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Overview

This guide explains how to add attachments to a purchase requisition in Knotical PMS. You can
attach files at two levels: against the whole requisition, or against an individual line item.
Both use the same dialog and the same steps — only the starting point differs.

Step 1. Open the requisition

From the Procurement menu, select All Purchase Requests and click the requisition’s File #
to open it.
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All Purchase Requests. Click a file number to open the requisition.

On the requisition page you have two ways to attach files: the Attachments button above the
line-items grid (for the whole requisition), and the small attachment icon on each line-item row
(for that item only).
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The requisition page. Attach files for the whole requisition, or per line item.

Part 1 — Attach to the whole requisition

Step 2. Add requisition-level attachments

Click the Attachments button above the line items to open the Requisition Attachments
dialog. Click Add Attachments to choose your files — you can add any number of them. When
you are done, click Save Attachments. These files apply to the requisition as a whole.
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Requisition Attachments

The Requisition Attachments dialog. Add files, then Save Attachments.

Part 2 — Attach to an individual line item

Step 3. Open the line item’s attachments

On the line-item row, click the small attachment icon — it shows the current number of
attachments (for example, 0). The same dialog opens, now titled Line Item Attachments. Click
Add Attachments to choose the files for this item, then click Save Attachments.
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Line Item Attachments

The Line Item Attachments dialog — the same dialog, scoped to one line item.
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Step 4. Confirm the count

After saving, the icon on that row updates to show how many files are attached — for example,

it changes from 0 to 2. You can repeat this for any other line item.

Delivery Details

Expected Delivery Date: * Delivery Port

Line Items

The line-item attachment count updates from 0 to 2 once the files are saved.
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Tip: The info button on each line-item row shows the spare-part details for that item, for your

reference.

This completes the process of adding attachments in Knotical PMS — either to the whole

requisition or to individual line items.
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