COMMBUYS New User Bid Posting Request

Thank you for your interest in becoming a member of the COMMBUYS Purchasing Community.  

The information provided below details the process to request that the Operational Services Division (OSD) post your organization’s first bid in COMMBUYS on your behalf and the steps your organization must take to post your own bids going forward. 

There are a few preliminary tasks you will need to complete so that OSD may post your first bid.

1. Review the responsibility agreements for both Organizations and Purchasers requesting membership in the COMMBUYS community. Find these User Agreements and Terms of Use documents in the COMMBUYS Resource Center.   

2. [bookmark: _GoBack]Identify your entity’s Organization Administrator (“OA”). The OA within COMMBUYS plays a crucial role for his/her organization, ensuring that settings and workflows are configured to reflect internal policies and procedures. In addition, the OA maintains user roles and corresponding permission levels in COMMBUYS. Permissions include specifying individuals with authority to approve purchases, bids, and contract awards. In addition, the OA must assign a Basic Purchasing role to at least one user. As such, it is important that the OA is fully aware of the business rules established by your organization’s executives, decision-makers, and security officers to ensure COMMBUYS roles and responsibilities follow those of your organization and support the business effectively. 

3. Complete and return the forms and documents referenced below:
a. Request for Administered COMMBUYS Posting
b. COMMBUYS membership forms included in the COMMBUYS Implementation Guide for Local Government, 
pages 41-43.
c. Documents that need to accompany your bid (e.g., bid attachments, required forms, etc.)

4. Email all forms to the attention of COMMBUYS Internal Administrator at COMMBUYS@state.ma.us. 

So that the COMMBUYS Help Desk may assist your organization in posting your first bid, the COMMBUYS Help Desk will first need to perform the initial set-up tasks for your Organization. These include activating or creating your Organization’s account, as well as creating at least one Department/Location with a ship-to and bill-to address based on the information provided in the membership forms. Once the COMMBUYS Help Desk has received all completed documents, OSD will post your bid.

Please note, the Operational Services Division will post your first bid only; every bid posting going forward is the responsibility of your organization. 

After your first bid has been posted by the COMMBUYS Help Desk, a member of the COMMBUYS Enablement Team will contact you within five business days about your new COMMBUYS registration. If you do not hear from an Enablement Team member within the five-day time period, please email COMMBUYSEnablement@state.ma.us to schedule an onsite visit for an Enablement Team member to review your current purchasing and procurement practices, go over the COMMBUYS Implementation Guide for Local Government, recommend integration opportunities, and schedule training. Please note: COMMBUYS offers a number of tools for use by your organization, many of which are optional. Your organization may select those facets that you wish to adopt, such as bid posting.  

Welcome to the COMMBUYS Purchasing Community.  If you have any questions, please email COMMBUYS@state.ma.us.
