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eVA Catalog Manual

This instruction manual has been prepared to help facilitate quality and consistency in eVA Catalog. It is important that you read and understand these instructions before you submit your catalog to eVA for approval.

Objective
To provide suppliers with the documentation and tools needed to successfully complete and submit a static/hosted catalog (CIF catalog) compliant with eVA formatting and requirements to be loaded into the eVA eMall for use by agency buyers and/or statewide buyers. 
What is eVA?

eVA is Virginia’s online, electronic procurement system. This web-based vendor registration and purchasing system allows state agencies, colleges, universities and many local governments to use eVA to conduct all purchasing and sourcing activities for goods and services.

Sourcing functionality supports sealed, unsealed, and reverse auction procurements and includes public posting, vendor invitations via email and efax, accepting electronic bid/quotes and proposals, and placing orders/contracts electronically (email, efax, cXML, EDI). Purchasing functionality includes on-line requisitioning, contract, non-contract and punch-out catalog shopping, dynamic approval workflow, electronic order delivery to the vendor and on-line receiving. The system also includes full electronic integration (real time and batch) to multiple ERP/Financial systems.

eVA’s Vision

eVA, the Commonwealth’s Electronic Procurement System Program, was initiated in CY2000 as the first real effort to transform procurement technology and establish an enterprise procurement program. The electronic procurement program was approved by Governor Gilmore under Executive Order 65(00) and the General Assembly. Successive Governors General Assemblies continued the vision and support for the electronic procurement program enabling the successes achieved to date.

eVA’s Contact Information

For assistance using eVA Contact:

eVA Customer Care

Phone: 866.289.7367

Email: eVACustomerCare@dgs.virginia.gov
Or visit: eVA On Demand Training Center at http://www.eva.virginia.gov/pages/eva-training-on-demand-vendors.htm
Guide Material

Included in this Guide
· What is a Catalog?

· The Agencies Role

· Vendor Requirements

· Creating Catalogs

· Contract Catalog Creator Tool

· Contract Catalog Spec Sheet

· Catalog Upload Steps

· Best Practice strategies to Improve your CIF catalog results

Accompanying Materials
1. Catalog Creator Tool

2. Catalog CIF 3.0 Specification

What is an eVA Catalog?

eVA is Virginia’s online electronic procurement system. eVA Catalog is the information about products and services within the electronic procurement system which allows state agencies, colleges, universities and many local governments to conduct all purchasing and sourcing activities for goods and services. eVA is built on the Ariba Network architecture.

Ariba Network
The Commonwealth of Virginia uses the Ariba Network (AN) as the collaborative business commerce solution. 

The Ariba Supplier Network (Ariba SN) acts as a distributor of your product and service content. This content is represented in electronic catalogs that you create. Within the Ariba SN, buying organizations search for companies, industries, products and services to find applicable catalogs. Users can then search these catalogs for needed products and services.

Contract, Non-Contract, Contract/Non-Contract Index Catalogs

eVA catalogs are grouped into three categories. The first category is the Contract Catalog. These are items and services that are negotiated between the Department of General Services and the Vendor. The second category is the Non-Contract Catalog. These are items and services that have not been negotiated between the Department of General Services and the Vendor. The third category is the Contract/Non-Contract Index Catalogs. These catalog detail either the contract or the type of business/product lines that a supplier wishes to provide the Commonwealth. Line items in an Index Catalog are usually zero dollars and are for informational purposes only and will not be selected for an eVA requisition.

Each of the two categories of catalogs, the Contract and the Non-Contract Catalogs uses two distinct styles of catalogs which allow state agencies, colleges, universities and many local governments to use eVA to conduct all purchasing and sourcing activities for goods and services. Each style of catalog provides a way in which information is provided to the end user in the most cost efficient manner for Virginia’s online, electronic procurement system. The two styles of catalogs are listed below.

Agency Specific Catalogs

eVA has the ability for catalog and catalog pricing to be restricted to select agencies. Certain line items or the entire catalog can be set only to be seen by those who have established a particular configuration amongst the agency or agencies.

Catalog Interchange Format (CIF) (Hosted/Static)
CIF style based catalogs are a list of products/services and their attributes. This list is created by using the Catalog Creator Tool which will be detailed later on page 9. The CIF catalog is also known as the hosted/static or line item catalog.
Punch-out
This style of catalog uses the web-based catalogs that a supplier hosts on their site. This is an ideal way for vendors to keep their style of branding while still offering their products to state agencies.

