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Creating Comments & Attachments within Requisitions

	1.  
	If you have attachments that should be forwarded with the comments, then you can attach the document electronically in Header Comments (Add Comments).
Alternatively, you can print the requisition and attach a hard copy and send if for approval. 

	2.  
	Click the Add Comments link.
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	3.  
	Enter the desired information into the field. Enter a valid value e.g. "cnw 11/03/05 Please see attached file.".

	4.  
	You can also attach a document (SOW, Quote, Specifications) or scanned document to this requisition by clicking the Attach button. 

PeopleSoft will accept attachments in Word, Excel or Adobe Acrobat (.PDF format).

The Browse window will open. 

Click the Attach button.
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	5.  
	Click Browse to go to Windows Explorer. 

Click the Browse button.
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	6.  
	Navigate to the file you want to attach and click Open. 

Click the Specifications object.
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	7.  
	Click the Open button.
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	8.  
	Click the Upload button.
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	9.  
	You can add multiple comments and attachments to the requisition by inserting a new comment.

Click the Add a new row at row 1 (Alt+7) button.
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	10.  
	When you insert a new comment, a blank comments block will appear.

Enter the desired information into the field. Enter a valid value e.g. "cnw 11/03/05 Please see attachment".

	11.  
	In this example, we want to add an attachment, but also want to have comments shown to the Vendor and shown on the receipt and invoice.

If the comments need to show on the PO, then select Send to Vendor.

Please note that you may categorize or separate each comment (one to the Vendor, Receiver and one to the Voucher). Comments/attachments will always go to the Buyer.
Click the Send to Vendor option.
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	12.  
	If the comments should be shown to Receiving, select Shown at Receipt.

Click the Shown at Receipt option.
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	13.  
	If the comments need to show on the Invoice, then select Shown at Voucher.

Click the Shown at Voucher option.
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	14.  
	Next, we will attach a quote.

Click the Attach button.
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	15.  
	Click the Browse button.

[image: image12.png]Browse.





	16.  
	Click the Quote object.
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	17.  
	Click the Open button.
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	18.  
	Click the Upload button.
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	19.  
	Now we have two separate comments within this requisition. We can scroll through the comments.

You can also see the associated attachments below.

Click the Show previous row (Alt+,) button.
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	20.  
	Our first comment is displayed along with the associated comment below.

Click the Show next row (Alt+.) button.
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	21.  
	Our second comment is displayed. To view the attachment, click the View button.

Click the View button.
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	22.  
	Click the Open button.
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	23.  
	The attached document is displayed.

Click the Close button.
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	24.  
	If you need to check the spelling of your comments select the SpellCheck icon.

	25.  
	Requisitions that require a Sole Source or any other documents that need to be sent should note in Comments that a hard copy will follow.

The hard copy needs to follow the same path as the electronic requisition (first to your Department Approver and then to Quality Assurance, who will then send it to Procurement Services).

Department Approvers and Quality Assurance should not be approving the electronic requisition until they have received the hardcopy paper-work that's following the requisition.

	26.  
	Once you have created attachments and entered comments click OK to return to the Maintain Requisitions page. 

Click the OK button.
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	27.  
	When header comments are entered into PeopleSoft, the Add Comments link changes to Edit Comments.

Click the Save button.
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	28.  
	All comments will go to Purchasing and/or Procurement. 

Comments will flow through the same workflow (Dept. Approver, QA Approver and to Procurement).

	29.  
	You have successfully created header comments and have added attachments.

End of Procedure.
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