COMMBUYS

—— OPERATIONAL SERVICES DIVISION ——

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.

Created by Rita V. Brousseau
May 28, 2015


https://www.commbuys.com/bso/index.jsp

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.
FACS88)

Then click “Save & Continue.”
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New Requisition

Iteml Address il Routing Summary

Requisition Number: Short Descnmm*:

Status’ i TTees - ggquest is created) Fiscal Year: 2015 -

Department® PRCH1 - Purchasing Department - Organization City of Lawrence

Location® ERCH1 - Purchasing Department Solicitation Enabled:

Required By Date: =] Entered Date: 050282015

Requisition Type Type Code: ]

Regquestor: Rita Brousseau Purchaser. Brousseau, Rita -

Contact Rita Brousseau Contact Phone: o7 60 342

Alternate ID: Tax Rate: .

Estimated Cost. 30.00

e
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Once you click on “Save and Continue,” you will see the screen as pictured below (next page).
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STEP 3. Working the tabs towards the right, click on the “Items” tab and then click “Search Items.”
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Release Requisition RQ-15-1412-PRCH1-PRCH1-00000036819 St 11 Proress 5

Gend@QEE D vendors  Address ing Routing Notes i Summary

LEUECl Vendors Address Accounting  Notes

There are no items. Please click ‘Search tems' below to add an item.
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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 | chose to search by State
Contract #ITC47.

Once you have keyed in your search item, name or State Contract #, click on “Find It.”
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UNSP5CCode Browse | My Account | Customer Service | About Current Organization: Gity of Lawrence (5

Release Requisition RQ-15-1412-PRCH1-PRCH1-00000036819 - Search ltems Status: 1RI-In Progress 3

Search Using:

Advanced Sear(h 5—

Search Using: | ALL ofthe criteria =

——
ContractPO # q::ripﬁnn medt| g
Item Description Iﬂldﬂr Name

Catalog v
Item Type -
Search Fields:
UH§PSC Segment-Family -
UNSPSC Class .
Commodity-EPP @ Cooperative Purchasing | |

Favorites @

Result Type: | kem ] show Orderable Only

Find t Clear

Copyright ® 2015 Periscope: Holdings, Inc. - All Rights Reserved.
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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.”
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Hio C " ) Dﬂ Integration, In... fech | Inc. 00 - Computer Equipment 10501 00000060266 1 &l
¢ 1ig Computers (2) and Accessories.
+ HUB Technical Services (1)
» BN (2 43-21 - Computer
D Statewide Contract TC47, IT Hardware and Related £n Corporate IT Solutions Equipment and PO-A4-1080-4080C.
4 - I 14-1080-1080C-
+ International Inteqrated Services, Category §, Profect Management Meintenance, | $0.00 | ¢+ || Accessories 000% | Yoo ooooonzarie | T
Solutions (1 ]| Integration, In acn | e 00 - Computer Equipment - -
* IntraSystems. Inc. (1 and Accessories
IT Xchange Corp. (1
' chanae Lon 43-21 - Computer
+ Lenovoif D Statewide Contract TC47, IT Hardware and Related EA Custom Computer Equipment and
i - D
» Mainline Information Dﬂ Sew\ce.s‘ Category 8, Project Management, Maintenance, | 30.00 Each | Specialists, Inc, Accessories 0.00% Yes
Systems (1 Integration, In... e 00 - Computer Equipment
. and Accessories.
+ I
# MicroNet Associates (1 43-21 - Computer
Statewide Contract TC47, T Hardware and Related Equipment and
o NetApp. Inc. (1 ! B -14-1080- -
Hethop. ne. (1) o Services, Category 2, 0el O Deskiop, Laptps, | 3000 | Dell Warketing LP. | Acessorks ooy | T o |Ye
» NWH Corporation (1 Dﬂ Nethooks, Tablets, P... 00 - Computer Equipment -
« Ockers Company (1 ENd Accessories
. aHKfomel\yAgilys[s‘ Inc. 4321 - Computer
U] D Statewide Contract TC47, T Hardware and Related " Equipment and
* Presidio Networked Services, Category 5, Dell OEM Servers, including 80.00 Eac-h Dell Marketing L.P. Accessories 0.00% Yes T
Solutions, Inc. (1 Dﬂ workstations, serve. 00 - Computer Equipment
o Retrofit Technologies (1 and Accessories
# Ricoh Americas (1 4321 - Computer
* Rutter Networking D Statewide Contract HCW‘. IT Hardware and Related EA- Equipment and PO-44-4080-1080C-
Technologies, Inc. (1 0 Services, Category 8, Project Management, Maintenance, | $0.00 Each Dell Marketing L.P. Accessories 0.00% 7103414}0000000289!3 Yes E
o SHl Internstional C. ’ D. Integration, In... 00 - Computer Equipment ———
SHI International Corp (1) and Accessories
® Signature Technology
Group. Inc. (1) 43-21 - Computer
o Terminal Exchange Systems D Statewide Contract TC47, T Hardware and Related . Equipment and P0-14-4080-1080C-
) Services, Category 8, Dell OEM Rugged Mobile Devices, | $0.00 Dell Marketing L.P. Accessories 0.00% P —— Yes
8l Dﬂ Each 1080L-00000000289 / 4 —
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* Unisys Corporation (1 and Accessories
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L D must review the. 00 - Computer Equipment
Show less and Accessories
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Wl Statewide Contract TC47, IT Hardware and Related ™ EN POINTE Equipment and BOLALANRNANRC. -
H100% -

