
Configure Purchase Order Notifications

The Electronic Order Routing section indicates which email addresses will receive Purchase Order Notifications.

To update where your purchase orders are sent:

1. In the upper-right corner of the application, 
click your initials > Settings and select Electronic 
Order Routing.

2. Under New Orders > Catalog Orders without 
Attachments make sure Routing Method is Email 
and enter up to five email addresses separated by 
a comma and no space.

3. Click Save.

3

2



Configure Your Email Notifications

The Network Notifications section indicates which system notifications you would like to receive and allows you to 
designate which email addresses you would like to send them to.

1. Click on Notifications under Company 

Settings icon.

2. Network Notifications can be accessed 

from here as well, or you may switch to 

the Network tab when in Notifications.

3. You can enter up to 3 email addresses 

per notification type.  You must separate 

each address with a comma but include 

NO spaces between the emails.
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