Creating Clauses With Policy32
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1.  Access Citrix Nfuse: https://s110.bsm.dla.mil/appdist/
2.  Logon to Citrix Nfuse with Username and Password
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3.  Double click on the ‘Policy’ Icon.
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4.  Login to the Policy Software. 
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5.  From the Policy Site Selection Screen, select ‘Site ID’.

NOTE:  Only authorized HQ users can select the HQ-DLA Site ID. 
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Authorized individuals from HQ can select the HQ Site ID as well as change to one of the other Site ID’s (DSCC, DSCP, or DSCR).  

DSCC, DSCP, and DSCR authorized users may access their own Site ID or any one of the other ICP’s sites but will receive the above error message if trying to access the HQ Site ID.  
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Authorized HQ personnel will be presented with two buttons:

CHANGE SITE ID:  Allows for switching from one site to another site.

CLAUSE MAINTEANCE:  Allows for creating, modifying, deleting of clause text and guidance.
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When choosing either the DSCC, DSCR, or DSCP site ID more buttons become available:

OVERPRINTS:  Allows for overprint maintenance activities such as adding, modifying, deleting an overprint as well as clause association and overprint selection criteria.

LOCAL FORMS:  Allows for adding, modifying or deleting of local forms for use in DPACS.

AFA FILES:  Allows for maintenance of Advanced File Attributes, which contain ICP unique values used in the DPACS application.

AWARD CONSIDERATION VARIABLES:  This file is maintained as a part of the Buyer Assistant program.  This text file contains a list of functions used in making a buy.  The file can be modified and functions can be turned off or on.  This program is optional.  If the Award Consideration Variables file does not exist, the Buyer Assistant Program is neutralized. 

The work isn’t finished on the buttons that are grayed out.  (
TO CREATE A CLAUSE

1.  Click on the Clause Maintenance button, which will bring up the Clause

Maintenance screen.  
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2.  Click on the “Create Clause” button

The following dialog box appears, which allows the user to enter information pertinent to clause creation:
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Most entries on this dialog box are self-explanatory; however, notice the FA, DF and DX radio buttons for Clause Type are grayed out.  This is because those clause types are restricted to DLA-HQ.

For ICP unique clauses the user will have the ability to designate between the following:

CJ – Clause Number – Indicate a local purchasing activity clause.  The activity issuing the clause is identified in N903.

H4 – Federal Information Resources Management Regulation (FIRM Regulation)

K7 – Paragraph Number – Identifies a clause included in the Master Solicitation.  The applicable Master Solicitation will be identified using qualifier KZ.

KD – Special Instructions Number

KY – Site Specific Procedures, Terms, and Conditions – A set of procedures, terms, and conditions, applicable to a category of procurement emanating from a specific location, which will be incorporated into all procurement actions in that category by referencing its unique number rather than by incorporating the lengthy details it represents.

KZ – Master Solicitation Procedures, Terms, and Conditions – A set of standard procedures, terms, and conditions, applicable to a category of procurement, which will be incorporated into all procurement actions in that category by referencing its unique number rather than by incorporating the lengthy details it represents.

[image: image10.png]Clause Status | Clause TextAction | Citation
| Tet  Guidance| Type Date | Number

Clause Number: [123807 Site ID: [PCSC Clause Date: (200307 Enter Date

Filkn Clause Title
© Buyer [cLausE TITLE TEST
@ None JaII

Cvendor

« Botn
§)  Cluse 125007) i sheady being used b hesciustters s TAX EXENPTIONS (SPATH)
e Q CEETERs

‘ Number ‘

 Blank

E3

Clause Type
) ) T

Clause Text Clause Guidance

Moclify Clause Clause Guidance
Delete Clause Update Production

Friday, July 25,2003 03:43 PM




Fill out the Create Clause dialog box and hit the OK button.  

Duplicate clause numbers should not be used.

 [image: image11.png][Add Clause Record

Clause Number. [DSIO1 Ste ID: [DCSC Clause Date: [200307 [ EvterDate |
~ Filkn ——, Clause Title:

© Buyer [CLAUSE TITLE TEST

i e Citation Number:

Vendor =

€ Boh 07.777-7000

© Full Text Issuing Organization

 Blank DSI0
-Clause Type

1A AR CIBE- DEAR) €07 BIAD)

over [z =

Clause Text Clause Guidance

OK Cancel





[image: image12.png]Clause Maintenance

FieHelp

Clause Status
Tedt  Guidance

Clause Text Action
Type  Date

Citation
Number

Number

vl

" Create Clause
Modity Clause

Delete Clause.

DSIOT CLAUSE TITLE TEST

Clause Text
Clause Guidance

Update Production





To change the information on the clause record screen use the “Modify Clause” button.  Once the Clause record has been saved the “Clause Number” becomes read-only.

Create Clause Text
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The “Clause Text” button is clicked and the Clause Text dialog box

appears.
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Text can be typed into the dialog box or using the “Paste Text” button text can be pasted from a Word document.
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We hit the Clause Text dialog’s OK button and return to the Clause Maintenance Screen.  The clause text has been saved to the Policy directory a place where clause text/guidance work is temporarily saved before being placed in production.
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The Clause Text Action Type says the clause text is being created for the 

first time (this column will read either “Add” or “Modified”).

The Clause Text Action Date is updated whenever clause text is moved

either to the policy directory or transferred to production.

The clause guidance is entered by clicking on the  “Clause Guidance”

button and bringing up Clause Guidance dialog box.
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Upon saving the clause guidance, it is saved in the policy directory.
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Then “Update Production” button is used to move files to production.  Indicate which files you want to move by double clicking on the spreadsheet cell that you want moved.  A pound sign will appear in the cell.  

Then click the “Update Production” button.

After clicking the “Update Production” button, the user is asked if they want to update production.
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Answering Yes results in the following update:
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The Clause Text is now in production and the Clause Text Action Type has been changed from Add to blank.  
Deleting A Clause

Highlight the clause on the Clause Maintenance screen that is to be deleted and click the “Delete Clause” button.

The system will then ask to confirm the deletion of the clause.
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Answer  “Yes” and the clause and all of its text and guidance is removed from the system.
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If the clause is associated with overprint(s) then a Message box will so indicate and association.
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Click on OK and a dialog box listing the overprints and their location will appear.
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The user wishing to delete the clause can then contact the various sites to have the authorized person to remove the clause from the overprint.  This must be done prior to a clause being deleted.

DSCC, DSCP, and DSCR authorized users will receive an error message if trying to access the  HQ Site ID





Current Site ID 





If the clause number already exists as one created by DLA-HQ then this error message will be presented.








