[bookmark: _GoBack]
Procurement
Created on 4/23/2015 12:43:00 PM



Table of Contents
Procurement	1
Standard Processes for Documents	1
Creating Document Attachment	1
Creating Document Attachment Overview	1
Creating Document Attachment Lesson	2


	Training Guide
	

	Procurement
	



	
	Training Guide

	
	Procurement





	Page ii



	Page iii



[bookmark: _Toc417556348]Procurement
[bookmark: _Toc417556349]Standard Processes for Documents
[bookmark: _Toc417556350]Creating Document Attachment
[bookmark: _Toc417556351]Creating Document Attachment Overview
 
To provide additional information about a document, attachments can be included on purchasing documents and bid responses.
 
Document header attachments are made when Information is specific to an entire purchasing document (Purchase Requisition, Quotation Request, Contract, or Purchase Order).
 
Detail line attachments are made when a line of detail on a purchasing document requires more descriptive information about the item being purchased than is contained within the detail line.  
 
Different types of attachments are used based upon the type of information required:
 
o Text 
o  Object, Linking and Embedding (OLE) 
o File  
o URL (Web Page)  
 
 
Text Attachments
 
o Only the first Text Attachment will print on a procurement document.  The system allows you to have multiple attachments.
o Text attachments on originating documents are included on generated or copied documents.
 
Object, Linking and Embedding (OLE) Attachments
 
o An 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.
o The OLE 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.
o OLE attachments automatically copy to documents that are generated from the original document.  There is one exception, Purchase Orders do not carry the RFP or the ITB documents from a Contract. 
o OLE attachments can be modified.  These modifications are not tracked by User ID; however, track changes can be used.  Revisions to OLE Attachments only affect the current document.
File Attachments
 
o The embedded file can be in MS Word, MS Excel, or PDF (Adobe Acrobat®).
o 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.
o File attachments automatically copy to documents that are generated from the original document.
o File attachments can be opened in Read Only format and cannot be modified once they are attached to the document in NIS.  The File Attachment is for viewing purpose only. Any changes to File Attachments, including text, pasting graphics, will not be saved.
 
URL Attachments (Web Page)
 
o URL media object function attaches a link to a web page
o URL attachments automatically copy to documents that are generated from the original document.
[bookmark: _Toc417556352]Creating Document Attachment Lesson
Procedure




	Step
	Action

	1. [bookmark: T5_F161]
	Attachments to a record can be made as information specific to an entire record or as information specific to detail lines within a record.

To illustrate the Attachment functionality, a procurement document is used. 

Attachments to the entire record are made through the Form exit and attachments to a detail line on the record are made through the Row exit.





	Step
	Action

	1. [bookmark: T5_F20]
	DOCUMENT HEADER ATTACHMENTS

Click the Form button.


	1. [bookmark: T5_F24]
	Click the Attachments menu.






	Step
	Action

	1. [bookmark: T5_F163]
	TEXT ATTACHMENT

	1. [bookmark: T5_F26]
	Click the Text button.


	1. [bookmark: T5_F28]
	Enter the desired information into the Field.

Reminder: Only the first Text Attachment will print on a procurement document.  The system allows you to have multiple attachments.

	1. [bookmark: T5_F30]
	Continue to add as many attachments as needed or click the Save button to continue working with document.


	1. [bookmark: T5_F165]
	OBJECT, LINKING AND EMBEDDING (OLE) ATTACHMENTS

	1. [bookmark: T5_F36]
	Click the OLE button.


	1. [bookmark: T5_F38]
	Click the Please choose a queue list.


	1. [bookmark: T5_F40]
	Click the OLEQUE list item.






	Step
	Action

	1. [bookmark: T5_F42]
	Click the Create from File option.


	
	or Press [Alt+F].

	1. [bookmark: T5_F48]
	Click the Browse... button.


	
	or Press [Alt+B].





	Step
	Action

	1. [bookmark: T5_F51]
	Click on the electronic file to attach.  

NOTE: This can be an MS Word document, an MS Excel Spreadsheet, or a pdf file

	1. [bookmark: T5_F53]
	Click the Open button.


	
	or Press [Alt+O].

	1. [bookmark: T5_F56]
	In the Insert Object window, click the OK button.


	1. [bookmark: T5_F58]
	Continue to add as many attachments as needed or click the Save button to continue working with document.


	1. [bookmark: T5_F154]
	DETAIL LINE ATTACHMENTS

When adding attachments specific to details on a document, attach to detail lines instead of document header.  This is done by selecting a Row.

