A A O VRS TechBuy — Creating Comments,

HEALTH SCIENCES CENTER
Finance Systems Management NOteS and AttaChmentS

TechBuy provides comments, internal and external notes, and attachments for
additional information and communication. The comments, internal notes and
attachments are only available within TechBuy and are not sent to the supplier. External
notes and attachments allow you to send information to the vendor. This document will
review internal and external notes and attachments at the header and line levels.

—
Al Search (Alt+Q) a 3500USD W o @ D3

Requisition * 4303133
awy s omwe o 3 om0 <q— Internal & External

Notes/Attachments at

header and line levels

Internal Notes and Attachments £ External Notes and Attachments

Internal Note Furniture for Business Manager Note to all Suppliers Discussed pricing with Business Managey
documentation attached.

Internal Attachments Date Add Attachments for all suppliers Date
L InternalNoteRequisition1.pdf 6/17/2025 LERS L ExternalNoteRequisition2.pdf 6/18/2025
Event Title no value Sub 35.00
Shipping 0.00
Comments

You can add comments to a cart or requisition at any point during the Review or
Approval process. The comments will stay in the order history and can be accessed at
any time. To add a comment to a cart, select Comments.

Alw Search (Alt+Q) Q 000USD W o 1@ O

ﬁ e ‘Withdraw Entire Requisition 1 of 4Results ¥ <>

Requisition + 4302962 Select

Summary Taxes/S&H PO Preview hﬂ CO m m e n tS

General # Shipping & Billing £ Summary i

Status Pending shipTo Bill To Total (834 USD) .
HSC New Supplier
Contact Name Shannon Myers TTUHSC Payables shipping, H.
Submitted 6/12/2025 2:34 PM Phone +1 (806) 743-3594 Box 5970
Email shannon.myers@ttuhsc.edu Lubbock, TX 79408

Any previous comments will populate. Select the Add Comment (+) icon.

Summary Taxes/SEH PO Preview Comments e Attachments History

Records found: 3 Show commenis for  Requisition ~« +

Select Add
Comment (+) icon

Shannon Myers - 6/12/2025 2:48:29 PM Commem Added )

Items updated. Please approve this requisition

Email sent: Shannon Myers <shannon.myers@tiuhsc.edu=, Hayden Vest <Hayden Vest@uuhsc.edu>
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TechBuy - Creating Comments, Notes, and Attachments

The Add Comment box will appear. Add a comment to the cart in the comment box,
attach a file, or enter a link. Select Add Recipient to search for a user to receive an
email notification indicating a comment has been added to the document. Once you
have entered the information, click Add Comment (Checkmark).

Requisition - 4302962 [ =
Summary Taxes/S&H PO Preview Comments e Attachments History
Records found: 3 Show comments for  Requisiton v
Click Click Add Comment
ADD COMMENT Add Recipient (Checkmark) —>| X

This will w‘lment to the document. If you select a user they will receive an email indicating that a
comment has dded to the document.

Email notification(s)j Add recipient

D Shannon Myers (Prepared by, Approved) <shannon.myers@ttuhsc.edus
&

A

1000 characters remaining expand | clear Attach file (optional)

Characters beyond the limit are ngt saved, i.e,, the note is truncated. attach +Typ @ Fil

Once the note is attached, it is acflessible from the History tab of the Attachment Type Te
document.

O Link/URL
Add Comment,
Attach Flle, File Name
Enter Link
File Choose File Upload your file

The the number of comments in the Comments heading will increase every time a new
comment is added.

——
Al Searen (Alt+Q) Q 0.00uUSD W o @ Dy
Requisition + 4302962 & O - Withdraw Entire Requisition TofaResuts v | < >
summary Taxes/S&H PO Preview Comment ts @ t ‘ Hist
Summary -
Records found: 4 Sl mments f Requisiti v 4+ Pending
Total (8.34 USD) ~
‘Shannon Myers - 6/12/2025 3:16:11 Requisition- 4302062  Comment Added )
Approval is still pending and unassig N u m be r Of
6/12/2025 2:48:29 § ( Om ments Requisition- 4302062  Comment Added )
It
Er
Shannon Myers - 6/12/2025 2:46:15 PM Requisition - 4302962 Comment Added )
Ple n instead of unassigned What's next? ~
Workflow
Myers - 6/12/2025 2:43:20 PM Requisition - 4302062  Comment Added )
Submitted

6/12/20252:34 PM

Reviewing the comments on an order is a common way to track the status. You can
select to view all comments, or you can select to view the comments for a requisition,
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purchase order, invoice, or receipt. The comments will default to the document that you
are currently reviewing.

