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Agenda 

Understanding COMMBUYS User Roles 

• Roles Defined 

• Organization Administrator 

• Current COMMBUYS Buyer Roles and their Functions 

Mapping Roles to Purchasing Business Processes 

• Current COMMBUYS Roles in the Ordering Process 

• Current COMMBUYS Roles in the Receiving Process 

Maintaining Users and Approval Paths 

• Maintaining and Adding Users 

• Approval Paths 

Training Tracks by Role 

COMMBUYS Navigation “Tips and Tricks”  

Readiness Updates 

• Calendar – Next Meeting 

• Liaison Resources 
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 Understanding Roles 

•  A role defines what business functions you 
can perform within the system. 

• Users are assigned roles that are appropriate 
for their work responsibilities. 

Roles Defined 
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• Organization Administrator 

• Basic Purchaser 

• Department Access 

 

 Understanding Roles 

User Roles in COMMBUYS  
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Users with the Organization Administrator role can: 

• Maintain an organization and set up the procurement 

process for an organization, including its 

Departments, Locations, Users, and Approval Paths 

• The OA role is not a Purchasing role 

 

 

 Understanding Roles 

Organization Administrator (OA) 
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 Understanding Roles 

Department Access 

Users with the Department Access role can: 

• Generate requisitions or solicitations off SWC/ blankets. 

Several options are available to provide additional capability 
for a user. 
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Users with the Basic Purchaser role can: 

• Create all documents such as requisitions, purchase 
orders, receipts, RPAs, bids, and their related documents  
(e.g. amendments and revisions). 

 

 

 

 Understanding Roles 

Basic Purchaser 
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Understanding Roles 

This setting gives a user approval rights and enables the OA to put that 
user on an approval path. 

• Basic Purchasing role – already included 

• Department Access role – a box needs to be checked to enable 
this role to serve as an approver 

Multi Org Approver – This is a separate role that needs to be assigned 
when setting up a user. The multi-org approval capability is used in a 
scenario where a user from one organization shall act as an approver 
for another organization. 

 

 

 

 

 
 
 

Approver 



Mapping Roles to Process: Ordering 

Prepares orders 
for items on 

contract 

Approves Orders 

Approves Orders 

Approves Orders 

Provides final 
approval for 

orders 

Sends orders to 
vendors 

Encumbers funds 
for orders 

In documenting who prepares 
orders and how they do it today, 
consider: 
• Are they centrally located or 

distributed? 
• What prompts an order? 
• Are orders regularly 

scheduled or unpredictable? 
• Is there a planning or 

decision making process that 
takes place before an order is 
prepared? 

This information will help 
determine if updates are 
needed to  Organizational Set-
up and Approval Paths. 

In documenting how orders are 
reviewed and who approves 
them along the way, consider: 
• Are there different approval 

processes for different types 
of orders? 

• How many people are 
involved in the order 
approval process? 

This information will help 
determine if the correct people 
have COMMBUYS access, if 
Approval Paths need 
adjustment, and who needs 
training. 

In documenting how final 
approval and encumbering 
happens, consider: 
• How is final approval 

recorded? 
• What happens next? 
• Is the final approver also 

doing MMARS 
encumbering for the 
order? 

This information will help 
pinpoint where a review of 
COMMBUYS and MMARS 
roles is required to sync 
permissions. 

In documenting how you send orders to 
vendors and who does it,  consider: 
• Is the process paper-based or 

electronic? 
• How do you record this information? 
This information will help you evaluate 
process alignment with COMMBUYS. 



Mapping Roles to Process: Ordering 

Prepares orders 
for items on 

contract 

WHO: Think about who identifies the need 

for a good or service and all those involved in 
the requisitioning process. 

WHAT: In documenting who prepares 

orders and how they do it today, consider: 
• Are they centrally located or distributed? 
• What prompts an order? 
• Are orders regularly scheduled or 

unpredictable? 
• Is there a planning or decision making 

process that takes place before an order is 
prepared? 

 
This information will help determine if 
updates are needed to your agency’s  
Organizational Set-up and Approval Paths. 

Function COMMBUYS Roles 

COMMBUYS offers Organization Administrators 
flexibility in assigning and configuring roles, but here 
is some basic guidance. 
 
Department Access 
• Appropriate for those preparing requisitions for 

purchases off of existing contracts. 
• Enables the OA to assign the user to purchasing 

functions specific to their COMMBUYS 
department and location. 

• Can be configured so that the user in an 
approver and can be added to approval paths as 
appropriate. 

 
Basic Purchaser 
• Appropriate for those preparing more complex 

orders or preparing RFRs for existing contract 
vendors. 

• Provides the highest degree of flexibility in 
configuration for the purchaser role. 

