B Entering Line Attachments to Detail Line

Overview

Text Attachments may be added to a document header or its detail lines to
provide additional information about the document.

Document lines may require more descriptive text than what is available with the
fields on the order detail line. If you have information that is specific to a detail
line for any NIS Module, and it does not fit on the system provided line, you may
add that information by attaching it via the Text, OLE, URL and/or File
attachment process.

Text Attachments

& Only the first Text Attachment for each line will print on a procurement
document. The system allows you to have multiple attachments.

ﬁ The system has been designed to carry text attachments over to new
documents that are generated from an original document. An attachment to
a detail line on a Purchasing Document will appear on the corresponding
detail line of any document generated (example: Quotation Request,
Purchase Order, or Contract) or copied.

Object, Linking and Embedding (OLE) Attachments

ﬁ The embedded file can be in MS Word, MS Excel, or PDF (Adobe Acrobat®).
An OLE attachment is converted into and stored as a stg file.

& The OLE attachments do not print on any document. If the information is to
be included with a document, it must be sent electronically or printed
independently.

ﬁ It is recommended that a text line or a text attachment be used to indicate
that an OLE document exists.

ﬁ OLE attachments automatically copy to documents that are generated from
the original document.

ﬁ OLE attachments can be modified once they are attached to the document in
NIS. These modifications are not tracked by ID; however, track changes can
be used. If an attachment is modified, the modification is visible only on the
attachment with which the end user is working. Attachments to previous
documents are not modified.

File Attachments

ﬁ The embedded file can be in MS Word, MS Excel, or PDF (Adobe Acrobat®).

ﬁ The File attachments do not print on any procurement documents. If the
information is to be included with a document, it must be sent electronically
or printed independently.
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ﬁ It is recommended that a text line or a text attachment be used to indicate
that a File document exists.

ﬁ File attachments automatically copy to documents that are generated from
the original document.

& File attachments can not be modified once they are attached to the
document in NIS and can be opened in Read Only format. The File
Attachment is for viewing purpose only. If changes are made to the
document, including typing text, pasting graphics, etc., they will not be saved.

URL Attachments (Web Page)

ﬁ URL media object function attaches a web page “.html” to a document

ﬁ It is recommended that a text line or a text attachment be used to indicate
that an URL exists.

& The URL attachments do not print on any documents. If the information is to
be included with a document, it must be sent electronically or printed
independently.

ﬁ URL attachments automatically copy to documents that are generated from
the original document.

This work instruction shows how to Enter Line Attachments to Detail Line

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Click Roles, Procurement or Inventory.
(Citrix users — right click on the menu, choose View by Role, choose
Procurement.)

Attachments can be added to any NIS Module — including Address Book, HR,
Payroll, Procurement, Inventory, General Accounting, A/P and A/R Navigate to
the appropriate document menu. The examples below show attachments added
via the Procurement Module.
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Steps

Enter Line Attachments: Text (to Detail Line)
Start this instruction from Order Detail window.
& To get to the Order Detail window:

Enter the order number in the Order Number field, and the order type if not
defaulted.

Click Find.
Choose the Order Number if not defaulted.
Click Select. The Order Header window appears.

Click OK. The Order Detail window appears.

& This example uses the Enter Comm Req (OR) — Order Detail window.

A
Enter Comm Req (OR) - Order Detail ]
OK Concel Form  Row  Tools
B X 2 =
Order Detail |[Lirie Defaults
Order Number |17132 OR 23710 Business Unit 27227150
Supplier |gggggg BEST SOURCE Order Revision IU
Ship Ta T ROADS LINCOLN CENTRAL COMPLEX  Order Date [a3rm27z008
Haold Code BLANK - HOLD CODES 42/HT
Retainage % ‘
Records 1-2 Customize Grid C]
HIGP Humber/ 3-Digit | HIGP Quantity Tr. [ unit Extended Pu. | Description 1
Ll Inventory Humber NIGP Sub ordered UoM | Cost Cost UoM
¥ RO0BY i} a9 1.0000 EA 500.0000 50000 EA Typewriter
O
<l [ | [2]

1. Choose desired grid row.
2. Click Row, Line Attachments. The Media Object Viewer window appears.

PeopleSoft.

