Instructions on How to Complete the Internal Catalog Spreadsheet
1. Supplier – Column A – The Supplier Name goes in this column.  
a. If you are doing business on behalf of a manufacturer, the MANUFACTURER name goes here.  
b. Put that name in each row down the column until your last item has been reached.
2. Supplier ID – Column B – This number comes from OPTFM.  
a. If you are unsure of your Supplier ID, Please Call OPTFM at 601-359-3409. 
b. If you are authorized to deal on behalf of a Manufacturer, the MANUFACTURER'S supplier ID goes in this field.  
3. Supplier Part Number – Column C – The part number for each item goes in this column.
a. The part numbers in this column can match the part numbers in the Manufacturer Part Number column
b. In the Supplier Part Number Column all values have to be unique.  This means that no duplicate information is allowed.
i. You will see this text box as a reminder:
[image: ]
c. If you enter duplicate information in this field, you will get this error screen and the box holding duplicate information will be deleted – even if you click retry or cancel the information will be deleted
i. The follow error box will be displayed if duplicate information is entered:
[image: ]


4. Short Description – Column D - This field provides a short and SPECIFIC description for the product being offered. 
a.  ONLY 99 CHARACTERS will be allowed in this field.  
i. You will see this text box as a reminder:
[image: ]
ii. If you enter more than 99 Characters in this field you will get this error screen and the cell holding more than 99 characters will be highlighted so that you can changed the characters length – even if you click retry or cancel the information will be highlighted
1. It will not keep any cell that has more than 99 characters
[image: ]
b. This is a unique field.  This means that no duplicate information is allowed in the ENTIRE column.  
i. If duplicate information is entered in this column, each box containing duplicate information will glow red as pictured below:
[image: ]
ii. If you see these boxes, please change the information to be specific to the line item
c. Please also include packaging information. 
5. Long Description – Column E – This field is for a longer description of the line item.  It can provide more detail about the item being offered as well as packaging details 
6. Product Group – Column F – Use the NIGP Choices tab in the spreadsheet to populate this column
a. The NIGP Choices Tab includes a list of all of the applicable Product Group (NIGP codes) that can be used for this contract
i.  Locate the code that best fits the line item and put that code it the Product Group cell for the specific line item
ii. If the spreadsheet only lists on NIGP choice, then each cell should have that same NIGP code for each line item listed
7. Contract Price – Column H – This field is for the discounted price for the line item
a. This is the price of which you are offering that line item to the State of Mississippi (discount included)
b. This amount should have 2 decimal places
i. The cells have been set for 2 decimal places already
ii. If you enter, 100 – it will appear $100.00
8. MSRP – Column I – This field is for the suggested retail price
a. This amount should have 2 decimal places as well
9. Special Search Terms – Column O – Any searchable term that is associated with the line item should be listed in this cell and separated by a comma
a. Use this column like you would a google search:
i. For example, if you wanted to buy an Essex Grand Piano – you would type Essex Grand Piano into your search bar…therefore, Essex, Grand, Piano are your search terms 
10. Delivery in Days – Column P – This column should contain the MAX number of days that it will take for the line item to get to the purchaser
a.  DO NOT INPUT A RANGE OF DAYS
b. If it takes between 10 and 15 days to deliver a product, put 15 in the Delivery in Days column for that line item
11. UOM (Unit of Measure) – Column Q – This field is for the base unit of measure of the line item
a. Please use the UOM worksheet to populate this column
b. Please use ALL CAPS when typing the unit of measure into this column
12. Hyperlink URL – Column W – The hyperlink to the manufacturer website that contains information about that line item being offered should be placed in this field
13. Manufacturer – Column Y – The Manufacturer of the product/line item should be listed in this column
a. There will only be one manufacturer per contract; therefore, each line item should have the same manufacturer
14. Manufacturer PN (Part Number) – Column Z – The manufacturer part number for each item goes in this column.
a. The manufacturer part numbers in this column can match the part numbers in the Supplier Part Number column
b. In the Manufacturer Part Number Column all values have to be unique.  This means that no duplicate information is allowed.
i. You will see this text box as a reminder:
[image: ]
c. If you enter duplicate information in this field, you will get this error screen and the box holding duplicate information will be deleted – even if you click retry or cancel the information will be deleted
i. The follow error box will be displayed if duplicate information is entered:
[image: ]
15. Please Delete any rows that you do not use
16. [bookmark: _GoBack]This spreadsheet has been LOCKED AND PASSWORD PROTECTED
a. No alterations to this workbook should be made other than:
i. Changing tab Titled Sheet 1 – To the Manufacturer’s Name
ii. Only enter data in The Sheet 1 Workbook
iii. Only enter data in the columns shown in the Sheet 1 Workbook (as outlined above)
iv. If you run out of room in the columns, the columns cannot be widened by you
1. Continue to type all of the information in the cell and it can be made visible by the responsible analyst upon submittal
image6.png
&% cut

