JOB AID
%MART Setting Up Your Profile

FLORIDA STATE UNIVERSITY

Overview

Setting up your User Profile is intended to make creating future requisitions much easier and more efficient as it will
save you from manually having to type in information such as your Ship To Address, ChartField Information and
Supervisor each time you create a requisition. You can set defaults for this information to automatically display in
each cart as well as your favorite ChartField String combinations.

Access SpearMart by navigating to https:/my.fsu.edu/ and logging in with your MyFSU username and password, and

then click the SpearMart Icon under MyFSU Links:

MY FSU LINKS

This Job Aid will cover how to set up the following in your profile:

e Ship to Addresses

e Chart Fields
e Chart Field String Favorites
e Supervisor

o Notification Preferences

A MART All+ Search (Alt+Q) Q 1000Us0 W Q \*e @1

@ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution,w Geneva A. Miller

Policy.
View My Profile

Il Shop * Shopping Dashboard

Johnny Tester User's Name, Phone Number, Email, etc,
Ustr Mg Rester First Name Johnny
Last Mama Tester
Phone Number *1 [RS0) B44-9719
Liser's Mame, Phane Humber, Emad, ete. E-mall Address I e
Deptid Procurement Seraces {027)
Aop Actvaban Code User Mame frostar
Jnhnny Tester User's Name, Phone Number, Email, etc.
User Mame  jlester Fist i Jhany
Last Mams Tester
Phane Paumber +1 [50) 6449710
User's Bame. Phone Mumber, Email, ete, E-mail Addrass s 0
Deptld Procurement Servsces (027)
User Name fester
Aqthertication Method Lo<al
T Ship To uill To
: A0 e ke T Salosr o sasaas ra amr
i 2 prefile.
Teckoit Setting Shipping Addreases Address Search . IR @ 2
Enter the Nick Name of the building, for example, “Westcott”.
Mickname / Address  Westcalt H
Taomane LA, M Click the Search button.
Results Per Page
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Johnny Tester Default Addresses

User Name  flester Q0 No addresses defined in profile.

Ship Te Gill To

art A " profile.
Checkout utting Shipping Addresses

Address Search

Text

Results Per Page

;

Nickname / Agdress

Addresses Found: 1
Address

7

Sedent Addencs bor Profie

Wwestcott

w -

4lPage 1l 1k

ATTN: Johnny Tester
HRAFLEUSTE:

DEPT: Procurement Services
222 5 Copeland 5t
Westcott Bldg

Tallahasses, FL 372306
United Seates

Johnny Tester Default Addresses

User Name  flester O Mo addresses defined in profile.

Detaur

University Conter &

Currert Default
Address

Default Addresses

Westcott

ADDRESS
ATTN:
RM/FLR/STE:
DEPT:
Address Line 1
Address Line 2
City

State

Zip Code
Cauntry

Ship Te gl Ta
T
: = profike.
e sent Shipping Add 7
‘Westoott
Adh 1)
ADDRESS
ATTH:
DEPT: Procurement Services
Address Ling 1 222 § Copeland St
Address Line 2 ‘wiesteatt Bldg
City Tallshassee
State L2}
Zip Code 32308
Country Linked States
Joh nny Tester Default Addresses
User Marme  jlester ship Ta gl To
7
Select Addresses for Profile
Shipping Addresses Edit Solected Addroess 7
Nechrae Dittrner

Westcatt

Jabany Tester

Proguremen Servces
95 Chigfan Way
Dittmer Chemistry Lah
Tallshassee

KL

52306

United States
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e If the address you seek is listed, click the option
button beside the appropriate address.

e If you don’t find your Ship To Address, try the
following:

o Search using your street name in the
Address Text field, for example,
“Copeland”.

o If you cannot find your Ship To
address, E-mail spearmart@fsu.edu
that you are having trouble locating
your Ship To address and include the
name of your building, your
department and your college.

e Give your Ship-to address a nickname

e Check the box next to Default if you would like
the system to auto populate the Ship To
Address for each requisition

* Enter the room, floor, or suite number

e You can add multiple Ship-to addresses to your
profile at your discretion following the steps
above.

o If you selected the Default Checkbox for an
address, then it will show in Bold under your
Shipping Address list
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™ Shop - Shopping © Snopping Hemew
Shopping Dashboard
Dazhboards
Johnny Tester User's Name, Phone Number, Email, etc.

