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Definition of 
commonly 
used terms 

Commodity Codes 

 The National Institute for Government Procurement (NIGP) 
defines a commodity code as a system of words and numbers 
designed to identify and list commodities or services by classes 
and sub-classes. 

 In MUNIS, The commodity code classifies goods and services first 
into general categories and then into specific groups of items. 



 

  
   

 
   

 
   

  
 

NIGP 
Definitions 

 Class: The number that identifies a property class which covers a 
relatively homogeneous grouping of commodities, grouped 
together with respect to their similarity of physical or 
performance characteristics, or grouped together since they are 
usually requisitioned, stored, and issued together (First 3 Digits of 
the Commodity Code). 

 Class-item: Part 1 of the NIGP Commodity/Service Code 
consisting of five digits and containing more than 6000 item 
descriptions; used to facilitate the open market aspects of the 
purchasing function. (5- Digit Commodity Code; xxx-xx) 



 

 

  

MUNIS 
Definitions 

 Type Code: This is the NIGP code that identifies and 
groups commodity codes. 

 Type 2-Item for the general commodity codes. 

 Type 4-Detail for the detail commodity codes. 



    How to use Commodity 
Codes: 



  

 Classifying Goods & Services 
Category Cheat Sheet 

How to Use 



 

 Class (Under Category) 

Drilling Down 



  

 Class- Item (Under Class) 

A Step Deeper 



 In MUNIS 

Every item purchased will require a commodity 
code. 

Requisitions / Purchase Orders 

P-card Purchases 
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MUNIS Requisition Screen 

Requisitions 



MUNIS P-Card Statements 

P-Cards 



   
 

The Benefits of 
Commodity Codes: 



 

 

  
  

    
 

  
  

  
   

  

Spend Data 

Spend Analysis 

Spend Analysis: The process of collecting, cleansing, classifying and 
analyzing expenditure data from all sources within the organization 
(i.e. purchasing card, eProcurement systems, etc.). The process 
analyzes the current, past and forecasted expenditures to allow 
visibility of data, within the organization at various levels, e.g. by 
supplier, commodity, service, or by department. Spend analysis can 
be used to make management decisions by providing answers to such 
questions as: what was bought; when was it bought; where was it 
purchased; how many suppliers were used, how much was spent with 
each supplier; and how much was paid for the item. (NIGP) 

 What are we buying? 

 How much of it are we buying? 

 When are we buying it? 



 

 

Spend Data 

Managing Spend 

 Decreasing “Maverick” Spend 

 Strategic Sourcing 

 Process Efficiencies 

 Procurement Efficiencies 



 
 

 
 
 

 

Spend Data 

Strategic Sourcing 

NIGP defines Strategic Sourcing as a systematic continuous 
improvement process that directs supply managers to assess, plan, 
manage, and develop the supply base in line with the agency’s stated 
objectives. It involves the constant re-evaluation of purchasing activities 
to insure alignment with long-term organizational goals. 



 

  

 

   

  

MUNIS 

Spend Data 

 Certain commodity codes will be tied to certain object codes. 

EXAMPLE: IT items must come out of the IT object code. 

 LESS requisitions MORE p-card transactions. 

THERE IS LITTLE TO NO VALUE IN DOING A REQUISITION FOR 
PURCHASES UNDER $5000.00. 

 MORE p-card spend = LARGER Rebate. 



  
 

eCatalog 

Down The 
Road 

 Similar to an Amazon like webpage. 

 Search, Choose, Purchase 

 Procurement Process is done in advance of the catalog being 
available. 

 P CARD ONLY! 



   
 

 
  

Simplify Purchasing 

Down The 
Road 

 By using Commodity Codes, we will have spend information 
categorized and readily accessible to allow focus on the areas of 
greatest opportunity. 

 By working together and using commodity codes correctly we will 
simplify the purchasing process and see greater cost savings! 



   ThankYou for 
Attending 


