wv\42d Commodity Code

INFORMATION

PORTAL Enrollment Guide

Vendor Commodity Enroliment
The City of New York

What are Commodity Codes?

The City of New York uses NIGP commodity codes to categorize the products and services they buy. NIGP
(National Institute of Governmental Purchasing) commodity codes are a standardized coding system used
commonly by state and local governments. Organizations interested in doing business with state and local
governments enroll in one or more commodity codes in order to receive notifications of relevant contracting
opportunities.

How are Commodity Codes Categorized?

The first three digits of the
commodity code are the
Commodity Class. The
Commodity Class represents a
broad category description of the
good/service.

Commodity Class - Description 375 - FOODS: BAKERY PRODUCTS (FRESH)

The last two digits, called the Commodity Code - Descrption

Commodity Class / Item, ety 37515 - BREAD, ROLLS, ETC. (INCLUDING BROWN AND SERVE ITEMS)

fically identify the product
An entire commodity Code is the 37530- AGE, COOKES, ANDPASTES

combination of the three digit 37545 - DOUGHNUTS, FRIED PIES, BAGELS, ETC,
commodity class and two digit
commodity item. 37550 - PASTRY SHELLS

37552 -PIES

37554 - PIZZAS, FRESH
37560 - TACO SHELLS AND TORTILLAS
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Use the “New York City Commodity Code Listing” to find the right
Commodity Code for your business.

Download the “New York City Commodity Code Listing” from the homepage of the Payee Information Portal (PIP),
located on the lower right corner in the Forms section.

User ID

Password

Passwaord Reset

Click the Activate
button to activate a
new or existing

Comptroser Do NYCgov i
Welcome to the Payee Information Portal of the City of New York Help  Contacils
Privacy Report

The Payee Information Portal is a service that allows you, as a payeefvendor for the City of Mew York, to manage your own account information, view your financial transactions
with the City of New York and much more. Click on the Activate button to begin filling out an electronic application to become a payeeivendor for the City of New York.

Announcements

011312011
Paper Check Fee Advisory

Starting on January 1, 2011 the City will begin charging a $3.50 fee per paper check
and periodically deducting the fees owed by the paper check recipient from future
payments. The fee applies to the processing of paper checks, drafts or similar paper
instruments, written for payments issued through the City's financial management
system

This fee, authorized under the Rules of the City of New York - Title 19, Department of
Finance, section 9-01 of Chapter 9, is to cover the costs related to the processing of
paper checks, drafts or similar paper instruments, written for payments issued
through the City's financial management system and to encourage greater use of
Electronic Funds Transfer (EFT) by those receiving payments from the City of New

account York
Activate Payees are encouraged to sign up for EFT atthe Department of Finance, Vendor

Payment Direct Deposit Program enroliment page at
www nyc. govhtml/dofihtmli/services/services_vendors_eft shtml to avoid getting paper
checks in the future that will be assessed the fee.

Contacts

e

Click on link below to view the list of contacts for departments within The City of New

If the “New
York City
Forms Commodity
Code Listing”
is not visible,
click on the
Access Forms
link to
download.

Department Contacts
Click on a form below to either save it to your desktop or open it in Adobe

@Acﬂvatlon Quick Start Guide for Pavee/‘endor

EFT Application Form and Instructions

l@MWEIE Application

ICommodity Code Enroliment Guide

INew York City Commodity Code Listin: —

Access forms 67

Browse the “New York City Commodity Code Listing” using the Commaodity Class Code or by using keywords to find the
Commodity Code that you need to enroll for solicitations. For example, if you are interested in receiving solicitations for
Sound System, you will need to:

Step 1: Enter Sound Systems in the
Search box.

IFME Edit View Document Comments Forms Tools Advanced Window Help

) - sound systems| =4 B

=)

I j Create ~ @ Combine - ,g;j Collaborate = (] Secure + % Sign + Forms [ Multimedia - Comment ~ :
OB HOPD 2 wsim ) &8 130% « e

Step 2: Make a note of the

Commodity Code - Description
80310 - CARTRIDGES (MICROPHONE, PHONOGRAPH, ETC.), NEEDLES, PICKUP A Yes
80316 - DISC PLAYERS, COMPACT (MP3, ETC.)