From a requisition, you can see the comments for the purchase order, invoice, and
receipts that pertain to that requisition. From an invoice, you can see all the comments
for the requisition, purchase order, and receipts that correspond to that invoice. From
the receipt, you can see all comments for that receipt and its associated requisition,
purchase order, and invoice.

To view the comments from a requisition, select Comments.

Alv Search (Ait+Q) Q ooousp W \‘a L,E.l

- e Withdraw Entire Requisition 1 of 4 Results ¥ < >

Select

Comments

Summary =l

Records found: 4 t ~ + Pending
Total (8.34 USD) v
The Comments page will appear.
Requisition « 4302962 | - O]
Summary Taxes/S&H PO Preview Comments o Attachments History
Records found: 4 Show comments for  Requision v
Shannon Myers - 6/12/2025 3:16:11 PM Requisition - 4302962 Comment Added *)
Approval is still pending and unassigned

To view the comments for a different document, use the Show comments for drop-
down menu and select a type of document. By selecting Purchase Order as the
document type, you can view the comments of the purchase order that pertains to that
requisition.

Requisition * 4302962 s @
Summary Taxes/S&H PO Preview comments @) Attachments
Records found: 4 Show comments for | Requision v =+
All
Requisition
shannon Myers - 6/12/2025 3:16:11 PM Select isiion - mzee 5)
q ur se
Approval is still pending and unassigned. Pu rC h as e Ord er Invoice
Receipt
Shannon Myers - 6/12/2025 2:48:29 PM Requisition - 4302962 Comment Added ')
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Internal Header Level Notes

Internal notes allow users to add detailed notes or information to the cart and are
available to all roles as the requisition goes through the workflow process. These notes
are not sent to the supplier.

Internal notes entered at the header level are intended to apply to all items in the cart.
To add an internal note to the header, select Edit at the top right-hand corner of the
Internal Notes and Attachments header section.

| ft i Al Search (At a o w o @ Oy
Requisition * 4303133 ® & oo [ assigncan

Summary Taxes/S&H PO Preview Comments History

Internal Notes and Attachments -hw Select Edit £ ST =

ernal ote o value — m— e ]
Total (35.00 USD) v

Internal Attachments Add Attachments for all Add

suppliers shipping, Handling, and Tax charges are calculated and

charged by each supplier. The values shown here are

Event Title no value y

for estimation purposes, budget checking, and
workflow approvals.

An additional window titled Edit Internal Notes and Attachments will open. Enter the
information in the text box. If you need additional space, select Expand. When you
have completed the note, click Save.

Edit Intenal Notes And Attachments

Internal Note

Enter
Internal Note

Internal Note

Click Save lummdal - E=

Once you save the note, the additional window will close. You will notice the Internal
Notes and Attachments header information will now be updated with the note.

& e seeniwal
Requisition * 4303133 ®
p summary Taxes/S&H PO Preview Comments Attachments History
R
(U]
[+ Internal Notes and Attachments xternal Notes and Atta £
L
Internal Note Furniture for Business Manager h Inte rnal NOte IS
- . .
a now visible
Internal Attachments Add suppliers
&
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Internal Line-ltem Level Notes

Internal line-item notes are similar to internal header notes except that they contain
information specifically relating to a particular item in the cart. To enter a line-item note,
select Edit to the right of the item in the cart.

HEALTH SCIENCES CENTER

Requisition - 4303133
Summary Taxes/S&H PO Preview Comments Attachments History
Navajo Office Products LLC - 2 ltems - 35.00 USD -

~ SUPPLIER DETAILS PO Purchase Order 11200 S Taylor St, Amarill

Line Hem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Chair 1/EA 25.00 Qty: 1EA 25.00 I:‘
~ IEMDETALS [ Select —
Contract: no value Internal Note Ed It
Taxable x Internal Attachments Add
Commodity Code no value External Note no value
Recurring Payment b4 Attachments for supplier Add

TEXAS TECH UNIVERSITY Al ~ Search (Alt+Q

@

This will open an additional window titled Edit Line. Enter the information in the Internal
Note text box. When you have completed the note, select Save.

