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Working With Attachments

Working with Attachments Overview

Training Guide
Working With Attachments

Text, pictures, and other type of files can be attached to records in the Payroll & Financial Center.
Such attachments are called media objects. Different types of media objects can be attached to the

same record.

The Payroll & Financial Center allows you to attach:

e Text
o Files (spreadsheets, Word docs, etc.)
o Websites

Working With Attachments Lesson

Procedure

This work instruction shows how:

~ To Check for and View an Attachment
~ To Attach different Attachments

~ To Rename an Attachment

~ To Delete an Attachment

Step Action

1. Attachments can be utilized in any Payroll & Financial Center Module - including

Address Book, Payroll, Procurement, Inventory, Accounting, A/P, and A/R.

In this lesson we will work from the Address Book Inquiry screen.
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ORACLE, JD EDWARDS ENTERPRISEONE

}I
idminlﬂrl'l'%!ﬂ VEOES

EnterpriseOne Menu =2a
Open Applications

You have no running applications The EnterpriseOne Menu contains several links to the applications
Open New Window These links will always be atthe left of your screens, no matter what application you are using

You can also hide the menu when you need more space for your work:.

Welcome!

[ Favorites
[ State of Nebraska

I Roles

I Actions

[ Preferences

TRANNG D#121 [JPY300]
© Sign Out

Done

+ Trusted sites

i v Rlow -

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Address Book link.

Click the Address Book Inquiry link.
[ﬁ.ddress Book Inguirﬂ
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ORACI—E- JD EDWARDS ENTERPRISEONE

TRANNG ID#121 [JFY300]

© sic it
Address Book Inquiry - Work With Addresses o
Select  Find Close Row Report Tools
v @ X B B &
Alpha Name ‘ [IDisplay Phone
Search Type =
No records found. Customize Grig =]
Address sch Tax Bankrupt Agency Alpha Mailing
m| Number Typ D Print Defined Name Hame
< bd
Done 7 Trusted sites dh v H00w -

Step Action

5. First we will need to bring up some records.
Click in the Alpha Name field.

6. Enter the desired information into the Alpha Name field. Enter "*husker*".
Click the Find button.

8. A record with a paper clip icon next to it means it has attachments. If it does not
have a paper clip icon then the record does not have any attachments.

9. You can view the attachment by clicking on the paper clip icon.
Click the Attachment button.

10. Clicking on the paper clip icon opens the Media Object Viewer window. This is

where you can view all of the attachments for that record. This is a read only
window so no changes can be made to any existing attachments nor can any
attachment be added.
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RACLE JD EDWARDS ENTERPRISEONE "

Media Object Viewer

Cance|

Last modified 03/17/2010 08:00:40 by UATTRAINT

Test attachment

Text1

|

ViCEs

Done [ + Trusted sites da v H0w -

Step

Action

11.

Click the Cancel button.

%]

RACLG JD EDWARDS ENTERPRISEONE L

Address Book Inquiry - Work With Addresses
Select  Find Close Row Report Tools

v @ X B B &
Alpha Name ["HUSKER™ [pisplay Phone

Search Type
[

Records 1-50

Customize Grig =]

@ .:ddre:: sch Tax Bankrupt Agency Alpha Mailing
umber Tvp D Print Defined Hame Hame
[ 52510 FD 470401233 CORNHUSKER STATE INDUSTRIES CORNHUSKER STA %
& 500008 V 470848696 CORNHUSKER PRINTING CO CORNHUSKER PRI
O & 500014 V 470583635 HUSKER ELECTRIC SUPFLY CO - PURCHA.. HUSKER ELECTRIC
O & 500095 V 470604747 CORNHUSKER INTL TRUCKS INC - PURCH... CORNHUSKER INTI
[ 500605 V 470147640 CORNHUSKER PRESS CORNHUSKER FRE
¥l 500840 V 470604747 CORNHUSKER INTL TRUCK INC - PURCHA... CORNHUSKER INTI
[ 500325 V 470636171 GRAHAN TIRE COMPANY, LINCOLN CORNH... GRAHAN TIRE COM —
¥l 500864 V 481230195 HUSKER AUTO GROUP HUSKER AUTO GR(
[ 501006 V 476401233 CORNHUSKER STATE INDUSTRIES CORNHUSKER STA
¥l 501421 V 470618568 HUSKER CHEMICAL SALES HUSKER CHEMICAL
[ 501663 V 470554310 HUSKER SEW VAC HUSKER SEW VAC
¥l 501988 V 470588605 CORNHUSKER TOYOTAINC CORNHUSKER TOY
[ 502331 V 470656476 HUSKER FIRE EQUIPMENT INC HUSKER FIRE EQU
O & 502374 V 470464934 CORNHUSKER HEATING & AIR CONDITIONI... CORNHUSKER HE/
O & 503089 V 470736032 CORNHUSKER WINNELSON COMPANY CORNHUSKER WIN
¥l 508381 V 470721525 Al CORNHUSKER CHAPTER Al CORNHUSKER
[ 508421 V 476032649 AITP - CORNHUSKER CHAPTER AITP - CORNHUSKE
(V_‘ A1R7R1 V. 4703930R4 CORNHUSKFR ALITO CFNTFR CORNHUSKFR AL’IT:
Done [ + Trusted sites dh v H00w v
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Step Action