80318 - ELECTRONIC SOUND EQUIPMENT (NOT OTHERWISE CLASSIFIED)
80320 - GROUP AUDITORY SYSTEMS, LANGUAGE LABORATORIES, AND SPE

80330 - INTERCOM SYSTEMS, GROUP (FOR PANEL DISCU! " OLROOMS, Yes
80339 - MICROPHONES AND RELATE] (NOT WIRELESS SYSTEMS): CH No
80340 - ELATED EQUIPMENT (WIRELESS SYSTEMS): CHESTS Yes
80345 - IC SYSTEMS AND COMPONENTS: AMPLIFIERS, MIXERS, PREAMPLIFI Yes
80350 - MUSIC SYSTEMS AND COMPONENTS (STEREO ONLY) Yes
80355 - PAGING SYSTEMS, LOUD SPEAKER TYPE Yes
80356 - PAGING TERMINAL, SOLID STATE (COMPUTERIZED) Yes
80360 - PUBLIC ADDRESS SYSTEMS, PORTABLE Yes
80361 - PUBLIC ADDRESS SYSTEMS, STATIONARY Yes
80365 - RECORD PLAYERS (PHONOGRAPHS, RECORD CHANGERS,) AND ACCESSORI Yes
80368 - RECORDERS, DIGITAL, VOICE TO CD No
80370 - RECORDING DISKS AND SOUND SHEETS (INCLUDING COMPACT AND LASE Yes
80375 - RECORDING TAPE, SOUND: AUDIO CASSETTES, CARTRIDGES, REELS, E Yes
80377 - RECYCLED SOUND EQUIPMENT, COMPONENTS AND ACCESSORIES No

Commodity Class - Description: 803 - SOUND SYSTEMS, COMPONENTS, AND ACCESSORIES: GROUP INTERCOM,

Recently Used on an Order?

Commodity Code that best
describes the good/service for which

~ you would like to receive
solicitations.

. Step 3: Determine if the
Commodity Code was Recently
Used on an Order. 1It’s best to
choose a Commaodity Codes that
have been used in the recent past.
However, new Commaodity Codes
were recently added that have not
yet been used.
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If you know the Commaodity Class Code, you may use it to search for the Commaodity Code.

IFiIe Edit View Document Comments Forms Tools Advanced Window Help

I ﬁ Create ~ E@ Combine @ Collaborate ~ ﬁ Secure ~ / Sign ~ Forms ~ E Multimedia = ;_? Comment =
——
OB EDOP 8 v /win( g ee

Commodity Class - Description: 803 - SOUND SYSTEMS, COMPONENTS, AND ACCESSORIES: GROUP INTERCOM,

- 3

Commodity Code - Description Recently Used on an Order?
80310 - CARTRIDGES (MICROPHONE, PHONOGRAPH, ETC.), NEEDLES, PICKUP A Yes
80316 - DISC PLAYERS, COMPACT (MP3, ETC.) Yes
80318 - ELECTRONIC SOUND EQUIPMENT (NOT OTHERWISE CLASSIFIED) No

Now that | have my Commodity Code, how do | enroll to receive
solicitations?

If you are a new user to the Payee Information Portal (PIP) refer to the Activation Quick Start Guide for Payee/VVendor.
Otherwise, log into PIP then click the Commodity tab.

Comptroller Vendor Enrollment Application

Step 1: Click the ‘Add Items’
button to get a list of
Commodity Codes.

Home | Help | Accessible Help

Account
Information

Summary | Businessinfo | Addresses&Contacts | Users Commodities
Welcome, uat tester

View Freguently
Asked Questions CommOdItleS

Here is the current list of commaodity codes/classes that describe the goods and sewices that your organization provides.

= Hide Page Instructions

Searching for your commodities - Enter a valid value in the Commodity/Service Code or Commodity Description search field

and click the Browse button. To search for multiple commaodity codes at once enter each code

and separate the values with a comma. If you do not know the exact code or description enter

as much information as you have surrounded by asterisks (Ex. *Paper®). Use the Clear button

to remove the contents from the Commodity/Service Code or Commaodity Description field in

between each search.

commaodities - Click the Add Items button to view commodities that may be assigned to your account.
modities - Select the associated checkbox under the Select to Delete column and choose the Delete

Selected button located at the bottom of the page to remove a commaodity from your account.

