
Step 1:  

Click on Notify button located at the 
bottom of page. 

 

 

 

Step 2: 

Send Notification Page Displayed. 
Click on Lookup Recipient  link. 
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Step 3:  

Lookup Address Page Displayed. In 
the Name box, type in last name of 
person you wish to notify and press 
Search. 

After you press Search, the Search 
esults section will display all the 
names fitting the description you 
typed. 

Select the delivery position (i.e., To , 
cc, bcc), then click on the Add to 
Recipient List and the recipient(s) 
will appear in the Recipient List 

Press OK button at bottom of screen. 

 

 

Notes To Remember: 

Send Notifications 
Quick Reference Guide 

Lookup Address  Pag e  

Step: 4:  

Send Notification Page Displayed. 
Recipients defaults in from previous 
page. 

Select High for Priority 

Type in Subject 

Type in Message 

Press OK button at bottom of Screen 
to send notification and exit page. 
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> The Notify button is used 
to send an email. 

> The notification process 
is not automatic. 

> You can utilize a linear 
business process and 
email multiple recipients 
at once, or a vertical 
approach by emailing the 
next approver in your 
process. 

> You may send one email 
listing all PAFs which 
require approval in lieu of 
sending multiple notifica-
tions. 

 