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.”
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Release Requisition RQ-15-1412-PRCHT-PRCH1-000000 earch ltems Status: 1RI- In Progress = A
| Search Using: ‘ Find It |
Advanced Search =

Search Using: | ALL of the criteria
Contract/PO # Description  §TC47
Item Description I I'endur Hame —
(Catalog M
Item Type v
Search Fields:
UN 5P SC SegmentFamiy -
UNSPSCClass v
Commodity-EPP = Coaperative Purchasing
Favorites
Result Type: | tem M Show Orderable Only
[ Find t ) Clear ]

Release Results

m

Search By:
<prev L next>
Any Price
Sel Minimum Item Unit | UOM Vendor Name Seqment-Family Discount Waster Blanket # Direct
* Upto$2(1 Order Description Cost Class % Release
Quantity Allowed
Any Vend
Anivendor 43-21 - Computer
* Whalley Computer Statewide Contract [TC47, IT Hardware and Related Equipment and
Associates, Inc. (1 V] . EA- | Whalley Computer PO-14-1080-1080C-
1 (1 0 1] Services, Category 6, Project Management, Maintenance, | $0.00 Fach | Associates, Inc. Accessories 0.00% 1080L. 3711 Yes
Integration, In... E— 00 - Computer Equipment -~
and Accessories.
V P eVe- > last»»
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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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4l Vendors Address Routing

Vendors Address Accounting Notes

Notes i Summary

>

Status: 1RI-In Progress £

LN . BN
a Brousseau

General ltem Information Validation Errors

» Total for master blanket #P0-14-1080-1080C-1080L-00000000373 must be greater than $0.00

Sort by Column: Print Sequence  ~ Sort Descending

ltem | Links
#

Print

Sequence

Item Description

Quantity Minimum Catalog Price/ Net uom Total Tax Tax
Order Unit Cost Unit Discount | Rate | Amount
Quantity Cost Amt.