	1. [bookmark: T5_F146]
	Click the OK button.






	Step
	Action

	1. [bookmark: T5_F148]
	Click the Row: option for the detail line for attachment.


	1. [bookmark: T5_F150]
	Click the Row button.


	1. [bookmark: T5_F152]
	Click the Line Attachments menu.


	1. [bookmark: T5_F197]
	TEXT ATTACHMENT





	Step
	Action

	1. [bookmark: T5_F223]
	Click the Text button.


	1. [bookmark: T5_F225]
	Enter the desired information into the field. 

Reminder: Only the first Text Attachment will print on a procurement document.  The system allows you to have multiple attachments.

Enter "Free form text can be entered here. The first Text Attachment will print on procurement documents.".

	1. [bookmark: T5_F231]
	Continue to add as many attachments as needed or click the Save button to continue working with document.

Click the Save button.






	Step
	Action

	1. [bookmark: T5_F169]
	FILE ATTACHMENT

	1. [bookmark: T5_F66]
	Click the File button.


	1. [bookmark: T5_F68]
	Click the Select Local File radio button.


	1. [bookmark: T5_F70]
	Click the Browse... button.






	Step
	Action

	1. [bookmark: T5_F72]
	Click on the electronic file to attach.  

NOTE: This can be an MS Word document, an MS Excel Spreadsheet, or a pdf file.

	1. [bookmark: T5_F74]
	Click the Open button.


	
	or Press [Alt+O].

	1. [bookmark: T5_F77]
	Click the Add button.






	Step
	Action

	1. [bookmark: T5_F82]
	File Attachment MUST be opened from File Download screen prior to saving.  To attach the electronic file, click the Open button.

The attachment is visible on the Media Object Viewer; however, the document can only be opened through the application (MS Word, MS Excel, Adobe Acrobat).


	
	or Press [Alt+O].





	Step
	Action

	1. [bookmark: T5_F182]
	Click the Close button.


	1. [bookmark: T5_F177]
	URL ATTACHMENTS

	1. [bookmark: T5_F85]
	Click the URL button.


	1. [bookmark: T5_F87]
	Click in the Enter URL field.


	1. [bookmark: T5_F89]
	Enter the desired information into the Enter URL Field.

	1. [bookmark: T5_F93]
	Click the Preview button.


	1. [bookmark: T5_F95]
	Click the Add button.


	1. [bookmark: T5_F97]
	Continue to add as many attachments as needed or click the Save button to continue working with document.


	1. [bookmark: T5_F3]
	
End of Procedure.




	Page 12



	Page 11



image2.png
ORACLE" 1D Edwards EnterpriseOne Roles v Personalzation ~

Work with Requisition - Order Header

Hep  AB&PT-AGENCYREQUESTER [PDS10]  SgnOut

B X O rom & rods

Order Header
Order Number 79094 or 10000 Business Uit | aeomzs

‘Address umbers Dates
Suppler 999999 BESTSOLRCE Entered Date [os07/015
ShpTo = % Q CORRECTIONS - GENTRAL OFFICE # =) [ehms ]
s 72007 48 8 PT - AGENCY REQUESTER Promised Deivery [osprp0s
Send invoice To 250035 CORRECTIONS, NEBRASKA DEPARTHE CancelDate
Pt Remark
Descrpton
Print Message
TaxExpl Code — = Hold Code: ~BLANK -HOLD CODES 42HC
TaxRate/Area Approval Code: 572007
Certcate Retanage %
TaxD PLRCHASE

Ordered By T

Gl o Order Taken By
Payment Terms ‘Due upon Receipt. ATA Document o

Messages

#100% v





image3.png
B Form




image4.png




image5.png
ORACLE" ID Edwards EnterpriseOne Roes v Personalizafion v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SognOut

Media Object Viewer
B 0 X @t Mrie @ MBoie B remplates Bl characterize

#100% v





image6.png




image7.png




image8.png




image9.png




image10.png
| OLEQUE




image11.png
ORACLE' ID Edwards EnterpriseOne
Insert Object

& Create New

© Create from Fie.

Roles v Personslaton v Hep  AB&PT-AGENCYREQUESTER [PDSI0]  SgnOut
print OLE
~
v

®100% ~





image12.png




image13.png




image14.png
ORACLE" ID Edwards EnterpriseOne Roes v Personalization v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SonOut

Date modified Type

2/6/20151214PM  Microsoft Excel W.

