ARIZONA

PROCUREMENT PORTAL
QUICK REFERENCE GUIDE

Updating Commodity Codes

This document is a quick reference guide for suppliers who would like to update commodity codes on their profile in
the Arizona Procurement Portal (APP). If you have any questions, please contact the APP Help Desk at
app@azdoa.gov. Additional resources are also available on the SPO Website: https://spo.az.qov/.

1. Loginto APP.
Once on the APP homepage, click on the See my information button on the left side of your screen.

General Info. Sourcing Contracts Quarterly Reports Catalogs

9 % Supplier Portal

See
my Information

You have now logged onto our supplier por!

3. On the top of the screen, click Create a change request.

4. Enter the Reason for a Change Request
5. Click Save

a save m Submit for Approval

Change Request Type™

‘ General Change Request o-

Original Supplier ID

‘ Company Name 1 - My Company Name ‘

Reason for change request™

Updating Commeodity Codes

6. On the Company Information tab, navigate to the Commodities and Counties Served section and update
your commodities within the Supplier Commodities dropdown. There is no limit to the number of
commodity codes you can associate with your supplier profile/registration.

7. Click Save

#1318, Updating Commodity Codes, Rev. 11/2023 Page 1 of 2


mailto:app@azdoa.gov
https://spo.az.gov/

w7 Company Change Request Company Name 1 (UNITED STATES / Arizona / Phoenix) Q Search

«

1 Company Information
@ -+ W Jefferson St - v
™ P2P Information +
ona Department = R e ( i

e onomic Securit entral Arizona Shelter r . .
“a* Contacts 1 QR SEUTY Services (CASS) —ac Commodities and Counties Served

G’ngk‘m” Map dats £2023 Googl i *

SR8 gle Terms of Use  Report amap error Counties Served

[ Changes Requested .
Address Label Arizona X O-

] Supplier Commodities

Main Address ©* 50161500 - Chocolate and sugars and sweetening products x o-
100 N 15th Ave e ] 50161511 - Chocolate or chocolate substitute x

Zip Code* City* 50161813 - Chocolate or chocolate substitute candy X
85007 Phoenix ‘ en ‘

8. Once complete making changes, click the Submit for Approval button.

Resources

Click the link below for more information on profile maintenance processes in APP:
https://spo.az.gov/suppliers/app-support/quick-reference-guides

#1318, Updating Commodity Codes, Rev. 11/2023 Page 2 of 2


https://spo.az.gov/suppliers/app-support/quick-reference-guides