Total

Reportable

Delete All

Master Blanket # / Ling # P0-14-1080-1080C-1080L-00000000373 /1

Statewide Contract [TC47, IT Hardware and Related Services, Category 6, Project Management, Maintenance, Integration,
Incidental Hardware, Resales. Contractors authorized by the OEM to do so may resell deskiops, laptops, servers and storage
available under Categories 2, 4, and 5, and Apple products if authorized by OFM. Please see Contract User Guide as some of
the following products are available only under specific conditions: Tablets and similar devices, Document cameras and
whiteboards, Other IT hardware, and limited quantity Accessories such as: Input/Output: Keyboards, Mice, Monitors, Printers,
Barcode readers and other dsta colection devices, barcode and other Isbels; Storage: internal and external drives, including
Hard, Floppy, Optical, USB, Flash, CD, DVD, other drives; magnetic tape readers, data cartridges and cassettes, and
associated supplies (diskettes, CDs, DVDs, magnetic tapes, cleaning tapes and supplies); Cables: Internal, external, Cards:
Video, Network; Power related: UPS, Batteries, Power Supplies; Printer supplies; Memory (RAM), System Boards, Modems,
Adapters, Other: laptop carry cases and docking equipment, computer racks and housing, security locks and devices,
specialized computer tools and kits, technical books and manuals, other deskiop, laptop, server, network and related supplies
Services include: Project Management, Network Integration, Deployment, Installation, Support, Maintenance, Warranty,
Engineering, Image Management, Help Desk, limited cabling. See Contract User Guide for Zone-stop shapping? provisions.
Reseller of TC47 OEMS: Dell Hardware and services, EMC Hardware and services, IBM resellers can resell maintenance and
perform installation activities for system x and other "CSU” products, HP Hardware and Services, Lenove Hardware and
Services. Users must review the Contract User Guide Ennr to using this Contract.

10 0.0

Qlel Int ) 50.00

EA -Each | 80, ﬂﬂ| | 50.00

50.00

Total

5000

o Please save your changes before sorting . Otherwise, your changes wil be lost. Please do not search contract po tems that have the same NIGP code.

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.
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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.”
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‘ Home | ltemg | Dacuments v | Vendorsv ‘ Quick Buy_ Rita Brousseau

Release Requisition RQ-15-1412-PRCH1-PRCH1-00000036819 R

General JLald Vendors Address Accounting Routing Attachments Notes Reminders Summary
el Vendors Address Accounting  Notes

Item & 1 Item Type: Normal

Frint Sequence” 0 Item Status: 1RI - In Frogress

Master Blanket £  Line £ P0-14-1080-1030C-1080L 00000000373 / 1 Minimum Crder Quantity: 00

Mazter Blanket Line Description: Statewide Contract [TC47, [T Hardware and Related Servioes, Category B, Frojeat Management, Maintenance, Integration, Incidentsl Hardware, Resales. Contractors autharized by the OEM to da so may ressll desktops, lzptops,

servers and storage available under Categories 2, 4, and 8, and Apple products if authorzed by DEM. Please see Contract User Guide 2 some of the following products are availzble only under specific conditions: Tablets and similar
devices, Document camerzs and whiteboards, Other [T hardware, and limited quantity Accessonies such as: Input/Output: Keyboands, Mice, Monitors, Printers, Baroode resders and ather data collection devices, barcodz and other
labels; Storage: intemal and extemal drives, including Hard, Floppy, Optical, USB, Flash, CD, DVD, other drives; magnetic tape readers, data cartridges and cassettes, and associated supplies (diskettes, CDs, DVDs, magnetic:
‘tapes, cleaning tapes and supplies); Cables: Intemal, external; Cards: Video, Network; Power related: UPS, Batteries, Power Supplies; Printer supplies; Memory (RAM), System Boards, Modems, Adapters, Other: laptop camy cases
nd docking equipment, computer racks and housing, security locks and devices, specialzed computer tools and kits, technical books and manusts, other desktop, iaptop, szrver, network and related supplies. Services include:

T — = ranty, Enginesring, Image Management, Help Desk, imited cabling. Se= Contract User Guids for Tone-stop shopping? provisions,
Resaller of TC4T OEMS: Dell Hardware and services, EMC Hardware and servioss, IBM reselirs can
Hardware and Servicss. Uszrs must review the Contract User Guide prior to using this Contract.

