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F5 - PO DETAIL SECTION

1.  Commodity Codes are required for all detail line items.

2.  If you know the commodity code, type the five digit number “???-??” in the commodity line and Skip Steps 3-4.     
NOTE: The “-” must be keyed in from the keyboard, not the numeric keypad.

3.  If you know the 3-digit commodity code group, press “F11 Key” and Skip to Step 4.e. on the next page.

4.  If you don’t know the 3-digit commodity code group, use your commodity code list attachment or use the following steps:
a.  Press the “F11 Key” to get the Commodity Code Lookup “popup” Screen
b.  Press “enter”
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c.  This screen will show all the commodity code “Group” listing numbers (The “Group” numbers all end with “-00”) 

d.  Press “F1 Key” to the scroll list to find the commodity code group 

e.  Once you find the 3-digit commodity code group, write down the number and press “F12 Key”
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f.  Type “the first 3 digits of the commodity code”

g.  On the “Show Major Commodity Groupings Only?” change the “Y” to “N” and press “enter”
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h.  Use the “F1 Key” and “F2 Key” to scroll the commodity codes to find the best one that fits the description of 
the line item.

i.  Use the “F12 Key” to Cancel lookup if you need to change the first 3 digits for another look up.

(See the Commodity Code Attachments)
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j.  Once you find the commodity code, type the “Sequence Number” and press “enter”
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k. The commodity code will automatically be entered on the Commodity Code line   

EXCEPTION:

Blanket Purchase Orders require a commodity code that best fits the group of Goods or Services listed 

SERVICES: The “900” commodity code series is used to easily identify all types of services
(Example:  931-65 Installation of Playground Equipment)

NOTE: If you cannot readily find the detailed commodity code, then use the group listing (785-00)


