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Uploading Documents to a Requisition on Agresso

On the requistion screen, click on the paperclip icon
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On the next screen, click on “Add a Document”
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Click “Upload”
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Locate the document on your pc and double click
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Press Save
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The document will then appear in the Documents Folder. Click “Add a Document” again if there are other documents to
upload.

{2 Requisitions-standard X = Requisitions - standard X

There is no limit to how many documents or the document tyges to be uploaded. However each individual document
size cannot equal or exceed 2MB.

Once you have finished uploading, close out of the Documents Folder by pressing the “x” symbol



Continue to complete the requisition and when finished press save. Note the Requisition Number for future reference.

v/ The requisition is saved with requisition number 70203391
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Viewing uploaded documents

On the Agresso home page click on the Reports Tab
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Select Requisition Status (w) option under the Purchasing Reports category
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On the next screen, enter the Requisition Number in the “Requisition” field
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The requisition details will display. Click on the Requisition number (blue link)
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The requisition screen opens which is populated with the details of the original Requisition.  Click on the paperclip icon
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This will bring you back into the Documents folder.
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