Attaching a PD to the RPA
Open the Oracle HR application and from the inbox, retrieve the Request for Personnel Action (RPA) to which you will attach the Position Description (PD).  Click the attachment button (the paperclip icon) as shown below.
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After clicking the attachment button (paperclip icon), the following screen will appear.
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Click in the ‘Category’ area and click on the ellipsis button (circled area below):
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The following window will appear.  Type ‘Miscellaneous’ in the textbox window labeled ‘Find’.   Click the ‘Find’ button below.   Click ‘OK’  when ‘Miscellaneous’ is highlighted.   This will populate the ‘Category’ block.  
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Click in the ‘Description’ block and input a general description, i.e. ‘Position Description’ or ‘PD’.  Then, click in the ‘Data Type’ block and an ellipsis button (…) will appear on the right side.  Click the ellipsis button and a short popup list will appear.  Highlight the word ‘File’ and click ‘OK’.   
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After you click ‘OK’ above, the ‘Data Type’ block will be populated and the following popup screen will appear.  Click the ‘Browse’ button and find the file you wish to attach to the RPA.
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Once you find and select the file you want to attach, it will populate the textbox window like the example below.   Once the textbox window is populated, click the ‘OK’ button.
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When you click the ‘OK’ button above, the following screen will appear.  Click the ‘X’ in the upper right hand corner.  The screen will close and the popup ‘Decision’ screen below will appear.
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Click the ‘Yes’ button.
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If you wish to view the attached document, click the ‘Open Document’ button as shown below.  
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Click the ‘SAVE’ icon to save.    Your document is now attached. 
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