By making the contents of your catalogs concise, complete, and accurate, you enable buyers to order the most appropriate products or services. Good catalogs are the key to reducing order errors.
Key Terms
Initial Rollout

Steps taken for the introduction of the catalog through the punch out or through the non-punch out catalogs.

eMall

This is the web-based eCommerce area of eVA which allows users to search and purchase products and services through a single interface in an online format.

Parametric Data

This is information that is entered into the Catalog Creator Tool which describes key fields or terms on a line by line basis. This information defines the product or services. This information is used exclusively for eVA searches. This field is not viewable in eVA and is used only to enhance what is returned b catalog searches in eVA.
Uploading, Validating and Publishing a Catalog
In order to have the catalog viewable within eVA, catalog files which contain information of certain products and services are transferred to the Ariba Network for inclusion in eVA. The uploading of this information will go through a data verification process which will check for data requirements that may have been missed through the information creation process. Once the information has passed the validation process, the catalog files will then proceed to the Publishing process. This process authorizes a catalog t be viewed by the Commonwealth of Virginia and other Ariba buying entities.
UNSPSC Commodity Code

United Nations Standard Products and Services Code provides an open, global multi-sector standard for efficient, accurate classification of products and services. Used by Ariba/AN and in the creation of eVA Catalogs.

eVA Catalog Team

A group of eVA Project Team members that is responsible for the creation, assistance and overall maintenance of catalogs in eVA. The eVA Catalog Team will consist of a Catalog Manager, a Catalog Specialist and a Catalog Support member from our IT service provider (CGI).

The Catalog Team can be contacted via email at eVA-Catalog-Manager@dgs.virginia.gov .
The Agencies Role
Initial Roll-Out

The agency/entity eVA Team Lead or purchasing professional should provide the eVA Catalog Team with contract documentation/information. To fast track the effort during initial roll out, the Catalog Team will offer to perform the initial contract catalog creation and insure that agency catalogs are loaded into eVA. The agency will be responsible for reviewing the catalog, as compared to the contract, and approving the load of the catalog into the eVA eMall. 

Please note: Vendors are solely responsible for any non-contract catalogs that need to be loaded. Vendors can contact the eVA Catalog Team directly should they need assistance with a non-contract catalog.

eVA Catalog Team Recommendation
This document, along with the Contract Catalog Creator tool (unless the vendor selects to implement a Punch-out Catalog), could be included in all solicitation documentation. At the time of award, the vendor would be responsible for submitting an already completed eVA catalog. At that point, the eVA Team Lead/purchasing professional will be responsible for sending the Catalog Team a copy of the catalog file (or notifying the catalog team of Punch-out implementation), reviewing the catalog as compared to the contract, and approving the load of the catalog into the eVA eMall.

Checklist - Items to consider
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Will the catalog that is being loaded into eVA be for statewide use or for specific agencies/local entities?
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Will an index catalog suffice, or should the vendor do a full price list catalog?
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Has the vendor shown interest in creating a Punch-out Catalog? If so please contact the Catalog Team at eVA-Catalog-Manager@dgs.virginia.gov 
[image: image5.jpg]


Has the Vendor fulfilled all the requirements detailed in Section III of this guide? (Registered with eVA, Registered with Ariba)
Please note: Punch-out catalog creation, on the average, can be a time consuming endeavor. You may want to discuss with your suppliers loading a CIF catalog to cover the time period needed to complete Punch-out Catalog development.
Vendor Requirements

Registration
Each vendor needs to be registered online with eVA and the Ariba Network separately.

Before you begin, we will be requisition some information from you that will help us identify your business.

First you will need your Taxpayer Identification Number (TIN). This number is an identification number used by the Internal Revenue Service (IRS) in the administration of tax laws. It is either by the Social Security Administration (SSA) or by the IRS. A Social Security number (SSN) is issued by the SSA whereas all other TINs are issued by the IRS.

Second is the Dun & Bradstreet (D&B) provided D-U-N-S Number. The D-U-N-S Number assignments is FREE for all businesses required to register with the IS Federal government for contracts or grants. If you do not have a D-U-N-S Number or need to verify your number, call toll-free 1-888-814-1435 and indicate that you are doing business with a government entity.

