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Note: This Desk Aid was written to the specifications 
of CAPPS Central agency modules and may not reflect 
the unique process variations implemented by 
individual or non-Central agencies. 
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Adding or Editing Standard Comments 

Overview 

Standard comments need additions and edits for various reasons, including new legislation requirements and 
updates to agency business processes. To make changes, users can add rows for another version of the same 
comment and revise a single version of a comment on the Standard Comments page. 

Adding Standard Comments 

Navigation:  
 Dashboard: Purchasing; Tile: Manage & Configure 

From the Standard Comments page: 

1. Select Add a New Value. 

 

2. Enter a COMMENT TYPE (DLT, T&C, etc.) 

3. Enter a three- or four-character COMMENT ID. 

4. Select Add. 

5. Enter the EFFECTIVE DATE. 

6. Enter a DESCRIPTION. 

7. Enter COMMENTS. 

 

8. Select Save. 
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Editing Standard Comments 

Navigation 
Dashboard: Purchasing; Tile: Manage & Configure 

From the Standard Comments page: 

1. Select the comment to be edited from the search results.

2. Select the add icon (+) to create a new dated row.

3. Change the EFFECTIVE DATE to the date the new record is active.

4. Enter COMMENTS.

5. Select Save.

Note: Instead of adding a new version, users can select Correct History, enter the applicable changes 
and save the update. 
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Revision History 
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