B3 Copy -

H -
EEl Hove

Clipboard

1
2 sss00
3|  ssso0
4] sss00
5 sss00
6 sss00
7| sss00
8| sss00
9 sss00
10| sss00
11| sss00
12| sss00
13| sss00
14| sss00
15| sss00
16| sss00
17| sss00
18] sss00
18] sss00

RERRBRRS

INSERT

Calibri

Instructions

PAGE LAYOUT

FORMULAS

S -

Font

£ | a

Sheetl

NIGP Choices

DATA

uom

ater Treatment Chemicals Internal Catal

REVEW VW NuancePDF

Alignment Number Styles

& Clear~

cells

No Duplicate Entry in Cells
‘All Manufacturer Part Numbers|
st be unique.

Duplicate Entry.

Retry

(caneer ) (5w

7 ERENAEFE

Editing

[

Find &
Select -

Symone Bounds

=l

1044 AM
5/26/2015

-

B H S 0@ ® & @& ¥ F < mnstuctionsonHo e Internal Catal ~Word  PICTURETOOLS
GEl| ove | mserr PAGELAYOUT  REFERENCES  MALNGS  REVEW  VIEW  NusncePDF  FORMAT Symone Bounds ~
X cut . #oFind -
ﬁ oy Caliri Body) -[11 - A" A || aasbeene asBbcene AaBbC Assbeet AQBI assbcee |, o
Paste N - 3 - - TNormal T No Spac. leading leading 2 itle: Subtitle || i
€ & Format Painter I U -akx x| A N I No Sp: Headingl Heading2 Tith Subtitle || 1y select-
Gipboard 5 5 Faragraph 5 styes 5l eating ~
a R S R F R R F R R SRR SRS FEay

PAGE4 OF 5

1021 WORDS

a. The manufacturer part numbers in this column can match the part numbers in the Supplier Part Number
column

b.In the Manufacturer Part Number Column all values have to be unique. This means that no duplicate

information is allowed.

i, You will see this text box as a reminder:

z AC D 3

No Duplicate Entry
‘Al Manufacturer Part Numbe

¢ Ifyou enter duplicate information in this field, you will get this error screen and the box holding
duplicate information will be deleted — even if you click retry or cancel the information will be deleted

i. The follow error box will be displayed if dutlicate information is entered:

< o 3 3 7

=)

i) Coma) i

15,

16. This spreadsheet has been LOCKED AND PASSWORD PROTECTED

a. Noalterations to this workbook should be made other than:
i, Changing tab Titled Sheet 1~ To the Manufacturer’s Name

ii. Only enter data in The Sheet 1 Workbook

-—————+ 100%




image1.png
B HS- 6D B &R’ Y H- D B H S
BB foME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  NuancePDF Symone Bounds ~ FILE

i Find -

S Replace

%

Calibri Body) ~[11 -| A A" | Aa- | A

LI nagbeene assocene paBbC( Asebcet AABI asebcer acsbeepc aasbeed acobceo. masbeed aasbecnd