User Mame  flester

ne taamber, Emad, ¢

Furst Name Johany
Last Name Tester

Phone Number +1 {B50) 644-9719

&-mail Addrass il e
Degtid Procurement Sernces {027)
User Hame Fostor
Authentication Method Lacal

Johnny Tester

User Mame  flester

User's Name, Phone Number, Email, etc.

First Marnee Jehnny
Last Name Tester

Phane taember +1 [R50) G44-4T10

E-mall Addrass robbing gz ed

Doptld Pracurement Servces (027)
User Name frester

suthertication Method Lecal

Johnny Tester

User Mame ester

Custom Field and Accounting Code Defaults

Header (int.) Header fext ) SMDWI-(ude Favorfes Internal information Cart
7

Custom Field Name Default Value Description Edit Values

QO Mem 10 Default value it

Johnny Tester

Uker Mame: flester

Custom Field and Accounting Code Defaults

Header (int) Header (ext) Supplier Codes Code Favorites Internal information  Cart
2
Custom Field Name Default Value Description Edit Values
Buginess Unit GL Mo Default value
. Department Mo Default Value
& Fund Mo Default Value
L Budget Reference Mo Defasl Value
L Chartfield 1 o Default value
L Chartlwld 2 Mo Defaul Value
L Chartfield 3 Ma Default value
PC Business Lind Mo Dedaull Value
L Praject-Activity Mo Default Value
L Souree Type Mo Defaut Value
L Category No Default Value
L Subcateqgary Mo Defaull Value
Lecation Mo Default value

Recuest Spansared Praject Restichon Qverride o Defai Value

Johnny Tester

User Mame  ester

unting Code Defudts

Custom Field and Accounting Code Defaults

Header (nt) Header {ext] Supplier Codes Code Favorites ternal Infarmaticn  Can

?

Custom Field Name Default Value Description Edit Values

Eusiness Uit GL No Default Value

/ Edit Vaas
Create Mew Vakoe

Vst Deseription

* Custom Field Values marked with an
asterisk are role-Dased valuss. Users can
only maty the Default status of these
Custern Field Vahoes.

© Florida State University Procurement Services
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Click the Codes tab to set up and save default Chart
Field values. (NOTE: you will always have the option
to override your default Chart Field values for each
requisition you create).
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Johnny Tester Custom Field and Accounting Code Defaults
User Name  jrecter Header (inL) Headir (ext) Suppher Codes Code Favorites Internal informatian Cart
Custom Fisid Name Default Value Description Edit Values
Busingss Unit GL Mo Defautt Value
e values

Values -}

Value Deseriplean 5 i

B psuon  elorida seate iversay

* Custom Fiehd Valoes marked with an
asterisk are role-based values Users can
cnly modify the Default status of these
Custam Fepled Valuss.

]ohnny Tester Custom Field and Accounting Code Defaults
User Pame  jester Header (nt) Header (ext) Suppher Codes Code Favorfes  Imternal information Cart
7
Custom Field Name Default Value Description Edit Values
Business Unk GL Peo Difault value

e s e IS @3 | Click FSUO1 or Florida State University

FSU01  Flonida Saate University

Mo Resuhs Found

* Custom Field Values marked with an
asterik are robe-based vabors, Users can
anly madéy the Defaut statss of these
Custom Field Values.

Johnn'_v Tester Custom Field and Accounting Code Defaults
User Mamé  jlester Header () Header fext) Suppher Codes Code Favordes Internal Informabion Carl
1
Custom Field Name Default Value Description Edit Values

Business Unit GL o Defalt Value

7 Ctvaues m Select the checkbox next to Default and click Save

value  Description

Aate University

Status

* Custom Feld valuss marked
with an asterisk are rola-based
‘wallugs. Users fan anly madey the
Default status of these Custom
Field Values.

