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Product Codes Explained 
 
Product Codes are required to track district purchases by category.  Each line item on a purchase 
request must be identified with a product code.  It is important to note that the product code 
describes the product, not necessarily where the product is used.   

 
 Example:  A desk purchased for the science lab would be listed as PG14 Furniture, not PI08 
Science Supplies.  Radios purchased for the football program would be listed as PG21 
Telecommunication Products, not PG06 Athletic Supplies. 

 
Specific examples: 
PG01 – Should be used to describe all shipping and handling charges. 
PG22 – Should be used when no other category applies, or for purchases from Sam’s Club, Wal-
Mart, Kroger, or Fiesta.  
 
Please see the complete listing of Product Codes on the Purchasing Webpage. 
 
 

Requisition Codes (Req.  Codes) Explained 
 
Req. Codes control how requests are routed and approved by the IFAS computer system.  Req. 
Codes also control automatic faxing functions, and are used to describe delivery, pricing and bid 
information.   
 
Each request is unique.  Some requests may not require the use of any Req. Codes, while 
others may have multiple Req. Codes.  You may use up to 10 Req. Codes on each Purchase 
Request. 
 
The term “DNF” (Do Not Fax) means that the computer system will not “automatically” fax the 
purchase order (PO) to the number shown for that vendor.  In some instances (see below) the PO 
will not be faxed at all, in other instances the Purchasing Department will fax the PO manually. 
 

AP: Accounting purposes (DNF) – Use this code if you simply need to pay an invoice.  Examples 
would be renewals of annual subscriptions or contracts.  This can also be used if you have tried a 
product on a sample basis and decide to keep it.  This would prevent a duplicate shipment. The PO 
will not be mailed or faxed to the vendor. 
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AT: Attachments included (DNF) - Use this code when you want your attachment sent to the 
vendor.   This code can be a little confusing.  The system will not automatically fax attachments – 
hence the DNF code.  Purchasing uses the DNF code to stop the PO from automatically faxing so 
they may print the attachment and fax the PO and attachment(s) together (manually).   
 
If you do not want the attachment sent with the PO, please do not use the AT code.   
 
 * You may attach the documents or other attachments to a request as a part of the permanent 

PO record without having them sent to the vendor.  If you do not use the AT code, the 
attachments will not be sent.  This is useful when including quotes or other supporting 
documents.  

 
CE:  Chemicals Elementary - Use this code when purchasing chemicals for an Elementary or 
Intermediate School.  This will automatically route the request to the Science Content Coordinator 
for required approval.  
 
CH:  Chemicals High School - Use this code when purchasing chemicals for a Middle or High 
School.  This will automatically route the request to the Science Content Coordinator for required 
approval.  
 
ID:  Inside Delivery - Use this code if you are purchasing something that will be shipped directly to 
your campus - bypassing the warehouse.  When you use this code, purchasing is aware that you 
have called the vendor and received pricing to have the products delivered directly inside your 
campus by the vendor.  Please remember that no one on your staff should be unloading a truck!   
 
NB:  No bid - Use this code if you are purchasing items from a vendor that is not awarded a 
purchasing contract.  (A typical use of a NB code would be for consultant contract requests).   
 
To see if the selected vendor is covered by a purchasing contract, click the “Reports” tab and then 
click the “Vendor Discount and Freight” report.  If there is nothing listed in the freight or discount 
area, the vendor is not covered by an existing purchasing contract - please be sure to use the NB 
code.  Please remember that you are required to check the availability of items from awarded 
vendors before using a NB vendor.  If a vendor is sole source, do not use the NB code. 
 
PC: Pricing Confirmed with Vendor – Use this code to inform the Purchasing Department that you 
have confirmed/taken a vendor discount per the terms of an existing bid/contract. 
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PU (DNF): Pick-up…..use this code if you do not want the PO faxed to the vendor and you will be 
picking the items up at the store.   
 

 If you do want the PO faxed and plan to pick up the items, do not use this code.  Put PU in 
the ship to location and allow the PO to fax automatically.  This will allow the vendor to 
receive the PO, pull your items from the shelf and will hold them for you for pick-up. 

 
QF:  Quotes on file - Use this code if you have quoted this product.  If referencing a previous quote, 
please indicate the PO number that this quote was done for, or you can attach the quote to this 
request.  (do not use the AT code) 
 
RM: Route to Risk Management – Use this code when purchasing playground equipment or other 
items requiring Risk Management approval.  This will automatically route the request to the Risk 
Management Department for required approval.  
 
SF:  Special Fax Number (DNF) - Use this code if you want the PO faxed to a number that is 
different than the fax number shown for this vendor.  (Please verify that they are different!) Enter 
your “special fax number” in the “Print Before” section of the request.  By using this req. code, you 
stop the PO from automatically faxing.  The purchasing Department will manually fax the request to 
the number you have entered in the printed notes portion of the request. 
 
TD:  Route to Technology Department - Use this code if you are using a budget code that does not 
indicate technology.  This code will route the request to the Technology Department for required 
approval.  Please do not use this code if you used a technology budget code (6395, 6396, 6635, 
6636), as it will already be routed. 
 
The codes RO & C are reserved for Accounting Department use only.  
  
 

 


