PURCHASE ORDER TEXT CLAUSES

For purchase orders involving the five scenarios listed below, there is required information that must be included on the purchase order.  In order to assist with inserting the required information, "Text Clauses" have been created and should be used.  These clauses will ensure that all necessary information is included on these purchase orders, thus expediting their approval.
 

             1) Price Agreement Information

             2) Equipment Lease Information

             3) Membership Information

             4) Bid and Quote Information

             5) Sole Source Process Information

 6) Licenses/Certifications Justification
 

USING A TEXT CLAUSE:
Text Clauses are entered as Document Text on purchase orders.  As with all document text, a clause can be entered anytime after the Vendor Information is entered up until a purchase order receives its final approval. When creating a purchase order, insert a text clause in the following manner: 

 

1.  Select Document Text from the "Options" menu in the top toolbar.  This takes you to the FOAPOXT-Procurement Text Entry form.

  

2.  On FOAPOXT, enter or select a Clause in the "Modify Clause" field.  Then [Insert Record] ([image: image1.png]


 or Shift-F5)  and  [Page Down].  The clause's text should default in (if it does not, then the Insert Record function was not performed).  Since each clause has a different purpose, you will use each differently and each one will require its own unique set of information.  Specific usage instructions for each clause are below.
 

3.  After modifying the clause's text per the instructions below, [Save] and [Exit] to return to your purchase order.

 

NOTE:  You can even insert document text and text clauses after you have completed a purchase order--until the purchase order receives its final approval.  A PO does not have to be "disapproved" in order for you to insert the text clause.  To do this, access the FOAPOXT form from the Banner menu, type "PO" in Text Type and your purchase order number in Code.  Then follow the normal instructions above on inserting text and  text clauses.

 

CURRENT CLAUSES: 
 

DAS PA  -   DAS Price Agreement Clause
This wording and information is required by Oregon's Dept of Administrative Services for all purchases made using a State of Oregon Price Agreement.  You need to replace  <NUMBER>  with the actual price agreement number.  Arrow down to the appropriate line, hit the "End" or "Home" key, arrow over to insert the information requested, and [Save] your changes.

 

EQPT LS - Equipment Lease Information
This wording and information is required by WOU for all leased equipment.  Arrow down to each line, hit the "End" or "Home" key, type in the necessary information, and [Save] your changes.  Note that text does not wrap.   

 

MEMBRSHP - Membership Information
This wording and information is required by WOU for all memberships paid.  Arrow down to each line, hit the "End" or "Home" key, type in the necessary information, and [Save] your changes.  Note that text does not wrap.  

 

BIDS/QTS - Bid and Quote Information
This wording and information is required by WOU for all purchases of $5,000 or more when the "Three Quote Solicitation", "Informal Procurement" or "Formal Procurement" Competitive Processes are used.  On the lines below the defaulted text, type the required information and [Save] your changes.  Note that text does not wrap.  Unclick the "Print Indicators" for every line of this text.  You do not want this information to actually print on the purchase order.

 

SOLE SRC - Sole Source Process
This wording and certification is required by WOU for all purchases where the "Sole Source Procurement" process is used.  You need to replace  <Insert your Name>  with your name and <Insert name of approver> with the name of the individual approving your Sole Source request.  Arrow down to the appropriate line, hit your "End" or "Home" key, arrow over to insert the information requested, and [Save] your changes.  Note that text does not wrap.  Unclick the "Print Indicators" for every line of this text.  You do not want this information to actually print on the purchase order.

LICENSES –Licenses/Certification Justification
This wording and information is required by WOU for all licenses/certifications paid.  Arrow down to each COLON, hit the "End" or "Home" key, type in the necessary information, and [Save] your changes.  Note that text does not wrap.  

