B Entering Attachments to Order Header

Overview

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

If you have information that is specific to an entire purchasing document
(Purchase Requisition, Quotation Request, Contract, or Purchase Order), you
can include an attachment on the Order Header.

& Attachments can also be made to Bid Responses.

Text Attachments

& Only the first Text Attachment 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
an order header on a Purchase Requisition will appear on the corresponding
order header of any document generated (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 procurement documents. 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 be opened in Read Only format and can not be
modified once they are attached to the document in NIS. 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 Attachments to Order Header.

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.)

Ay Attachments can be utilized in 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

Entering Attachments to Order Header

Enter Attachments: Text (To Order Header)

Start this instruction from Order Header window.

& 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.

Peop TS oft.
Enter Comm Req (OR) - Order Header ] [ad
OK  Cancel Form Tools
B8

Order Numper [17132 OR 22710 Business Unit 27227150
Address Numbers Dates
Supplier I BEST SOURCE
@ Order Date 0310212006
Shipto ROADS LINCOLN CENTRAL COMPLEX

’ 558552 Reguested 0410112006
Buyar 1117504 MILLER, LINDSEY A ST
Invoice To 260227 ROADS LINCOLN CENTRAL COMPLEX L

Caneel Date b
Prit. Rermark ‘
Description [
Print Message
Tax Expl Code Hold Code BLANK - HOLD CODES 42/HT
Tax Ratelsrea Approval Code 1117504
Cerlificate Retainage %
TaxID Ordered By MISLMILLER
Ferson/Corp. 1D Order Taken By
Fayment Terms oo AlA Document v
Messages
| ol

1. Click Form, Attachments. The Media Object Viewer window appears.

PeopleSoft.

Media Object Viewer
Saye Carcel Tedt  Fle  URL  OLE Temp. Cher.. Deile
> B Q@ R B F
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Click Text. The Text icon appears in the space on the left side of the
window.

U e

Media Object Viewer
Saye Cacel Tedt Fle URL  OLE Temp. Char.. Deile ‘

QO M B §
|[couriernew  ~||[10+]| B ~ u[W-|/[=
Tox

3. Click in the blank area of the window.

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

& Text attachments do not spell check.

ﬁ 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.

5. Click Save. The Order Header window appears.

PeopleSoft.

Enter Comm Regq {OR) - Order Header ]
OK Cancel Form  Tools

x L3

Order Number [iT13z OR 22710 Business Unit 27227150

Address Numbers Dates

Supplier 5 @ BEST SQURCE Order Date TETEEG
Shipto 558552 ROADS LINCOLN CENTRAL COMPLEX. Requested ST 200
Buyer 1117504 MILLER, LINDSEY Promised Delivery ooz |
Invaice To 350227 ROADS LINCOLM CENTRAL COMPLEX

Cancel Date [

Pt Remark ‘

Description [

Print Message

Tax Expl Code ] Hold Cade [ BiANK-HOLD CODES 424G

Tax Rate/Area Anproval Code 1117504

Cerificate Retainage %

TaxID Ordered By NISLMILLER

PersaniCarp. ID Order Taken By

Payment Terms 000 AlA Document g
Messages

Aftachments ]

& Note that the Messages field populates with "Attachments" if Order
Header attachment(s) exist.

Continue to work with the purchasing document as needed.
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Enter Attachments: Object Linking and Embedding,
OLE (To Order Header)

& 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.

Order Header

gl

Enter Comm Req (OR)} -

DEE

~

OK  Cancsl Form  Tooks

8 X [

Order Numper [17132 OR 22710 Business Unit 27227150

Address Numbers Dates

Supplier Ic Q BEST SOURCE Orler Dato ’W
Ship to lssassz  ROADSLINCOLN CENTRAL COMPLEX E— Baomes |
Buyer [Mi7e0d | MILER LNDSEY ORI, fainoos |
Invaice To T ROADS LINCOLN CENTRAL COMPLEX

EERETTT ‘ Caneel Date

Description [

Print Messane ’—

Tax Expl Code ] Hold Code [ BLANK-HOLD CODES 424iC

Tax RatelArea ’— Approval Code W

Certificate [— Retainage % ’7

TaxID [— Qrdered By W

PersoniCorp, 1D ’7 Order Taken By ’7

Fayment Terms oo AlA Document ’Yi
Messages

1. Click Form, Attachments. The Media Object Viewer window appears.

PeopleSoft.