• Is an approver and can be added to approval 
paths as appropriate. 



Mapping Roles to Process: Ordering 

Approves Orders 

Approves Orders 

Approves Orders 

WHO: Think about all the people involved 

in reviewing and approving a purchase. 

WHAT: In documenting how orders are 

reviewed and who approves them along the 
way, consider: 
• Are there different approval processes for 

different types of orders? 
• How many people are involved in the order 

approval process? 
 
This information will help determine if the 
correct people have COMMBUYS access, if 
Approval Paths need adjustment, and who 
needs training. 

Function COMMBUYS Roles 

Basic Purchaser 
• Provides Organization Administrator the 

highest degree of flexibility in 
configuration for the purchaser role. 

• Is an approver and can be added to 
approval paths as appropriate. 

• This role is often assigned to a unit or 
district manager. 



Mapping Roles to Process: Ordering 

Provides final 
approval for 

orders 

WHO: Think about who provides final approval 

of an order and would process the order to “final” 
in MMARS today.   

WHAT: In documenting your agency’s final 

approval process, consider: 
• How is final approval recorded? 
• What happens next? 
• Is the final approver also doing MMARS 

encumbering for the order? 
 
This information will help pinpoint where a 
review of COMMBUYS and MMARS roles is 
required to sync permissions. 

Function COMMBUYS Roles 

Basic Purchaser (Supervisor) 
• Is an approver and is located at the end 

of an approval path in order to be the 
final approver. 

• Has the ability to review and update a 
document that has been created by 
someone else, and then submit (send) 
the order. 

• Would be assigned to a user with a 
MMARS procurement UAID with the 
authority to process MMARS PCs and 
CTs to final. 
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 Mapping Roles to Process 

Examples 

WHAT 
Prepares orders for items 

on contract 
Approves Orders 
(can be multiple) 

Provides final approval 
for orders 

ROLE 
Dept. Access or Basic 

Purchaser 
Basic Purchaser 

Basic Purchaser set up 
as a Supervisor 

WHO Clerk in a district office District Manager Central Purchasing 

WHO Project team member Project Manager Finance Office 

Although agencies may have paper-based or automated processes or 
systems in place for requisitioning, COMMBUYS can handle each step 
online. 
 COMMBUYS is flexible to accommodate both simple and complex 

approval processes. 
 These approval processes are implemented in COMMBUYS as 

approval paths. 

At final approval, a 
requisition becomes a 
Purchase Order in 
COMMBUYS. 
Orders must be in 
COMMBUYS by this point in 
the workflow. 
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 Mapping Roles to Process 

OSD COMMBUYS Project Example 

Need additional 
software licenses for the 

COMMBUYS Project. 
Requisition initiated by 
project team member 

Prepares orders for 
items on contract 
(Dept. Access or Basic 

Purchaser role) 

Approves Orders 

Approves Orders 

Approves Orders 
(Basic Purchaser role) 

Review and approval by 
project budget manager 

Review and approval by 
overall project manager 

Review and approval by 
project oversight 

If > $X 

Provides final 
approval for orders 

(Basic Purchaser 
Supervisor role) 

If < $X 
Review and final 

approval by Central 
Budget Office which 

then creates and sends 
to final the required 
MMARS transaction 
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 Adding COMMBUYS Users 
Home Page – Maintain Agency Users 
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 Adding COMMBUYS Users 

Add New User Page 
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 Adding COMMBUYS Users 

Maintain Agency Users – Add User Screen 
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 Adding COMMBUYS Users 

Add User Screen – User Information Section 
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 Adding COMMBUYS Users 

Add User Screen – User Defaults Section 
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 Adding COMMBUYS Users 

Add User Screen – Purchasing Rules 
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 Adding COMMBUYS Users 

Add User Screen – Roles Section 
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Time for Questions about Roles 
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Approval Paths 

• Segregation of Duties 

• Audit Trail 

• Accounting 
 

 

 

Why We use Approval Paths 
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Approval Paths 

Creating Approval Paths 
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Approval Paths 

Creating Approval Paths 



  Copyright© Operational Services Division All Rights Reserved | 26 

Approval Paths 

General Tab 
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Approval Paths 

Change Order tab  
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Approval Paths 

Department/Location Tab 
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Approval Paths 

UNSPSC Code Tab 
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Approval Paths 

Summary Tab 
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Training Tracks by Role 

Courses for Department Access Users and 
Some Basic Purchaser Users 

Public Purchasing Track (12.75 Core Training Hours) 
The Purchasing Track is designed for those who are responsible for buying goods and 
services from established contracts on behalf of their Executive Department/Agency. Ideal 
candidates for this learning track are either new to purchasing within state government or 
have been newly appointed to a purchasing role. Learners will gain an understanding of the 
policies and regulations that govern purchasing practices in the Commonwealth. 
Participants in this track will also learn how to perform various purchasing activities within 
COMMBUYS, the Commonwealth of Massachusetts’ eProcurement and purchasing system.   
 
