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How to Use the Notify Button
Finance users who work collaboratively on an issue may find that sharing the
information on a particular page is useful. The Notify Button is an e-mail utility that
can be used to share such information. Selecting the Notify Button on a given page
will open the e-mail utility. The sender selects the e-mail recipient from a list of valid
users in the Finance system. The recipient receives a message with a link to the
page that was sent. If the recipient is logged in and has secure access to this page,
then he/she will be brought to that page when the link is selected. If not logged in,
then he/she will be prompted to do so.
Step 1. . N . . C :
Log into the e*mpac Finance Production 8.9 Application with your FIN Username
and Password.
@ Navigate to the appropriate process page.

In this job aid, the process page used is the General Ledger Journal Entry page at
General Ledger — Journals — Journal Entry — Create/Update Journal Entries.
The Create/Update Journal Entries (Add a New Value) page opens.

Create/Update Journal Entries

r I Add a New Value |

U

Business Unit: Q

Journal 1D: MEXT

Journal Date: 031152007 [

Add
Find an Existing Value | Add a Mew Yalue
Step 2.

Click the { 1 tab.
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The Create/Update Journal Entries (Find an Existing Value) page opens.

Create/Update Journal Entries
Enter any infarmation you have and click Search. Leave fields hlank far a list of all values.

| Find an Existing Value ] |

Business Unit: = W QL

Journal ID: hegins with

Journal Date: = w [#]
Document Sequence Number: hegins with  »

Line Business Unit: = W Q,

Journal Header Status: = w Mo Status - Meeds to be Edited
Budget Checking Header Status:| = w L
Source: = W Q,

Bearch\@) Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew WValue

Step 3. | Epter the appropriate search criteria.

Step 4.
Click the m button.
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The Journal Entry — Header page opens.

Header Totals

Unit:  LMCEM Journal ID: - 0002607131

Date: 03Meizo07

Long Description:

Reverse portion of ariginal transfer, return to original speedtype ‘

‘Ledger Group:

Ledger:
‘Source: ucE Q
Reference Number: REEE

SJE Type:

I

Journal Class:
Transaction Code: GENERAL (&

Currency Defaults: USDF CREMT {1
Reversal: Do Mot Generate Reversal

Header | Lines | Totals | Errors | Approval

B save | {ELReturn to Search | EINDubJ 4 Refresh |

Auto Generate Lines
Adjusting Entry:
Fiscal Year: 2007
Period:

ADE Date:

[Jsave Journal Incomplete Status

Commitment Contral

B 2dd |

You need to notify another user to review the journal entry information.

Step 5.

Matit
Click the M button at the bottom of the page.
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The Send Notification page opens.

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIOMS to view of change the methaod ofthe send.

NS T LookupyRecipient Delivery Options
To: ‘ ‘

CC: ‘ ‘

BCC: ‘

Priority: hd

Subject: =Enter Subject here= g

Template  |yyoriflowr Motification ~

Text:

Friority: %MotificationPriority

Ciatn Cont: 2007 02 90 b

Message: [543

Click 0K to send this notification and exit this page. Click Cancelto exitthis page without sending a notification.
Click Apply to send this notification and remain on this page.

Ok | Cancel| Apply |

Step 6. | Click the Lookup Recipient link.
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The Send Notification (Lookup Address) page opens.

Send Netification

Lookup Address

Recipient Search

Name: |

Search Results

Custormize | Find | ¥ ) | i First E 1af 1 IE Last
Ta [ bee Recipient Email Address User ID
] [] []
To:
[
BCC:
oK | Cancel |
Step 7. Enter the recipient’s last name in the Name field.
P\ You can enter in a partial last name, such as the first three letters (i.e. Eng).
Step 8.

Click the M button.
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The search results appear:

Recipient Search

Name: |Eng|and

Search Results

Customize | Finet | View 40 | B First [ 4or 1 0 st

il IF] IF] fﬁ'. England Kristina D kenglandi@umassp.edu CHEMNGLAMN

Add to Recipient List |

You can select from three checkboxes: To, cc, and bcc.

Step 9. Select the appropriate checkbox.
Recipient Search
Name: |Eng|and
Search
Search Results customize | Fine | view &1 | BE  First [ 4 or 1 [ Last
EC beec Recipient Email Address User ID
IF] IF] ugg Enaland Kristina D kenglandi@umassp.edu CHRERGLAMN
Add to Recipient List |
R,
Step 10.

Add to Recipient List

Click the | button.
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The recipient is added to the Recipient List section.
Send Notification
Lookup Address
Recipient Search
Name: |Eng|and
Search
Search Resulis Custamize | Find | iew )l | B8 First [0 1 or 1 [ Lot
Ta (= bec Recipient Ema dress ET ]
1 ] ] & England Kristina D kengland@umassp.edu CREMGLAMN
[ Addto RecipientList |
To: England,Kristina DICKEMGLAN
(o
BCC:
0K {}_J') Cancel |
Step 11. Repeat Steps 7-10 to add additional recipients, if needed.
Q To verify the recipient receives the notification, you can choose to copy yourself in
the CC: field.
Step 12.
P . oK
Click the button.
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The Send Notification page reopens.