Edit Line 1: ltem Details

Enter Line-ltem
Internal Note

Select Save

The Edit Line-ltem Note will now be populated in the cart. The Copy to Other Lines
feature allows you to add the same internal note to other items in the cart. Select Copy
to Other Lines if you would like to include the line-item internal note to other
commodities.
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Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Chair 1/EA 25.00 Qty: 1 EA 25.00 l:‘
A TEMDETAILS [ Internal Line-Item ,
Contract NOte added # I Internal Note Furniture for Business Manager - Office 208 |
Select Copy to
Commaodity Code no value - pttachments Add
Other Lines
Recurring Payment X Note no value
advanced Pay % Attachments for supplier  Add

The Copy To Other Lines: Internal Note window will open and provide a list of the
remaining commodities on the order. Select each item that should include the note.

Copy To Other Lines: Internal Note

Select Item

Navajo Office Products LLC
Line ftem

2 Table

Once an item is selected a green checkmark will appear in the box. Select Copy.

Copy To Other Lines: Internal Note

Navajo Office Products LLC
Line  Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

2 Table 1/EA 10.00 1EA 10.00

Select Copy G, (g

The system will display a message to indicate whether the line(s) copied successfully.
The line-item note will now be included for each selected item.
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—_—

TEKAS TECHUNIVERSTTY Al Search (Aft+Q) Q 3500USD W o @ Dy

G B Et e —
& SUCCESS

ﬁ Values copied to lines: 2

Requisition * 4303133

Message displays

Summary Taxes/S&H PO Preview Gomments Attac Val ues CO p I ed

TTTTTSURTTIcR s Ao Py PUTCNase Urder 17 1200°S Tayior ST Amant

Contract no value PO Number To Be Assigned Summaly )
e tem GetsogNe  Szacegng  Umtpree  awry et pres N = H—
Total (35.00 USD) v

1 Chair 1/EA 25.00 Qty: 1EA 2500 |

d

O I g N al ﬁ I Internal Note Furniture for Business Manager - Office 208

Subtotal 35.00

Line-ltem Copy o ther lnes Shipping 0.00

Handling 0.00

Intern al Note internal Attachments  Add —

External Note no value

Copied
2 Table 1/EA 10,00 aty:1EA 1onoﬁ Llne_ltem

~ ITEMDETALLS [ s Internal Note

Contract: no value I Internal Note Furniture for Business Manager - Office 208 |

e Draft
Taxale X Copytoother ines et

Attachments for supplier ~ Add

Advanced Pay X

Internal Header Attachments

When you add an internal attachment, it is not sent to the supplier. Internal attachments
added at the header level apply to all items in the requisition.

To add a header level attachment, select Add located in the Internal Notes and
Attachments section.

TEXAS TECH UNIVERSITY -
E HEALTH SCIENCES CENTER All Search (4

Requisition * 4303133

Summary Taxes/S&H PO Preview Comments Attachments History
Internal Notes and Attachments £ External Notes and Attachments £
Internal Note Furniture for Business Manager Note to all Suppliers no value
Attachments for all Add
I Internal Attachments Add | h Select Ad d suppliers
Event Title no value

This will open an additional window titled Add Attachments. Insert the file to attach by
dropping the file or browsing your computer.
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TechBuy - Creating Comments, Notes, and Attachments

Add Attachments
Attachment Type @ File (O Link

File(s) %

Insert
! File(s)

% Required fields Close

The document name will populate below the File field. Click Save Changes.

Add Attachments

Attachment Type @ File O Link

File(s) %

orep e o o)

Max. File Size: 24.41 MB

File attached # InternalNoteRequisition1.pdf

Click Save Changes ==

The file will now be listed under Internal Attachments at the header level. If you need to
remove the attachment, select Remove from the Actions icon drop-down list to the right
of the attachment. You can also attach additional documents by following the same
steps.

