, Agreement, and Business
Category: Disadvantaged Businass Enterprise Type
Description: A check in "certified” indicates you are currently certified by th Supplier y ] a3 a Di
e DOEL Hee i, e o COMMDVYS o cumples. o elocen vl o soed st he 500 Oy o The 2. The categories that list the
o Certifications are ready-only and
P— therefore cannot be self-selected. The
Supplier Diversity Office (SDO) receives
information from certifying agencies and
e populates those fields.
O o 3. Once you have made your selections,

click on the Save & Continue
Registration button. Vendors are
responsible for ensuring that all
selections are accurate.

JA_Vendors_COMMBUYS-Vendor-Registration_2016
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OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Step 9: Choosing Commodity/Service Codes

Register - ABC Company, LLC - |]Doe@abcllc.com

Compary Informaton  SG9P Agmnvatee  Agoress Terms  Categores & Cenficstons  CommodityService Codes  Summary 1. COMMBUYS uses United Nations
Search Standard Product and Service Codes
(UNSPSC) to identify goods and
services. These codes support
UNSPSCClass v searching and categorization of goods

UN 5P S C Segment-Family hd

and services in COMMBUYS.
UNSPSCKeyword paper] %
Search using ALL of the criteria 2. Add codes to your Vendor Profile by
entering a relevant keyword into the
searen UNSPSC Keyword field and clicking
@ use e U NS P S C Commodity-EPP Search Engine If you are familiar with the U N S P 5 € code. If not use the U N'S P 5 € Code Brows the SearCh bUtton-

UNSPSCCode Browse Show Categories
3. Select the codes relevant to your

business and either click Save and Add
o More to search for additional codes or
Save and Continue Registration to

@ select the category that best describes the product and service you offer. Click on the question mark for more Information.

Code Desc .
E 121628 p.,.,"::.:m,.mw.n move onto to the next step in the
) Paper macerins registration process.
Save and Add More Save and Continue Registration 4 YOU can also SearCh for

Commodity/Service Codes by using the
UNSPSC Segment-Family and
UNSPSC Class drop down menus.

Register - ABC Company, LLC - |]Doe@abcllc.com
5. Select the codes relevant to your

Company Information  SBPP  Administrator  Address  Terms  Categories & Certficavions  Commodity/Service Codes  Summary bus'ness and elthel’ C"Ck Save and Add
Search More to search for additional codes or
mspscsegmentramty  14-11 - Paper products v Save and Continue Registration to

move onto to the next step in the
UNSPSCClass 00 - Paper products ~ . )

registration process.
UNSPSCKeyword
Search using ALL of the criteria

Search

© Usethe UNS P S C Commodity-EPP Search Engine if you are famiiar with the U N S P'S € code. If not use the U NS P S € Code Browse below.
UNS5PS5C Code Browse Show Categories

) Select the category that best describes the product and service you offer. Click on the question mark for more information.

[0 Code Description
B enee Pager produsts
0O anas Prifting and WITIng paper
0O e Naoveity paper
O tena? Personal paper products
0o tenae BuSiness use papers
Save and Add More Save and Continue Registration

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15 6



OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Step 10: Reviewing the Summary Tab

Register - ABC Company, LLC - |Doe@abcllc.com

Companyinformason  SBPP  Administracr  Address  Terms & stons oy Summary 1

The Summary tab displays information
supplied during registration. Review all

= Company Information

Pty T e S — information on this page for accuracy.
Nllﬁ'}ﬂ (2] PO BN DN - e Vi of ISrDOr o

Business Descry Sreferred Deivery Memod Emal  vendor Emait JDoeencic com . .

Py " = 2. To correct any information, return to

e the appropriate tab, correct and save
g — ot e o e gt g information updates. Once you have
oo e aeane saved your updates, return to the

= Users Information Summary tab.

