ADD ATTACHMENTS
TO APPROVED ITEMS

QuIick REFERENCE GUIDE INV-09

INV

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Add Attachments to Approved Items in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers how to Add Attachments to Approved Items in NCFS.

Add Attachments to Approved Items
To Add Attachments to Approved Items in NCFS, please follow the steps below:

1. Login to the NCFS portal with your credentials to access the system.

2. On the Home page, click on the Product Management tab and click Product Information
Management app.

Good afternoon, Training Super User 1!
¢ Rece € Supply Chain Planning Product Management Payables General Accour 3
QUICK ACTIONS APPS
Manage Commercial ltems @
Manage Configurator Models il —I_
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3. On the Product Information Management page, click on Tasks [ E ] icon and click Manage
Items.

Product Information Management Item Management

« Create ltem

I + Manage Items

Product Information Management ®

« Browse Items

« Create Pack

Time Interval Last 24 hours Create Item Structure

« Manage Catalogs

* Manage Trading Partner ltems

Supplier Products Publication Status
All Statuses w

« Manage Item Relationships

ple] him

« Manage Delete Groups

Data Governance
+ Manage New Item Requests

ltems | O

No data available » Manage Change Orders
0 Lov

¢ Manage Item Rule Sets
Item Class | 0
« Analyze Item Rule Set Impact

Item Completeness + Manage Worklist

100% w Catalogs | 0 Data Consolidation

+ Manage Item Batches

« Review Supplier Uploads

4. Select the required Root Item class. In this example, we choose DHSS Item Class.

Product Information Management ~ Manage Items x

Manage Items (@ |Root Item Class v m
DAC Item Class DAC Item Class
A Saved Search | Application Default v
Advanced Sear "'l DHHS ltem Class DHHS Item Class 2
- DNU_DAC ltem Class DNU_DAC ltem Class
Item | Starts
| DPI ltem Class DPI ltem Class
** Description | Starts
DPS Item Class DPS Item Class
Root Item Class Root Item Class | Search | Reset | Save... | Add Fields

5. On the Advanced Search section, enter the Item number and click the Search button.

In this example, we choose 3000880.

Product Information Management  Manage Items x

Manage Items () | DHHS item Class v m
4 Advanced Search Saved Search | Application Default v
** Item | Starts with v || 3000880 ** Keyword

** Description | Starts with v

Reset || Save... | Add Fields
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6. Click the Item Number link in the Item column with Organization field as

ITEMMASTERORG.

Product Information Management Manage Items x

Manage Items (@ | DHHS Item Class v

b Advanced Search

4 Search Results

Approval Item

Item Description Status  Status

Long Description  Item Class Organization

v

3000880 FORK, DINNER, STAINLESS ST...  Approv... Active DHHS Item Class  ITEMMASTERORG

Saved Search | Application Default v

Actions v View v Formatw < 3 79 | Compare [5 s Detach Wra [Z] Image | Showv | Manage ltem Mass Changes v )

Image

7. On the Edit Item page, navigate to Attachments tab.

Product Information Management Manage ltems x  Item: 3000880 (ITEMMASTERORG) x

Edit Item: 3000880 (ITEMMASTERORG) @ .|

Item 3000880

Overview Specifications ~ Structures | Attachments | Associations Relationships  Categories Quality — History

Item  ltem Revision

Item

Status
. - FORK, DINNER, STAINLESS Lifecycle
Description | STEEL_TEST AUDIT Phase
No items to display - y Ueer
Item
Item Class DHHS Item Class Type
Approval Pack
Status Approved Type
Completeness

Score Revision

None == Created By " Conversion_User
Creation
Date

Active v

Production

Purchased Item

1117722 4:31 AM

Actions v o= & LEIETE v E = o
Title Description Category ;;ecked 0. _ Details x
No data to display. b No attachment selected.
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8. Clickthe Add [ + ] icon and click the Choose Files option in the Add Attachments area.

Overview Specifications  Structures  Attachments Associations Relationships  Categories Quality  History

Item Item Revision

Actions w z Default v

Checked O .
By Add Attachments X

Title Description Category
No data to display.
4 Type | File i Unzip all zip files after upload

Category | Miscellaneous v

Choose Files | No file chosen

9. Select one or multiple files from the local desktop or folder and click the Open button.

€« ~ < B > This PC » Desktop v (&) O Search Desktop

Organize ~ New folder = - M 0

’ A
A This PC

- 3D Objects
I Desktop

£ Documents
¥ Downloads
J’) Music

&= Pictures
ﬂ Videos

&9 OSDisk (C)

¥ Network

File name: |Test Attachments.docx V. All Files (*.%) v

Open Cancel
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10. Review the uploaded files.

Overview Specifications  Structures  Attachments  Associations Relationships  Categories Quality  History

Item  Item Revision

Actions v <= X & et v t £ O E -
Title Description Category g;\ackad 9 Add Attachments x
Test Attachment... Miscellaneous . Type | File i Unzip all zip files after upload

Category | Miscellaneous v

Choose Files | No file chosen

11. Click the Save drop-down choice list and select Save and Close.

Product Information Management Manage ltems x Item: 3000880 (ITEMMASTERORG) x
Edit Item: 3000880 (ITEMMASTERORG) @ S VTSR soe v | cancel
Save and Close
Save to Change Order
Item 3000880 Item Acti o E
status |~V O
FORK, DINNER, STAINLESS Lifecycle .
. , * Description | STEEL TEST AUDIT Phase ' oduction \
No items to display y User a
It Purch: I —
ltem Class DHHS Item Class 1ot | Purchased ltem
Approval Pack
Status APproved ook o M
Completeness
Score Revision 0
None == Created By Conversion_User
Creation :
Date 11/17/22 4:31 AM

Wrap-Up

Add Attachments to Approved Items using the steps above.

Additional Resources

Virtual Instructor-Led Training (vILT)

e Inventory Agency Manager (ILT)
e Warehouse Management (ILT)
e Inventory Item Maintenance (ILT)
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