TIEALTI SCENCES CENTER Al v Search (Ait+Q)
Requisition * 4303133 ®
Summary Taxes/S&H PO Preview Comments Attachments 1 History
Internal Notes and Attachments s External Notes and Attachments $ v

Internal Note Furniture for Busj Note to all Suppliers no value

Internal File

Attachments for all Add
Internal Attachments / Attac h e d suppliers

I A InternalNoteRequisition1.pdf I 6/17/2025 SeIeCt
Event Title no value h Rem ove
1 Moveto External Attachments |
2 items = [ -

The number of attachments that are added/removed will be reflected in the count
located in the Attachments heading.
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TEXAS TECH UNIVERSITY
T HEALTH SCIENCES CENTER. Al = Search (Alt+

Requisition - 4303133

Number of
Summary Taxes/S&H PO Preview Comments 2 Attachments o
Attachments
[z |+
Attachment Size Type Location Visibility Create Date |
A InternalNoteRequisition.pdf 25k File Document Internal 6/17/2025 3:40

=]

Internal Line Level Attachments

Internal attachments added at the line-item level are intended to apply only to the
specific item. To add a line-item level attachment, select Add located next to Internal
Attachments.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER All Search (.

Requisition * 4303133

Summary Taxes/S&H PO Preview Comments 2 Attachments 1 History

~ SUPPLIER DETAILS PO Pyrchase Order 1: 1200 S Taylor St, Amaril...

Line IHem Catalog No. Size/Packaging Unit Price Quantity Ext. Price

1 Chair 1/EA 25.00 oty:1EA 25.00 - [

~ ITEM DETAILS 5 Se|ect Add r
Contract: no value Internal Note Manager - Office 208
Taxable X ‘}monsrlnss

Commedity Code no value I Internal Attachments Add I

Recurring Payment % External Note no value

This will open an additional window titled Add attachments. Insert the file to attach by
dropping the file or browsing your computer.

Add Attachments
Attachment Type @ File () Link
File(s) %

Drop File or Browse
Max. File Size: 24.41 MB

* Required fields Save Changes Close
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The file path will populate below the File field. Click Save Changes.

Add Attachments
Attachment Type

File(s) %

File attached

(®) File

() Link

orop e o0

Max. File Size: 24 41 MB

q InternalNoteRequisition2.pdf

Click Save Changes

q Save Changes Close

The file will now be listed under Internal Attachments at the line-item level. If you need
to remove the attachment, select Remove from the Actions icon drop-down list to the
right of the attachment. You can also attach additional documents by following the same

steps.
Al -
Requisition * 4303133

Summary Taxes/S8H PO Preview Comments 2 Attachment s 2 Histo

Contract no value PO Number To Be Assigned
Line Item Catalog No. Size/Packaging Unit Price Quantity Ext Price

1 Chair EA 25.00 Qty: 1EA 25.00
-~ ITEMDETAILS [1]
Contract: no value Internal Note Furniture for Business Manager - Office 208
Copy 10 other lines
Internal Attachments

File listed under

Internal Attachments

L InternalNoteRequisitionZ.pdf

External Note no value

Attachments for supplier  Add

Ad

. / Remove

Search (Alt+Q) Q soouso w @ 1@ O
® & coo | assioncant
Summary 2|
-0 Total (35.00 USD) v

'''

#

Remove » N

Move to External Attachments |

The number of attachments that are added/removed will be reflected in the count

located in the Attachments heading.

Requisition * 4303133

Summary Taxes/S&H PO Preview

Attachments found: 2

Comments 2

Attachments e

Number of

Attachments

Add Internal Attachment .

Attachment Size Type Location Visibility Create Date |
@(} ol InternalNoteRequisition2.pdf 25k File Line 1 (Unit Price)} Internal 6/17/2025 3:54
PM
J.lIL ol InternalNoteRequisition1.pdf 25k File Document Internal 6/17/2025 3:40
PM
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External Header Level Notes

External notes allow users to send information with the purchase order to the supplier.
You can add external notes at the header level, which apply to the entire cart or at the
line-item level. If you add external notes to the cart, verify that your cart only contains
items from one vendor.