— T LT - 3. Click the Complete Registration
< Address Information m— button to finish this stage of the
- . — o registration process.
erers Geeneral haiing Aocress {;ﬁmwm e e
:—*‘ MAQIS

B (Do Banoas om
Prone: (61713550000

= Commaodity-EPPs And Services Information

[== == == |
[ v [ |
= Category: Business Structure
wuo
= Category: Business Type

Business Enterprise ( for profit)

Complete Registrasion

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15 7



OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Step 11: Completing Registration

Thank You ) ] ]
1. Once you click Complete Registration,
Thank you for registering with COMMBUV;:‘egx:!rauon confirmation will be emailed to a Than k You m essage th at InC|U des the
For questions or commggt;G;;syesc;):::t;r;eef;;;;?gxakh of Massachusetts - CO M M B U YS H eI p DeSk te|eph0 n e
number appears.
OK
O SRRl “E 2. Click the OK button to be redirected to
the COMMBUYS landing page. Upon
initial login, you will be asked to
Somt Trarsoy, s 18, 2016 1114 A roldngs.coml change your password.
Subpects Vendor Regitraton: ABC Company, LLC . . .
pects Vendor Regseaton: 8 Compan 3. Upon completing your registration, you
Dear J. Do, will receive a confirmation e-mail with
Thank you for registering with COMMBUYS. Your account has been activated. Below you will find your login ID and password. yO ur |Og | n Credentials and Vendor
Login ID: ABCLLC123 number.
Password: welcomel
Vendor #: 00019977 - ABC Company, LLC
Please log in to the COMMBUYS application. If you have any questions concerning your account, please contact us at (617)979-1521.
Thank you,
The C: of N - COMMBUYS

Step 12: Changing Password on Initial Login

COMMBEUYS =N e

- o 1. Click the Sign In button at the top of the
Welcome to COMMBUYS
COMMB! is the only official
mm-m::vs\ ("(’whg[‘xrrv‘: n((:- et pa‘ge "
order to promote transparency, increase competition, and achieve best value for
CoMMBUYS INFoRMATION: Lognio_| I 2. Once the login window appears, enter
For more information on COMMBUYS please visit the COMMBUYS support pages. password .
s Ao the Login ID and temporary password
o kg rva you created during registration.
Login Asslst . . .
e 3. Click the Sign In button to continue.
&
Vendor Wabca Traing S
— "GOVERW
Statewide Contract Index, Contract User Guides and Procurement Schedule
UNSPSC Look-Up Tool for Buyers and Vendors:
UNSPSC Look-Up Tool
If you have any questions or concerns contact the COMMBUYS Help Desk at COMMBUYS@state.ma.us or fing us
during normal business hours (8am - Spm ET Monday - Friday) at 1.888-627-8283 or 617-720-3197.
Attention Vendors: 54 Newly posted bids - Week of 4/11

No Public Bulletins are currently published No Important Links are currently published

o CIrEE T
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OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Step 13: Changing Password on Initial Login

Change Password

1. Enter your temporary password into the
@ Your current password must be changed. Passwords must be between 8 CU rrent PaSSWOI’d fleld.

New password and 50 characters and contain at least one letter and one number.

P——— 2. Enter your new password.

Current Password

e 3. Re-enter your new password in the
Coj ht © 2016 Periscope Holdings. Inc. - All Rights Reserved. . -
o S Confirm New Password field.

4. Click the Submit button.

Note: If you experience difficulties during the
vendor registration or password change
process, contact COMMBUYS Help Desk at
888-627-8283 or commbuys@state.ma.us.

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15 9
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OPERATIONAL SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration
Appendix A
Tax ID Already in Use

When COMMBUYS indicates that a Tax ID is already in use and your registration cannot move forward with
that Tax ID, it may be for one of several reasons:

1. Someone else (at your company) recently registered the company in COMMBUY'S but didn’t let you
know.

2. An affiliate company (using same Tax ID) is already registered in COMMBUYS.

3. The Seller Administrator left your company with no back-up Administrator and you don’t have Seller
Administrator login credentials to update your account information.

4. Your company was previously registered in CommPASS and has been migrated to COMMBUY'S but
you can’t access your COMMBUYS account, and you need your account reset with new temporary
login credentials to update your account information.

