Electronic Attachments for Purchase Orders

The “Attachment” tab is used to electronically attach a document to a purchase
order, such as an order form or a teacher’s book list. You may attach files that
have been scanned to your computer or a user created file. There is no limit to
the file size. The files may be named anything you want and the same file name
may be used on multiple purchase orders. You may attach as many files as you
need.

Prior to using the “Attachment” tab, set up a folder on your desktop dedicated to
purchase order documentation. You may name the folder anything you want, but
it should be something that identifies it as containing PO attachments, such as
“PO Documents” or “Scanned PO Attachments”.

Open the appropriate Purchase Order, click the modify button and then click on
the tab that says “Attachment”.
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To attach a file, select the paperclip M button.
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The “Import Attachment” dialog box will appear.
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Select the correct drive from the drop down menu.
This will always be V:\ (Client C:), which is your C drive.
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Select the correct directory path using the magnifying glass.
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The “Select Directory” dialog box will appear. Select the folder named
“‘documents and settings” by double clicking on the folder.

- s Select Directory XI

Chooze a directory for

W hdocuments and settings'

=rwh - Select
1171 05 cEb422340e26aa59F8 9254651
[C156eallctafal o7 2cdbedbEacd0d033 Cancel
L 65554609327 3de6952fbastd e
1 alliance bank
[ bank of america

: Cdchasze

! T citizens bank

1 compang

Cdconcat

B docunments and :E:Ettir‘u:i:

L eacd?ad1 5186340 3eb0e7?

Edfnb groton

EJhex0500

COhp-updd_1-polB-32

T hsbe bank LI

i

Dirivee:
|21 v Mhclienthe s =

Then select the folder with your first initial and last name by double clicking.
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Select the folder “desktop” by double clicking.
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Select the file that you have created for purchase order attachments. For the
purposes of the example the folder has been named “po attachments”. Then
choose “Select”.
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Select the import file name using the magnifying glass.
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attach to the purchase order. Then select “Import”.
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The final dialog box should appear like the following. Ensure that the box “Print
with Original PO” is checked only if the attachment needs to be sent to the
endor. If you are attaching a document that is for internal use only leave this box
uRchecked. Once you have verified that the information is correct, select “OK”.
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If the file has been successfully attached the following dialog will appear. Select
(iOK”.
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After the file has been successfully attached the “Description”, “File Name” and
“Print” fields will automatically fill in on the grid.
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Use the icons on the bottom of the form to manage attachments.

To view, print, export, move, delete or enter “Comments” on an attachment first
select an attachment from the gird. Then click an icon to perform the action.
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Delete the selected attachment

Print the selected attachment to the default printer

Export the selected attachment to a file

Open the selected attachment in a separate form

Open a local copy of the selected file

Move attachment to PO vendor
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To print the attachments with the purchase orders, check the box “Print

Attachments with PO Copies” on the print screen. The attachment will not show
up in the print preview, however they will print.
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