Because most punch-out vendors currently cannot receive this information
electronically, we discourage users from entering or attaching any external notes to
punch-out vendors unless specifically told to do so by the vendor. Doing so could cause
the order to be delayed or rejected in the vendor’s system.

To add an external note to the header, select Edit at the top right-hand corner of the
External Notes and Attachments header section.

AT, v | semmia
Requisition * 4303133
Summary Taxes/S&H PO Preview Comments 2 Attachments 2 History
—

Internal Notes and Attachments & External Notes and Attachments SeleCt # -- v

Internal Note Furniture for Business Manager Note to all Suppliers no value
Attachments for all Add
Internal Attachments Date Add suppliers
2 InternalMoteRequisition1.pdf 6/17/2025

An additional window titled Edit External Notes and Attachments will open. Enter the
Note to all Suppliers information in the text box. If you need additional space, select
Expand. When you have completed the External Note, click Save.

Edit External Notes And Attachments

External Info

Note to all Suppliers Discussed pricing with Business Manager. Ente r

Supporting documentation attached | EXte r n al N Ote

925 characters remsining expand | clear

Click Save |mmmad - JHES

Once you save the note, the window will close. You will notice the External Notes and
Attachments header information will now be updated with the note.
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TEXAS TECH UNIVERSITY -
? HEALTH SCIENCES CENTER All Search (A

Requisition = 4303133

Summary Taxes/S&H PO Preview Comments 2 Attachments 2 History
Internal Notes and Attachments &£ - External Notes and Attachments £
Internal Note Furni EXte rnal N Ote Note to all Suppliers Discussed pricing with Business Manager. Supporting
Added documentation attached.
Internal Attachments Date Add Attachments for all Add
suppliers
s InternalNoteRequisition1.pdf 6/17/2025

External Line-ltem Level Notes

External line-item notes are similar to external header notes except that they contain
information specifically related to a particular item in the requisition. To enter an
external, line-item note, select Edit to the right of the item in the cart.

TEXAS TECH UNIVERSITY
E HEALTH SCIERCES CENTER All Search (Alt

Requisition = 4303133 O |
Summary Taxes/S&H PO Preview Comments 2 Attachments 2 History
Navajo Office Products LLC - 2 Items - 35.00 USD -

~ SUPPLIERDETAILS  pg Purchase Order 1: 1200 S Taylor St, Amarill

Line liem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Chair 1/EA 25.00 Qty: 1 EA 25.00 -
~ ITEMDETAILS [ Select Edit —l
Contract: no value Internal Note Furniture for Business Manager - Office 208
Taxable pod Copy 1o other lines

This will open an additional window titled Edit Line. Enter the information in the
External Note text box. When you have completed the note, select Save.

Edit Line 1: Item Details

Enter
External Note

Select Save [N ar=
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The Edit Line-ltem Note will now be populated in the requisition. The Copy to Other
Lines feature allows you to add the same external note to other items on the requisition.
Click Copy to Other Lines if you would like to add the line-item external note to other
commodities.

Requisition + 4303133

summary Taxes/S&H PO Preview Comments 2 Attachments 2 History
Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Chair 1/EA 25.00 aty: 1EA 25.00 -
~  ITEM DETAILS [5] P
Contract: no value Internal Note

External Line-ltem

Taxable b4

Commodity Code no value Internal Attachments Add
Recurring Payment b4 -4 InternalNoteRequisition2.pdf l

I External Note John Smith quoted pricing for chair
Advanced Pay X

n . opy to other lines
Click Copy to Other Lines > [= l
e cnts for supplier  Add

The Copy To Other Lines: External Note window will open and provide a list of the
remaining commodities for the order. Select each item that should include the note.

Copy To Other Lines: External Note

Navajo Office Products LLC

Line  tem Catalog No. Size/Packaging

2 Table 1/EA

Once an item is selected, a green checkmark will appear in the box. Select Copy.

Copy To Other Lines: External Note

Navajo Office Products LLC

Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

2 Table 1/EA 10.00 1EA 10.00 Vv

Click Copy L~ K=

TTUHSC Finance Systems Management July 2025 Page 13|18



TechBuy - Creating Comments, Notes, and Attachments

The system will display a message to indicate whether the line(s) copied successfully.
The line-item note will now be included for each selected item.

