
 

 

 

A STEP-BY-STEP GUIDE TO ENTERING REQUISITIONS INTO 

COMMBUYS 

 

This guide is for State Contracts that do not list items and 

pricing but rather, a blanket description of the items and/or 

services a vendor is contracted to sell and/or render. 
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STEP 1. After you have logged into COMMBUYS click on “Documents” then slide mouse to the right and 

click on “New”.   
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STEP 2. Choose your Department from the “Department” drop down menu and then choose you 
location from the “Location” drop down arrow. 

Choose “Release” from the “Requisition Type” drop down arrow. 

In the “Short Description” field, please key in the name of the vendor and the State Contract # (i.e. 
FAC88) 

Then click “Save & Continue.” 

 

 

 

Once you click on “Save and Continue,” you will see the screen as pictured below (next page). 

  



COMMBUYS blanket award requisition entry Page 4 
 

STEP 3. Working the tabs towards the right, click on the “Items” tab and then click “Search Items.” 

 

 

 

This will then bring you to the search page as pictured below (next page). 
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STEP 4. Next to the words “Advanced Search” click on the “+” sign and this will open up a larger screen 

with more searchable fields.  If you know the State Contract number you can key it into the 

“Description” field.  If you are not sure of the State Contract #, you can use a keyword and type it into 

the “Item Description” field or if you have already set favorites, you can click on the “Favorites” box and 

it will bring up a list of all your bookmarked Favorites.  You can also search by vendor by simply clicking 

on the “Vendor Name” field and key in any part of the vendor’s name, i.e. Whalley Computer, key in 

“Whalley” and a list of vendors that match will appear.  In this screen shot I chose to search by State 

Contract #ITC47. 

Once you have keyed in your search item, name or State Contract #, click on “Find It.” 

 

This will then provide you with a list based on your search as pictured below (next page). 
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STEP 5. A list, based on your search criteria, will appear.  This list will show the vendors names on the 

left (bulleted), the State Contract category, the pricing, if any and the PO#.  A PO# in COMMBUYS is not 

what a PO # is in MUNIS.  It is actually COMMBUYS Master Blanket Contract number. 

A search by State Contract #ITC47 provided me with the screen you see below.  If you know the vendor 

you want to purchase from click on the name listed on the left hand side “Whalley Computer.” 

 

This will then bring you to the screen shown below (next page). 
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STEP 6. In this scenario, it brought me directly to Whalley Computer’s State Contract line utilizing ITC47.  

As you will see, there is only one line, no list of items and prices, just a general scope.  This means that 

the State has allowed them to sell and service a great many items and services that cannot be listed with 

pricing.  You have to read the OSD User Guide for ITC47 to determine what you want to purchase is 

allowed to be sold by Whalley Computer.  You will then seek a quote from Whalley Computer listing the 

items, quantity and prices. 

When you’ve obtained your quote, click on the “Select” box.  Then add the quantity to be purchased.  

You have the ability to make changes to the quantity in the next screen so a quantity of “1” will suffice.  

Then click on “Add to Req & Exit.” 

 

This will then bring you to the screen below (next page). 
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STEP 7.  Click on the “Enter Info” button and it will bring you to the next screen to manually key in the 

items, quantities and descriptions of the items you wish to purchase.  You do not have to hit “Save & 

Continue, it will bring you directly to the next screen. 
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STEP 8. As you can see below, in the “Description” field, it has a large amount of text stating the 

categories that Whalley Computer has been awarded.  That same information is duplicated in the field 

above.  First, you will highlight and delete all of the wording in the “Description” field and then type in 

the first item description (from your quote) in this box.  You will duplicate this process for each line on 

your quote.  Second, you will key in the “Quantity” and “Unit Cost” for the item(s).  Third, if you have a 

quote, please key in the Quote # in the “Price Reference” field.  Lastly, click on “Save & Continue.” 

 

It should now look like what is pictured below (next page). 
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STEP 9. Once you have keyed in the Description, Quantity, Unit Price, Unit of Measure (UOM) and Price 

Reference (Quote #) if you have it, click on “Save & Continue.” 

 

STEP 10.  Click on “Save & Continue.”  You will notice that it now says, “Changes saved successfully.” 
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STEP 11.  Moving to the next tab on the right, click on the “Vendors” tab to make sure that the vendor 

you want to purchase from is correct.  As you can see it shows Whalley Computer Associates, Inc. and 

lists the Item Description. 
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STEP 12.  Moving to the next tab on the right, click on the “Address” tab.  This will show you where your 

products will be shipped and where the invoices will be mailed.  This is your chance to make changes to 

either one of those fields. 

 

If you would like to change either field, click on the box with the “glasses”; 
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Then click on “Find It.”  This will bring you a list of all City of Lawrence Departments and Locations.  

“Select” the one you want then scroll to the bottom of the page and click the “Select” button. 

 

 

 

 

This will bring you to the screen as pictured below (next page).   
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Select the Department you’d like to change it to and, although you cannot see it in this screen shot, 

there is a “Select” button at the bottom of the page.  Click on “Select.”   Then click on “Apply to 

Selected.”   

IF THE SHIP TO AND BILL TO ARE CORRECT, YOU DO NOT NEED TO DO THIS STEP AND YOU CAN SKIP 

IT.  I only wanted to show that it can be done at this stage. 
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STEP 13.  Moving to tabs on the right, click on the “Attachments” tab, and then click on “Add File.” 

 

Name the document you are attaching and then click the “Browse” button.  Choose the document(s) 

from your computer that you want to attach for the vendor and then click on “Save & Continue.” and 

then “Save & Exit.” 
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The screen pictured below will appear and if satisfied that your document attached, click on “Save & 

Continue.”  

 

You will now see a message that states “Changes saved successfully.”  You may now move to the next 

step.  
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STEP 14.  Moving to the tabs on the right click on “Summary” tab.  This is a summary screen of your 

requisition.  It lists the COMMBUYS requisition number, the Bill To and Ship To addresses, attached files, 

and so on and so forth.  If all of the information is correct, scroll down to the bottom of the page and 

click on “Submit for Approval.”  This will notify the Chief Procurement Officer that a requisition is 

waiting approval. 

 

Once approved by the CPO, you will receive an email notification from COMMBUYS stating that the 

purchase order is ready to be sent to the vendor.  Simply log into COMMBUYS, click on the “PO” tab and 

then click on the “Ready to Send” tab.  Choose the requisition(s) you want to send and click on the 

“Approve and send notification to vendor” button. 