Courses 
• Essentials of State Procurement 
• How to Use Statewide Contracts (Online) 
• COMMBUYS Purchasing: Creating Release Requisitions & Purchase Orders  
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Training Tracks by Role 

Courses for Basic Purchaser Users 
Preparing Bids 

Public Procurement Track (46 Core Training Hours) 
The Procurement Track is designed for public procurement professionals who are responsible 
for various procurement and sourcing activities such as developing RFRs, posting bids, 
establishing Departmental contracts, and managing contracts. This training track is ideal for 
those who are new to state procurement, have been newly placed into a procurement role, 
or those who would like to build upon their professional procurement experience. Learners 
will gain an understanding of the policies and regulations that govern procurement practices 
in the Commonwealth. Participants in this track will also learn how to build and manage their 
contracts in COMMBUYS, the Commonwealth of Massachusetts’ eProcurement and 
purchasing system. 
Courses 
• Essentials of State Procurement (Prerequisite for the Strategic Sourcing Certificate 

Program) 
• COMMBUYS Procurement 
• Strategic Sourcing Certificate Program 
• How to Create a MBPO/Departmental Contract in COMMBUYS 
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Training Tracks by Role 

Course for Organization Administrators 

COMMBUYS Organization Administration Track (6 Core Training Hours) 
The COMMBUYS Organization Administration Track is designed for those who are charged 
with setting up and maintaining their Department/Agency’s organization within 
COMMBUYS. Learners in this track will acquire the skills necessary to establish workflows, 
approval paths, and user profiles for their Department or Agency.  
 
 
Courses 
• Organizational Administrator: Set-Up and Maintenance - This is an intensive class for 

those identified as Organization Administrators in COMMBUYS. Organizational 
Administrator training provides an in-depth review of and hands-on practice with 
COMMBUYS, including the Organization information, approval, workflow, and user 
profile set-up activities.  Upon completion of this training, Organization Administrators 
will be prepared to fulfill their roles in COMMBUYS, including set-up activities and 
maintenance tasks.  
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COMMBUYS Tips and Tricks 

Locating Vendors 

SDO Certified 
• WBE 

• MBE 

• DBE 

• SDVOB  

 

Small Business Purchasing Program 
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COMMBUYS Tips and Tricks 

Statewide Contract Search 

• Public View 

• Logged in Purchaser 
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COMMBUYS Tips and Tricks 

Additional Resources 
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COMMBUYS Tips and Tricks 

“Quick Buy” 

What is QuickBuy? 
• Requisitions 

• Favorite Items 

• More efficient  
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The Help Desk Team 

Need assistance? 

The COMMBUYS Help Desk is available Monday through Friday  

from 8:00 am until 5:00 pm.  

Email: commbuys@state.ma.us 

Phone: 1-888-627-8283 

 

mailto:commbuys@state.ma.us
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Readiness Calendar Updates 

Thursday, June 11 from 2-4 pm 

AGENDA 

• An overview of the NEW COMMBUYS roles coming online for Phase II 

• Demo of the UNSPSC Crosswalk tool 

 

Tuesday, June 23 from 9:30-11:30 am 

AGENDA 

• An overview of COMMBUYS Phase II Features and Functions 
 

Next All-Liaison Meetings 



  Copyright© Operational Services Division All Rights Reserved | 40 

Dedicated Liaison Web Page 

We’ve created a web page dedicated to 
providing Liaisons access to meeting 
presentations, meeting recordings, and links 
to Liaison Updates sent through Constant 
Contact. 

From the OSD main page, select “Learn About 
COMMBUYS” under OSD Programs, then select 
“COMMBUYS Liaisons” under “Find Your COMMBUYS 
Community.” 

Or simply click: http://www.mass.gov/anf/budget-taxes-
and-procurement/procurement-info-and-res/conduct-a-
procurement/commbuys/resources-for-all-commbuys-
liaisons.html 

 
 

Readiness Review 

Liaison Resources 
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Liaison Resources 
Links to Presentations, Emails and Meeting Recordings 

http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-
procurement/commbuys/resources-for-all-commbuys-liaisons.html 
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Contacts 

 
COMMBUYS Helpdesk 
commbuys@state.ma.us 
Phone: 1-888-627-8283 
 

 
Operational Services Division Training 
www.mass.gov/osd 
osdtraining@state.ma.us 
 

 
COMMBUYS Readiness 
Chris Swistro 
christine.swistro@state.ma.us 
 

mailto:commbuys@state.ma.us
mailto:osdtraining@state.ma.us
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