Media Object Viewer
Saye Carcel Tedt  Fle  URL  OLE Temp. Cher.. Deile
B X ¢ @ © M B H o

2. Click OLE. The Media Object Viewer window appears.
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TR,

Media Object Viewer
Saye Cancel Tew Fle URL OLE Temp.. Char. Delste Print..

B X ¢ B © ® B F 0 g ‘
.'[2 .P\easenhnnseaqueua\v

OLE1

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

4. Choose "OLEQUE." An Insert Object window appears.

TS

Media Object Viewer
Save Concel Ted Fle LURL  OLE Temp. Char.. Delete Print..

B X ¢ B © % B W 0 & ‘

LI OLEQUE [+

OLE1

Insert Object

Ia
£

Object Type: o

Carcel

(&) Create Hew Adabe Acrabat 7.0 Document
Bitmap Image
Media Clip

@ [ Al jctosoft Equation 2.0
Microsoit Graph Chart
Microsoit Office Evcel Chait
Microsoit Office Excel Workshest
Miciosolt PoweiPoint Presentation |

[T 3

Result
Inzerts 2 new Adobe Acrobat 7.0 Document

obiect into your document

5. Choose Create from File.
6. Click Browse.
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PeopleSoft.
Media Object Viewer
Saye Cance| Ted Fle URL CLE Temp.. Char.. Delele Print
X ¢ @ © = JE I =
.'[2 OLEQUE ~
OLE1
> 6%
X
* @ & 2 E-
Y My Documents [2]open vworkbench
:3 J My Computer B)Reports Mini Manual.c
MyRecent | “2My Network Places [50]shorteut to 8,10 Upar
Documents |- Adobe Acrobat 7.0 Professional [a) Shortcut to End-User
— &l Adobe Reader 7.0 [ shortout to HRP w1
- B 160 series Access for Windows {5 Shorteut to JAWS Isst
Desklop ) iSeries Navigator Eshorteut to Lindsey -
& *JDEdwards Oneworld [y Shortout to Trairing
&' DEdwards Solution Explorer Sl Spybot - Search & De:
,J [EPLotus Notes & ) Term and Stark Dates
(DUserapplicationData
My Documents
D B\Financial_Reports_Menus.doc
N T HRP_WIL10_T1b_EE_Roster_with_Rate_test.pdf
'i'j ] major Purchase Order Tssues Memo.doc
[ microsoft Office word 2003 (2)
My Compuler
] m >
@ e -
-
My Metwork  Files of type: AllFiles 7] "

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

8. Choose the file.
9. Click Open.
10. 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 document, you can
select it and then return to the OLE attachment to view and revise it.

11. Click Save. The Order Detail window appears.

12. Continue to work with the purchasing document as needed.
ﬁ Attachments made to the Order Header can be accessed from the "Work

with Order Header" window by choosing the document and clicking Row,
Order Attachments.
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Enter Attachments: File (To Order Header)
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.

PeopleSoft.
Enter Comm Req (OR) - Order Header i3] )
OK  Cancel Form  Tools
=]
Order Number [17182 [oR 58514 Business Unit | 65050020
Address Numbers Dates
Supplier BEST SDURCE G
R Order Date |osinsizo06
Ship t FACILITY, MULTIPLE ADDRESSES e
i ssara3 : Requested 06I05/2006
Buyer [121688 VARGA, APRIL S PrRIES Dol o]
Invoice To PrrTey FACILITY, MULTIPLE ADDRESSES L
559783 Caneel Date b
Pmt. Remark [
Description [
Print Message
Tax Expl Code ‘ Hold Code BLANK - HOLD CODES 42/HT
Tax Rate/Area ‘ Approval Code 150128
Cerificate Retainage %
Ordered By UATTRAINE
Person/Corp. 1D Crder Taken By
Payment Terms ano A& Document b
[ | ol

1. Click Form, Attachments. The Media Object Viewer window appears.

PeopleSoft.

