Accessing Notification Preferences in eMACS

The purpose of this document is to show how to manage notification preferences in eMACS.
Each user can view/change notifications under their profile.

1. From the home page in eMACS, user will click on their name in upper right-hand corner

of page.

2. From the new window, select “View My Profile”.

OFFICIAL STATE WEBSITE

MONTANA.GOV Ea-

_ Tom Hastings ¥

- B 2 - e

W Shop  Shopping > Shopping Home v

Tom Hastings

View My Profile

Dashboards

m Set My Home Page

Logout

Shopping Dashboard puhbosid Action: +

Organization Message z 2

Procurement-related and eMACS training is provided by the State Procurement Bureau and eMACS Support Unit. More information ~

Viev
regarding training opportunities can be found at the State Procurement Training website. Search Help For A Solution

Check out the new 2018 training schedules for procurement-related and eMACS training availzble now at the State Procurement Bureau @e| My Recently Completed Requisitions a
Training website!
@V| My Recently Completed Purchase Orders (1]
ry 16, 2018, 3:00-5:00 p.m., the following websites will be down for maintenance:
Bureau &
% Public Bid Site
v @ Public Bid Sit
Showcases °

¥ Punchout Vendors

=

3. User profile is the landing page. On the left side of page, click “Notification Preferences”,
then select module title to view notification listings (i.e. Contracts).

Tom Hastings

User Name  cm0548

My Profile > User's Name, Phone Number, Email, etc. =

User's Name, Phone Number, Email, etc. ?
First Name Tom
Last Name Hastings
Phone Number 1 406 | 4440338

User Profile and Preferences
Language, Time Zone and Display Settings
App Activation Codes

Default User Settings

User Roles and Access

Ordering and Approval Settings

Permission Settings

Shopping, Carts & Requisitions

Purchase O
Catalog Management
Accounts Payable
Sourcing Director
Vendor Management
Form Requests

User History

4. This view will show all options of notifications a user can receive. To make changes, click

+1406-444-0338

E-mail Address thastings@mt.gov

Business Unit

Department

Position

User Name cm0549
Authentication Method SAML

“Edit Section” in upper right-hand section of page.

Accessing Notification Preferences in eMACS, February 26, 2018, Page 1

Department of Administration (DOA)



Tom Hastings

User Name cm0549

User Profile and Preferences
Default User Settings

User Roles and Access

Ordering and Approval Settings
Permission Settings
Notification Preferences

Administration & Integration

Shopping, Carts & Requisitions

Purchase Orders
Catalog Management
Accounts Payable
Sourcing Director
Vendor Management
Form Requests

User History

5. This page is now in edit mode. Changes can be made by choosing the “Override” option

Notification Preferences: Contracts

Contracts
Contract Budget/Tier Notification
Contract Start Date - Advance Notice
Contract Start Date Passed
Contract End Date - Advance Notices
Contract End Date Passed
Contract Renewal Date - Advance Notices
Contract Renewal Date Passed
Contract Review Date Passed
Contract Internal Review Notification
Contract Manager Internal Review Notification
Contract Facilitation Notification
New Contract Request Discussion Thread
New Contract Request Discussion Reply
External Reviewer Email Failure
Contract Originated From SalesForce
Contract Renewal Auto-Created

Zero Auto-Renewals Remain

Email & Notification

Email & Notification

Notification

Email & Notification

Email & Notification

Email & Notification

Email & Notification

Notification

Email

Email & Notification

Email & Notification

Email & Notification

Email & Notification

Email & Notification

Email & Notification

Email & Notification

Notification

and then selecting the method to receive notification.
Click “Save Changes”.
Below are explanations of method options:

?

d."&ht Section

a) None — User will not receive this notification.

b) Email — Notification is sent to email listed under profile (Suggested Option).
c) Notification — User needs to be logged into eMACS to receive notification.
d) Email & Notification — User receives email AND notification in eMACS.

My Profile > Notification Preferences = > Contracts <

TJom Hastings Notification Preferences: Contracts

User Name em0549

Contracts

Contract Budget/Tier Notification () Default Email & Notification ~

(@) Override

Contract Start Date - Advance Notice (@) Default () Override Email & Notification

ract Start Date Passed (@) Default () Override Notification

Contract End Date - Advance Notices (@) Default () Override Email & Notifica

ion

mﬂ:;;d

ion

ract End Date Passed (@ Default () Override Email & Notifica

ontract Renewal Date - Advance Notices (@) Default () Override Email & Notifica

enewal Date Passed (@) Default () Override Email & Notifica

ion

» Passed (‘i) Default (:) Override Notification

ract Internal Review Notification () Default (@) Override

Email ~

NOTE: Default notifications are assigned at the user role, but can be changed based on user
preference. Use caution when deciding which notifications are set to “None” as user will not
be notified when this action occurs.
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