5. Someone has used your Tax ID without authorization.
If you receive a message indicating that your Tax ID is already in use, report the issue to the COMMBUYS

Help Desk for further instructions. The COMMBUYS Help Desk can be reached at 1-888-627-8283 or
commbuys@state.ma.us.

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15 10
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Job Aid:
COMMBUYS Vendor Registration
Appendix B
Register for the Small Business Purchasing Program (SBPP)

This Job Aid shows how to:

e Complete the Small Business Purchasing Program (SBPP) application process for those businesses whose Seller
Administrators initially selected “Not Now” during COMMBUYS registration OR

e Re-activate the SBPP application to submit information for renewal

Of Special Note:
The Small Business Purchasing Program (SBPP) application is part of the COMMBUYS Registration process.

It is advisable to gather all necessary information before activating or re-activating the SBPP application. Information
submitted into this short form is sent electronically to the Department of Revenue’s interface for verification.

Only users with Seller Administrator privileges can maintain a company profile (including completing and renewing the
SBPP application). These instructions assume the logged in user has Seller Administrator credentials.

Screenshot Directions

CoOMMEUYS =3 Step 1: Launching COMMBUYS

Welcome to COMMBUYS 3. Enter the uniform resource locator

(URL) address for COMMBUYS

tognio_| £ (https://www.commbuys.com) or
(commbuys.com) in your browser.

Login Assistance 4. Once the COMMBUYS landing page

& displays click on the Sign In button.
Contrac "GOVE
U.y.&&?rﬂ_kukfb?lfy_(wj.mm:
Attention Vendors: 54 Newly posted bids - Week of 4/11

CIEEEE U T
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OPERATIONAL SERVICES DIVISION

Job Aid:

COMMBUYS Vendor Registration

Screenshot Directions

COMMBUYS

Doe
Maintenance Home Page for: ABC Company, LLC ]Seilerldmmv
Seller

General  Alerts

Maintain Usersonthis  Add Users on this Add Associated
Account Account Organization

E &3 |

This section is used o This section s usedto add | This section s used for
maintain users for the users to the organization.  adding an organization
organization. with the same Tax D,

Maintain Organization
Information

My Account

Logout

This section is used for
maintaining organization
information.

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Current Company: ABC Company, LLC | September 8 2016 35044 PM EST

Step 2: Accessing Maintenance Organization
Tools

3. Click on the Account icon to ensure
you are logged in as the Seller
Administrator.

4. If not, click the Seller Administrator
link.

5. Next, click on the Maintain
Organization Information icon.

Maintain Organization Information for: ABC Company, LLC

Maintain General
Organization
Information '

Maintain Commodity-
EPPs & Services

Maintain Program

Maintain Addresses
Qualification

%]

&l

%]
o

This section is used for This section is used to This section is used to This section is used to
maintaining general maintain addresses. maintain commodity-EPPs | maintain program
organization information. and services. qualification.

Maintain Terms and Maintain Quote

Categories Attachment Repository Credit Memo List

Maintain Regions

CH- N NN
|
|

&
&

This section is used to This section is used to This section is used to
maintain terms and maincain files in the quote  view credit memos.
categories antachment repository.

This section is used to
maintain regions.

Exit

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Step 3: Accessing the SBPP Application

1. Click on the Maintain Program
Qualifications icon to open the SBPP
application.

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15
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Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Step 4: Program Details
SBPP — Program Detalls 1. Three tabs are displayed on the
P—— Program Details page:
No active certifications found [ USG the CU rrent tab tO begln |n|t|a|
conmee | et SBPP application.

Copyright © 2016 Periscape Holdings. Inc. - All Rights Reserved. ° The Renewal tab may dISplay
successfully renewed Pre-
qualification information. Complete
SBPP renewal application from this
tab.

e The Expired tab displays all
certifications that have passed the
Renewal/Expiration date. Complete
re-application from this tab.