Third is the Commodity Code. This code is the numbering system commonly used by state and local governments to categorize the products and services they buy. Commodity codes are also used to tell eVA buyers what you sell and to match you with bid opportunities. UNSPSC Commodity Code definitions for the item(s) or type of service that you provide. UNSPSC Commodity Code’s can be looked up at the following site: https://logi.epro.cgipdc.com/External/rdPage.aspx?rdReport=Public.Reports.Report9005_Data
You can access the registration process through our homepage at http://eva.virginia.gov/ and by clicking on the Sign-Up tab. There you will see a bulleted link that says Register your company as a Vendor.

Follow the step by step guide to assist you in your registration process. If you need assistance, please contact eVA Customer Care at 1-866-289-7367 or 804-371-2525.

Creating Catalogs

This section describes how to create catalogs, upload them to the Ariba SN, and publish them so buyers can use them.

Catalog Creator Tool

Introduction
The Catalog Creator tool is designed to aid a supplier in the creation of a CIF 3.0 catalog. The tool is an excel file and uses Visual Basic components. It consists of two work sheets: Instructions sheet and Items sheet. There are tabs at the bottom of each sheet. By clicking on the tabs, a supplier can access the work sheets respectively.

The Catalog Creator tool should be included as a companion to this document. You can also download it from the Internet. If you have not received a copy of the tool please email eVA-Catalog-Manager@dgs.virginia.gov . Before you can begin you must have the file on your hard drive or network. Make sure you remember the directory where you saved the file. 
The process for creating a CIF catalog is as follows:

[image: image1.emf]Step 1; Opening the Catalog Creator file: 

· Launch your Microsoft Excel. 

· Click on File from your Excel tool bar, and select “Open”. 

· Locate the directory where you have saved the file, select the file and click Open. 

· Because this Excel file contains macros (programmed procedures) you will probably get a warning message that states: “Macros may contain viruses”. Click on the Enable Macros button. The Instruction Sheet will appear (shown below). 

Step 2; Creating the Header: Make sure the Instructions tab is highlighted on the bottom of the Excel sheet. If it is not, click on it with your mouse. 

[image: image10.emf]
· In the cell that states “Enter Your Company’s DUNS #”, type in your company’s (D&B) DUNS number.

· In the cell that states “Type the Company Name”, type in your company’s name. 

Step 3; Creating the content: 
· Now click on the Create Content button. This will take you to the Items worksheet shown on the next page. 

· OR Import CIF File; This can be used in instances where the cif file meets the eVA CIF file requirements.

Step 4; Enter information in the Items worksheet:

· The page that is now displayed is where you are actually going to enter the items and their specifications. Make sure the horizontal scroll bar on the bottom right of the sheet is all the way to the left.

· [image: image11.emf] Make sure to have read the Catalog Spec Sheet (Section V) document before proceeding. You will also need to refer to it while you fill in the fields. Remember that each line corresponds to a different item. Each field is defined in great detail in the CIF 3.0 Specification document, which is a companion to this guide, and each field has a specific format that must be followed. For example dates are in the yyyy-mm-dd format.

· Click OK on the message box that states “Fields with red marks are required”.

· Enter the data for each line item. Notes: Be sure to describe your items in terms that buyers will be likely to search for. Periodically save you file so you do not lose your data.

· Once you have entered all your items along with their information, you are ready to finalize your catalog. 

Step 5; Saving your Catalog: 
· Click on the Instructions tab located at the bottom of the sheet. This will bring you back to the Instructions work sheet. In the cell that contains “Output File name” you must enter the name of your catalog, while omitting the .cif extension and save. For example, if your company’s name is Acme COVA Commerce and you’re submitting a catalog for eVA you will type AcmeCovaCommerce_eVAcatalog

Please Note: The name of your CIF catalog should always remain the same even though each file you provide us may have changes to existing items and/or have new items. Ariba SN timestamp determines whether the file you provided us is new or not. This prevents the same file from being downloaded more than once. This also allows the buyers to determine which items are no longer valid. If you change the name of the CIF each time you send a new catalog file, every item will appear as a new catalog item.
Step 6; Export CIF Catalog:
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You can enter the directory where you want your CIF catalog to be stored, but it is recommended to leave this blank because the CIF catalog will be stored in the directory where you last saved the excel file. 
· Click on the Export CIF Catalog to save the catalog in the directory. If there are no errors, a message box will appear and verify the contents have been successfully exported and the CIF catalog is created. You can now proceed to uploading and publishing it in Ariba. 
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Step 7; Correcting Errors: 
· If there is an error, an error statement will be generated and you will be able to view the cell where the error is located. Make the required corrections and then click on Export CIF Catalog. Continue this process until the CIF file is successfully created.