Custom Field and Accounting Code Defaults
Header (int) Header (ext) Suppiaer Codes Code Favaries Intermal information  Cart
7
Custom Field Name 9::'." Deseription “:::,
Business Unit GL =T Florida State | i |
Uivirsity
. Degartment e Defaut Valug
& Fund No Defiant Value [ Fain |
L Budgi Beference o Diefaut Value | i |
& Chartfutld 1 Mo Defai value 3
L Chartfield 1 o Default Value 23
& Chartfisld 3 Na Defaut Valus m
PC Busivess Unit o Defin Value [ e |
L Project-aciity No Default Value [ v |
L Saurce Type Mo Defau Value Ea
& Eategory o Defauk value [ tan |
« subcategory No Defaut Valus m
Location Ne Defaut Vaiue [ b |
Request Spansoced Projedt Restrchion No Defant Value [ Fain |
Override
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Johnny Tester

User Mams  flester

Custom Field and Accounting Code Defaults

Header (inL) Headér (o) Suppher Codes - Code Favorites Internal Information Can.
?

Custom Fiold Name

Default Value Description Edit Values
Department Ne Defauk Valus
ade Defauits B Values

value

Destription

* Custon Fiehd valoes marked with an
asterisk are role-based values. Users can
only modity the Defauk status of these
Custam Field Values,

Johnny Tester

User Mama  flester

Custom Field and Accounting Code Defaults

Header (int) Header (o) Supplier Codes Codg Favorites Internal Information Cant
1
‘Custom Fiedd Name

Detault Valug Description

Mo Default vahos

Edit Values
Department

tevg Code Defaults  Edit Values

Business Lint GL |FSUOT |

Search For Value 2

ol tame Department

Value

vakue
Descriptian
Resus Per (5
Page
* Custom Fekd Vaves | Scarch |
marked with an asterisk are
rele-baged values. Users tan
oy modify the Default
status of these Custom Field
values.

Johnny Tester

User Name  ftester

2 Fiekd and A¢countimg Code Defaulls

Custom Field and Accounting Code Defaults

Header {int} Header (est) Suppher Codes Code Favorites Internal information  Cart
?
Custom Flald Name

Default Valce Dascription

o Detaul Valug

Edit Values
Depanmen

it values
Busmess Unat 6L | FUEY ~|

Create New Value

Value Deserigion Per

lPagetotloel 7

Description

Procurement
* Custom Fieldd Valises marked with an AT000. - Svces
asterisk are role-ased vahues, Users can o
crly moddy the Default status of these

Custam field values

Procurement
027001 Services Overhead

(] Procurement
027002 Services ERP

| Procurement

Johnny Tester

User Name flester

Custom Field and Accounting Code Defaults

Header (int) Header (md) Supplier Codes Code Favontes internal Information  Cart

]

Custom Field Name Default Value Description Edit Values
Department o Default value d
ficcounting Code Defaults i valises Chove
gusiness Unt G #5001 |
Results
P e Found P of ?
4/Pageof1nl T
027000 Procurement Services Page. 3
Select  Value Description
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¢ If you know the Department number, enter it in
the Value field and click Search

e If you would rather search by department

name, enter it in the Description field and click
Search

e Select the Checkbox next to your Department

e Click Add Values

Click your Department Number or Name

Revised 03/2022 Page 5 of 12
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Johnny Tester

User Mame  jtester

Custom Field and Accounting Code Defaults

Header (int) Header (e Supplier Codes Code Favorites inbernal information: Cart

Bugingss Ung GL [FSUOT

* Custem Fight Vales marked
with an astensk are role-based
vakses, Users can oniby modify the
Defaull status of these Custom

?

