FLASH MEMO

CONTRACT ANNOUNCEMENT
Reference Field
Service and/or Commodity

Agencies entering or revising a Service or Commodity Contract,
must add a general description of the Contract. Please use the
Reference Field from the additional information field from the

Order Header or the Reference Field located on the Detail Line
of the Contract.

From the Order Header Click Row > Additional Information:
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The Revise Service Contract (0O4) — Order Header — Additional
Information Screen appears
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In the Reference Field Provide a General Description of the
Over All Contract.

Example: Paper/Plastic, Sand/Gravel, Microsoft Products,
Janitorial Services, Trash Removal, Etc.

Description must include the basic contract content.

Click OK



The Revise Service Contract (O4) — Order Header Screen

appears:
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Click the Form Exit > Header To Detail > Populate

Click OK — The Revise Service Contract (0O4) — Order Detail

screen appea
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View the Reference Field in the Detail Lines. This field will
populate if the line is not at a 999 (Closed) status.



