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Scenario

The storekeeper wants to add attachment towards the PO that has been raised. In this
syllabus, we will guide on how to add PO attachment in CMMS Web Core.

1. Add Reference

What it’s for

To edit a PO Contract by adding an attachment that has been raised before the procurement
team review and purchase a new item.

Add attachment to the PO Contract

1.1 On the left of the system, click on Procurement > PO Contract.

<%  Procurement

Purchase Request

Purchase Order

PR Approval

PO Contract

Contract Release Request

Figure 1.1
1.2 Choose the PO Contract that wants to be edit.

1.3  Click on Edit button to edit the PO Contract information.

| & LasT Query v| % Define || EView 1.3 Click Close v

Contract Contract Type Status Description Supplier : I Contract Expire Date ClosedDate PO Counter PO Release

Number Date Counter
T R =S = R L o R |
T OFE SOPPLIER POCE UL 1]

CON100003  QTY aPP SUPPLIER POC3- 0 100001 0

CON100004  QTY OPE SUPPLIER POC4- 1.2 Choose 0 100001 0

CON100005  QTY OPE SUPPLIER POCS- 0 100001 0

Figure 1.2
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1.4

1.5

1.6

1.7

1.8

Click on the Reference subtab.

Click on Add button to add the reference.

Regquest Information

2 Define || B View G New || GEdit X Delete m

Contract Information

Request Number:

Contract Number:

Ready toRelease: [
[22/10/2024
22/10/2024
00/00/0000

Request Date:
Require Date:
Release Date:
Total Amount:
Total Release:
Release Balance:
Description:

No File Name

Contract Date:
Expire Date:

Total Contract Cost:
Contract Limit:

SOR Limit:

VO Limit:

Contract Dollar Limit:
Total Cost Releases:
Amount Remaining:

00/00/0000

00/00/0000
0.00
0.00
0.00 (+)
0.00 ()
0.00
0.00 (9
0.00

Audit User

Audit Date ‘

Figure 1.3

Choose the attachment that want to be add.

Click on Open button to save the attachment.

1.6 Choose

(& CMMS Attachment

v

Look in: | i Downloads

v|@ B

Name Date modified
(B)
16/10/2024 5:00 PM
16/10/2024 4:58 PM
E K 16/10/2024 4:53 PM
[) Screenshot 2024-10-15 092249 15/10/2024 9:30 AM

File name:

c251aeab-46f7-4439-8972-0468c1063d53

Open

Files of type:

Image Files ("jpg:"jpeg.” png:".gif:"bmp)

Figure 1.4

Click on Save button to save the attachment.

£¥ Define || [ View G New | GEdit X Delete ﬁ v

Request Information Contract Information
Request Number: Contract Date: 00/00/0000
Contract Number: Q Expire Date: 00/00/0000
Ready to Release: = Total Contract Cost: 0.00
Request Date: 22/10/2024 = Contract Limit: 0.00
Require Date: [22/10/2024 v SOR Limit: 0.00 (+)
Release Date: 00/00/0000 VO Limit: 0.00 (4
Total Amount: 0.00 Contract Dollr Limit: 0.00
Total Release: 0.00 Total Cost Releases: 0.00 ()
Release Balance: 0.00 Amount Remaining: 0.00
Description:
RequestLine  Reference
No FieName Audit User Audit Date
& 1 | c251aeab-46f7-4439-8972-b468c 106353 jpeg admin 22/10/2024 12:42:26 |

Figure 1.5
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