Attaching a quote to the non-catalog form:
Complete the fields on the non-catalog form.  To attach a quote, use the Supplier Attachments field.  The quote must be attached to the form as a file (.doc, .txt, .pdf, .xls).  Please do not attach emails unless they are in the form of a file.
Click on Attach/Link
A window displays

Click the browse button in order to locate the file.  Once the file is located/highlighted, double-click, or highlight the file name and click open.
Click Attach Document
* Enter the quote number in the Product Name/Description field. (This will print on the PO and be helpful in the event that the attachment gets separated from the PO during the fax transmission to the supplier.) 
Please note: Attachments are not checked for viruses.  SciQuest stores attachments in a manner that protects its systems.  Please ensure attachments are free from viruses before attaching them.