Custom Field Name Default Value Description Edit Values
Departmint hio Defaul Ve i
it values =3

Select the checkbox next to Default and click

Save
Edit Existing Value 1
Wl .
g Click the Codes Tab
............ Default

Repeat the steps above to set your default
values for your other Chart Field values

Faelcd Wadues.
s MART
FLORIDA STATE UNIVERSITY
W Shop - Shopping © Ahopping Heme
Shopping Dashboard

Johnny Tester User's Name, Phone Number, Email, etc.
st Hlam, Johany
User Namg  lester Fiest Ny o
Last Name Tester
Phant number 1 [R50} 6446719
E-mail Addrass bt lau ed
Deptld Procurement Sernces (027)
User Name pester
Authenbeation Method Local

Johnny Tester User's Name, Phone Number, Email, etc.
Fa s
User hame  flester A iy sl
Last Name Tester
Phane baamber +1 [R50] B449710
E-mall Addrass robbing gz ed
Deptld Procurement Serces [027)
User Name fester
suthertication Method Local

Johnny Tester

User Mame ester

Custom Field and Accounting Code Defaults

Header (int) Header (exl)  Suppher Cude Inberral idormation  Cart

Custom Field Name Default Value Description Edit Values

QO Mem 10 Default value it

7

Johnny Tester

User Mame  flester

Custom Field and Accounting Code Defaults

Header (nk) Hesdes [od) Suppher Codes Code Faverites Intesnal infcmabeon  Cart

Buniness Location Department Fund  PC Project Sowrce C(ategory Subcategory Chanfield Chartlield Chanfeld  Dudget

Unit GL Busmess Admity Type
Unit

Reference
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Codes
M [ Defacit

Business Unit GL Lacaticn Department Fund

Setect fioom peufie wplus. | Seieet froen, all-cakers
Selest o il vk

Praject-Actamy Source Type Category Subcategory

_Come |

o Enter a Nickname field that will enable you to easily identify your Chart String for use later, for example, “E&G

Budget” or “Grant ABC” etc.
e Enter the Business Unit GL. FSUO1

Business Unit GL Location Depariment Fund P Busness Ut Progect-Actwity Source Type Category Subcategory Chartfseld 1
B oo
(=] Custom Field Search ? 00010214A
Value | |
Description | | Building Code

Suite/Room Number

o Every office/room on campus has a unique Location. Facilities maintains the master Building List which
includes all active buildings on campus. Locations have the format shown above.

e You can enter a partial value in the Value field (i.e. “0223”) and then click the Search button. This will bring up
all Locations that start with 0223.

e You could also enter a phrase in the Description field (i.e. "Westcott") and then click the Search button. This
will bring up all Locations that have the phrase "Westcott " in them.

itpsfusentest soquest.com pps/Router CPGlueSearchPopup

WESTCOTT BUILDINGO212F select] | ° HELPFUL TIP
WESTCOTT BUILDINGO2 12H select
WESTCOTT BUILDINGO212) select, S
WESTCOTT BULDINGE2S2K Entering your room number in the Description field
NERSTLIAIS O & may prove to be the quickest way to finding your
WESTCOTT BUILDINGOZ12M seliet .
WESTCOTT EUILINNGO213 select Locatlon o
WESTCOTT BUILTHINGOZ 14 -;nln.1
WESTOOTT BUILDINGO2 144 q
WESTCOTT BUILDINGO2 140 select
WESTCOTT BUILDINGOZ 14C select)
WESTCOTT BUILDINGO214D lect
WESTCOTT BUILDINGO214G lect
WESTCOTT BUILIINGO2 14H ket
WESTCOTT BLILDINGOZ 14W et
WESTCOTT BUILDINGO2 1S telect
WESTCOTT BUILDINGO216 select v
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e Enter the remaining Chart Fields the same as above and click Save when complete.