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.

e,

Media Object YiewerAdd - File
fdd  Cancel
B X
@ Gelect Queus
Queue ‘EusmessFuncUunDuc ‘vJ
File | B0000004 .t [v]
[ Preview

O select Local File
Local File | Eiowse

3. Choose Select Local File.

4. Click Browse. The Choose file window appears.
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‘Choose file

©

My Recent
Diocuments

€
Desklop

i,

My Documents

ty Computer

| & &t E-

IDM}-’ Docurments

-j My Computer

QM';J Metwork Places

= Adobe Acrobat 7.0 Professional
all Adobe Reader 7.0

IBM iseties docess For Windows
EE)iSeries Mavigator

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

Eraz09, 1

T HRP_WI_L10_T1.b_EE_Roster_|
B 1aws Issues_wes.xls
E@ju:leexpimpu.u:al:u
@jdewehctlsu.cab

B major Purchase Order Issues Me
[ Micrasaft OFfice Wward 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: IAII Files [%.7] _vJ Catcel |
2

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.
ST
Media Object Viewer

Save Cancel Ted Fle URL  OLE Temp. Char.. Delete |

B X ¢ @ © M B ® 0

810_proc_change

/3 Read Only

The media object displayed below is for viewing purpose only. Ifyou make any changes (including typing text, pasting araphics, etc), they will not be

saved

i Final showing Markup = Show = | %8 %3 v~ 5r - | 3 -| 3| H ]

SeAB0 v DIG e D520 2B e 324 e e 360+ 396 -+ 932 ¢ o d6d A BORMIINE

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

M PeopleSoft.
Q :r.-lnm PO (OF) Approval - Work With Orders Awaiting Approval ::_
: T EX W & :
= :—-I&ﬂ\:ﬁ] i I
9. Click Save. You will return to the Order Header.
10. Continue to work with the purchasing document as needed.
& Attachments made to the Order Header can be accessed from the "Work
with Order Header" window by choosing the document and clicking Row,
Order Attachments.
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Enter Attachments: URL (To Order Header)
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.

e
Enter Comm PO (OP) - Order Header @
QK Cancel Form  Tnols
8 X =
Qrder Number [s8a71 oP 56650 Business Unit 65025000
Address Dates
Supplier FISHER PEN CO

300820 Order Date 06272008
Shipto fragzs | DAS-uis —— 1
Buyer 100388 MCKAY, DORENNE K Promised Delhery —
Garrier DAS - NIS
578825 Cancel Date
Pmt Remark I
Description |
Print Message
Tax Expl Code Hald Cade BiANK - HOLD CODES 42/HC
Tax RatefArea Approval Code
Certificate Retainage %
[2dC 362150211 Ordered By RISKMCKAY
Person/Caorp. ID COrder Taken By
Payment Terms AlA Document Y
Messages

1. Click Form, Attachments. The Media Object Viewer window appears.

PeopleSoft.

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

LR
B e % B ¥

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

Pl

Media Object ViewerAdd - URL =l
Add  Cancel

6 % |

Enter URL

Preview I

3. Enter the URL in the box. (Ex. www.nis.ne.gov)

4. Click Preview. The URL attached will be shown below.
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=

PeopleSoft.

Media Object ViewerAdd - URL
Aeid  Cancel

8 X

Enter URL
[nttp: oy shas state.ne.usinist

Preview I

Preview

g Official Nebraska Government Website

E® Nebraska Information Syst
a Collaborate * Integrate * Achieve

= N

Help Desk | 1

Sign on to NIS
raining Manuals

| Late Breaking News |, memos
Available Training
Tips and Tricks
Policies & Procedures
Glossary
Interface & Conversions
User Group Reports Security LI
5. Click Add.
6. Click Save.

ﬁ Attachments made to the Order Header can be accessed from the "Work
with Order Header" window by choosing the document and clicking Row,

Order Attachments.
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