
 Quick Reference Guide:  

                                            Manage Strategic Sourcing Archived Attachments 

 

 This document provides the steps to view attachments for an archived strategic sourcing 

event. 

 

1.  Buyers will continue to create, post and award sourcing events as they have in the past.  Once the 

event has a status of Awarded, Cancelled, RFI Reviewed or Not Awarded, it then is considered for 

archival.  The rules listed below will determine when the event is archived. 

**Once they are archived, attachments can not be added, deleted or edited. 

 

**Archival rule determines when the event documents will be moved from PeopleSoft over to WebCenter. 

**Retention rule determines how long the event documents will be available in WebCenter before being deleted. 

**The retention rules are being derived from the Georgia Archives retention schedule for state government. 

(https://www.georgiaarchives.org/records/state_government/schedules/79) 

2.  Access the event as you normally would. Click on the related link to access the attachments.  

https://www.georgiaarchives.org/records/state_government/schedules/79
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3.  A new window will open with the Oracle Managed Attachments Logo across the top.  Click on the 

document you would like to view.  It will be opened in a new window. 

 

4.  Only the final version of the event will have attachments. All other versions of the event will no 

longer show attachments. Below is what the page will look like when accessing a version other than 

the final version of the event. The page will no longer show the attachments (no link will be 

available). 
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5.  To access an attachment added by a vendor, click on attachment location.  You can find the vendor 

attachments at the header, line and bid factor. 

 

6.  Click on the Vendor Attachments link. 
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7.  A new page will be opened with all the attachments for that location. 

 

8.  The vendor will no longer be able to access the attachments once they are archived. They will be 

presented with a message that tells them to contact Open Records to request a copy of the 

attachments. 
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9.  You can run the query listed below to get a listing of which event attachments have been archived.  

The query will show 2 things.   

1.  If the event is listed in the search results, then it means that the event attachments are eligible to 

be archived.  

2.  If there is a ‘N’ for the Archive Status, then that means that the attachments have not yet been 

archived.  There will not be a link to the attachments.  There will still be a table with the listing of the 

attachments.   

If there is a ‘Y’ for the Archive Status, then it means that the attachments have been archived and a 

link to the attachments will be shown on the page. 

Query Name: TGM_SOURCING_EVENTS_ARCHIVE  

Query Description: TGM_Sourcing_Events_Archive 
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10. Once attachments have been archived for the required retention period and they have expired, they 

will no longer be accessible.  Users will be able to see a list of the attachments but will not be able to 

select and view them.  Once the attachments are deleted, they will no longer be accessible or visible. 

 


