






Step 4 – Enter appropriate information in this Section 
 

  
 
Note:  Only one Cost Center Number and one Object Code and one Fiscal Year per line  
(This section screenshot above equals one line) 
 
a)  Product Description – Enter the Cost Center number and object code first, then enter the description of the 

service being requested  
b) Commodity Code – enter commodity code - to get a list of commodity codes to pick from, click on the search 

button and a new window will be displayed.  Then, click on the search button to get a list of commodity codes to 
select from (to alphabetize the list, click on Description).  If you are unable to find the appropriate code, you can 
enter one of the following codes directly in the Commodity Code field: 
Ø 99910000 for Supplies and Equipment Not Identified  
Ø 99920000 – Services Not Identified 

c) Packaging (UOM) – Enter the quantity desired and code that best fits  
d) Blanket Order Amount - Enter amount for this line item 
e) Start Date - Click calendar to select the day services are to begin 
f) End Date – Click calendar to select the day services are to end 
g) A Contract or Quote may be attached as Internal Attachments below:  Click on ‘Add Attachments’ to upload 

any additional documentation you may have to go with the PO. 
 












