Comments (cart) & Attachments

(Proceed to Checkout)

Requisition Requisition Number _ = ®

Summary PO Preview Comments Attachments History

General Information & Ship To / Billing Options & - Notes/Attachments & Add'| Approv.. # -+ >

Comments (Cart Status) Comments

a CI|Ck on Comments Tab Records found: 0 Show comments for Requisition v —+
b. Click on Plus sign ADD COMMENT v I %
c. Add Comment that will provide information for misiladd scomepent to the document
Attach file (opticnal)
documentation or approval purposes AtachmentTioe @ File O Link/URL
P File ™_.e
d. Click Check Sign to Save the Comment ST S e ChooseFie  Upioad your fle

e
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2 Attachments and/or links can be added in the comment. These will not be
sent to the supplier as they are Internal Attachments or links

Attachments (cart status)

[E—

1. Click on Attachments Tab B s = u
2. Click on the down arrow next to Add an Internal Attachment Add Internal Attachment
3. Choose: Add External Attachment

® Internal Attachment (viewable only in Ushop)

® External Attachment (Attachment will be sent with

the PO to all suppliers on the requisition)

“0)* When External attachments are added only one supplier should be added to the requisition

4. Click the Radio button to select File or link

Attachment Type ® File () Link

e To add a file click Select Files

File(s) * SELECT FILES..

e  For Link copy and paste the URL

5. Click Save Changes
#* Required fields Close
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