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Procedure 

 
 

 

 

Step Action 

1. Products and Services are items/services that your company can provide to Metro 

 

They are commonly referred to as Commodity Codes.   

 
 

Step Action 

2. Click in the Create field. 

 

3. Please choose the following: 

 

Search for Specific Code and Product 

 

4. Click in the Description field 

 

5. You will perform the search by entering a % the name of services or goods % 

Please see example below: 

 

Example: Enter "%painting%" 
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Step Action 

6. Click Go  

 

7. Once your Code and Product displays you will then click the Applicable option to 

select it. 

 

8. Click Apply  

 

9.  

End of Procedure. 

 

 


