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1. Click on the Email Preferences tab. 
 

 
 

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 reqs 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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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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