‘orm instaliztion activities for system x and ather "C5U" products, HP Hardware and Servicss, Lenavo

Description *:

m

Statewide Cantract [TCAT, IT Hardware and Related Services, Category , Project Management, Maintenance,  #
Integration, Incidental Hardware, Resales. Contractors authorzed by the CEM to do so may resel desktops, 51

laptops, servers and storage avaiable under Categories 2, 4, and 5, and Apple products if authorzed by OEM. V:

~ mu..nn & :’\ Het Unit Cost uom Discount % Total Discount Am. Total
10 y nn 3w 00 00 nn

< e Refees #

T —— -
UN S P 5 C Seqment-Family: 43-21 - Computer Equipment and Actessories == M
UNSPSC Clss 10 Computer Equipment and Accessories Tl
Commodity-EPP: 43-21400-00-0000 : Camputer Equipment and Accessorizs Extended Amount:  $0.00

Manufacturer Brand: Mods!.

Make: ‘ackaging
S o aeeeaewmems
pe

Cof Holdings, Inc. - All Rights Reserved.

P
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L

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.”
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Status: 1RI- In Progress &

General [UGUEN Vendors Address Routing Hotes i Summary

Vendors Address Accounting Notes

tem# 1 kem Type: Hormal
Print Sequence™ 0 ltem Status: 1RI- In Progress.
Master Bianket #/ Line # PO-14-1080-1080C-1080L-00000000373 / 1 Minimum Order Quantiy 00 =
Master Bianket Line Description: Statewide Contract ITC47, IT Hardware and Related Services, Category 6, Project Managemen, Mantenance, Infegration, Incidental Hardware, Ressles, Contractors autherized by the OEH fo do so may
resell desktops, laptops, servers and storage avaiable under Categories 2, 4, and 5, and Apple products if authorized by DEM. Please see Contract User Guide as some of the following products are.
availsble onfy under specific conditions: Tablets and simiar devices, Document cameras and whiteboards, Other IT hardware, and imited quantiy Accessories such as: InputiOutput: Keyboards, Wice,
Monttors, Printers, Barcode readers and ofher data collection devices, barcode and other labels; Storage: internal and exteral drives, including Hard, Flogpy, Optical, USB, Flash, CD, DD, oifer drives;
magnetic tape readers, data cartridges and cassettes, and associated supplis (diskeftes, CDs, DVDs, magnetic tapes, cleaning lapes and supplics); Cables: Internal, external; Cards: Videe, Network,
Power related: UPS, Batteries, Power Supplies; Printer supplies; Memory (RAM), System Boards, Modems, Adapters, Otfer: laptop carry cases and docking equipment, computer racks and housing,
sscurty locks and devices, specialized computer tools and ki, technical books and manuals, other deskiop, laptop, Server, network and related supplies. Sarvices include: Project Management,
Network Integration, Deployment, Instaliation, Suppor, Warranty, image Help Desk, limited cabing. See Contract User Guide for 7onc-stop shopping? provisiens.
Reseller of TC47 OEMS: Dell Hardware and services, EMC Hardware and services, IBM resellers can resell maintenance and perform installation activities for system x and other "CSU” products, HP
Hardars and Servicss, Lanovo Hardware and Sarvices. Users must review the Contract User Guide prior to using this Contract
Deseription ;B4
ACER CHROMEBOOKS WITH 1663 RAI -
Quantity aalealicel] Net Unit Cost uom Discount % Total Discount Amt. Total
Unit Cost
120 300 §3.00 A v 0.0 0.0 $36.00
Price Reference #
UNSPS C Segmeni-Famiy 43-21 - Computer Equipment and Accessories TEfEE T
Tax Amount 00
UNSPSC Class: 00 - Computer Equipment and Accessories X Amount @
Commodity-£PP: 43-21-00-00-0000 : Computer Equipment and Accessorics Extended Amount.  $36.00
Manufacturer Brand. Moget
Make: — Pt
e e

riscope Hoklings, nc. - AllRights Reserved

H100% v

STEP 10. Click on “Save & Continue.” You will notice that it now says, _

File Edit View Favorites Tools Help
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Rita Brousseau

U NS P S CCode Browse | My Account | Customer Service | About

Home | ems | bocumentsv | vendors~ |

E

Status: 1RI - In Progress

e e D
B vencors  Address

Sort by Column: Print Sequence v

Sort Descenaing  [G2]

Item | Links Print. Item Description Total | Reportable | Delete All
# Cost
Quantity Catalog Price/ | Net uom Total Tax Tax
Unit Cost U

Discount | Rate | Amount
Amt.

