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In this click-thru, you will set up the email alerts
whenever there are action changes related to the

supplier portal information.
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Best viewed in |IE or Adobe PDF Reader.
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Enable Email Notification PO Numbering Method
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* Other Settings
9 Buyer PAO Validation Code ™ (implicit ¥ [] Include Unreleased Blanket Amounts on Commitments Your selections on this
Manage Buyer Email [] Change Commitment Type to "Amount’ on adding line charge to 3-way match PO line screen flows to the Manage
Notification Setting e Buyers and Manage
. Purchase Orders screens.
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@ Notification check
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Email from Buyer e Select the Allow Edit check box to enable
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* related to a PO. ) Notification check box on the Manage Do Not Allow Rlse Amis to Exceed Total Blanket Amt
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Last PO Number Purchase Order [] Release Order [] Subcontractor Agreement
[] Blanket Order [] Subcontract Retainage PO [] Subcontractor Agreement Blanket
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Your selection on the
Configure Purchasing
Settings screen flows to this

screen and the check box
will be editable based on
the Allow Edit status.
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Purchase Order ID

Vendor Terms
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CIS Code

Cost Saving Amt

Last Change Date

Purchase Order Lines
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Release 0  Change Order 0 Type* Purchase Order

v Delete
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PO | Line

Line* | Type Status *

Item

Rev
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The default email address is the
primary email address indicated for the
vendor contact, and is editable here.
You can also use the Import Vendors

preprocessor to upload the vendor
information, which includes the vendor
email address.

Action History Line SOW Resources Serialllot Accounts Line Charges Line Text

[] Required
Date

Vendor Sales Order
[] Released to Vendor

Released Date

Your selections on the Configure
Purchasing Settings screen flows to
this screen and the check box will
be editable based on the Allow
Edit status. When this check box is
selected, email alerts are sent to
and from the buyer and supplier
whenever there are action changes

related to a PO.
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New | Copy ¥ |Delete | Approval Form Query w |—
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Line Documents Currency Line

Proj Sub Parts Link SCI/SAP Security Codes Delivery Schedule




Set Up Supplier Portal
Email Notification

Configure Purchasing
Settings

.
(2

Enable Email Notification
Settings

:
©

Manage Buyer Email
Notification Setting

;
(4

Purchase Order Email
Settings

:
(5]

16/

Email from Supplier

Email from Buyer }

The From email address is the buyer email

address saved on the Manage Users

screen for the logged-in user.

Cygaeli

The To email address is the supplier

email address saved on the Manage
Purchase Orders screen > Other
Information.

“E1rta| Activity Alert - PO: PO00001086

Rlse: O
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The From email address is the supplier

email address saved on the Manage
Users screen for the logged-in user.

Fri 3/1/2019 9:26 AM

I supplier@deltek.com I
Supplier Portal Activity Alert - PO: PO00001086 Rlse: 0

The To email address is the buyer email
address saved on the Manage

Employee Information screen that is
linked to the buyer on the PO.
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