12. In this next exercise we are going to learn how to add an attachment, but first we
need to select a record.

=]

13. Click the Row button.
14. Click the Attachments menu.
| Attachments |
15. The top tool bar displays the different type of attachments you can add. Text, File,

and OLE attachments are the most common attachments used.

OR ACI—E' TRAMNING ID#121 [JFY300]
JD EDWARDS ENTERPRISEONE "
© Sign Out
Media Object Viewer
Saye Cance] Text fie URL  OLE Templa Charac Delste
X ¢ @ @ . B
Dane 0] [ « Trusted sites dy v Hiow -

Step Action

16. First we are going to add a Text Attachment.

Click the Text button.

Page 5




Training Guide @,‘
Working With Attachments AdeinisirativeSer oces

ORACLE’ TRAINING ID#121 [JFY300]
JD EDWARDS ENTERPRISEONE o
Media Object Viewer
Save Cancel Text File URL OLE Templa Charac Delete
B X ¢ @ 0 ® B ®
[cowiernew  ~||[n-]|B 7 U[R-|l2 = =|iE EE| & @
Text1
Done [ + Trusted sites Sh v H00w v

Step Action

17. Enter the desired information into the field. Enter "Test attachment".

18. The Text Toolbar is similar to the Text Toolbar in Word. Here you can change the
type, size, color and style of font.

ORACLE’ ip EDWARDS ENTERPRISEONE 2 vt
© Sign Out
Media Object Viewer
Saye Cance] Text File URL OLE Templa Charac Delete
B X & @ © m® B
Couieriizw  ~||[10-]|B ~ u[@-]l22=[E =E|8 %
bt Test attachment]|
Dane [ « Trusted sites dy v Hiow -
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Step

Action

19.

You can add more than one attachment to a record. We are going to add another
Text attachment.

Click the Text button.

ORACLE, JD EDWARDS ENTERPRISEONE TRAMNNG ID#121 [JFY800]

Media Object Viewer

© Sign Out

Saye Cancel Text fle URL OLE Templa Charac Delste

X & @ © % B {
Cowternew  ~|[[o-]|B s U@l = =[E Ex

i
i
Lz
&

Text1 |

Text2

Done

[ + Trusted sites $h v H0% -

Step

Action

20.

Enter the desired information into the field. Enter "Test attachment2".
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ORACLE" 1o EDWARDS ENTERPRISEONE S
Media Object Viewer
Save Cancsl Text File URL OLE Tempia Charac Deiste
X ¢ @ @ W B & 0
Courier New o~ B s up-llzs=E = EEE W
Text1 Test attachmentZ

Done [ + Trusted sites Sh v Hioowm <

Step Action

21. You can rename an attachment. we are going to rename the two Text Attachments.

Click the name of the Text2 attachment.

22. Enter the desired information into the Item field. Enter "Attachment 2".
23. Click the Text button.
&
24, Click the name of the Textl attachment.
25. Enter the desired information into the Item field. Enter "Attachment 1".
26. A File Attachment allows you to attach a file such as Word, Excel, PDF, etc. A

File Attachment cannot be changed . . . it is a read only document.

An OLE Attachment allows you to add the same type of files as a File
Attachment, except it allows you to make changes to it.

27. Click the File button.
28. Click the Select Local File option.
29. Click the Browse button.
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Choose File to Upload

Laok in: | (3 Trairing Example Folder = O# @

- T Training Example Attachement . pdf
; B Training Example xls

My Fiecent
Dacuments

(G

Deskiop

&

My Documents

My Computer

@ﬁ

My Network — File name: | - Open
b I = o |
Files of type [N Fies () - Cancel
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TRANNG ID#121 [JPY900]
© Sign Out

Dane [ & Trusted sites

G v Hiowm -

Step

Action

30.

