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EP.080.040 - Modifying User Email Address for Notifications

Trigger:

Concept

This business process is directed to the ePro Administrator in coordination with the Security Administrator to view a user's email address that is being used for the workflow notifications. Correction to anything on the User's profile including email address will need to be handled by the Security Administrator. However, the ePro Administrator may be the individual who identifies the problem and need for adjustments.

Without a valid email address, workflow notifications will not be routed properly. The email and worklist notifications are the main means to notify the user to take appropriate action (such as approving eProcurement Requisitions) on a timely basis.

	Assumptions

	


	Dependencies/Constraints

	


Additional Information

Procedure

Paul Blevins is an approver for ePro Requisitions but his email notifications are not being received. Once the ePro Administrator is made aware of the situation, they must determine what email has been setup for Paul and adjust the email address accordingly for proper workflow notification.

	Step
	Action

	1.  
	Click the PeopleTools link.
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	2.  
	Click the Security link.
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	3.  
	Click the User Profiles link.
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	4.  
	Click the Distributed User Profiles link.
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	5.  
	Enter "EMPL4" in the begins with field. 

	6.  
	Click the Search button.
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	7.  
	Click the Edit Email Addresses link.
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	8.  
	Notice the Email Address shows that this email is not correct for Paul Blevins and must be adjusted accordingly.
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	9.  
	Click in the Email Address field.

Enter the correct email address for Paul Blevins.
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	10.  
	Click the OK button.
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	11.  
	Click the Save button.
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	12.  
	This completes modifying email notifications for users who are to be notified by email and their address must be updated for proper workflow routing by email notifications.

End of Procedure.
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