Quantity

ACER CHROMEBOOKS WITH 16GE RAN

Master Blanket #/ Line #: PO-14-1080-1080C-1050L 00000000373 / 1 1.0

50.00

120 sss.00
120 | nn| saunl sannl A - £acn |

snuul

Total | s3s00

@ Pieass save your changes befors sorting . Otherwise, your changes will be lost. Please do not search contr t have the same NIGP code.

e mem—m

ldings, Inc. - All Rights Reserved.

R10% -
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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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Basic Purchasing Access
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UNS PS5 CCode Browse | My Account | Customer Service | About mmm:ﬁudm@

foX?) % Fom Buider ¢ H %

‘ tiome | ftemsv | Documentsv | Vendorsv QuickE“v_ Rita Brousseau

Release Requisition RQ-15-1412-PRCH1-PRCH1-00000036819 S -l rogress

General Address i Routing Notes i Summary
Gene ‘Address  Accounting Notes

Blanket/Contract #°0-14-1080-1080C-1080L-00000000373 i T Lookup Vendor | [ Aoy 1o Sekecied
Select
ltem # Item Description Vendor Name City State Phone All
1 ACER CHROMEBOOKS WITH 16GB RAN Whalley Computer Associates, Inc. Southwick WA (413)369-4200
Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.
H100% v .
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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.
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‘Hnme [T [ —— T—— QuickEuv_

o X Fom Buider OE X

Rita Brousseau

Release Requisition RQ-15-1412-PRCH1-PRCH1-00000036819

General UGS Vendors Routing Notes i Summary
General Vendors| unting Notes

Status: 1RI- In Progress EI

Select
g Ship-to Bill-to Al
ltem # Description / Mdre\ Address
! QiaR CHRONEBOOKS WiTh 1 |PR‘ H1-Purchasing Department |PR‘[H' -Purchasing Department ‘@
Rita  Brousseau Rita / Brousseau
200 Common Street 200 Common Street
3rd Floor, Room 301 3rd Floor, Room 301
Lawrence, MA 01340 Lawrence, MA 01340
us us
Email: rbrousseau@cityoflawrence.com Emai: rbrousseau@cityeflawrence.com
%ﬂe: (878)620-3240 Phone: (878)620-3240
Ship-to Address. ‘ |@ Aoy to Seected Apgly to Al ltems mmw%\/
Bilo Address: ‘ |@ fopy 0 Bage | [ oybhllens | [ Reseiseweiobeim

\ 1% v

If you would like to change either field, click on the box with the “glasses”;

COMMBUYS blanket award requisition entry Page 12



Then click on “Find It.” This will bring you a list of all City of Lawrence Departments and Locations.
“Select” the one ypu want then scroll to the bottom of the page and click the “Select” button.

-
@CGMMBUYS—LDDKUPM ess - Windows Internet Explorer - L] .. -~ - _-Elﬂu

hsddocumnﬂaddrw&mdemalzhue&shi[ @ Identified by VeriSign =|

-

Lookup Ship-to Addre:s Applied to Selected ltems - Release Requisition RQ-15-1412-
PRCH1-PRCH1-000000.36862 l

Search Using: | ALL ofthe criL&*a A

Department 1D Department Name
Department Suffix Department Suffix
Search (3] Name
Fields: . .
Location 1D \ Location Name I

City \ County
Browse by: ABCDEFGHIJ OPQRSTUVWXYZ |

([, Find i ] Clear ]

Close Window i

Copyright @ 2015 Periscope Holdings, Inc. - All Rights Reserved.