To delete multiple commadity codes at a time click the Select All (on this page) button_
This will place a checkmark next to all commodity code entries on the page. If necessary,
manually unselect the checkbox of any commodity code that you do not wish to delete.
Finally, click the Delete Selected button to delete the commadity codes that are still checked.
- Any request to add a new commodity that is awaiting approval can be viewed by clicking
e View Pending Additions button_ Any request to delete an existing commaodity that is
ting approval is noted in the Pending Deletion column.

Viewing your changes

o

Commodity/Service Code :

Commeodity Description :

Existing Commodities

Select To Delete  Commodity/Service Code Commodity Description Deletion

_| _| _| _| Add items
| |
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Step 2: A list of Commodity
Codes will appear. If your
Commodity Code is not
displayed in the list, you may
search:

a. By entering the
Commodity Class or
the specific Commodity
Code that best describes
your business. If you
would like to see all
Commodity Codes
within a given Class,
enter the Class with an
asterisk.

Choose

Select one or more commodity codes or classes that describe the goods and services that your organization provides by clicking the checkbox next
to the commeodities you want to add. To search for a specific commeodity code, class, or description, enter a valid value in the Commodity/Sernvice
Code or Commaodity Description search field and click the Browse link. Once your selection is made, click the "OK" Button to add the selected
commaodities to your organization. Click the Cancel button to cancel your changes and return to the Commodities page

i
Commodity/Service Code @ ’30351—

CommodityiService Code

=] 00505
[[] Absasi Cloth, Fiber, Sandpaper, etc: 00514
=] . Sandblasting, Metal 00521
asives, Sandblasting (Other than Metal) 00528
Abrasives, Solid: Wheels, Stones, etc. 00542

"] Abrasives, Tumbling (Wheel) 00556
=] and g C C Dismond, etc. 00582
[C] Pumice Stone 00570
= i and i 00575
[] Steel Wool, Aluminum Wacl, Gopper Woal, and Lead Wool 00584

(0| cancer
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Browse | Clear | Sort records displayed by clicking

on Commodity Description or
Commodity/Service Code.

Commeodity/Service Code : a03*

—— —

Commodity Description :| T—————
Commeodity Description Commeodity/ Service Code

|:| Cartridges (Miorophone, Phonograph, etc), Needles, Pidwp 20310

[7] DiscPlayers, Compact (MF3, etc) 20318

|:| Electronic Sound Equipment (Mot Otherwise Classified) 20318

|:| Group Auditory Systems, Language Laboratories, and S Tr 80320

|:| Intercom Systems, Group (For Panel Discussions, Schoolroomg, 20330

h #0339

|:| Microphones and Related Equipment (Wireless Systemns): Ch 80340

|:| Music Systems and Components: Amplifiers, Mixers, Preampl i 80345

|:| Music Systemns and Components {Stereoc Only) 20350

[7] Paging Systems, Loud Speaker Type 80355
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. Browse | Clear |
b. By enteringa
keyword/s in the Commodity/Service Code :|
Commodity Description
Commaodity Description Commaodity/ Service Code
|:| Amplifiers and Preamplifiers {Not for Scund Systems or TV An 28708
Step 3: Click the Checkbox to [7]  Electronic Sound Equipment (Mot Othenwise Classified) 20218
the left of the Commodity i
Description that you would like |:| Group Auditory Systems, Language Laboratories, and Speech Tr 80320
to add. 7] Miorophones and Related Equipment (Mot Wireless Systems): Ch 80339
|:| Recorders, Digital, Vioice to CD 803488
I:‘ Recycled Socund Equipment, Components and Accessories 280377
Sound Proof Booths or Chambers (Anechoic) 20379
|:| Telephony Equipment, Accessories and Supplies 20392
Step 4: Click OK to add the First | | Pre | "3'"'-| Last
Commodity Codes to your okl cancel
vendor profile. ) Jg

Accoupt

Information

Step 5 C|iCk VieW Pending Summary | Business Info | Addresses & Contacts
Additions to see the Commodity
Codes that you added.

Users Commodities

Here is the current list o odity codes/classes that describe the goods and services that your organization provides.

