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Agenda 

Updated COMMBUYS Phase II Schedule 
• Estimated timeline 
• Rationale: Enhanced Security 
 
Updated Readiness Calendar 
• April – May: Ongoing adoption support focus 
• June – August: Phase II Readiness Focus 
 
April/May Training Activities 
• Departmental Contracts and Catalogs 
• Vendor Readiness 
• Bill-to/Ship-to Clean-up 

 
Documenting Your Business Processes 
• Walkthrough of workflow 
• Follow-up with agency worksheet 
 
Q&A 
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NEW Estimated Phase II Go Live Date 
• Between mid-August and mid-September 
• We’ll provide an update at the next Liaison Meetings April 21st 
 

Rationale for Date Change – Enhanced Security 
• Enhancing security approach for connecting applications behind the firewall to a 

SaaS solution 
• COMMBUYS is the first to do real-time transactions using web services 
• Wanted to enhance security given recent cyber attacks  
• As a result, COMMBUYS will require additional programming to meet the enhanced 

security standards just put in place by the Commonwealth 
• Implements security at the user AND transaction level 
 

Updated COMMBUYS Schedule 
Delayed Roll-out for Enhanced Security 
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UPDATED Readiness Calendar 
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Focus on Adoption 
April/May Training Activities 

We have a robust schedule of classes, webinars, and other outreach activities 
to assist organizations. 
Departmental Contracts and Catalogs 
• “How to Create Departmental Master Blanket Purchase Orders” classroom training includes 

instruction on contracts and catalogs and hands-on assistance with your contracts 
• Vendor Registration 

 “Toolkit” distributed to Liaisons 
 Resources include classes, webcasts, job aids – all available now 
 Will review contracts process and demo vendor registration at the next Liaison meeting 

Bill-to/Ship-to Clean-up 
• Will be the focus for the May 7th Liaison meetings 
 
Updated information available at http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-
and-res/osd-training-events-and-outreach/ 

 
 

http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/osd-training-events-and-outreach/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/osd-training-events-and-outreach/


  Copyright© Operational Services Division All Rights Reserved | 6 

Your Business Process 
Key Question to Consider Now 

What questions should you be thinking about now in order to have 
information available as we move through the readiness process? 

• Do you know which people in your organization are authorized to order things? 
Post bids? Make payments? 

• Which people receive deliveries? How is delivery of a good or service verified? How 
do those receiving share information with those who placed an order? With those 
who issue payment?  

• Which people manage contracts for your agency today? What’s their relationship 
with those who use the contracts? 
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Documenting Your Business Process 
Will Facilitate COMMBUYS Ph II Readiness 

Last time we met, we reviewed a simplified ordering workflow to illustrate 
actions in COMMBUYS and actions in MMARS and how they are related. 
 

We’ve develop a set of diagrams to help guide you in documenting your ordering 
business processes. 
• Each step in your process 
• Who performs functions in each step 
• How information moves from one step to the next  

 
 



Simplified Ordering Workflow: The System View 
 



Ordering: The Business Process View 

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. 



Receiving and Payment: The Business Process View 

Receives 
deliveries 

Records receipt 
of deliveries 

Requests 
payment to 

vendors 

Pays vendors 

Approves 
payment to 

vendors 

In documenting who receives deliveries, 
consider: 
• Are they centrally located, or distributed? 
• What happens at the delivery point? 
• What process follows? 
This information will help determine how 
information flows to the original purchaser 
and the payment process. 

In documenting who records receipt of delivery and who 
requests payment to vendors, consider: 
• Does the original purchaser record receipt?  
• What happens after receipt is recorded? 
• How is receipt information provided to those who will pay for 

the order? 
This information will help determine how roles are assigned in 
COMMBUYS and segregation of duties between purchasing 
activities and payment activities. 

In documenting who approves 
payment to vendors, consider: 
• Are there multiple  payment 

approvers?  
• What happens after approval? 
• How are approval records 

kept? 
This information will help 
pinpoint how new AP roles in 
COMMBUYS are assigned 

In documenting who pays  
vendors, consider: 
• What process is followed to 

pay vendors today?  
This information will help 
pinpoint where AP roles 
COMMBUYS and MMARS roles 
need to be aligned.  
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Documenting Your Business Process 
Next Steps 

Use the business process diagrams and questions to collect your information 

• These are for your information and planning – we won’t collect it 

• Suggest all agency Liaisons meet to discuss how to create this documentation 

• This information will help you understand: 

 How to align your processes with the systems workflows 
 Where you need to add or remove COMMBUYS and MMARS system users  
 Where you need to update user roles or permissions 
 Who needs training and what kind they need 
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Q&A 
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Contacts 

 
COMMBUYS Helpdesk 
commbuys@state.ma.us 
Phone 888-627-2823 
 

 
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
mailto:christine.swistro@state.ma.us
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