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. 1 only wanted to show that it can be done at this stage.

{2 COMMBUYS - Lookup Address - Windaws Internet Explarer

= | |

|@https:-"ww {bso/d /lookupDocAddress.sdo

& Identified by VeriSign §|

Department Suffix ID Department Suffix Name
Search Fields:
Location ID Location Name

City County

Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ

Find £ ][ Clear

1-250f 93
1234

mn

Select D Dep Department
D Name Suffix
D

Department
Suffix
Name

Address Info

LAWD1 City Council LAWo1

City Council

Lillian Michaud

200 Common Street

st Floar

Lawrence, MA 01340

us

Emall: Imichaud@ctyoflawrencs com
Phone: (978)620-3240

LAaw0Z School Department Law0z

Faciities Management

Christopher Meriino

233 Haverhill Street

North Commen Education Complex

Lawrence, MA 01340

us

Emait Christopher. Merlino@lawrence k12.ma.us
Phone: (978)875-5905

LAW0Z School Department LAW03

LPS Budget & Finance

Christine Bufagna
233 Haverhil Strest

North Common Education Complex, Room 107
Lawrence, A 11840

us

Emai: Christine.Bufagna@lawrence ki2.ma.us
Phone: (978)975-5905

LAW0Z School Department LAWO4

Superintendent's Office

Jeffrey Riley

233 Haverhil Strest

North Common Education Complex:
Lawrence, MA 01840

us

Email: Jeffrey Riey@lawrence k12.ma.us
Phone: (978)375-5905

LAW0Z School Department LAW39

Avriington Middle School

Maria Gutierrez

150 Arfington Street

Lawrence, WA 01841

us

Emall: maria qutisrrsz@lawrence k12 ma.us
Phone: (978)375-5930

LAW0Z School Department LAW4D

Breen School

Nicole O'Leary

114 Osgood Street
| awirance A 1242

COMMBUYS blanket award requisition entry
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STEP 13. Moving to tabs on the right, click on the “Attachments” tab, and then click on “Add File.”

o= | 5

- —
(oo O - & Identific.. B & X || @ commBUYS x {nr e 53
Fie Edit View Favortes Tools Help
5k & Diamend Pro Clay Bricks & PEPPM National Contracts Regional Selutions Merri.. (=) Grants and Contracts £ My recipe box ) Education and Training G... o ~ [ gm v Pagev Safetyv Toolsv @~
—— OPERATIONAL SERVICES DIVISION ——
=

May 28, 2015 3:28:39 PM EDT
| Form Buider
L Q & o %

UNSP 5 Code Browse | My Account | Customer Service | About Curmant Organization: City of Lawrence [&]

e =] quict o [ X3 i r—

Release Requisition RQ-15-1412-PRCH1-PRCH1-00000036862 P ——

General ltems Vendors Address Accounting Routing Waiasliiai ) Notes Reminders —Summary

Vendor(0)

@ cick Add File to add file attachments.

No File Attachments

Forms

@ Cick Add Form to ad form stiachments

Attachments
Yy e
Copyright 115 Periscope Holdin, c. - All Rights Reserved.

H100% ~

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

File [dll View Favu es  Tools Helf

Diamond Pro Cl |(ks PEPPM Nakio lutions Merfi.. Grants and Contracts recipe box - Education and Training G... ” L S v Page~ Safety~ Tools~ @~
2 pebox E] g ety

UyYS

S OPERA ONAL SERVICKES DIVISION ——

Basic Purchasing Access

May 28, 2015 3:31:11 PH EDT.
x| Form Buider
2 e (AT 3

Rita Brousseau

Current Organization: City of Lawrence (E]

psitory fles are displayed. It can be different from the name on disk and can contain alphanumeric characters, spaces, and special characters up to a maximum length of 200.