—_—
F T, Al Searcn(ats) a oo w o @ Dy
Requisition = 4303133 . T
Message displays WG| RIS
Summary Taxes/S&H PO Preview Comments 2 I 3 d Values copied to lines: 2
Line item Catalog No.
Summary Bl
Total (35.00 USD) v
- ITEM DETAILS
B L4 Shipping, Handling, and Tax charges are caleulated and
Contract: no value Internal Note Furniture for Business Manager - Office 208 cha supplier. The values shown here are
for n purposes, budget checking, and
Taxable X Copy to other lines v
Subtota 35.00
Commedity Internal Attachments Add N
oo Shipping 0.00
— Original J——
- 35.00
- # External Note John Smith quoted pricing for chair
B | ine-ltem |
EXte rn al N Ote Copyio i e What's next for my order? >

Attachments for supplier  Add

2 Table 1/EA 10.00 Qty: 1EA 10,00 - O
~ ITEMDETALS |- ra
Contract: no value Internal Note Furniture for Business Manager - Office 208
Taxable % Copy to other lines

Copied

Internal Attachments Add
External Note John Smith quoted pricing for chair I h LI ne-ltem
External Note

Attachments for supplier  Add

commodity Code no value

Recurring Payment X

Advanced Pay X

External Header Attachments

External attachments allow users to send documents with the purchase order to the
supplier. You can add external attachments at the header level, which apply to the
entire cart, or at the line-item level. If you add external attachments to the cart, verify
that your cart only contains items from one vendor.

Because most punch-out vendors currently cannot receive this information
electronically, we discourage users from adding any external attachments to punch-out
vendors unless specifically told to do so. Doing so could cause the order to be delayed
or rejected in the vendor’s system.

To add a header level attachment, select Add located in the External Notes and
Attachments section.
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PO T T, e e
Requisition * 4303133
p Summary Taxes/S&H PO Preview Comments 2 Attachments 2 History
)
o Internal Notes and Attachments 408 External Notes and Attachments #e
L
Internal Note Furniture for Business Manager Note to all Suppliers Discussed pricing with Business Manager. Supporting
1 documentation attache|
5 Add Attachments for all Add h
0. Internal Attachments Date
~S suppliers A d d
A InternalNoteRequisition1.pdf 6/17/2025

This will open an additional window titled Add Attachments. Insert the file to attach by
dropping the file or browsing your computer.

Add Attachments
Attachment Type ® File (O Link

File(s) %

) Insert
rop File or Browse -
Max. File Size: 24.41 MB F| I e(s)

+# Required fields Close

The file path will populate below the File field. Click Save Changes.

Add Attachments
Attachment Type @ File (O Link
File(s) ¥

Drop File o Browse
Max_File Size: 24.41 MB.

F | I (<] attaC h E,‘d # ExternalNoteRequisition? pdf

Click Save Changes |-\

The file will now be listed under Attachments for All Suppliers at the header level.
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TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER

Requisition * 4303133

Internal Notes and Attachments

Internal Note

Summary Taxes/S&H PO Preview

Furniture for Business Manager

Al v Search

Comments 2 Attachments 3 History

£ External Notes and Attachments #Fo

Note to all Suppliers Discussed pricing with Business Manager. Supporting

documentation attached.

Internal Attac!

A InternalNof

Event Title

File listed under
Attachments for all
Suppliers

Attachments for all suppliers Date Add

A ExternalNoteRequisition2.pdf 6/18/2025

If you need to remove the attachment, select Remove from the Actions icon drop-down
list to the right of the attachment. You can also attach additional documents by following

the same steps.

7 Alw Search (Alt+Q) Q 3500usD W Q@ Ila 461
Requisition * 4303133 ® & @ - | assoncat
Summary Taxes/S&H PO Preview Coriments: 2 3
Internal Notes and Attachments P External Notes and Attachments #$o
Summary -
nternal Note Fumiture for Business Manager Notetosll Suppliers  Discussed pricing with Business Manager. Supporting | oer ]
documentation attached. Total (35.00 USD) o
Internal Attachments Date Add Attachments for all suppliers Date Add PP ling, and
4 IntemalNoteRequisition1.pdf 6/17/2025 4 ExternalNoteRequisition2.pdf 6/18/2025 e f e
no value q
SeIeCt Re Ove | Move to Internal Attachments =
m ter ttachment 0.00
2 Items *** Sre—r— Handling 0.00

The number of attachments that are added/removed will be reflected in the count
located in the Attachments heading.

