
PO Attachments – Physical File Attachment, updated 5/1/09 
 
An enhancement has been completed to simplify adding physical attachments to your PO’s in WinCap.  
Each user may now have their own pre-designated file folder to which the system can default whenever 
the attachment option is selected.   
 

Before starting these steps in WinCap, please set up a  
new folder on your C:\ drive labeled WinCap.  

If you need assistance setting up the new folder please call Julia at x1269 or Judy at x1207. 
 

To designate your WinCap default attachments directory, select File/Administration/Designate Default 
Folder for Attachments and specify your C:\ drive and WinCap folder. (Please note that your C:\ drive is 
labeled as V: in WinCap)  
 

       
 

From the PO Screen click the Attachment Tab, then click the attachment button   (Be sure to click 
the Modify button if this is an existing PO.) 
 

 
 



    
 
When importing multiple attachments at one time, the selected designation will be applied for all of the 
attachments.  Also, the system will set the Description to the corresponding file name if a description is 
not specified.  Users can then change the specific information for individual attachments on the 
Attachments tab once these have been imported. 
 
When the user specifically designates a single specific file to import, the ‘Input File Type’ will 
automatically be set to the type for the file selected and the ‘Import All Files Directory Path will be 
inactive (gray).  
 
If all selected attachments cannot be imported as specified, then the system will import those that it can 
and then display a message in the dialog indicating the number that were imported successfully and 
listing the specific file names for those that could not, with a reason why each could not be imported (i.e. 
file is to large, unsupported file type, etc.) 
 
After you have saved the PO as either an EntryInProgress or Approve the PO, then you can click the 

View Attachment button .  Users may also use the icons to add additional attachments, to delete a 
selected attachment, or to print a selected attachment. 

 

If set up correctly it will default 
to your C:\ drive and WinCap 
folder.  You can then click the 
magnify glass to select your 
form.  (You will need to uncheck 
the Import all files box to select 
individual forms.)   
 
Will update automatically; 
 
Then determine if the forms 
need to print with the PO; 
 
After you are finished attaching 
the file in WinCap you can allow 
the system to auto delete the file 
from your hard drive if you leave 
this box checked.  
 
When finished click “OK” and 
an informing dialog message 
will be displayed.  



Orders with physical attachments will be indicated in the (Mass) Approve/Issue PO grid by displaying 
“internal” in the Attachment column.  To view the attachments, double-click on the DocNumber to open 
the PO Maintenance form and click on the Attachments tab.  
 

 
 
 
If you haven’t selected the ‘Print with Reports’ option in the attachment window, when PO’s are printed, 
the attachments can also be printed with each PO by selecting the checkbox near the bottom of the print 
dialog to ‘Print Attachments’. 

 
 
 