Media Object Viewer
Saye Cacel Ted Fle L OE Temp. Char.. Delete

E% O Mo ®meE O ‘

3. Click Text. The Texticon appears in the space on the left side of the
window.
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P,

Media Object Viewer @
Cancel Ted File LURL OLE Temp.. Char.. Deleie ‘

Save
B X ¢ @ ©@ % &8 &
IJCUUHETNEW _—;I]Eh B 7 U[g- i‘

Text!

ny
L
o

4. Click in the blank area of the window.

5. Enter the free form text desired. (Or cut and paste from another document.)

& To name the attachment, click on the word "text" on the Text icon that
appears in the space on the left side of the window.

6. Click Save. The Order Detail window appears.

7. Continue to work with the purchasing document as needed.

ﬁ Text Attachments do not spell check.
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Enter Line Attachments: Object Linking and
Embedding, OLE (To Detail Line)
& To get to the Order Detail window:

Enter the order number in the Order Number field, and the order type if not
defaulted.

Click Find.

Choose the Order Number if not defaulted.

Click Select. The Order Header window appears.
Click OK. The Order Detail window appears.

& This example uses the Enter Comm Req OR - Order Detail window to create
a Line attachment.

N .

Enter Comm Req (OR) - Order Detail ]
OK Concel Form  Row  Tools
B X 2 =
Order Detail |[Lirie Defaults
Order Number |17132 OR 23710 Business Unit 27227150
Supplier |gggggg BEST SOURCE Order Revision IU
Ship Ta T ROADS LINCOLN CENTRAL COMPLEX  Order Date [a3rm27z008
Haold Code BLANK - HOLD CODES 42/HT
Retainage % ‘
Records 1-2 Customize Grid C]
HIGP Humber/ 3-Digit | HIGP Quantity Tr. [ unit Extended Pu. | Description 1
Ll Inventory Humber NIGP Sub ordered UoM | Cost Cost UoM
¥ RO0BY i} a9 1.0000 EA 500.0000 50000 EA Typewriter
O
<l [ | [2]

1. Choose desired grid row.

2. Click Row, Line Attachments. The Media Object Viewer window appears.

PeopleSoft.

Media Object Viewer
Saye Cacel Ted  Fle L OE Temp.. Cher.. Delete ‘

ax@mge;se@@m

3. Click OLE.
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6.
7.

PeopleSoft EnterpriseOne

PeopleSoft. e
Media Object Viewer
Saye Cance| Tet Fle URL OLE Temp.. Char.. Delete rint..

> B O M B W 0 &
.'[2 .P\easenhnnseaqueua\v

OLE1

Click on the down arrow to the right of the box that reads, "Please choose a
queue."

Choose "OLEQUE." An Insert Object window appears.

TS

Media Object Viewer

Save Cancel Texdt File URL  OLE Temp.. Char.. Delete Print ..
X ¢ W Q@ B B B O 8
LI OLEQUE v
OLE1
Insert Object
G e
@ Creats New Adobe Acrabat 7.0 Documert (]
CrestofiomFie | MediaClip H
o onEe L~ E quation 3.0 -
Micrasol Graph Chart
Microsolt Dfice Excel Chait
Microsolt Offce Excel Workshest
Mistosoll PomerPoin Preseniation ¥
Resuit
Inserts & new Adobe Acrcbat 7.0 Document
obiect into your document

Choose Create from File.
Click Browse.
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PeopleSoft.