Step 8; Load, validate and publish your CIF file. 

· You are now ready to load, validate and publish your catalog. Please refer to the Section VI – Catalog Upload Steps for step-by-step instructions.

CATALOG INFORMATION WEB LINKS

Available via the eVA Home Page

Go to www.eva.virginia.gov – Select the Vendor Tab; Select How to Create Catalogs under the Create Catalogs section. 

Catalog Spec Sheet

Please find below a brief look at the fields in the Catalog Creator Tool. For a more in depth explanation, review the Catalog CIF 3.0 Specifications document that accompanies this guide.

	CATALOG SPEC SHEET

	S= Keyword (Simple) search field in eMall
	
	
	

	A= Advance search field in eMall
	
	
	
	

	Column
	Field Name
	Description
	Search Code
	Type of Field
	Max Size

	A
	SUPPLIER ID
	This is typically the supplier DUNS number. Do NOT use dashes in the number.
	 
	Mandatory
	9

	B
	SUPPLIER PART ID
	This is your part number for the item.
	S/A
	Mandatory
	25

	C
	MANUFACTURER PART ID
	This is the manufacturer’s part number. In cases where the supplier is also the manufacturer, this column and the Supplier Part ID column will be the same.
	A
	 
	25

	D
	ITEM DESCRIPTION
	This field should include the manufacturer, model, style, size, color, and other specific details.
	S/A
	Mandatory
	253

	E
	SPSC CODE
	This field is the UNSPSC commodity code that correlates to this item. If you do not have the UNSPSC code for your item, you can look up the codes that correlate to the item.
	A
	Mandatory
	8

	F
	UNIT PRICE
	This is the price at which you are selling the item. Unit Price shall include shipping charges unless otherwise noted in catalog line item Description. *NOTE: Contract vendors should coordinate with the Contract Officer for guidance. (Format- 0.00)
	A
	Mandatory
	20

	G
	UNIT OF MEASURE
	This describes how the item is sold. e.g. instead of each, use EA, BX for box, etc. Each item must adhere to the UNUOM standard. (Format-ALL CAPS)
	 
	Mandatory
	40

	H
	LEAD TIME
	The amount of days anticipated to deliver item to customer, including shipping.  (NUMERIC ONLY)
	 
	Mandatory
	40

	I
	MANUFACTURER NAME
	This is the actual name of the company that manufactured the item that is being provided.
	A
	 
	80

	J
	SUPPLIER URL
	Link directly to the individual item description on your website with picture. This can also be a link to specification sheets for all items (where appropriate). Please note: this field is not intended to point to a supplier’s homepage. If not provided then use http://www.virginia.gov/vendors/pages/nowebsite.htm
	 
	Mandatory
	255

	K
	MANUFACTURER URL
	DO NOT USE
	 
	 
	 

	L
	MARKET PRICE
	This is the market list price of the item. (Format- 0.00)
	 
	Mandatory
	20

	M
	EFFECTIVE DATE
	Specifies the start date of the catalog prices. (Format-YYYY-MM-DD)
	 
	Mandatory
	10

	N
	EXPIRATION DATE
	Specifies the end date of the catalog prices (Format- YYYY-MM-DD)
	 
	Mandatory
	10

	0
	PARAMETRIC DATA
	This field allows suppliers to describe their items using specific attributes that the buyer may search on. (Format-Keywords=contract# Keyword1 Keyword2 Keyword3 vendor name)- only use spaces as a separator.
	S/A
	Mandatory
	255

	P
	PARAMETRIC NAME
	(Format-Keywords)
	 
	Mandatory
	26

	Q
	PUNCH OUT ENABLED
	 DO NOT USE Leave Blank
	 
	 
	5

	R
	TERRITORY AVAILABLE
	 DO NOT USE Leave Blank
	 
	 
	 

	S
	SUPPLIER PART AUXILIARY ID
	 DO NOT USE Leave Blank
	 
	 
	255

	T
	CONTRACT NUMBER
	Specifies the contract number associated with each item provided by the supplier.
	A
	Mandatory
	255

	U
	SMALL BUSINESS
	(TRUE/FALSE)
	A
	Mandatory
	5

	V
	WOMAN OWNED BUSINESS
	(TRUE/FALSE)
	A
	Mandatory
	5

	W
	MINORITY BUSINESS
	(TRUE/FALSE)
	A
	Mandatory
	5

	X
	CONTRACT TYPE 
	(1-Mandatory Source, 2-Mandatory Contract, 5-Optional, 77-Agency Contract, 99 (for non contract catalogs)
	A
	Mandatory
	255