Accounting Codes
Nickname SNEEIERE | O oottt
Busingss Linit Gl Lacaticn Department Fund PC Business Linit Project-actiity Source Type Categary Subcategary Chartfield 1
000102144 O2TO00 10
Sabret from ol vaboms. - Skt I st s Sefect From o8 vahi Seboct g o8 values Seleet
‘Sataet Frgimr ol vahiot
o
FLORIDA STATE UNIVERSITY " 2
W Shop - Shopping - Shopping Heme v Johnny Tester
Johnny Tester User's Name, Phone Number, Email, etc.
User Name flester Fiki i "
Last Name Tester
Phant number +1 {50} 644-9719
User Prefile anc Preferences i Coste, omi P
Lt E-mail Addrass wobbirm @l eduy
Langusge, Teme Jane and — Deptld Frocurement Services (02T)
User Name ester
Authentication Methad Lacal
User Roles and Acoess
Qiedeting and Agoroal Settings
Johnny Tester User's Name, Phone Number, Email, etc.
User e jtester T D Khory
Last Wams Tester
Phane Mamber +1 (§50) 644-9719
Erefermnic o Ay, Blone
E-mail Address irobbinggiaedu
Language Doptld Procurement Services (027)
asip Actiatian Codes User Name fester
i Methad Le<al
Can Assignees
Johnny Tester Custom Field and Accounting Code Defaults
— e
7
Preterences Castarn Flald Hama Difault Value Descrigtian Edit Values
aCO nem tia Defaudt value =3

Johnny Tester

User Name  ftester

Custom Field Name

User Prafile and Preférences

Reguest Budget Overnide
Supernisors

Carl Assgnees

<

out Settings

User fiohes and Access

Custom Field and Accounting Code Defaults

o Dielaul Value

Mo Dt value:

T

Default Value Description Edit Values
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Johnny Tester

User Name  fiester

Custom Field and Accounting Code Defaults

Header (i) Meader (ext) Supplier Codes Code Pavorites Intemal Information Cart
?
Custom Fleld Name

Default Value Description

o Defalt Value

 Edit Values [ oo |

Edit Values
Supervisars |

* Custom Field Values marked with an
asterisk are role-based vakues. Uters can
only macdy the Defaul statss of these
Custom Field Values.

Johnny Tester

User Mame  jtester

Custom Field and Accounting Code Defaults

Header (int) Header (et Supplier Codes Code Favorites  Internal Information Cart
7

Custom Field Name

Default Value Duescription [Edit Values
Supersces Mo Dedaull Ve
o Edit Values

Search For Value ?

ot el Field Name  Sopervisors

value

s :

Hesults Per |8
rage

* Custom Field Values

marked with an asterisk are

role-based vakees. Users can

nly macty the Detault

atus of these Custom Field

s,

Johnny Tester

User Name  [bester

om Field and Atcosnting Code Defaults

Custom Field and Accounting Code Defaults

Header (int) Header (mi) Seppler Codes Code Favorites Internal Information Cart
?

Custom Field Name

Default Value Desaription Edit Values
Supernsars Mo Default Valoe il
7 B values
Hesults
Values
Value. Description Per
vage. Fm‘nd alPagetofinl 7

5

Select  Value
%]

. 1an Robbing
(e

Description

* Custom Field Values marked with an
asterisk are role-based values. Users can
oy modify the Defau status of these
Custom Field values.

Johnny Tester

User Name  jlester

Custom Field and Accounting Code Defaults

Meacer (int) Header (pt) Supplier Codes Code Favortes Internal information Cant
7

Custom Field Name Default Value Description. Edit Values

Supersors Mo Default vake Tl
/7 Fdit values | Ciose |

Search For Value ?
Field Name Supervisers

Description
Robbins value

Duseription  Jan Robbing

Results Per |5
Page

* Custom Field values m
marked with an 3sterskare o Results Found
rode-based values, LMers can
anly modify the Detault
status of thess Custom Fisld
Yalues.

© Florida State University Procurement Services
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e Enter your Supervisor’s First and Last Name in
the Description field. You could also just enter
the Last Name.
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Johnny Tester

User Name  jtester

User Profile and Preferences

Custom Field and Accounting Code Defaults

Header (int.) | Header (ext)  Supplier Codes Code Favorites Internal Information Cart

?

Custom Field Name Default Value Description Edit Values

Custom Field and Accounting Code Defaults /" Edit Values
Default Addresses e T VAl

Cart Assignees

Checkout Settings
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences

UserHitstony * Custom Field Values marked
with an asterisk are role-based
wvalues. Users can only modify
the Default status of these
Custom Field Values.

