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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. 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. 
 

Step 2. 
Click the  tab. 
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The Create/Update Journal Entries (Find an Existing Value) page opens. 
 

Step 3. Enter the appropriate search criteria. 

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

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

Step 5. 
Click the  button at the bottom of the page. 
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The Send Notification page opens. 
 

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

Step 7. Enter the recipient’s last name in the Name field. 

 
You can enter in a partial last name, such as the first three letters (i.e. Eng). 

Step 8. 
Click the  button. 
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The search results appear: 
 

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

Step 9. Select the appropriate checkbox. 

Step 10. 
Click the  button.  
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The recipient is added to the Recipient List section. 
 

Step 11. Repeat Steps 7-10 to add additional recipients, if needed. 

 
To verify the recipient receives the notification, you can choose to copy yourself in 
the CC: field. 

Step 12. 
Click the  button. 
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The Send Notification page reopens. 
 

 

Step 13. Click the Delivery Options link. 
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The Send Notification – Delivery Options page opens. 
 

Step 14. Deselect the Worklist checkbox for each Recipient. 
 

Step 15. 
Click the  button. 
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The Send Notification page reopens. 
 

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. Review the completed Send Notification page: 

 

Step 20. 
Click the  button. 
 
“Processing” will appear in the top right corner of the page. 
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The Journal Entry – Header page reopens. 
 

 
The recipient will receive an email much like the example displayed below: 

 

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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