Browse to the file you wish to attach and clik it
t Training Example Atkachement, pdf |

31.

Click the Open button.
Open
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RACI—E JD EDWARDS ENTERPRISEONE

|

Adminiatrati VEOES

Media Object Viewer Add - File
Add  Cance]

E]
© select Queue
Queue
File
Preview

@ select Local File

Local File [C:\Documents and Settings\brian. svik\Desktop\Training Example FolderTrainind [ Browse .|

Done

[ + Trusted sites Sh v Hoow v

Step Action

32. Click the Add button.

RACI—E JD EDWARDS ENTERPRISEONE

Media Object Viewer

Saye Cance|

B X &

Attachment 1

Aftachment 2

Text

Training Example
Attachement.pdf

Fie URL OLE

© & B

/i Read Only

The media object displayed below is for viewing purpose only. If you make any changes (including typing text, pasting graphics, elc.), they will not be

saved

Templa Charac Delete

B o

e Download

Do you want ta apen ar save this file?

Hame: ...15-131-10924796596569635-1266831561772.pdf
Type: Adobe POF Reader, 12.0KE

Fiom: jde.ne.gov

Open | [ Save | [ Cancel

Always ask befare opering this type of file

“while filzs from the Internet can be usehul, some files can potentially

@ save this file. What's the risk?

harm your computer. |f you do not tust the source, do nat open or

Done

' Trusted sites $h v H00w -
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Step Action

33. If prompted click the Open button.
[ Open ]

34. The attached file appears in the window. In addition a Read Only notice appears at
the top of the screen stating that the File Attachment cannot be changed.

TRAINING ID#121 [JPY300])
© Sign Out

ORACI—E. JD EDWARDS ENTERPRISEONE

Media Object Viewer
Saye Cancel Text Fie URL OLE Templa Charac Delete
X ¢ m Q@ W B §F @
/i Read Only
Attachment 1 The media object displayed below is for viewing purpase only. If you make any changes (including typing text, pasting graphics, etc.), they will not be
saved.
Attachment 2 I A
I = = = Ll ik ) | (@ @[ - glr Ao o -
Training Example 1 |~
Attachement pdf
Training Example Attachement
Done J Trusted sites Sy v Hl00m v

Step Action

35. Next we are going to attach a web site (or URL) To this record.
Click the URL button.

36. Enter the desired information into the Enter URL field.
Enter "www.nebraska.gov".

37. Click the Preview button.
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ORACLE, JD EDWARDS ENTERPRISEONE

Media Object Viewer Add - URL
Add  Cancel
X
Enter URL
[ nebraska gov | (preview
Preview
Security Warning
% Do you want to view only the webpage content that was delivered
H securely?
This webpage contains content that will not be delivered using a secure HTTPS
connection, which could compromise the secuiity of the entire webpage.
javascript: previewURL{document  urlInputForm, urlame value, moltemyiew’, previewDiv') J Trusted sites 4 v ®io0w% -
Step Action
38. If you get a Security Warning you will need to make sure you have the correct

Internet Explorer settings.

If you click Yes the page will not display correctly. Click the No button to ensure
the page displays as it should.

[ to ]

39. By clicking the Preview button you can make sure you have the correct web site
before you actually attach it to the record.
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Media Object Viewer Add - URL
c;;|<cej

[www nebraska gov | (preview

Preview
k. Official Nebraska Government Website

NEBRASKA .Gov

TEXT +/ - DEFAULT WIRED SENiORS TEXT ONLY MOBILE LANGUAGES HOME
=

Heineman |

EXECUTIVE
for Citizens | | for Businesses | | for Education | | when Moving | | when Visiting LEGISLATIVE

JUDICIAL

Dept Of Motor Vehicles FEDERAL

More Citizen Services | All Services More Citizen Agencies | All Agencies

How Do I Check My Ir
How Do I Purchase Hu

Step Action
40. Click the Add button.
=
41. If the web site address of the attachment ever changes you will need to update the
attachment, otherwise it will not display properly.
42. You can delete attachments from a record. Anyone can delete a record so it is vital
to be careful when doing so.
In this lesson we are going to delete one of the Text Attachments.
43. Click the Text button.
A
44, Click the Delete button.
45, The Attachment 2 no longer appears.
46. Click the Save button.
47. Now the record has a paper clip icon indicating it has attachments.
48. You have successfully completed the Working with Attachments course.

End of Procedure.
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