Media Object Viewer
Saye Cence| Ted Fle URL OLE Temp. Char. Delele Print ‘

8 X ¢ m @ 2 B ¥ 0O &

.'[2 OLEQUE
OLE1
> 6%
X
Browse
B 4 * -
N My Documents [2]open vworkbench
{ :) 4 My Computer B)Reports Mini Manual.c
MyRecent | “2My Network Places [50]shorteut to 8,10 Upar
Documents |- Adobe Acrobat 7.0 Professional [525hortcut to End-User
— &l Adobe Reader 7.0 [ shortout to HRP w1
I [BH iSeries Access for Windows {5 Shorteut to JAWS Isst
Desklop ) iSeries Navigator Eshorteut to Lindsey -
. IDEdwards Ones/orld {37 Shorteut to Training
&' DEdwards Solution Explorer Sl Spybot - Search & De:
’] [EPLotus Notes & ) Term and Stark Dates
UserApplicationDat
My Documerts ﬂ@ serippicetionbata
| Financial_Reports_Menus.dac
; T HRP_WIL10_T1b_EE_Roster_with_Rate_test.pdf
;TJ! B Major Purchase Order Tssues Memo.doc
- [ microsoft Office word 2003 (2)
My Compuler
[l m ] B
.g File name: [ v [Copen
My Metwork  Files of type: | AllFies ) [v] [__cancel |

8. Browse for the file that you want to attach. This can be a Word (.doc), Excel
(.xls), or PDF (.pdf) file.

9. Choose the file.
10. Click Open.
11. Click OK.

ﬁ Move the cursor/arrow to the OLE document. Double click the left mouse
button to view the document.

ﬁ If another attachment is already associated with the detail line, you can
select it and then return to the OLE attachment to view and revise it.

12. Click Save. The Order Detail window appears.

13. Continue to work with the purchasing document as needed.
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Enter Attachments: File (To Detail Lines)
ﬁ To get to the Order Detail window:

Enter the order number in the Order Number field, and the order type if not
defaulted.

Click Find.

Choose the Order Number if not defaulted.

Click Select. The Order Header window appears.
Click OK. The Order Detail window appears.

oot |

Revise Comm PO (OP) - Order Detail ame =
OK Cancel Form Row Todks
B X 3

Order Detail [fLine Defaults

Order Mumber ‘99254 |0p ‘42310 Business Unit 23000003

Supplier 505937 COW GOVERNMUENT - PURCHASE OR... Order Revision 0

Ship To 558411 DEFT OF LABDR -% SUFFLY & RECE  Order Date 060172008

Hold Code BLANK - HOLD COOES 42/HT

Retainage %
Records 1-3

20890 208 100.0000 £7.0000 6,700.00 Licenses for Citrix Access

- 20890 208 a0 1.0000 EA 45,0000 45.00 EA Media
r
4 |

1. Choose the Row you wish to add the attachment, Click Row, Line
Attachments. The Media Object Viewer window appears.

N

Media Object Viewer
Save Camcel Ted Fle URL  OLE Temp. Char.. Delete

B X ¢ M ©@ & 8 F @ ‘

2. Click File. The Media Object View Add — File window appears.
opleSal,

Media Object YiewerAdd - File
Add  Cancel

& % |

@ select Queue

Queue ‘EusmessFuncUunDuc ‘:I

File | B0000004 .t [v]

[ Preview
O select Local File

Local File |

3. Choose Select Local File.
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4. Click Browse. The Choose file window appears.

‘Choose file

B IDEdwards Solution Explorer
Ll:ntus Motes &

i PeopleSaft
[J)UserapplicationData
ig_l:]B1IJJ3rDc_ch.Emges.c|0c
iQ]B1D_sigml:nn_errars.l:Il:nc
Igj.\?'.uthu:uriznau:l_.ﬂtgnents_l‘h’lanl.lal.u:Iu:u:
@ljclosed_calls.xls

