
Attaching Documents at the Requisition Level 

To attach back-up documentation to requisitions: 

• Enter in required information, making sure to click the Save icon.  Do not check the ‘Submit for 
Approval’ check box at this point, otherwise you will not be able to attach your documentation.  
Click OK. 

• You will see the requisition just entered in the screen that is similar to the image below. 
• Highlight the requisition that you want to add documentation for. 
• Select Actions | Manage Documents 

 

 



 

Pick the Document Type, add any additional notes, and then hit the blue disk to save. The ability to 
browse and pick which file you want to attach will be there.  

 

 

Once the back-up documentation has been added to the requisition, you can submit the requisition for 
approval by selecting the requisition and clicking on Actions | Shortcuts | Submit for Approval 

*In the event that you are unable to attach back-up documentation via iVisions, please forward a hard 
copy to Central Office purchasing with a note as to which requisition the information is for. 


