


COOPERATIVE CONTRACTS

Referencing the Cooperative Contract

1. When in the body of the PO, click ‘Add Comments’ to open PO Header Comments.

In PO Header Comments click ‘Use Standard Comments’ to open Standard Comments.

3. Enter 99’ in Comment Type, ‘CC’ in the Comment ID, and then click ‘OK’. This will auto-populate a standardized
paragraph in PO Header Comments.

4. Fillin the referencing your cooperative contract information.
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Tying the PO to the Cooperative Contract

1. Click ‘Line Details’

2. Click ‘Contract’

3. Click the magnifying glass next to Contract ID. If your Supplier information is filled out, only contracts related to
that Supplier will appear.Enter ‘99’ in Comment Type, ‘CC’ in the Comment ID, and then click *OK’. This will
auto-populate a standardized paragraph in PO Header Comments.
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BOARD INFORMATION

If competition is typically required but the board has exempted or otherwise approved
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