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ADDING & MANAGING ATTACHMENTS

Many IBIS forms have an Attachments tab as highlighted in the screenshot below. Click on the tab to
bring it to the forefront.

\ **== STATUS: BRU_DRAFT ===

Basic Information Posttions Budget Detail || Budget Overview | Attachments

Attachments Screen ID - [IE -
Add Attachment I ew Attachme H Delete Attachme BI3 ;[ CXP I
Attachment Name Attachment Typs Attachment Sizs Dste Uplnadsd ™ Uplnades By

Mo items to show.

&l ™ ™!

‘ Export PDF Save Draft Zave & Cloze Ready To Submit Delete Request

In the Attachments section, click on the Add Attachment button highlighted below.

Attachments
| Agd Attachment |[ v Attachment || T |
Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By

Ho items to show.
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You will see an Attach a File window open. Click browse to select a file to be attached.

Attach a file
Click "Browse" to select an attachment

Close Window
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You will see a file directory window open. Select a file to be attached and click Open.

Look in: |E} IEIS Test Scripts

e

My Becent
Documents

Desktop

e

My Documents

-
o
My Computer

|
-
My Metwork
Places

File name:

Files of type:

= © * =

T —_—

iAllotment

I;’-‘-.IIu:ntment - Capital xlsx

| 41 Fies =)

[

-

Cancel
E

The file directory will close and an upload indicator will track the upload progress.

Attach a file

Click "Browse" to select an attachment

. Allotment - Capital.xlsx |

Close Window
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Once the upload is complete, you will see the file appear in the attachment list.

Attachments

Add Attachment

Attachment Name Aftachment Type Aftachment Size Date Uploaded ™ Upleaded By

‘Elletment - Capital.xlzx applicatiensvnd.cpenxmiformatz-office... 21.145 KB 041202012 IBIS Uzer1g

To delete an attachment, select an attachment in the list, which will make the file become highlighted.
Click the Delete button.

Atftachments
Add Attachment View Attachment [ Delete Attachment
Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
‘Allotment - Capitalxlsx applicationfvnd.openxmiformatz-office... 21.146 KB 0411212013 IBIS User1d

This will remove the attachment from the list.
Attachments

| Add Attachment |

Attachment Name Aftachment Type Attachment Size Date Uploaded ™ Uploaded By

Mo items to show.

Page 5



Attachments IBIS User Guide

Attach as many files as needed to support the request.

To view attachments, select a file in the attachments list and click the View Attachment button (or
double click on the selected file).

Attachments

Add Attachment | Wiew Attachment | | Delete Attachment

Attachment Name Atftachment Type Attachment Size Date Uploaded ™ Uploaded By

\Allotment - Capital.xlzx application/vnd.cpenxmifermatz-office... 2TW45 0411212013 IBIS User1d

You will see the File Download window. Clicking the Open button will open the document. The save
button will allow you to Save the document outside the IBIS system. Clicking the Cancel button will
cancel the View Attachment request, close the File Download window and return you to the
Attachments tab.

File Download |
Do you want to open or save this file?

@ j Mame: downloadAttachment.doox
Type: Microsoft Word Document

From: ga.ibis.nc.gov

Cpen Save | Cancel

¥ Always a=k before opening this type of file

l--"\ While files from the Intemet can be useful, some files can potentialhy
@ harm your computer. f you do not trust the source, do not open or
save this file. What's the rslk ¥
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References
A References section exists on the Worksheet Il form. It is a specific area of the Attachments/References

tab that allows you to enter web links or file names that may contain supporting information for
referral.

WorkSheet Il

=t STATUS: BRU_DRAFT ==+
WORKSHEET Wl (TITLE: Newer program KC)

Basic Information Postions | Budget Detail Other Attachments/References
screen ID : [0S
IBIS D - | 7IWF
Attachments
Wanage Attachment(s) View Atachment
D Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By

No items to show.

/

References i@

Add Row Remove Row(s)
References
No items to show
1 »
Export PDF Save Draft Save & Close Ready To Submit Delete Request

To add a reference, click on the Add Row button in the References section.

References g
|_ Add Row Remove Row(s)

References

No items to show

A blank row will appear in the References list box where you may type in or paste in URLs, file names, or
other references.
Referenoes@

Add Row Remove Row(s)

References

http:fwwrw.nc.gov!
See M3 Word file: "Supperting Documents” on the Agency shared dwe{
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Add as many rows/references as appropriate to support the Worksheet Il you are developing. To
remove a row, highlight the row to be deleted and click the Remove Row(s) button.
| -

Confirm Bas |
References 0
Add Row Remove Row(s)

0 Are you sure you want to remove the selected Rowi(s)?
References \

http:/hwrww . ne.gov!

OK Cancel
See MS Word file: "Supporting Documents” on the Agency shared drive

A Confirm message box will appear. To cancel the deletion, click the Cancel button. To remove the
reference, click the OK button. The Confirm message box will disappear, and the line will be deleted.
Relerencesﬂ

Add Row

References

http:/ivw wew .nc.gow/
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