Name’ \
Description N
File* Browse.
>
Location: 1412
e TS WCTrTE

Copyright ® NS Periscope Hojgfs, Inc. - All Rights Reserved

H100% ~
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The screen pictured below will appear and if satisfied that your document attached, click on “Save &
Continue.”

=/
it 3¢ &%

* @ Commo.. B € X || & comMmauys

File Edit View Favorites Tools Help

ﬁ @Dlamnnde Clay Bricks @PEPPM National Contracts ~ Regional Solutions Merri... }Glantsand Contracts aMyleclpehm( ‘3 Education and Training G... " ﬁ - A @ v Pagev Safetyv Tools~ ev v

COMMBUYS

—— OPERATIONAL SERVICES DIVISION ——

Basic Purchasing Access

May 28, 2015 3:35:46 PM EDT

UNS PS5 Code Browse | My Account | Customer Service | About Cument Organization: City of Lawrence 5]

X Form Buider
09 (AR
‘ tome | femsv | Documentsv | Vendorsv Qllickllllv_ Rita Brousseau

Release Requisition RQ-15-1412-PRCH1-PRCH1-00000036862 S—

General ltems Vendors Address Accounting Routing Jl-CINIENEH Hotes Reminders Summary

Vendor(0)

Files
o Show
Name Description Attached By Attached Date Delete
Vendor
+JF276368540411401435 1.pdf Rita Brousseau 05282015
Forms
@ Ccick Add Form to add form attachments
No Form Attachments

e |

right © 2015 Pegsfope Holdings, Inc. - All Rights Reserved.

-

HI00% v

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.

- T W s
o oo e Box[cconms | i

File Edit View Favorites Tools Help

w5 aD\amund Pro Clay Bricks aPEPPM National Contracts  Regional Solutions Merri... ' Grants and Contracts aMy recipe box = Education and Training G... ” ﬁ v 3 @ v Pagev Safetyv Tools v @v ”

Release Requisition RQ-15-1412-PRCH1-PRCH1-00000036819 Pe—

Requisition Number. RQ-15|412-PRCHTPRCHI-AD0ES 4 Short Description: WHALLEY TC47 Status: 18- mErgess
Organization: CryefLamence
Department FRCH! - Putenzsig Demamment Location: FRCH! - Putenzsng Degamment Required By Date: |
Enterad Date osma0s Requisition Type: Rekme Type Code:
Requestor: Rl Brovseesy Purchaser Rl Brovseesy Fiscal Year: 0
Contact: Rz Brossseay Contact Phone: (eTEEA-5242 Alternate 1D:
Pcard Enabled: No Estimated Cost $E0
Solicitation Enabled: o
Inuoice Method: Thiee Wiay Mt
Ship-to Address: RV Erusse Bill-fo Address: R VEnusse
200 Comen St 200 Comen St
31d Foor, Agam 01 31d Foor, Aeam 01
LawrE0e WA TR LawrEncz VA DTED
u u
EMEll frmusseu@ohofanren2 com Emal roussezuohofanence oom
Eoone: (TEGIAELN Enone (TEGIEN
Attachments.
Agency Files:
hgency Forms:
Vendor Files:
Vendor Forms:
Item #1:  ACER CHROMEBOOKS WITH 1668 RAM 1RI- I Progress

UNSPSCSsgmenFamly 4-71-0R0M00

BN Co AL |m| M Qrder Qo) ‘ Ut Cost | et Uit Cost | uom | Disoount % | Toial Dlscaurt . | TaRaz | TaAmount | o Cost
PO-14-1050-1050C- 10B0LSO0B0ONSTS | | 12.a| a ‘ ssml 10 | EA-Ex | uml mml | mﬂl S50

BT B Macst

| Aot Coe Amart |

| Triere 0 Rem aczaunting 2vElasie fr o e, |

S Ces

e Wl Wy
Soutic, A DHOT7
us

ETBIL WCDTEEACE oM
Eoone (4135581200
FAK (435547

Webshe: HED NI 00
T P

%
e e——
)

N 7% v

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.
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