	Y
	RECYCLED/GREEN PRODUCT 
	(TRUE/FALSE) If this product can be classified as a recycled product according to federal regulations or meets the industry standards for Green Products, enter True. Otherwise enter False.
	A
	Mandatory
	5

	Z
	HAZARDOUS PRODUCT
	(See Hazardous Classification Codes)
	A
	 
	255

	AA
	PAYMENT TERM
	(Format-NET 30) 2/10 NET 30 is an example of 2% discount given if paid in 10 days
	 
	Mandatory
	255

	AB
	MINIMUM ORDER  
	 
	 
	 
	255

	AC
	MAXIMUM ORDER  
	 
	 
	 
	255

	AD
	P-CARD 
	(Format- Visa; Master Card; AMEX)
	A
	 
	255

	AE
	SERVICE AREAS 
	(Format-ALL or Zone#)
	A
	 
	255

	AF
	SUPPLIER TIN/FIN #
	(Format-NO DASHES )
	 
	Mandatory
	255

	AG
	IMAGE
	Link directly to the source image on website. (ex. http://www.[Your Server.com]/images/elog2.gif) Recommended Image size: 250 x 250 pixels 
Recommended Thumbnail size: 64 x 64 pixels  Image file size Limit: 1 Megabyte (MB)
	 
	 
	255

	AH
	THUMBNAIL
	Link directly to the source image on website.  (ex. http://www.[Your Server.com]/images/elog2.gif) Recommended Image size: 250 x 250 pixels 
Recommended Thumbnail size: 64 x 64 pixels Image file size Limit: 1 Megabyte (MB)
	 
	 
	255


Catalog Upload Steps

The steps of the catalog upload process consist of the following:

Uploading Your Catalog to Ariba

1. Open your web browser and go to the following address:  http://supplier.ariba.com
2. Enter your login ID (probably your email address) and your password (which you set during the ARIBA registration).  If you cannot remember your Ariba/AN login/password combination please contact eVA Customer Care at 1-866-289-7367.

3. Click on “Catalogs” at the top of the screen.
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4. Click on the “Create Standard” button

a. You will be prompted to enter a catalog name.  Please use the following naming conventions: 

Contract catalog:  companyname_contract#_eVAcatalog

Example:  Acme_40500_eVAcatalog

Non-contract catalog:  companyname_eVAcatalog

Example:  Acme_eVAcatalog

Agency Specific catalog:  companyname_agency#_contract#_eVAcatalog

Example:  Acme_A194_40500_eVAcatalog

b. Enter a brief description about the catalog contents and click “Next”.

Example:  ‘Desk’s, shelves, and other office furniture’

5. THE “Add Commodity” SECTION IS NOT A REQUIRED STEP.
PLEASE CLICK ‘Next’ IF YOU WISH TO SKIP THIS SECTION.
 
Add Commodity section.  Should you choose to fill out this section, select the commodities that are located within your catalog using the 8 digits UNSPSC code: select the first two digits in the Segment field; the second two digits in the Family field; the third two digits in the Class field; and the fourth two digits in the Commodity field.  Click “ADD”. Repeat this step for other UNSPC codes. Otherwise click “Next” to continue.

6. In the Visibility Section, select Private – select The Commonwealth of Virginia eVA Electronic Ordering as Your Buyer by checking the appropriate box.  If you don’t see this as an option, than you will need to have a relationship established first with eVA. Click “Next”
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7. Select the file to upload by clicking on the “Browse” button.  Locate the CIF file created earlier (Same filename in Step 4 above) and select it.
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1 After you click Validate and Publish, do not use your Web browser until your catalog is finished uploading. Large catalogs can take several minutes to upload.

Manage content for your catalogs. Download and edit these catalog files.

Template File
CIF 3.0 Catalog Excel Template
CIF and CXML Example Files

CIF 21 Catalog Example
CIF 3.0 Catalon Example
CIF 3.0 Services Example
CHfIL Example

Notes:

1. The masimum recommended upload file size is 10MB. Your brawser might time out for larger files. The maximum size of catalogs in Excel format, ither compressed with a zip utilty or
uncompressed, is 1MB.

2. Use 3 ip utllity to compress any catalog file in CIF or cxHL format larger than 10MB before uploading it. Zipped files must have a .ZIP file extension. To download a free trial version of WinZip,
90 to hitp://www.minzip.com
3. For Japaness catalogs, Shift_JIS encoding does not include some extended Japanese characters. To make the greatest number of types of characters available, use UTF-8 or MS932 encoding.





