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Viewing Notifications

<12l = @
Catalogs ~ More ~ Create v E
Track CSV Download
1. From the Home page, select the Bell
(Notifications) icon next to Pending Queue Templates
your Profile icon to view your most recent
notifications. Documents to Resend Excel Files
2. To view the full list of notifications, click
the More options (three dots) next Product Activity Messages Upload/Download
to/under your Profile icon to open the 2
drOp-dowr? rner]u. WNotifications I Document Archive
3. Select Notifications from the menu to |
open the Notifications page. CSV Upload Archive Documents
4. On the Notifications page, you can sort O '
not!f!cat!ons by .type. and op.en each —
notification to view its details. —I
Notifications
D Type | From Subject
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Viewing Notifications Settings

1. Click your Profile icon in the top-right
corner of the screen.

2. From the drop-down menu,
select Settings.

3. Select User Notifications & Preferences to
access your notification configuration
options.

4. Review and update the available settings
for each notification category on this

page.
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Catalogs v More v Create v | ees
My Account Settings

. User Preferences Account Administration Transactions Integrations Compliance
Link User IDs

Contact Administrator

Metec Design and
Construction Engineers
India Private Limited

ANID: AN11240041282-T
Premium Package

Company Profile

Logout

I

D

ser Preferences
User Notifications & Preferences

Notifications

Discovery |V Sourcing and Contracts | v

Discovery

Leads

Invited To A New Lead

Invited Me To A New Lead

A Buyer Reads My Response to a Lead

Matched To A New Lead

ABuyer Sends a Message

Response is Shortlisted | Imported

Response is Not Shortlisted ! Awarded
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Editing Notifications Settings

Notifications C@ Legacy View | (2 v

Discovery | v Sourcing and Contracts | v

Leads

1. Click on Edit in the top right of the
Notifications bar.

2. Ticking the Checkbox for a particular entry Send a notification when invited to a new Email:
allows notifications to be sent for it. d: ( 2 I
Leaving it blank ensures no notifications
are sent for the entry.

3. For entries which send notifications via Invited Me To A New Lead
email, you can choose the email address

Invited To A New Lead

Send a notification to me when invited to a new lead:

the notifications are sent to.
4. To save your notifications settings, click on O 9@ Discard Draft

Save. Click on Discard draft to delete
recently made changes to the settings.
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Changing email address for PO and Invoice notifications

Click your Profile icon in the top-right
corner of the screen.

From the drop-down menu,

select Settings.

Select Account Administration to access
your options for PO and Invoice
notifications.

Under the Transactions section, click on
Electronic Order Routing and Electronic
Invoice Routing for PO and Invoice
respectively.
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Catalogs ~ More Create v | ess
My Account -

Settings
Link User IDs

Contact Administrator

Metec Design and
Construction Engineers
India Private Limited

ANID: AN11240041282-T
Premium Package

Company Profile

Logout

User Preferences i Account Administration I Transactions In

\

Transactions

=N

Account Administration

Electronic Order Routing

Electronic Invoice Routing

Accelerated Payments

Remittances
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Thank you.
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