1% Computer
&os@

a HP_RECOVERY (1
a DATADRIVEL ()
S Accounting (6}
CxHome(H) | |
3 DAS Web Site (\
& Common (W:)





image15.png
Open




image16.png




image17.png




image18.png




image19.png
ORACLE' D Edwards EnterpriseOne Roes v Personalizafion v Hep  AB&PT-AGENCYREQUESTER [PDSIN]  SonOut

Work with Requisition - Order Detail 6]
B X O rom B ow & 1o

PRI Line Defaults \ _ Additional Properties Y _Category Codes
Order Nomber 75094 o 10000 Bushess Unit 00224
Suppler 930959 sETSOIRCE Order Revion 2
shpTo s0sms2 CORRECTIONS - CEVTRAL OFFICE # Entered Date 040772015
InvoiceTo 250035 CORRECTIONS, NEBRASKA DEPARTHE Requested osfo1/2015
Prom DelDate
Buyer Number 72007 48 8 PT - AGENCY REQUESTER IaE
CancelDate —
Order attachment.
ALL CHANGES TO THE HEADER MUST BE MADE THROUGH HEADER REVISIONS
Records 1-4 ‘Custonize Grid
0| ige e, [ race wmbers 3-Dgt [N | quantty [t Extended Pu.
Number | Tnventory Number N |sb | Ordered Uom | cost cost Uo_| Descrpton 1
0O 1000 52000 EC 1000000 £A 500000 SO0000EA  THIS IS DESCRIPTION LINE 1
0O 2000 52000 o w 25.0000 EA 500000 125000 EA THISIS DESCRIPTION 1
O 3000 52000 o w 200000 A 500000 LO000DEA  THIS IS DESCRIPTION 1
O
< >

#100% ~





image20.png




image21.png
B row




image22.png




image23.png
ORACLE' ID Edwards EnterpriseOne

Media Object Viewer
rext M Fie @Rt ®BolE B Templates ] characterize

CRIRS

&

Roles +

Personalization +

Heb

B 8PT - AGENCY REQUESTER [DS10]

Sian Out





image24.png




image25.png




image26.png




image27.png




image28.png




image29.png
Choose File to U

P e G T

Organize v New folder

o Name Date modified Type Size

B Desktop & Training Example Attachment.xsx 2/6/20151214PM  Microsoft Excel W. 8KB

% Computer
&osc)

. HP_RECOVERY ([
s DATADRIVEL (E)
2 Accounting (G)
Rk Home() | |
9 DAS Web Site (\
% Common (W)

File name: -

®100% v





image30.png
Open




image31.png




image32.png
ORACLE" 1D Edwards EnterpriseOne Roles v Personalizaton v Help

Media Object Viewer

B0 X Srext Bre @ MBoe B rempiotes [ charecterize

AB &PT -AGENCYREQUESTER [FDS10]  Sign Out

Training Example
Attachment.xisx

4 Resdonly

The media object

[T —

What do you want to do with
FILE-10-20-15-76-3214505888938589-142870023702...

Size: T63KB.
From: pfepdine.gov.

> Open
The file won't be saved automaticly.

2 Save

2 Saveas

araphics, etc), they wil not be saved.

#100% ~





image33.png
> Open
The file won' besaved automaticlly.





image34.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizafion v Hep  AB&PT-AGENCYREQUESTER [PDSI]  SonOut

Media Object Viewer
B 0 X et Brie @ MBoie B remplates Bl characterize

0 & Read only

2”"””‘1",5:: “The media object displayed below is for viewing purpose only. If you make any changes (induding typing text, pasting graphics, etc.), they wil not be saved.
Hld -0 0= FILE-10-20-15-76-3214505888938589-1428700237029] L] dsx - Microsoft Excel [ [ |
Home | Inset  Pagelajout  Formulas  Data  Review  View 0@ @ 2
[ERIE B - SO g e 2 A
pae 2 e |
g Ca % Conmonsl Fomat co ot i
£ Caa Sk g o Tabie - sy - | EFomat~ | 2 Fiter® seect~
Cintoot Fost s e cas ity
= fe B
ry F s H 0 3 3 L v o
3
o e v 11
1 v s 1
.
B
“
¥
“
5
i
n
A
b ¥ Sheet1 /¥ Ml
oy





image35.png




image36.png




image37.png




image38.png




image39.png




image1.png