8. Select Validate and Publish. You will be returned to the list of Catalogs Currently Loaded.

9. The Status column, just to the right of your uploaded catalog file on the Catalogs screen, should be set to “Published”.  If you receive any errors or the status does not read “Published”, please call the eVA Customer Care at 1-866-289-7367 for help.
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Once the catalog has been approved by the Commonwealth and passes an eVA specific validation process, it will be available for buyers to view.

Question?  Comment.  Concern.  Please contact the Catalog Team at

eVA-Catalog-Manager@dgs.virginia.gov or call 1-866-289-7367.
 Best-Practice Strategies to Improve Your CIF Catalog Results
 

Following a best-practice approach to managing your catalogs can greatly increase the accuracy and sales potential they deliver. We’ll describe best practices for working with electronic CIF (catalog interchange format) catalogs. 

Best Practice #1: Take advantage of existing catalog templates.  This can greatly simplify and accelerate the validation process.
 Best Practice #2: Check your customer’s catalog approval rules prior to creating your catalog. Before you create a CIF catalog, it’s important to first review:

1. The UNSPSC (United Nations Standard Products and Services Code) version eVA uses.

2. The commodity codes.
3. The UOM (unit of measure) codes.
 Best Practice #3: Use correct UOMs (units of measure). The most common UOM standards are UNUOM (United Nations units of measure), which is used worldwide, and ANSI (American National Standards Institute), which is more often used by North American businesses.
 If you sell services, it can be difficult to discern the best UOM abbreviations to use for increments of time. Ariba suggests the following guidelines: use HUR if you sell services by the hour; DAY if you sell services at a day rate; and M4 if you sell services by the total project (M4 is the UNUOM for “per monetary value”).

 Best Practice #4: Make your item descriptions user-friendly. The more clearly you describe products and services in your catalog, the more easily customers can make the right purchases—which helps boost sales while reducing errors and returns. When writing your descriptions, follow these rules of thumb:

 Write descriptions anyone can understand. Those looking at your catalog may have widely varying levels of knowledge about your product area, so item descriptions should be as simple and straightforward as possible. A conversational tone is usually the best.

Avoid writing in capital letters. All-capital writing is very difficult to read and tends to slow down and irritate customers. Use a regular capital/lowercase style instead.

Don’t use undecipherable abbreviations. Abbreviations that make sense to you can be confusing to your customers (e.g., “blk,” which could mean “black,” “bulk,” “block,” etc.). Writing out the words in your descriptions will help your customers know exactly what they’re buying. Complete words are also more search-friendly, increasing the likelihood that buyers can quickly find what they’re looking for.

Don’t “stuff” item descriptions. Resist the temptation to include long strings of irrelevant keywords in your item descriptions in order to increase hit rates in product searches. This will only delay legitimate searches and annoy buyers, ultimately reducing your sales.

 Best Practice #5: Include images in your catalog. Including photographs or drawings of your products makes it much easier for buyers to quickly identify the right item to meet their needs. In larger catalogs, images can be crucial in helping buyers distinguish between similar items. (Note that CIF catalogs support links to both thumbnail and full-sized images in JPG, GIF, PNG, BMP, or TIF format.)

 Best Practice #6: Include commodity codes for catalogs. Since buyers can search catalogs by commodity code—and any buying organization can search for and view from eVA, including these codes is a good way of marketing your products and services to a wider audience.

Best Practice #7: Time catalog updates carefully. While it’s important to regularly update your catalogs—to keep product offerings fresh, correct mistakes, and adjust pricing—you should also plan out the best time for updates and follow through accordingly. Remember also that the update process can be time-consuming. If you need to update your CIF catalog more than once a month, you should consider switching to a PunchOut catalog.

Best Practice #8: Don’t cling to CIF when PunchOut would serve you better. While CIF is an excellent way to get started with electronic catalogs, it functions best when used for smaller, less complex catalogs. If you sell thousands of items or your CIF catalog file size is approaching 8 or 9 MB, you should consider switching to Ariba PunchOut. PunchOut is also a better choice if you sell configurable or customizable items or items that change often (e.g., have frequent pricing changes or even dynamic, customer-based pricing). The efficiency of being able to electronically manage these processes—and then to pull items directly from quotes or website pages into orders without rekeying—dramatically reduces errors and saves time and money for you and the buyers.
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