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Add Attachment: You
must be in the Lines
region of the form before
the Add Attachmenticon
is enabled

Category
Miscellaneous

. Long Text
Short Text
Weh Page
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» To add an attachment, click on the Paper Clip symbol on the tool
bar.
NOTE: You must be in the Distribution Lines region of the IT form
for the Attachments icon (paper clip) to be enabled

» The Attachments window opens up.

* Type an “M" in the Category field and hit the Tab key. The field
will then populate with the Category of “Miscellaneous”.

 Inthe Data Type field, type an “F" and tab out of the field to
populate the field with “File”; alternately, you can click the List
of Values icon and choose “File” from the list
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O Atachments

Source
Seqg  Category Diata Type File ar URL
10 ll'l.l'liscellaneuus ’

l
| |
| |
| |

Entity Mame: EIT

9 Has the file been uploaded successfully?

Irieliielz Eafzracl Bl is Publish to Catalog Document Catalog. ..

e After filling in the Data Type, a Decision box will open.

e DO NOT CLICK ON THE YES OR NO BUTTONS!

— Leave this Decision box open because you will need to
return to it later in the process

e Click or hover on the Browser Icon at the bottom of
your computer screen and you will see a GFM Upload

page

£ Oracle Applications Home Pag... S QOracle Applications R12 - Intern... = GFM Upload Page - Internet Ex...

r «f
L &2

e Click on this page.
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) University

Tulane

File Upload

* Upload File

Browse...

| Submit | | cancel || Clear |

Browse Button

Privacy Statement

@ Cheose File to Upload

‘" == » ThisPC > gpeacoc (\tulanelocaluptown\accounting\users) (¥:)

Organize =

Onelrive

& This PC
i 30 Objects
[ Desktop
a Documents
3 Downloads
b Music
[&=] Pictures
E Videos
ia Local Disk (C)
m= Tax (\itsinvestfs
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= group (\\tulane.

|_j Metwork

Mew folder
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MName

=] nov 10 trfrs

E| oct 10 TRFR
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ﬁf] OctMinutes

Eg Oracle Error Message
@ org list

"L Papillion Account setup
"L part 1 schedule b

» . Parties

payroll natural accounts
B Phone List

"L Proposal 2009

@‘_’ purpose

@‘5 resume-1 brittany

Ia_j revenue natural accounts

" russell's card

Date modified
12/6/2010 10:42 AM
11/3/2010 &40 AM
11/4/2011 %:54 AM
3 2:40 PM
12/11/2003 &:54 AM
11/18/2008 10:04 ...
5/ 06 PM
11/24
12/14/2010 10:07 ...
772272011 10:43 AM
2008 2:21 PM
9 1:37 PM

F2001 9:19 AM

2011 10:44 AM

010 10:13 AM

[ )
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Type

Text Document
Text Document
Text Document
Rich Text Format

Micresoft Word 9...

Microsoft Excel 97...

Adobe Acrobat D...
Adobe Acrobat D...
Shorteut
TSV File

Micrasoft Excel 97...

Adobe Acrobat D...

Microsoft Excel 97...

Microsoft Word 9.,

Microsoft Excel W..

Adobe Acrobat D...

v O

Size

106 KB
90 KB
341 KB
370 KB
142 KB
96 KB
34 KB
25 KB
1KB
7TKB
19 KB
T3 KB
15 KB
52 KB
17 KB
242 KB

File name: |org list

V| | All Files | 4

X

Search gpeacoc (Witulaneloca.. 0@

= -

m @

Open Button

Cancel

~
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A new window will pop up for you to Browse for your file.
Click on the Browse Button in order to find your file.
Choose which file you would like to add.

Highlight the file and click “Open”.
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 File Upload

* Upload Ale Y:\org list xl " Browse... _'

[ Submit | | cancel || Clear |

Privacy Statement

e Click on the “Submit” button

= Tulane

“University

D Confirmation

1. File Upload completed successfully.
2. * Please dose the web browser.
3. * Return to the Attachments form and dick on YES to indicate file upload is complete.

 You will then receive a Confirmation telling you to close the web browser
and return to the Attachments Form to click “YES” to complete the
upload of your attachment.

O Decision

' 9 Has the file been uploaded successfully?
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Source
- =eq  Category Data Type File ar URL
J1I] Miscellaneous File org list.xls Close

!IE Miscellaneous File 8801 Coupon.doc At_taChmentS
- Window

File Name

Entity Marme: EIT

Open Document...

Bl [rielielz Balziz Dociimzmn s Fublizh to Catalog Documment Catalog.

« Once you click Yes, you will see the file name in the File or
URL field.

 You can add multiple files by adding another line and
repeating the process.

« When you are finish adding attachments, close the
Attachments Window by clicking on the “X" in the upper right
corner.

 You can view any attachment by clicking on the line of the
attachment you would like to view and clicking the Open
Document button.

NOTE: Attachments can be added by anyone who prepares or

receives the IT. If an attachment needs to be removed, you
will need to contact the System Administrator.
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