Pa:te S FormatPainter | B 1 U v < X X [A- ¥ - A Oy - - TNormal TNoSpac.. Headingl ~Heading2 Title Subtitle  SubtleEm.. Emphasis Intense. Strong Quote s o Pa:te -
Clipboard 5 Font B Paragraph 5 stes 5l Editing A Clipboard 1
y [ . . [ . 3 . B . s . © . o
1
Instructions on How to Complete the Internal Catalog Spreadsheet 2|
1. Supplier — Column A —The Supplier Name goes in this column. 3
N a. I you are doing business on behalf of a manufacturer, the MANUFACTURER name goes 4
here, 5
- b, Put that name in each row down the column until your last item has been reached. 6
2. supplier ID— Column B~ This number comes from OPTFM. 7
] a. Ifyou are unsure of your Supplier ID, Please Call OPTFM at 601-359-3409. il
b If you are authorized to deal on behalf of a Manufacturer, the MANUFACTURER'S 9
supplier ID goes in this field. 10
& 3. supplier Part Number — Column C—The part number for each item goes in this column. 1
a. The part numbers in this column can match the part numbers in the Manufacturer Part 12
] Number column 3
b In the Supplier Part Number Column all values have to be unique. This means that no u
duplicate information is allowe 15
M You will see this text box as a reminder: i
¢. Ifyou enter duplicate information in this field, you will =
- 18
19
B 2
2
2
] 2
2
o 2
2
27
] 28
2
PAGE1OF1 173WORDS [ 20
~ = | Y o |
EEEN SR ERRIN
3
£
3

HOME

0
INSERT

Calibri

Iu-

Font

Instructions

MRy

Sheetl

eyl
PAGELAYOUT FORMULAS _DATA

]

REVIEW.

R

No Duplicate Entry in Cells
Al Supplier Part Numbers
must be unique.

NIGP Choices | UOM ®

Working ics [Compatibility Mode] - Excel
VIEW  Nuance PDF

General - Bx 1]

o e

<g 9 | Conditional Formatas Cell | Insert Delete Format
-|o-A- Merge & Center ~ | § ~ % 2 | %8 38
oA g ¢ Formatting~ Table~ Styles~| - - <
5 Alignment 5 Number 5 Styles cells
£

FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE
FALSE

? @o- 8 X

Symone Bounds

S AutoSum - Ay

Deir-
Sorte Finda
LCla Fiere Select-
Editing =

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

M -————+ 100%




image2.png
B HS- 6D B &R’ Y H-

Instructions on How t

the Internal Catal

EIRl -oME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  NuancePDF
Caliori Body) ~[11 - A" A" | A2~ | & LI nadboede assbcee AaBbC Assbcer AQB| assocer aagbeep acsboede acsbccod
Paste o matPainter | B I U -aex ¢ |A-#- A £ - || TNormal TNoSpac.. Headingl Heading2  Til  Subtitle SubtleEm.. Emphasis IntenseE
Clipboard 5 Font 5 Paragraph 5 sttes
v f . Ay . 2 . 3 . 4 . s . R
] 1. Supplier - Column A—The Supplier Name goes in this column.
a. I you are doing business on behalf of a manufacturer, the MANUFACTURER name goes
here,
- b. Putthat name in each row down the column until your last item has been reached.
2. Supplier ID - Column B~ This number comes from OPTFM.
] a. Ifyou are unsure of your Supplier ID, Please Call OPTFM at 601-359-3409.
b If you are authorized to deal on behalf of a Manufacturer, the MANUFACTURER'S
supplier ID goes in this field.
& 3. Supplier Part Number — Column C— The part number for each item goes in this column.
a. The part numbers in this column can match the part numbers in the Manufacturer Part
Number column

b.In the Supplier Part Number Column all values have to be unique. This means that no

duplicate information is allowet

‘You will see this text box as a reminder:

No Duplcate Entry n Cells:
‘Al Suppler Part Numbers
must b unique.

