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“Note to Supplier” = Attachment on the Requisition

Attachment on the Requisition (  Attachment on the PO Line

This document describes how notes (attachments) entered on a requisition make their way to the PO.  

From within Requisitions, there are two places where you can add a “Note to Supplier” – 

(1) On the “Enter Notes and Attachments” screen, and

(2) On the “Review and Submit Requisition” screen

A “Note to Supplier” entered on the “Enter Notes and Attachments” screen will appear ON EVERY LINE of EVERY PO that is generated from this requisition.

A “Note to Supplier” entered on the “Review and Submit Requisition” screen will appear JUST FOR THAT LINE.

Since the requisitioner may not know how many PO’s will be generated from their requisition, it is better to use option (2) above and enter the Note to Supplier at the requisition line level.

When creating a requisition, you get to the Notes screen [Enter Notes & Attachments].
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Scroll down on this screen til you get to the “Add Attachments” link (bottom left):
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See next page for what you see when you click on the Add Attachments link above
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After you click ok at the bottom of this screen, this is how it appears:

Continue through the requisition create process until you get to the last screen:
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After you click on the View, you’ll see more info about that item and you can now add an attachment (Note to Supplier) for this specific item:



All “Note to Supplier” attachments from the Requisition end up as line-level attachments on the PO – they are NOT on the PO Header.


When you click on the paperclip, it will show you the note text (see next page)

This particular PO has 3 Note Attachments.  The first two were created on the Requisition and the third was created directly via the POE.  All three notes will appear UNDERNEATH EACH LINE on the printed PO.

The first note (description = “to supplier (on item 1) description”) was added when creating the Requisition – from the Review and Submit Requisition screen, an attachment (“To Supplier”) was added for a specific requisition line – see screen print on page 4.

The second note (description  = “to supplier attachment (all items) description”) was added when creating the Requisition – from the Enter Notes and Attachments screen, an attachment (“To Supplier”) was added for this requisition (see screen print on page 2).  Since the attachment applies to the whole requisition, this note will appear ON EVERY LINE of EVERY PO that is generated from this requisition.



To see how these notes appear on the printed Purchase Order, see Appendix. 

On the PO line level, the “Note to Vendor” field (which is not part of the standard “Line Detail” folder, but can be viewed via the “Show Field” feature in the folder tools) can only be populated from the POE and not from requisitions.  This will also print on the Purchase Order (see Appendix).



This is the actual text for the first note; this text will appear UNDER EACH LINE on the printed PO [see Appendix]





Click here to add an attachment that will apply to all lines on this requisition – this note will appear on ALL lines of EVERY PO that gets generated by this requisition





Set drop down box “To Supplier”





This is the “description” of the attachment 











This is the actual note text that will appear on the printed PO – see pg. 6 and also Appendix





This is the supplier attachment added in previous screen





Click here for more detail





Click here to add a Note to Supplier for this item





Set drop down box “To Supplier”





This is the “description” of the attachment





This is the actual text of the note that will print on the PO (see page 6 and Appendix)
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