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1. From the Home page, select the Bell 
(Notifications) icon next to 
your Profile icon to view your most recent 
notifications.

2. To view the full list of notifications, click 
the More options (three dots) next 
to/under your Profile icon to open the 
drop-down menu.

3. Select Notifications from the menu to 
open the Notifications page.

4. On the Notifications page, you can sort 
notifications by type and open each 
notification to view its details.
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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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1. Click on Edit in the top right of the 
Notifications bar.

2. Ticking the Checkbox for a particular entry 
allows notifications to be sent for it. 
Leaving it blank ensures no notifications 
are sent for the entry.

3. For entries which send notifications via 
email, you can choose the email address 
the notifications are sent to.

4. To save your notifications settings, click on 
Save. Click on Discard draft to delete 
recently made changes to the settings.
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C h a n g i n g  ema i l  a d d ress  for  P O  a n d  In vo i c e  n ot i f i c a t i on s
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1. Click your Profile icon in the top-right 
corner of the screen.

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

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

4. Under the Transactions section, click on 
Electronic Order Routing and Electronic 
Invoice Routing for PO and Invoice 
respectively.
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Thank you.
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