-Under Requisition Entry Screen you will need to Search your requisition number

-Up at the top of the toolbar you'll see a paperclip and it will say “Attach” - click to open
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Main Information

Attachment Documents

Attachment Type Document Type Read Only Col

-Double click where it says Requisition Attachment

Requisition Attachment Requisition Attachment
(line that is highlighted in blue)
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Document Title TCM Document Type Read Only Col
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-On the top left of the tool bar click the “+” button B i
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-Select Choose File and choose your file you want to upload import Docurr il
-Select Import o

Drop files here...

Selecting and importing multiple files is only compatible with
images (TIFF, PNG & JPG). All other files, such as PDF, must be
selected individually.

-Click the square at the top left of your tool bar (next to + button)

“g Tyler Content Manager -Once saved, click “X” at the

right side of the tool bar and

Documents vo7A

you will be back on the Main
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