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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Using Universal Fields

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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CAPPS Central Desk Aid

Using Universal Fields

Universal fields are agency defined fields that have two main purposes:

e Tagging documents for reporting purposes

e Passing information from one document to another

Note: Universal fields are not displayed on any CAPPS report, but users can create their own queries for them.

Navigation
NavBar: Financials; Purchasing; Purchase Orders; Add/Update POs

From the Maintain Purchase Order page:
1. Select the UNIVERSAL FIELD search (magnifying glass) icon.

2. Select one of the UNIVERSAL FIELD TYPE IDs from the results list.
Maintain Purchase Order
Purchase Order

Business Unit " TxSmartBuy Purchase Order

POID NEXT

CopyFrom———v]

 Universal Fields

Summary Document Type 7|

| Look Up Universal Field

Universal Figld
1 @ Help
l Universal Field Type ID:| begins with ¥

* Header (7

Look Up Clear Cancel Basic Lookup

PO Date |05/11
*Supplier
*Supplier ID
*Buyer 20010}

*PO Reference

Heade
PO Dej
PO A

-A

Special/|

Add Items From (7

Search Results

View 100 First ‘&' 1150f15 '®/ Las
Universal Field Type ID Description

COMF_ALL Exclude All from Open Records
COMNF_SOME Exclude Some from Open Records
CONTRCTMTR Contract Monitor

COVERT Covert

DISASTER Declared Disaster/Emergency
DPS EMERG DPS Emergency (Memo Required)
EST AWARD Estimated Date of Award

INT REPAIR Internal Repair-Justific Rqrd
INVOICE_NO Invoice number

NOMCOMPLIA Nen-Compint‘Unauth-Memo Rgr'd
PROPRIETAR Proprietary - Memo Required
RUSH Justification Required

STAFF AUGM Staff Augmentation-Memo Ragr'd
STANDARD Standard Procurement

_122 PROG 1122 Program

Catalog :

3. Enter a description of your choosing (if needed) in FREE FORM TEXT in the Universal Field section of
the Add/Update POs page (254 characters maximum).
arch in Menu
Add/Update POs
MNew Window | Help | Personalize Page
Maintain Purchase Order
Purchase Order
Business Unit TxSmartBuy Purchase Order PO Status  Dispatched A X
POID Budget Status  Valid R
LBB Status N/A LBB Date
Copy From ~ Summary Document Type - Hold From Further Processing
~ Universal Fields
B Q A
Universal Field Free form text Carry-forward
1 Q Yes + -
4. Select Yes to carry forward controls (from Requisition to PO; from Receipt to Voucher; etc.).
5. Select the plus (+) or minus (=) icons to add or remove rows.
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Revision History

Date Description of Change Changed By

Jan. 10, 2024 Initial release. J. Goodman
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