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Saving Time with the My Cheat Sheet Worksheets 
 

Welcome to the My Cheat Sheet worksheets, brought to you by the Department of General 
Services (DGS), eProcurement Team.  My Cheat Sheet was designed to make it significantly 
easier to navigate and use the United Nations Standard Products and Services Codes 
(UNSPSC). State Departments are using the UNSPSC to classify their procurements when 
entering data into the DGS electronic State Contract and Procurement Registration System 
(eSCPRS). 
 
The concept behind My Cheat Sheet is simple, yet powerful.  Using the provided MS Excel 
worksheets, identify the UNSPSC most commonly used for your procurements and create a 
custom list, My Cheat Sheet.  The list can be created for a department, unit or a buyer, as short 
or as long as desired. It is as simple as placing an “X” next to the code you want on your list and 
pressing a button.   

The Starter Set 100 
To assist every agency, a UNSPSC workgroup comprised of multiple State of California 
departments has developed a list of commonly used UNSPSCs. This “starter set” is provided to 
offer assistance to those new to the UNSPSC. It can be modified (add or delete selected codes) 
extremely easily.   To provide flexibility, with a click of a mouse, the “starter set” can be erased 
and a new list can be created. 

Basic steps for using My Cheat Sheet 
 

1. Understand 
UNSPSC 
Segments 

Print or browse the list of UNSPSC Segments in the 
“Guide to Segments” worksheet tab. 
 
 

2. Create Your 
Cheat Sheet  

Go to the “Start Here” worksheet tab.  Use the drop-
down list of Segments to navigate the UNSPSC. 
Place an “X” next to codes to go on your list. Press 
the “Create My Cheat Sheet” button.  That’s it! 
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Before You Start Working 
 

Loading the Microsoft Excel Worksheets (Macros) 
 
The My Cheat Sheet worksheets contain a few macros.  The macros are used to automate, and 
make easier, some tasks that are quite complicated.  Security in Microsoft Excel is developed to 
prevent macros from loading, as macros developed by an unknown (not trusted) source might 
contain a virus.  In order for My Cheat Sheet to work correctly, the macros must be allowed to 
run. 
 
When you load My Cheat Sheet, you will most likely get a security warning.  The warning you 
get, or the steps required to be completed, may vary from the information below depending on 
the version of Excel you are using. The following was documented in Excel 2003.   If macro 
security is set to high, depending on your version of Excel, you will see the following message: 
 

 
 
Changing your security level to medium will allow the macros to work, while retaining adequate 
security.  The first step is to access the security options, by clicking on Tools-Macro-Security. 
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On the following screen, change the level to Medium and click Ok. 
 

 
 
 
If Security is set to medium, you may see the following message the next time you load the My 
Cheat Sheet worksheets. 
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Making It Easier For You 

The Four Worksheets 
 
The Excel workbook contains four worksheets that are identified at the bottom of the screen. 
 

 

Main Menu 
The Main Menu provides an easy way to go to any of the worksheets and is the starting place 
whenever My Cheat Sheet loads.  The Main Menu is the first worksheet tab and can easily be 
accessed at any time by clicking on it. 
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Overview of the UNSPSC  
The UNSPSC is an 8-digit code; comprised of four parts (each part has two codes). The codes 
are hierarchical, similar to an outline. As you get deeper in the outline, there is more detail.  The 
most detail is at the Commodity level (includes both goods and services). The four parts are: 
 

1. Segments (general) 
2. Family 
3. Class 
4. Commodity (detail) 

 
Example: 

 
 Segment  Family Class Commodity

 

Information Technology 
Broadcasting and 

Telecommunications 

Computer 
Equipment and 

Accessories Computers 
Notebook 
computers 

UNSPSC 43000000 43210000 43211500 43211503  
 

 What is the 6 or 8-digit level? 
 
You may hear this term from time-to-time. While all UNSPSCs are 8-digits, if the Commodity 
level is not specified, then the last 2-digits will be zero.  In the above example “Computers” is at 
the 6-digit-level, while “Notebook Computers” is specified at the full 8-digit level. 
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Guide to Segments 
The list of UNSPSC Segments is included for two main reasons. First, the Segments provide an 
easy way to navigate the comprehensive and lengthy list of codes. Second, at the Segment 
level, it is not always intuitive what is covered by the Segment name. To assist each user, a list 
of “common terms” was developed and helps to indicate what might be included in each 
Segment.  Modify this list in any way that best needs the needs of your organization. 
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Creating a Cheat Sheet 
 

As discussed earlier, this version comes pre-loaded with a Cheat Sheet of ~100 codes to help 
you start. It was developed by a workgroup comprised of multiple departments and represents 

commonly purchased goods and services.  This list can be tailored to meet your needs or simply 
erased to allow the building of a brand new Cheat Sheet. 