Send Notification

Type hames or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method ofthe send.

Notification Details

Lookup Recipient Deliver_\{ﬂ??tiuns

To: England Kristing DICKEMGLAN ‘
cc ‘Munroe,John PUM1 0008826 ‘
BCC: ‘
Priority: hd
Subject: =Enter Subject here= g
Template |yyoriqiow Motification "~
Text: =

Priority: % MotificationPriority

Ciato Cont: 00T N4 14 v
Message: [

Click Ok to send this natification and exitthis page. Click Cancel to exitthis page without sending a notification.
Click Apply to send this notification and remain on this page.

Ok | Cancel| Apply |

Step 13. | ¢lick the Delivery Options link.
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The Send Notification — Delivery Options page opens.

Send Notification

Delivery Options

] C 5
Customize | Eind | === First 1-Z2of 2 Last

Recipient Options

Recipient
ﬁl England, kristina CIiCKER GLARM k
rﬁ‘. Munroe John PAUMA0008926

(124 Cancel

Step 14. Deselect the Worklist checkbox for each Recipient.

| C 5
Customize | Find | =2 Fir=t 1-Z of 2 Last

Recipient Options

Recipient
& England kristinag DICKERGLAR "]
& Munroe John PAJM1 0008926 F]

OK{TJJ Cancel |
Step 15. |
Click the oK button.
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The Send Notification page reopens.

Send Notification

Type names of email addresses inthe To, CC, or BCC fields, using a semi-tolon as a separator,

Notification Details
To: England,Kristina DICKENGLAN
CC: hMunroeJahn PIUM1 0008926
BCC:
Priority: hd
Subject: =Enter Subject here= @
Template  |yyorow Motification ~
Text:
Priority: %MotificationPriority

Cimbe Qo 2007 04 44

Message: &

Click Apply to send this notification and remain an this page.
Ok | Cancel | Apply |

Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIOMS ta view or change the method ofthe send.

Loakup Recipient Celivery Options

Click Ok to send this notification and exit this page. Click Cancel to exit this page without sending a notification.

Step 16.

Enter the Priority, if appropriate.

Step 17.

Enter the Subject (i.e. Please Review Journal Entry).

Step 18.

Enter the Message you want the recipient to receive.

Do not change the Template Text.

Please note that you can use the spell check icon @ to spell check the Subject field

and the Message field.
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Step 19. . e
P Review the completed Send Notification page:
Send Notification
Twpe names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LOCOKUP RECIPIEMT to search for a name. Click DELIWVERY OPTICORNS to wiews or change the method of the send.
HEtiicatDlie Lookup Recipient Delivery Options
To: England, Kristina DICKENGLAN
CC: Munroe,John PAUMA 0008926
BCC:
Priority: hd
Subject: Flease Review Journal Entry @
Template  |yyqrqow Motification ~
Text:
Priority. HrotificationPriority
Cimto Cont: 200F 04 11 b’
Message: [y i
FPlease review the following journal entry hefore | budget
check and post. Call me with any questions at 6-1597.
Click Ok to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page.
OKJ\}_,)J Cancel | Apply |
Step 20.

Click the L button.

“Processing” will appear in the top right corner of the page.
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The Journal Entry — Header page reopens.

[ Header | M | | |

Unit:  UMCEN JournalID: - 0002607181 Date: 03162007

Long Description; Reverse portion of original transfer, return to original speedtype

‘Ledoer Group: Auto Generate Lines

Ledger: Adjusting Entry: Mon-Adjusting Entry  »
‘Source: uce | Q Fiscal Year: 2007

Reference Number: REES Period:

SJE Type: b ADB Date:

Journal Class: Q [Jsave Journal Incomplete Status
Transaction Code: GEMERAL O

Currency Defaults: USD T CRREMT 1
Reversal: Do Mot Generate Reversal Commitment Contral

Bl save | ELReturn to Search | [=] matity | s Refresh | Er2ad |

Header | Lines | Totals | Errors | Approval

h The recipient will receive an email much like the example displayed below:
From: jmunroe@umassp,edu Sent!  Thu 3/29/2007 9:20 &AM
Tor England, Kristina
cc Munrog, John

Subject: Please Review Jounal Entry

Workflow Notification
Priority:

Date Sent: 2007-03-29

Sent To: England,Kristina D/CKENGLAN

ce:

Please click on the link below to access this transaction:

https://appsdevfin-inside.umassadwin. net/psp/fotst38/EMPLOYEE/ ERP/ o/ PROCESS JOURNALS. JOURNAL EMTRY IE.GEL?
Page=JOURNLL ENTRY1gEUSINESS UNIT=UMCEM&JOURNAL DATE=2007-03-A6&JOURNAL ID=0002607151siction=T

Hessage Text:

Hi,

Pleazse review the following entry before it iz edited and posted. Call me with any guestions at 6-1587.

The hyperlink that appears in the body of the email directs the recipient to the actual
page from which you have notified them.

To access the page that was sent:

1. The Recipient will be prompted to log in (if not already).

2. The Recipient must have secure access to the page.

END JOB AID
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