How to Add NIGP Codes

Step 1 Login with your user administrator’s Login ID and
Password
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Step 2 Click on the Seller Administrator Button in the top
right hand corner of the screen.
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Step 3 Click on the Maintain Organization Information
Button
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Click on the Maintain Commodity Codes and

Step 4
Services
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Step 5 Click on Maintain Commodity Codes
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Step 6 Scroll down to the bottom of the page and click add
additional codes.
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Step 7 You can search by using the dropdown menu for the
NIGP Class or you can search by using the NIGP
keyword by putting the name of the

products/services you provide. After you select a
way to search, click on search.
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Step 8 A list of the products/services that you provide
should be provided. Select the box that correlates to
he products/services that you provide and click save
and add more if you wish to add more or save if you
do not wish to add more codes. (Note: If you click on
another page before you save, the codes that you
have selected on the previous page will not be saved
and added to your profile. You must save the codes
before selecting another page. Also once you click
the save and add more button, it will not take you
back to the same page. You must click search with
the same criteria that you searched with before.)
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Step 9

Once you have finished adding codes, you can
simply click the X on the top right hand corner of
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