¢ Ifyou enter duplicate information in this field, you will get this error screen and the box
holding duplicate information will be deleted

PAGE1 OF1

186 WoRDs [

€O & olmld)

AaBbCcDC AaBLCCD

Strong

Quote

Symone Bounds

Hrind -
S Replace
I Select~

Editing

B H S

BRERISBBNERRBENE

FILE

HOME  INSERT

Get External Data

PAGE LAYOUT

£ | a

5 Water Treatment Chemicals Internal Catal
FORMULAS | DATA | REVIEW  VIEW  NuancePDF
Connections Sort & Fitter Data Tools

Symone Bounds

Outline

Instructions

Sheetl

NIGP Choices

No Duplicate Entry in Cells
Al Supplier Part Numbers
must be unique.

==

Duplicate Entry.

Eety Cancel | [ Help

Was this information helpful?

uom




image3.png
B HS 60 @& kv HE- Instructions on How to Complete the Internal Catal B H S 0O ® & @[ v i = Water Treatment Chemicals Internal Catalog Spreadsheet [Compatibility Mode] - Excel ? @— X
BBl foM: | INSERT  DESGN  PAGELAYOUT  REFERENCES  MALINGS  REVEW VW  NuancePDF Symone Bounds ~ EYRl fOME  INSERT  PAGELAYOUT  FORMULAS | DATA | REVEW  VEW  NusncePDF Symone Bounds ~
ind - onnections uE SE E
Calibr S A afAa- |4 LI nasbeene masbeene AaBbC( Assocer AQB| assbcec aasbeede aasbcde acsbceo. Aasbecde aasbcene ;"‘;:‘m [‘é} DD D} Eﬁ ”;e S Y 2 B B 5 Be E O HE
P panter | B T U xR ¥ A &y~ || TNommal TNoSpac. Headingl Heading?  Thle  Subtile SubtleEm.. Emphasis IntenseE. Stong  Quote "g;ﬁim o G G el | Gy | A & || B G || B b G B G (D Group Ungroup Subtotl
Gipboard 5 Font 5 Faragraph 5 styes 5l eating ~ Get Etemal Data Connedtions sort & Fier DataTools outine 5l A
T ‘ R S S P R PN R e=os
4 - £ R
1
2
3
1
] 5 Text Lenth Limitation
6 The Short Description can
7 B only be %9 Charactersor
z less!
9
4. Short Description — Column D - This feld provides a short and SPECIFIC description for the 10
product being offered 11
— 2. ONLY 99 CHARACTERS will be allowed in this ield. 12
i, You willsee this text box as a reminder 13
i n
K b. Thisis an unique field. This means that no duplicate information s alowed in the 15
ENTIRE column. 1
] i 1
. Please also include packaging information. 18
N 5. 19
2
2
N 2
2
- %
2
- 2%
2
2
_ 2
PAGE2OF2 277 WORDS. ————+ o [
o ¢ oo [
; srasrmis |
3
u
3%

Instructions | Sheetl | NIGP Choices | UOM ® i [e »