Requisition * 4303133

Summary Taxes/S&H PO Preview

Attachments found: 3

Number of

Comments 2 Attachments o

Attachments

Add Internal Attachment .

Attachment Size Type Location Visibility Create Date |
- ExternalNoteRequisition2.pdf 25k File Document External 6/18/2025 3:35
PM
<L InternalMoteRequisition2.pdf 25k File Line 1 {Unit Price) Internal 6/17/2025 3:54
PM
2 InternalNoteRequisition.pdf 25k File Document Internal 6/17/2025 3:40
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External Line Level Attachments

External attachments added at the line-item level are intended to apply only to the
specific item. To add a line-item level attachment, select Add located under
Attachments for Supplier.

Requisition = 4303133

Summary Taxes/S&H PO Preview Comments 2 Attachments 8 History
Line Item Gatalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Chair 1/EA 25.00 Qty: 1EA 25.00 .. l:‘
~ ITEMDETAILS [ #
Contract: no value Internal Note Furniture for Business Manager - Office 208
Taxable b

Commeodity Code no value Internal Attachm| Add

Recurring Payment x - InternalNoteH

External Note hn Smith quoted pricing for chair
Advanced Pay »

y to other lines

I Attachments for supplier  Add I

This will open an additional window titled Add Attachments. Insert the file to attach by
dropping the file or browsing your computer.

Add Attachments

Attachment Type @ File (O Link

e Insert

Drop File or Browse

Max_File Size: 24.41 MB Fl |e(s)

+* Required fields Close

The file path will populate below the File field. Click Save Changes.

Add Attachments

Attachment Type

File(s) %

oron e o frowe)

Max. File Size: 24.41 MB

F I I e attaC h Ed q ExternalNoteRequisition3 pdf

Click Save Changes ===
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TechBuy - Creating Comments, Notes, and Attachments

The file will now be listed under Attachments for Supplier at the line-item level. If you
need to remove the attachment, select Remove from the Actions icon drop-down list to
the right of the attachment. You can also attach additional documents by following the

same steps.

Requisition * 4303133

Summary

Line Item

A ITEMDETAILS [}

no value

Alv
ts 2 Attachments 4
Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1/EA 25.00 Qty: 1EA 25.00
nternal Note Furniture for Business Manager - Office 208

——
Search (Alt+Q) Q ssoousp W O @ Dy
© 8 O - [
Summary 2|
w0 o=
Total (35.00 USD) Y
Vs Shipping, Handling, and Tax char

X
35.00
no value Internal Attachments 0.00
mr— Select
» = o 35.00
e Exte John Smith quoted pricing for cl R emove
. . it's next for my order? >
File listed under — l
Attachments for ikt gl
Suppller 1/EA 10.00 Qty:1EA 10.00 '
TechBuy Requisition Checklist.pdf
~ ITEMDETAILS [ 4
The number of attachments that are added/removed will be reflected in the count
located in the Attachments heading.
WP s T RS i~ search (ai]

Requisition + 4303133

Summary Taxes/S&H

Attachments found: 4

Attachment

- ExternalNoteRequisition3. pdf

- ExternalNoteRequisition2. pdf

- InternalNoteRequisition2.pdf

- InternalNoteRequisition.pdf

PO Preview Comments 2 Attachments o
Size Type Location
25k File Line 1 (Unit Price)
25k File Document
25k File Line 1 (Unit Price)
25k File Document

hammal  Attachments

Number of

Add Internal Attachment -

Visibility Create Date J.
External 6/18/2025 3:47
PM
External 6/18/2025 3:35
PM
Internal 6/17/2025 3:54
PM
Internal 6/17/2025 3:40

PM

For additional questions about TechBuy, email purchasing@ttuhsc.edu.
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