
1 
 

                Procedure for Shoppers to add Attachments to Requisitions in HCOM 

 

Shoppers will now have the ability to add attachments to their requisitions. The option to add attachments 
appear in the Checkout: Review Approver List screen as shown below.  

 

Please follow these steps to add attachments to your requisitions. 

1. Click Add Attachments button. Screen will be displayed as shown below. There are 3 options for 
attachments – File , URL , Text.  
 
a. Attaching a File: 

(i) Enter a description for the attachment in the Description field. The max size of 
the description field is 255 characters. 

Use this option to attach a file to the requisition. Please note, the max 
size limit for each file is 6megs. 

(ii) Category will default to Internal to Requisition. 
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(iii) Select File option and click Browse button. Screen will be displayed as shown 
below. Select the file you wish to attach and click Open. 

 

 

Please Note: The max size limit for each file is 6megs. 

 

(iv) Click Apply.  
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(v) The selected file will be attached to the requisition as shown below. 
(vi) Select Update icon to update the attachment or Delete icon to delete the 

attachment. 

 

 

 

b. Attaching a URL: 
(i) Enter a description for the attachment in the Description field.  

Use this option to attach a URL to the requisition. 

(ii) Category will default to Internal to Requisition. 
(iii) Select URL option and enter the URL you wish to attach. 
(iv) Click Apply. 
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(v) The selected URL will be attached to the requisition as shown below. 

 

 

 

c. Attaching a text: 
(i) Enter a description for the attachment in the Description field. 

Use this option to attach text messages to the requisition. 

(ii) Category will default to Internal to Requisition. 
(iii) Select Text option and enter the text in the field as shown below. Max size of 

the text field is 4000 characters. 
(iv) Click Apply. 
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(v) The text attachment gets attached to the requisition as shown below.  

 

2. Click Next button and complete check out. 
 

3. Click Submit to submit the Requisition. 
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        Procedure for Approvers to access and view attachments in HCOM 

 

During the approval process, Approvers will now have the ability to access and view attachments. 
Please review the attachments before approving the requisitions.  

Please follow these steps to access and view attachments during the requisition approval process. 

 

1. Click subject line of the requisition notification to open it. 

 

 

 

2. Requisition approval screen will be displayed as shown below. Click each link to open the 
attachment. 

 

 

 


