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First Nzme Bridget

Last Nam Brown

/ one Number

E-mail Address
Department
Position

Badge 1d

User Name Brovmb
Authentication Method Local
Email Approval Cods

252 |228-1013
+1 (252) 328-1012

brovn@ecu.edu

AF Materials Management

University Terms and Conditions accepted on 3/26/2007 9:18 PM System Messages

Save
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1. Click on the Email Preferences tab.
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2hbmitted into Workflow
sortflow complete

PO sei ﬂ
PO Line Item Ship Notice

PO lin= item(s) rejected

PO rejected

PO line item Backorder notice

KX TUTUx U X X X X

PO line item Cancellation notice

User Identification | Personal Settings | Roles | Document Access | Email Preferences | Mavigation Setup ?
Email Preference Value Dverride Email Preference Value Override
Role Role
jon & INtegration Settlement
N PR Export Failure Hotification x Prepared By - PO Requires Receipt notice x |
voice Export failure notification r PO Requires Receipt notice v
‘ Shopping, Carts & Requisitions Brepared By - Invoice Requires Receipt notice X ]
Prapared By - Cart Assigned Notica x r Invoice Requires Racaipt notice x r
Prepared By - PR line item(s) rejected x = Invoice submitted into Workflow X r
Prepared By - PR rejected/returned x r Invoice Workflow complete X -
\ Cart Assigned Notice x r Invoice line item(s), x r
Receive PR and PO notifications for Carts Assigned ta Me x r Invoice rej x r
\DR submitted into Workflow X r Contract Manager
R pending Workflow approval X P Contract Budget/Tier Notification -
Workflow Notification available X r Contract Date Natifications
Workflow complsta / PO creatad X r Suppli
PR\ine item(s) rejected 4 Internal Order Fulfilled x r
Car\PR rejected/raturnad I3 Sales OrigmemeT®=m Available X r
Pventory Waste Dispossl request x r

'I'IHH'IH'I'I‘I‘I'I'I

|

2. The following 6 events are automatically set to trigger Email Preferences: PR line item (s) rejected, PR

rejected, PO line item (s) rejected, PO rejected, PO sent to supplier, and Contract Date Notifications.
3. The following 9 events are new with the July 2011 enhancements and are beneficial to users that
frequently prepare regs for other users that they want to track: Prepared By — Cart Assigned Notice,
Prepared By — PR line item(s) rejected, Prepared By — PR rejected/returned, Prepared By — PO
Workflow complete, Prepared By — PO sent to supplier, Prepared By — PO line item(s) rejected,
Prepared By — PO rejected, Prepared By — PO Requires Receipt notice, and Prepared By — Invoice

Requires Receipt notice.
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Email Preference

/

Administration & Integration
Qure Notification

Invoice Expo otification

ping, Carts & Requisitions

Prapared By - Cart Assigne

Prepared By - PR line item(s) rejech

Prepared By - PR rejected/returned
Cart Assigned Notice
N

bmitted into Warkflow

g Workflow approval

PR line item(s) rejedgd
Cart/PR rejected/returns
Purchase Orders
Prepared By - PO Workflow comp
Prapared By - PO sent to supplier
Prapared By - PO line item(s) rejected
Prepared By - PO rejected

PO submitted into Workflow

PO Workflow complete

PO sent to supplier

PO Line Item Ship Notice

PO line item(s) rejectad

PO rejected

PO line item Backorder notice

PO line item Cancellation notice

Value Override Email Preference Value Override
Role Role
Settlement
x r Prepared By - PO Requires Receipt notice x r
x I PO Requires Receipt notice I
Prepared By - Invoice Requires Receipt notice x -
x r Invoica Requires Receipt notice x r
x r I submitted into Workflow x r
x I Invoice Workflow complete X -
X - Invoice line itemis) rejected x -
r Invoice rejected x r
X r Contract Manager
I Contract Budget/Tier Notification x r
x - Contract Date Notifications 2
x r Supplies Manager
I3 Internal Order Fulfilled x r
v Sales Order Line Itam Availzble x r
Inventory Waste Disposal request x r
x r
x r
x r
x r
x r
x r
®
x r
©
r
r

p Y

—

4. Select the Override Role check box and the Value check box for an event that you would like to

receive an email notification. Note: You can also reverse these steps to remove an email notification.

5. Click the Save button to update the events for notifications on your profile.

6. This completes the steps for this procedure. Click on the East Carolina University icon to return to the

home page.
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