2. Choose the tab that reflects your
situation, then click the Continue button
to start the application process.

Note: A small number in parentheses on

the tab label indicates whether information

is listed under that tab. If the number in
parenthesis is a zero, there are “No active
certifications found” under the category.
Step 5: Reviewing Program Qualifications
P lifi W.
PRy 7rosrem Qualficaton Warning 1. Carefully read the Terms and
L) S — Conditions displayed on the top half of
o :‘fm”g};’f:“:"m g Y Dot g oy Compuy vl o oo o Sk Bt et g By s s N v 0y the page.
- .:::'“"'W"” e 2. Review the Small Business Purchasing
@ . S . e R R ST TREPRE A B SRR =~ Program eligibility requirements
e . 2 crmmgory i displayed on the bottom half of the
4 Allow 05D 10 re‘ease e information | provide in. o’vvno:v‘""wtxo 2. This information inciuces. 9t is NOt Mi2ed 10, revenus. nUMDEr of empioyees (FTESL nours worked ang
T a0 wage information anc caa. | oo, ot .wvu', D mcr‘v;:'z:v' ot imized to, tne Massacnuzess Department of page.
S S T 3. Click on | Acknowledge to agree to
Small Business Purchase Program Eligibility Requirements: the terms.
Any enty, inciuding il of =z a¥iiates comained, is eigiole to Particioae in the Smal Business \g Program # tna entity accests agreemertang smeszto
i o by
:oﬂ Pront, Le., 501C:
- I3 regTtee0 23 2 NONDrOfT O CRANTaDIE OEANZATION WM 30D 15 UD T Gate 0n 23 flings Wit T 32 s Ofice. ang
;‘:::rzumﬁtwvt:'wlmi Revenue Coce. Le. organced for | setfortn /1c an none of s earmings may inure.
e | o

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15 13
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Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Step 6: Completing the SBPP Pre-

PR rozrom Qualfication Questons Qualification Form
m o e 1. Answer each of the Program
&) b P Qualification Questions displayed on
- . e this form. It is advisable to gather
e information before starting the
® © S sy ° application. Specifically:
S—
e Your Tax ID, either EIN or SSN.
° g Use the Tax ID that corresponds to
e T ® your latest Massachusetts Income
T — ) Tax Filing. Note that the
e e e Commonwealth encourages the use

of EINs rather than SSNs.

10, Have you Deen in business for atleast 1 yean v e

e Form Type used to file business
v e taxes for most recent year.

e Average gross annual revenue
using the 3-year average of most

recent Department of Revenue.
filings. Non-Profit and Not for Profit
entities use gross operating budget.
Enter the number without commas,
decimal point, or $ sign.

e Number of Full Time Equivalent
employees as reported most
recently to the Department of
Unemployment Assistance. Sole
Proprietors without employees may
enter 0.

e Year and Quarter of latest
Department of Unemployment
Assistance filing. Sole proprietors
may select does not have
employees from the drop down
menu in question 9.

2. Once you have completed the form,
review it for accuracy.

3. Click Save & Continue to complete the
application.

Hint: For clarification on any question, hover
over its blue question mark. Doing so triggers a
text box with helpful information.

Note: The information entered on this form wiill
be automatically transmitted to the Department
of Revenue for verification.

JA_Vendors_COMMBUYS-Vendor-Registration_2016-09-15 14
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Job Aid:
COMMBUYS Vendor Registration

Screenshot Directions

Step 7: Reviewing Pre-Qualification Results

Program Qualification Results

1. Review the pre-qualification results

Pre.oulifcation Resuls displayed on this page. This message is
T ecming your esuat gy Tor the Sl Bsisss Prchesn Frnpam e ot webtaton e s ormplees 11! based solely on the information entered
into the application, which has not yet
been processed by the Department of
Revenue.

CE- N NN

2. Click on Exit to return to the Seller

OR Administrator home screen.
Note: COMMBUYS will communicate with you

via e-mail once the Department of Revenue
verification is complete. Your SBPP status will
e ormaton o o e e geesto ot s e St Bt i be marked “certified” if your data was verified
and your business meets the eligibility
requirements or “uncertified” if your data could
not be verified.

Program Qualification Results

CH- N NN

If the Department of Revenue does not verify
your eligibility, you will receive an email with
further instructions.

If you experience difficulties during the SBPP
registration process, contact COMMBUYS Help
Desk at 888-627-8283 or
commbuys@state.ma.us.
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