 
Creating a Cheat Sheet is quite simple, as there are only a few steps: 
 

1. Choose a Segment Title from the drop-down list and click the “Find UNSPSC Segment” 
button; and 

2. Browse the list of codes, placing an “X” next to any line to be added to the “Cheat Sheet”.  
Ensure that you have pressed the “Enter” key after typing your last “X”.  If not, the 
“Create My Cheat Sheet” button may not work until you do so; and 

3. Press the “Create My Cheat Sheet” button. 
 
Step #2 may take a few minutes, or perhaps an hour or two, depending on who is using the 
“Cheat Sheet”. For example, if a person is responsible for adding purchases to eProcurement 
with a wide-variety of goods or services, that person may step through many UNSPSC 
Segments.  As a contrast, a Buyer specializing in information technology goods and services 
may only need a few minutes to create their list. 
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After pressing the “Create My Cheat Sheet” button, the following message will indicate that the 
process is done.  Again, if you press the “Create My Cheat Sheet” button and nothing happens, 
make sure that you have pressed “Enter” after the last line selection (“X”). 
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My Cheat Sheet 
 
The My Cheat Sheet worksheet contains all of the UNSPSCs selected with an “X”.  Every time 
you press the “Create My Cheat Sheet” button, this list will be overwritten with the new list.   
 

 
 

 What to do with the list?  
 
The list is created to assist data entry into eProcurement. For some, printing the list and entering 
each UNSPSC is preferred. For others, keeping the My Cheat Sheet worksheet open and 
copying a code and pasting it into the eProcurement system is a better option to reduce typing 
errors.  
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Updates to the UNSPSC and eProcurement 
 

What Happens When eProcurement Adds A New Version? 
 
Periodically (estimated at no more than twice/year), the UNPSPSC list will be updated in the 
eProcurement system due to the UNSPSC organization (www.unspsc.org) adding new codes.  
Unfortunately, there is no automated way to transfer either your key words (Segments list) or 
your “X’s” that created your ‘Cheat Sheet”.  Therefore, both will have to be added back to the 
new version.  The “Cheat Sheet” will need to be created by adding the “X’s” to the new list and 
regenerating a “Cheat Sheet”.   Here is one procedure that might help you: 
 

1. Open your current “Cheat Sheet” worksheet. 
2. Open the new “My Cheat Sheet” worksheet. 
3. Copy the first commodity code from your current “Cheat Sheet” and then perform a “Find” 

of that code on the new list (Start Here worksheet) used to create a “Cheat Sheet. 
4. Place an “X” next to that line and repeat steps 3 and 4 until done. 

 
Each new version of My Cheat Sheet will contain a starter set of Segment key words and a 
“Cheat Sheet” with the most commonly used UNPSPC. 
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Maintenance By The eProcurement Team (New UNPSPC Version) 
 
This information is for the eProcurement Team Only. It is not performed by users of the My 
Cheat Sheet tool. It is included here only for convenience and to keep all pertinent information 
regarding this tool in one place. 
 

Required Steps 
 
A new version of the UNSPSC will require updates to both the Segments list (Guide to 
Segments) and the entire UNSPSC set (“Start Here). 
 
1. Segments List 
 
The Segments list is organized by Goods and Services. Within each of these groupings, the 
Segments are sorted alphabetically in ascending order.  If the changes to the Segments list are 
minor, keep the existing list and modify as needed using existing “key words” in Column A.  
 
If the changes are substantial, delete the existing list in Columns A and B by highlighting it and 
pressing the “delete key”.   
 

Do not delete rows as this will corrupt the entire worksheet! 
 
To create a new Segments list, follow these steps: 

1. In the Excel worksheet with the new version of the UNSPSC, create a blank worksheet.    
2. Copy the list of Segments into this worksheet, using Column B.  
3. Delete any information below the last Segment Title.   
4. Ensure that the list is organized and sorted as described above.   
5. Copy the “key words” from the old version of My Cheat Sheet and match them to the 

Segments list. Add new “key words” as required.  Use Column A.  
6. Ensure that the “***** List of Goods *****” or ***** List of Services *****” is before its group 

in the temporary worksheet.    
7. Copy the sorted Segments list, with its key words and replace columns A and B in the My 

Cheat Sheet worksheet. 
 
2. Replacing the Entire UNSPSC 
 
The “Start Here” worksheet contains the entire list of UNSPSC.  To replace the list, first highlight 
the existing list (Columns A-G only, starting with the first data row right below the headings) and 
press the “delete key”.   
 

Do not delete rows as this will corrupt the entire worksheet! 
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In the Excel worksheet with the new version of the UNSPSC, make a copy of the worksheet tab 
that contains the entire list of codes with Segments, Family, Class and Commodity. Several 
columns will be deleted. The only columns to keep are as follows: 
 

• Segment Title 
• Family Title 
• Class (UNSPSC number) 
• Class Title 
• Commodity (UNSPSC number) 
• Commodity Title 

 

 
 
 
Copy the above information into columns B-G in the “Start Here” worksheet.  Ensure that the 
“Xs” used to create a sample “Cheat Sheet” in the previous version are entered into this version. 
The final step, after testing that all functionality works, is to update the date and UNSPSC 
version on the Main Menu. 
 