Supervisors IROBBINS lan Robbins E
Default User Settings P J

Close

Edit Existing Value 2
Value Description T —
IROBBINS |lan Robbins e Lo
Description __lan Robbins
Default E
Status active

i

We caution you from making any changes to your notification preferences. We have configured the system so that you

will be adequately informed on the progress of your requisitions, purchase orders etc. If you feel like you are receiving
too many noatifications, you can throttle them back by making adjustments within your profile.

\MART

FLORIDA STATE UNIVERSITY

™ Shop - Shopping © Snopping Hemew Johnny Tester
Shopping Dashboard
Johnny Tester User's Name, Phone Number, Email, etc.
ar e Johany
User Namé flester i Sy
Last Name Tester
Phane Number +1 (0503 644-9719
Uiser's Mame. Phane Namber, Emad, etc. il Addvans
Langusge, Tene Zane and Display Seming Degtid Procunement Serices 1027)
User Name fester
Authentication Methad Local

User Name

Johnny Tester User's Name, Phone Number, Email, etc.
et Mame Jahn
Uste Name Rester S D bohawy
Last Name Tester
Phone Number +1 (B50) 6449718
Users beame. Phane bumber, Emai, efc i ek
L Deptid

Pracurement Servites (027)
froster
Suthentication Method wocal
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Johnny Tester Notification Pref hopping, Carts & Req

User Mame jtestar The in-application notifications are nat yet avadable for all Email Mot

qUISHICAS.

Shapping

Saurcng Bvent created from Fequs

Prafile and Preference Prepared By - Cart Assigned Motice Email
Frepared By - PR ling femis) rejected Email & Netification
Prepared By - PR rejected/retamed Email & Noiification
Gart Assigned Wosice Email & Notification

Email & Nonification

Assigred Cast Processed Matification Tmail & Metficatica
Assigred Cart Deleted Nobfcation Email & Netificaticn
PR submited mto Worlflow Email & Morheation
Worlflow approval Cmanl & Notihcation
Metlication avalable Email & Notihcation
ete /PO crested Emal & Notihcstion

) regecied Email & Notification
CaryvE rejectedrelurned Email & Metificativn
Email & Netification
Email & Netification

an awaeded Sourcing Event Email & Motification

otifitations A

User Mame  rester t yet available fer all Em

Prepared By - Cart Assigned Natsce & Defour [ 1 Overrce
repared By - PR ling ifem{s) rejected #® Defaut | O Ovemnde
Prepared Sy - PE rejectedretumed & oetour | O Ovenide
Cast Assigned Mabce ® Defour ) Overnede

Shopping Carts & Requistions Re<erce PR and PO not W Defau | O Overnde
nssignad 1o he
Assigned Cant Processed Notfication ® Detaur | ) Ovemnde
assignied Can Deleted Notfication ® Defaur | O Ouerride
Pit subreted into Workllow & Defsur | O Override
PR pencing Workdiow approval & petar | O overnde
PR Worlfiow Notfication svailable & Defaur } Override
PR Workflow complete / PO crested & Defautt | O Overnde
o7 fine kamis) rejected ® Dafauk Guerride
/PR rejectedireturned ® Defaur | O overide
Soarcing Cvem created from Fequisiion ® Defaur | O Overnde
P created from an awarded Sourcing Evens # ocfaut | O overide
Caet crested from an swarded Sourcing Event & Defaut Chverricle

Ermail

Emad & Notdicabon

Email & Motification

Email & Notdaton

Email & Motication

Emad & Notdicabion

Email & Notification

Email & Notificatian

Email & hotificabon

Email & Motification

Emad & Nothicabon

Emall & Notdicatian

Email & Notification

Emafl & Notdicabon

Email & Motdication

Email & hotificatson

Congratulations! You have now successfully set up your profile.

© Florida State University Procurement Services
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Select the Override radio
button for the notification you
wish to select.

Then select from the available
dropdown action menu.

Click Save Changes when
complete

Ermai & Notdicatian -
| Nane

Email

HNotfication

Email & reotification
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