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The high-level steps required to set up Supplier Portal email notification
Supplier Portal Email Notification Setup Quick Steps
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On the Configure Purchasing 
Settings (POMSET) screen, 
locate the Supplier Portal 
group box. Under it are two 
check boxes: Email 
Notification and Allow Edit. 

A

1. Enable Purchasing Email Notification Settings > Step A



Select the Email 
Notification check box to 
enable sending of Supplier 
Portal email alerts to and 
from the buyer and supplier 
whenever there are action 
changes related to a PO or 
shipment.

B

Select the Allow Edit check 
box to enable editing of the 
Supplier Portal Email 
Notification check box on 
the Manage Buyers 
(POMBUY) and Manage 
Purchase Orders 
(POMMAIN) screens.

C

Your selections on 
this screen flow to 
the Manage Buyers 
and Manage 
Purchase Orders 
screens.

1. Enable Purchasing Email Notification Settings > Steps 
B and C



Your selection on the 
Configure Purchasing 
Settings screen flows 
to this screen and the 
Email Notification 
check box will be 
editable based on the 
Allow Edit status.

If the buyer would like to 
receive email notifications, 
then in the Manage 
Buyers, Supplier Portal 
section, check Email 
Notification to activate 
Purchase Order emails 
and check Shipment Email 
Notification to activate 
Shipment emails.

1. Enable Purchasing Email Notification Settings



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.

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 or 
shipment.

2. Purchase Order Email Settings



PO and Shipment Emails from Supplier to Buyer

3. Purchase Order and Shipment Email Notifications

The From email address is the buyer email address saved on the 
Manage Users screen for the logged-in user.

The To email address is the supplier email address saved on the 
Manage Purchase Orders screen > Other Information.

The From email address is the supplier email address saved on the 
Manage Users screen for the logged-in user.

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.

PO Emails from Buyer to Supplier

Ensure that the Supplier 
Portal users have an 
email address setup in 
Manage Users, and 
Buyer also have an 
email address setup in 
Manage Employee 
Information. Please refer 
to the Set Up Supplier 
Portal User Quick Steps 
for more information.



Select the Invoice Email 
Notification check box to 
enable the sending of email 
notifications between the 
payer and supplier when a 
Supplier Portal invoice is 
approved or rejected, or notes 
are added.

A

Enter the email address of 
the AP team or specific payer 
who will receive the invoice 
email notifications.

B

4. Enable Invoice Email Notification Settings > Steps A 
and B



5. Invoice Email Notifications

Invoice Emails from Payer to Supplier

Invoice Emails from Supplier to Payer

Ensure that the Supplier 
Portal users have an 
email address setup in 
Manage Users. Please 
refer to the Set Up 
Supplier Portal User 
Quick Steps for more 
information.

The From email address is the payer email address saved on the 
Manage Users screen for the logged-in user.

The To email address is the supplier email address saved on the 
Manage Purchase Orders screen > Other Information.

The From email address is the supplier email address saved on the 
Manage Users screen for the logged-in user.

The To email address is the accounts payable email address saved 
on the Configure Purchase Order Voucher Settings screen in the 
Supplier Portal group box.



This concludes the 
Set Up Supplier Portal Email Notification Quick Steps.
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