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Adding Attachments
When adding attachments to a procurement document follow the steps provided below.
In the Notes and Attachments section of the Header tab:

1. Select the ADD ATTACHMENT button

w Attachments
l Add Attachment I| Edit Description || WWersioning || Delete || Create Profile |

| Category | Description | File Name | “ersion | Processor |

m The table does not contain any data

2. Select the BROWSE button

Add Attachment

Here, you can upload a file and asttach i to the header
File: | _Browse.._|
Description: | |

| wisible Internally only:

3. Locate and select the file of choice

i

f & Choose File to Upload
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4. Change the description if required, or select the OK button to accept the file as is. If this
is a bid document, you will have to deselect the “Visible Internally only”

I Add Attachment

Here, wou can upload a file and attach i ta the header
File: |LI:1.Training TeamizRM 7.0 || Browse.. |

Description: | |

Yizible Internally only:

[ [Carcel

5. The Description field will default with the name of the document
6. If the description needs to be changed at this point, select the EDIT DESCRIPTION button

w Attachments
| Add Aﬂachment! Edit Description !Versinning‘ || Delete || Create Profile |
Category Description File Mame Wersion | Processor | Wisible Internally only
|_| Standard Aﬂachmentl Emergency Medical Supplies and Services Quote IEmergency Medical Supplies and Services Quote.docx 1

7. Enter the New Description, and select the OK button
Edit Des:;ptl:n

Old Dezcription:  Emergency Medical Supplies and Services Quote

Mew Description: * |Supplier Guote |

[ ok [ cance |

8. The new description will display as shown below

w Attachments

| Add Attachment || Edit Description || Versioning 4 || Delete || Create Profile |

Category De=scription File Name Version

|_| Standard Attachment] Supplier Qucte | Emergency Medical Supplies and Services Quote docx 1




