How to Add Commodity Codes After Account is Activated
· Log in to account using user id and password

· Click on Account Maintenance, then Commodities
· Click on Update, then Add Items
· In the box labeled Commodity Description enter a keyword appropriate to a commodity that you can offer the State of Maine surrounded by asterisks (*)

· Click on Search, a list of any commodities with that keyword in the description will be created
· Choose any and all commodity codes that could relate to your business by clicking the box to the left of the description (This way you receive notice of any posted solicitation similar to what you can offer, as long as an email address has been entered in the Procurement section of your vendor account.)

· Once done with that list, click on OK
· If there are additional keywords that you can search, click on Add Items again and repeat the process above
· When all appropriate commodity codes have been chosen, click on Save Changes
· To review the commodity codes chosen, click on Pending Additions
