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Agenda

Catalogue Management Tool (CMT)

• How to Create CMT - Content (New, Updates, Deletes, Discontinue)

• How to Create CMT - Customer Pricing (New, Updates, Deletes)

SciQuest Supplier Portal

• How to Load CMT - Content

• How to Load CMT - Customer Pricing
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• How to Load CMT - Customer Pricing

SciQuest Content Management Best Practices



Content Management - CMT

Content Management Tool (CMT) - Easy-to-use Excel Spreadsheet which contains
the suppliers product Catalogue content and their customer price data
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Content is shared across supplier’s entire
customer base

Price is specific to each customer

Excel file which is then split to into 2 .txt files
to load via the Portal

1. Content.txt

2. Prices.txt



CMT – How to complete Content

Category is a required field for all products

• Non-scientific products – a valid UNSPSC code can be used instead of providing
category, the application will map to a category during the file “validation” step

• Scientific products – require both UNSPSC code and category

Categories serve many important roles in SciQuest procurement applications:

• End users find it easier to navigate to intended products in search results

• Customers can adjust the visibility of catalogs using categories
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• Customers can adjust the visibility of catalogs using categories

• Customers routinely use categories in workflow as well as spend analysis



CMT – How to complete Content

Requires 3 supporting documents to complete the Content tab of the CMT.

• CMT _Categories and Attributes
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• CMT _Reference_Packaging UOM and Product Size Guidelines
• CMT _Instructions and User Guide – documents whole process



CMT – How to complete Content - UOM

• Packaging UOM and Product Size are important attributes that tell a user
how much of a product is being offered and how is it configured

• E.g. Packaging UOM = ’12/PK’, Product Size = ‘100mL’ indicates
that this item is being sold as a pack of twelve containers, each
container having 100mL of product

• Specific values in “Packaging UOM and Product Size Guidelines” document
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• Specific values in “Packaging UOM and Product Size Guidelines” document

• If not mapped to SciQuest standard values:

• Packaging UOM – Defaults to “EA”

• Product Size – Defaults to “<blank>”

• Critical information for:

• Comparing like products

• Assessing detailed unit cost



CMT – How to complete Content - Product
Flags

• Product Flags (Y or N), examples:

• Radioactive

• Hazardous

• Recyclable

• Additional details may be provided

• Hazardous: Multiple detailed attributes, most common are
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• Hazardous: Multiple detailed attributes, most common are

• Health Hazards (list of values)

• Physical Hazards (list of values)

• Customers Use Product Flags

• Product views and user views

• Workflow and approval routing

• Refer to “Product Flags and Supporting Attributes Guidelines” for details



CMT – How to complete Customer Price

Content must be Validated / Imported / Syndicated before the Price can be added.

If the supplier attempts to load the price before the content, the system will
generate an error.
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CMT – Steps to load the Content

Loading the CMT – the steps required by the supplier

• Content (Validate, Import/Syndicate)

• Update/Add

• Replace All - Discontinue

• Replace All - Delete

• Reactivate

SciQuest
Supplier
Portal
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• Reactivate



Validation for
Supplier ID

Correct Column Names
Category / UNSPSC

Field Lengths

Errors

Content File (CMT Products
Tab) Submitted

CMT – Steps to load the Content
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Import to Database

Syndication to Application-
Immediately viewable to end

users if there is an associated
price for the customer

Client receives notification of
the content changes



CMT – Steps to load the Content

Reviewing Validation Step:
1.Correct any errors during the Validation
Step

2.Re-submit the corrected file

3.Once Validation step is ‘complete’, click to
Import/Syndicate
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Most common error:
1. Given UN/SPSC and Category

Name are not sufficient to
categorize this object add a
category



CMT – Steps to load the Customer Price

Loading the CMT – the steps required by the supplier

• Customer Prices (Validate, Import/Syndicate)

• Update/Add

• Replace All

SciQuest
Supplier
Portal
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Errors

Customer
notifies Supplier

Customer Prices (CMT Prices
Tab) Submitted

Validation for
Supplier ID

Customer Header
Format

Duplicates
Part Number in Database

CMT – Steps to load the Customer Price
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Accepted

Rejected

Prices
Available to
End Users *

notifies Supplier
of Issues

Import to Database

Syndication to Application

Price Version Available for
Customer Review

• Prices will be available immediately unless there is an “Effective Date” in place.
• Accept/Reject is done against the entire price file. There is no partial approval/rejection.



Content Management - Best Practices

Set Email Preferences within SciQuest Supplier Portal
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