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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.
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MAIN  TERMS/MISCELLANEOUS

Main Information

Dept/Loc * 737 737 PURCHASING DEPARTMENT
Fiscal year * 2021 ® Current Next
Requisition number * 2110643

General commodity
General description
03 General Notes

Vendor Information

Vendor 711229 |eee Committed



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.

Line Items
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Item

ltem

Contract

Commodity

Warehouse

Type Pick ticket Purchase

Additional Info

Vendor
PO mailing
Delivery method =| Print
=| Fax
=| E-Mail
=| E-Procurement
Remit

03 vendor/Sourcing Notes
Vendor item number

1099 code

Pricing

Quan
Unit pni

Gross

Repeat for each line.
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Discount
Freight
Credit

TOTAL

Manufacturer
Manufacturer item nu
Bid

Department *
Requested by
Required by

Capital asset
Work order number
Nork order task

Amount ji