» Show Page Instructions

G|

Commodity/Service Code : I

Commeodity Description : I

Existing Commaodities

Select To Delete  Commeodity/Service Code Commeodity Description
First| | Prev | Next I _aa'.I Down load | Add Items View Pending Additions

Pending Deletion

Select All{on this page) | Delete Selected |

Account Information Financial Transactions

Summanry Business Info ] Addresses & Contacts Users Commodities

iew Pending Additions - Commodities

Opens Wlth the new Here are your new commodities awaiting approval.

C(_)mmOdIty COdes that Commodity/Service Code Commodity Description Status

Wl” be added to your 80339 Microphones and Related Eguipment (Mot Wireless Systems): Ch Mew Change
Vendor profile 802379 Sound Proof Booths or Chambers (Anechoic) Mew Change
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Existing Commodities

Note: The codes will be added

to the Existing Commodities ||St Select To Delete Commeodity/Service Code Commodity Description Pending Deletion
the neXt bUS| ness day |:| 20339 Wicrophones and Related Equipment (Not Wirelese Systems): Ch |
' ] 80379 Sound Proof Booths or Chambers (Anechoich u
| | | | Download | Add Items
Select Alljon this page) || Delete Selected |

How do | delete specific Commodity Codes if | no longer want to
receive solicitations?

Step 1: Select the associated
checkbox under the Select To
Delete column OR to delete
multiple Commaodity Codes click
the Select All (on this page)
button and click the Delete
Selected button.

Comptroller DOE HYC qov Vendor Enrollment Application

Account Fil ial
Inf(;»}r%gﬂon Tm“ﬂ lik'n:

Summary | Business Info | Addresses & Contacts | Users Commodities

Welcome, uat tester

Migw Freguently

Asked Questions

Commodities

Here is the current list of commodity codes/classes that describe the goods and services that your organization provides.
» Show Page Instructions

Browse | Clearl
Commodity/Service Code : ’—

. Commeodity Description : ,—
Step 2: A message box appears o

asking you to confirm that you
want to delete the Commaodity
Code(s). Click OK.

isting Commodities

Select To Delete Commodity/Service Code Commodity Description Pending Deletion
80339 p and Related (Mot Wireless Systems): Ch ol

) 80378 Sound Proof Booths or Chambers {Anechoic) [

| _I Download
Select All{on this page)

Add ltems

Delete Selected

Message from webpage ﬂ
I." ~ "I Warning: You are about to delete a commedity. Select OK to continue
k.

L = 4 or Cancel to go back to the Commeodities page

0K ] [ Cancel

Step 3: The Pending Deletion “
checkbox will automatically get

Selected after you C||Ck OK The Select To Delete CommeodityiService Code Commeodity Description Pending Deletion

. R 80339 Microphones and Related Equipment (Not Wireless Systems): Ch v
CommOdIty COde WI" get L [ 80379 Sound Proof Booths or Chambers (Anechoic) u
removed fr_om Fhe list of Existing | | | 21| _oowniond | P —
Commodities list the next
business day. Select Allfon this page) || Delete Selected |
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How do | download a full listing of commodities for which | am
currently enrolled?

Step 1: In the Commodities
Section, click the Download
button to download a listing of -  Assount | Eimancial Sypcontrac
the commaodities for which you
are currently enrolled.

Comptroller DOE NYC gov Vendor Enroliment Application

Summary | Business Info | Addresses & Contacts | Users Commaodities

Commodities

Here is the current list of commaodity codes/classes that describe the goods and senvices that your organization provides.
» Show Page Instructions

ommeodityl Service Code :
camodity Description :

Step 2: A message bOX appears Existing Commoditiyg

Select To Delete  Comilgodity/Service Code Commodity Description Pending Deletion

asking you to either Open or " s Pt £ e sl Syt G .
Save the CommOditieS Iisting aS a D 80379 ound Proof Booths or Chambers (Anechoic) ol
CSV file. Click on Open or Save. [Firs ] i agatems |

Select Allfon this page) | Delete Selected |

IS .
File Download &J

Do you want to open or save this file?

@j

Name: Commodities. csv
Type: Microsoft Excel Comma Separated Values File, 1...

From: fms-cit.fisa.nycnet

Open ][ Save ]I Cancel l

‘--"\‘ While files from the Intemet can be useful, some files can potentially
\a harm your computer. I you do not trust the source, do not open or
= save this file. What's the risk?
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