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Supplemental Job Aid

Date: 11/14/2014
Target Audience: Department Buyer and Department PO Processor
Purpose: This Supplemental Job Aid provides Department Buyers and Department PO Processors the instructions for inserting Department of General Services (DGS) terms and conditions on Purchase Orders (PO).
Using Standard Comments on a PO:
Every Purchase Order created in FI$Cal must contain one of three Standard Comments: IT, LPA, or NIT. Standard Comments should be added to the Purchase Order at the Header level. To add a comment, click the link to Add Comments or Edit Comments from the Purchase Order page, and then click the Use Standard Comments link. Choose “STW” from the “LookUp” for the Comment Type, and then click the Comment ID “LookUp”. A list of Standard Comment IDs is displayed. 
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Choose the standard comment that applies to the Acquisition Type that is being executed on the Purchase Order.  
Standard Comments for IT Goods and Services:
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Standard Comments for LPAs
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Standard Comments for Non-IT Goods:
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