M -————+ 100%




image4.png
EHS D B &R’ Y H- Instructions on How t

the Internal Catal

B H S v S Water Treatment Chemicals Internal Catal

Tl FOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  NuancePDF

Symone Bounds ~ ERRl fOME INSERT  PAGELAYOUT  FORMULAS | DATA | REVEEW  VIEW  NuancePDF Symone Bounds -
b -1 | A 4| A2~ | A e ) #ofind -
naBbcee AaBbC( Aadbcet AQBI aasbeer aosbced aasbeede acsbcen: AaBbcade AasbCed || g
Paste o atpainter | B 1 U % X [A- ¥ A- TNoSpac.. Headingl Heading2  Title  Subtile SubtleEm.. Emphasis IntenseE.  Strong  Quote “f;;ﬁidv
Clipboard B Font B Paragraph B stes 5l Editing ~ Get External Data Connections Sort & Fiter Data Tools Outiine ~
= ! - = it = = = : = = = e M £ || ifyou entere mor than 99 characters in this field, you will get this error screen and the cell holding more than 99 characters will be deleted ~
4. short Description — Column D - This field provides a short and SPECIFIC description for the
product being offered.
- a. ONLY 99 CHARACTERS will be allowed in this field. -
i, You will see this text box as a reminder:
: =—— ;
2] you entere mor than 99 characters in this field, you will get this error screen and the cell holding more than 99 characters will be deleted
i g Text Lenth Limitation
] — 4 The Short Description can
5 only be 99 Characters or
R Text Lenth Lt 6 =
hort Description can
il
] 9
o “Text Lenth Limitation [
) ii. Ifyou enter more than 99 Characters in this field you will get this error screen il
and the cell holding more than 99 characters will be deleted — even if you click i The Short Description can only be 99 Characters o less!
] retry or cancel the information will be deleted i3
i i Retry, Gancel | [ Help
b.  This is an unique field. This means that no duplicate information is allowed in the 1% Was this information helpfur?
N ENTIRE column. 16
i. If duplicate information is entered in this column, each box containing duplicate 17
] information will glow red as pictured below: 18
19
D 2
) 21
2
] " 2
- 2
— %
ii.If you see these boxes, please change the information to be specifc to the line %
item
] ¢.Please also include packaging information. g
- - 2
PAGE2OF2 353 WORDS B
3
32
3
£
3

Instructions | Sheetl | NIGP Choices | UOM ® i [e

M -————+ 100%




image5.png
Hd - 0O« @ & 3 = Water Treatment Chemicals Internal Catalog Spreadsheet [Compatibility Mode] - Excel ? @— X\ EHOS- 00 @ @ & Q& Y s nstructionson Ho e Internal Catal ~Word  PICTURE TOOLS
EYRl foME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VEW  NusncePDF Symone Bounds ~ EYRl| foME | INSERT  DESGN  PAGELAVOUT  REFERENCES  MALINGS  REVEW VW  NumncePDF  FORMAT Symone Bounds -
X cut - X cut ¢ 7 i Find -
ﬁg@(w’ . Calr Ju - i Y D ey Calir (Bocy) -[11 <| A A | nasceoc aasbceoe AaBbC Aasocet AQBI aasvces || i
Paste i . Insert Delete Format Find & Paste Y . A « || TNommal TNoSpac.. Heading leading 2 tle Subtitle =] | 1o
. Format Painter B ~ | & Clear- Select - ¥ Format Painter | B T U 7ok % X [ A Normal TNoSpac.. Headingl Heading2 Tit Subttle [< | 13 Select-
Cipboara 5 Font Aignment Number styes cens ating ~ Cipboara 5 Font 5 Faragraph 5 styes 5l eating ~
T i i B i34 sl i1k
2 M fe -

— 14 Manufacturer PN (Part Number) - Column 2 ~The manufacturer part number for each tem goes in this

1
2|  sss00 | I | column.

3 83500 No Duplicate Entry in Cells a. The manufacturer part numbers in this column can match the part numbers in the Supplier Part Number
4 sss00 All Manufacturer Part Numbers|

5| sss00 must be unique. - column

6 sss00 b, In the Manufacturer Part Number Column all values have to be unique. This means that no duplicate
h] 85500 ) information s allowed.

8 sss00

o] sas00 . You will see this text kg as a reminder:

10| sss00 o S =

11 sss00

12 sss00 i

5 88500 o Duplcate Entry inCells

4] sss00 'AYSupplc art Numbers

16 88500 " mustbe e

16 88500

7] sss00 3

18] 88500

19 sss00

88500 ¢ Ifyou enter duplicate information in this field, you will get this error screen and the box holding
duplicate information will be deleted — even if you click retry or cancel the information will be deleted

“The follow error box will be displayed if duplicate information is entered
c e

RERRBRRS
it
s

Instructions | Sheetl | NIGP Choices | UOM

M -————+ 100%

= EEEI A o« ] Y —

i) Coma) i

PAGE4OF5 1021 WORDS




