How to Enter Email Addresses

IMPORTANT : This information must be completed before you begin using the
Vendor Portal Agreement module!

. Openthe Vendor Maintenance module and
enter the required information under the « [Frammen
section titled Agreement Emails at the bottom Vendor View>Vendor Maintenance
of the page. . Ejsae | X
In the box titled Receivable Email, enter the ki - e oo 5 esne
email address(es) of persons authorized to "’et“ggz‘:‘”’”s‘ Tl owmmwesna | Joswme | oo |
receive invoices via email. If this field is already AT & paess 1 L | adoess2 |72 SOHOPPERR- |
populated, verify the email addresses are Vencor cost Enty T
correct and update if needed. Multiple email kel ol il e e —
addresses must be separated with either a g Nare —" e |
semicolon or a comma. Veweeraalreat ] | : - - :
In the box titled Agreement Submission (',"’Z‘M Payment Contect -
. . Contact: |KAREN TIPTONTI... | Voice Prone: | 5598851715 | Fax Phone: 5508652156
Email, enter the email address(es) of Vendor Store Table S i v ——
person(s) authorized to submit scan-based Agreoment Emails
promotional agreements and receive email Receivatle Emai Q |
notification. Fomeren S 9 '
Separate multiple email addresses with a
COMMA, for example:
(numberl@company.com, CAUTION: If you delete or overwrite an existing email
number2@company.com, address, that person will no longer receive emails from

number3@company.com) the system.
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