COMMODITY SEARCH

CDES COMM CSPC

CKWI (optional) (optional)
Look up information. If found commodity number This screen can be used to view
If can’t find exact match, write on CDES or CKWI, do not the compl ete description of the
down a couple of class and sub- need this screen. commodity. If you began on
class (if available) numbers. — ¥ —®| thefirst commodity number

If found a couple of class or (from the COMM screen), you
Y ou may need to narrow or sub-class numbers, can look at can scroll through the other
broaden the search. Ex. Search thelist of all of those commodities.
on “PENS’ and get a couple of commodity numbers
entries, search on “PEN” and get Ex. On the COMM screen,
several entries. type CSPC in the Function
Line and tab to the first

commodity you want to see

PressENTER.
On the CSPC screen, type GET
COM2 in the Function Line and press
(optional) ENTI_ER_. The_ commodlty
description will be displayed.
If can’'t find what you want, use _
this screen to look up the buyer < Erase GET from the Function
and their phone number. Lineand pressENTER. Press
ENTER again to go to the next
Tell the buyer what steps you commodity number. Continue
have taken and ask if thereis to press ENTER to see more
anywhere else you can look. descriptions.
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CONTRACT AGENCY USE SEARCH

CAAD SCREEN

CAAD

Type | inthe Function Line.

Type your Ship To Agency No.
Type your Ship To Sub Agency No.
Type your commodity number.
PressENTER

CAAD

If an active contract with a vendor who will ship to
your areais available, the contract(s) will be
displayed.

If acontract is not available. “NO KLINS FOR
SHIP TO AGENCY” will be displayed at the
bottom of the screen. Note: If thismessageis
displayed verify that the information entered into
the 3 searchable fieldsis correct.

l

CAAD

There are 4 pieces of information you must have to
complete your contract release order. They are
contained in the following fields:

Contract #

Line#

UOM (Unit of Measure)

Prime Ven (Prime Vendor)

If the prime vendor =Y, you must go to the KVDL
screen for avendor #. If the prime vendor = N, the
vendor number will default on the order.

If you need additional contract information, see the
contract flowcharts.

CAAD

If you have multiple contract lines, to view al lines:

Type GET in the Function Line

TAB to the Scroll Action field, and type D

PressENTER
Additional contract information will be displayed.
Continue pressing ENTER until message “NO
KLINS FOR SHIP TO AGENCY” appears at the
bottom of the screen.
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ADDITIONAL

CONTRACT INFORMATION

KONT

This screen is used to view basic
contract information;

Begin Order date
End order date

KVDL

This screen isused if the contract
PrimeVendor=Y.

Inquire by Contract #

KLI2

This screen is used to view contract
line information:

Days/Weeks ARO

Commodity #

UOoM

Unit Price

Inquire Contract and Contract Line #

KMOD

This screen isused to view complete
description of contract line:

Type GET
Contract #
Contract Line #

KDEC

description

Inquire by description

To find commaodities on contract by

** All contract screensare optional. You
may be ableto gather all theinformation
you need on the CAAD screen.

KLBN

This screen will be used when you
know an item is on contract, and you
want to use the brand name and model
instead of searching for the commodity
number.

Note: Thiswill work if the state
purchasing buyer completes the brand
and mode! information on the KL12
screen.

Inquire Brand Name and Model #

KTNO

This screen will be used when you
know an item is on contract, and you
want to use the state purchasing T
number instead of looking for the
commodity number.

Usethe TA typetablein BTAB to
find the T number.

http://www.doa.state.la.us/os §/agps/tips/comm_contractsrchtips.pdf

Page 3




