
Commodity Code Entry 

Commodity codes are now required by TEA and we must start using them for all requisitions. It helps to 
track aggregate spend for products and services.  

 

 

MAIN SCREEN 

When you enter a new requisition, the 3-digit commodity code (Category Code) will be entered on the 
main screen. Refer to the commodity code list to choose the correct code. The system will auto populate 
the field OR it may ask you if you want to use the commodity description for the GENERAL DESCRIPTION. 
You say NO and use your detailed description.  

 

 

 

 

 

 

 



LINE-ITEM DETAIL  

 

Once you enter all the usual fields on the main screen of your requisition, enter the 5-digit commodity 
code is in the LINE ITEM.  Refer to your commodity code list to find the best choice for the product. 
Once you enter the 5-digit code, the system will auto populate the field or may ask you again if you want 
to use the description in the detail. Do not use the auto description and replace it with the exact 
description of the product or service. (i.e. Part number, size, description per the quote). Every line must 
include the 5-digit commodity code for the product being ordered. Each line can have a different 5-digit 
code within in the requisition.  

 

 

 

Repeat for each line.  