My Documents

=
i

ty Computer

Look n: | [ Bieskiop = e @ E-
= IDM}-’ Docurments ig_:‘.]F“rZD‘EJ.xIs
L‘é i My Computer T HRP_WI_L10_T1.b_EE_Roster_|
My Recent QM';J Metwork Places B 1aws Issues_wes.xls
Documents [3’“- Adobe Acrobat 7.0 Professional E@ju:leexpimpu.u:al:u
P'[_h all Adobe Reader 7.0 @jdewehctlsu.cab
IBM iseties docess For Windows B major Purchase Order Issues Me
Desktop Gidiseries Navigator Erﬂicrosnft Office Ward 2003 (2)

B open oracle Calls.xls

Open Workbench
@.l_-"]Purchase_Order_Template.xls
B Reports Mini Manual.doc
i@;‘]Screen shoks For HR. Flash.doc
@Shurtcut to .10 Upgrade Timeli
(53 shortout o End-User_Materials
[ Shartcut ko J8WS Tssues

@ « | )
Py Mebwork, File name: INIS_impart_test.:-:Is LI Open I
Flaces
Files of type: | &1 Files 7] ~| Caricel |
4

5. Browse for the file that you want to attach. This can be a Word (.doc), Excel

(.xls), or PDF (.pdf) file.
6. Choose the file.
Click Open.

8. Click Add. The file attached appears in the viewer window.

Media Object Viewer

P,

810_proc_change

saved

 Final Showing Markup

RAECMR R B2 AR5 RANE BAARENE=] |

Save Cancel Tedt Fle URL  OLE Temp. Char . Delete
B =] © % B K @
/3 Read Only

The media object displayed below is for viewing purpose only. [fyou make any changes (including typing text, pasting graphics, etc.), they will not he

BT R -

216 - 252 oo 288

- 324

é attachments exist

CeEED 3% e W3R

| 6B v g SO A0

frou will not be able to view attachments via the "paperclip” icon in the detail row
Remember, you may have to click the "paperclip/magnifying alass" image to see if any

s I
sw@zmi<| i

9. Click Save. You will return to the Order Detail Screen.

10. Continue to work with the purchasing document as needed.
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Enter Attachments: URL (To Detail Lines)

ﬁ To get to the Order Header window:

Enter the order number in the Order Number field, and the order type if not
defaulted.

Click Find.

Choose the Order Number if not defaulted.

Click Select. The Order Header window appears.
Click OK. The Order Detail window appears.

oot |

Revise Comm PO (OP) - Order Detail ame =
OK Cancel Form Row Todks

B X B8 # & ‘

Order Detail [fLine Defaults

Order Mumber ‘99254 |0p ‘42310 Business Unit 23000003
Supplier 505937 COW GOVERNMUENT - PURCHASE OR... Order Revision 0

Ship To 558411 DEFT OF LABDR -% SUFFLY & RECE  Order Date 060172008
Hold Code BLANK - HOLD COOES 42/HT

Retainage %

Records 1-3

20890 208 100.0000 £7.0000 6,700.00 Licenses for Citrix Access
- 20890 208 a0 1.0000 EA 45,0000 45.00 EA Media

4 |

1. Choose the Row you wish to add the attachment, Click Row, Line
Attachments. The Media Object Viewer window appears.

N

Media Object Viewer
Save Camcel Ted Fle URL  OLE Temp. Char.. Delete ‘

B X ¢ M ©@ & 8 F @

2. Click URL. The Media Object View Add — File window appears.

Pl

Media Object ViewerAdd - URL =l
Add  Cancel
B X
Enter URL
Preview I
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3. Enter the URL in the box.
4. Click Preview. The url appears below.

BeopleSoft.

Media Object YiewerAdd - URL
fd Cancel
8
Enter URL
[nttp: e stos stete ne.usinisi Preview |

Preview

g Official Nebraska Government Website

BE B Nebraska information Syst

" ' a Collaborate * Integrate * Achieve

Ex

Sign on to NIS
raining Manuals

|Late Breaking News  |¢i.cp memos
Available Training
Tips and Tricks
Policies & Procedures
Glossary
Interface & Conversions
L User Group Reports Security |
= ] ol ] s~
5. Click Add.
6. Click Save.
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