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State of Kansas
Modifying PO Email Destinations
Statewide Management, Accounting and Reporting Tool
	Date Created:
	December 15, 2017

	Version:
	1.0

	Purpose:
	This job aid explains how to modify email destinations for Purchase Orders (POs). 
The State made the decision to no longer use the 3rd party software, Merkur. The major function of this software was to allow for fax dispatch, which is no longer supported in SMART. 
A custom page has been created to replace the one used by Merkur and continue allowing users the ability to modify recipient destination information and to monitor dispatch status on emailed POs. 

Users will click on the ‘Email Override’ link to modify the email destination(s). Once the PO has been dispatched, the email dispatch status will be displayed as well.

	Background:
	The State of Kansas Email Override Setup Page, replaces the Merkur Delivery Information page.

	Navigation:
	Purchasing > Purchase Orders > Add/Update POs > Find an Existing Value, click on the Email Override link on the Maintain Purchase Order main page.

	The ‘Email Override’ link is located on the PO Header section to the right of ‘Receipt Status’.  
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	NOTE (1):
	If the Dispatch Method is changed to anything other than ‘Email’ the ‘Email Override’ link will not be visible. 

	The ‘Email Override’ page is also available by clicking the ‘Header Details’ from the PO main page and then clicking on the ‘Email Override’ link. 
	[image: image2.png]PO Header Details

PO Details
Supplier GRAINGER-002
POType BEN  |Q
ing Location BA17300
Origin [ONL @ Online
[use One Ship To
Currency

Currency Code [USD

Rate Date 1272712017
Rate Type CRRNT

Process Control Option

“Method [Email

Template ID:
Supplier/Contact Fax/Email

Email ID. ryan loughridge@grainger com

Billng Address

Q. Exchange Rate Detail

Dispatch  Email Override has been applied

~{ Email Override

e

PO Date 1212712017

Budget Status Valid
I Tax Exempt

D KSKBQ27101

Letter of Credit ID Q

Ship To 173505

Base Currency USD
Exchange Rate 100000000

Acknowledgementslot required
required for
Accounting Date 121272017 |5

Accounting Template [STANDARD |

Help





	The PO Header Details page also shows the default email from the Supplier file in the Supplier/Contact Fax/Email section. 
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	NOTE (2):
	The ‘Email ID’ field on the PO Header Details page cannot be edited and does not indicate dispatch history. Its only purpose is to display what is on the Supplier file email field of the address assigned to the PO. If a PO is being dispatched via email and the Email Override is not used, this will be the default email the PO is dispatched to. If the ‘Email ID’ field is blank no email exists on the Supplier file for the address assigned to the PO.

	NOTE (3):
	Buyers can use the ‘Email Override’ link to override the default email value from the Supplier file OR add an email destination information when the information does not exist in the Supplier file. The email value is to be entered in the ‘To Email’ field in the next Dest #: (value) listed. If using a dispatch method of email, Buyers should ALWAYS validate that the PO contains the correct address for where the PO should be sent. It may be possible that the email value is noted on a different address in the Supplier file. Buyers may wish to review information under each address to identify the correct location.

	To change the address on the PO, click on the ‘Supplier Details’ link.
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	The location, address, contact or salesperson may be changed on the PO by clicking on the lookup icons. The ‘Show (value) Details’ buttons will display the values for the values chosen. 
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	NOTE (4):
	The email value does not display on this page; rather, the value may be found on the PO Header Details page or in the Supplier file.

	Additional destination values may be entered by clicking the plus sign for each additional value.
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	NOTE (5):
	A single ‘To Email’ destination line can accept and dispatch to as many emails as fit in the number of characters available. 

	NOTE (6):
	The dispatch status on the State of Kansas Email Override Setup Page may take 10-15 minutes to reflect the updated status.

	NOTE (7):
	Once the Email Override page is used for PO dispatch, SMART will no longer dispatch via email to the default email address from the Supplier file.

	To maintain dispatch history, email destination lines on the Email Override page can only be used once.
If a Change Order is created on a PO that needs to be resent to a supplier, the Buyer must add a new Destination by clicking the plus sign. The new or corrected address must then be added. 
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	NOTE (8):
	When POs are dispatched to a supplier via email, the supplier will receive an email from the SMART System. The e-mail content will advise the supplier to not reply to this address, but to contact the buyer noted on the PO. 

	If a Change Order is created on a PO that does not need to be resent to a supplier, the Buyer can change the Dispatch Method to ‘Print’. 
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	NOTE (9):
	When an ‘Email’ dispatched PO is changed to any other Dispatch Method the ‘Email Override’ link will disappear. The ‘Email Override’ link will reappear if the PO is changed back to a Dispatch Method of ‘Email’ and, in the event the ‘Email Override’ was used, the email dispatch history will again be visible from the link. 

	NOTE (10):
	When a PO that has dispatched to a supplier is selected to be canceled, SMART will re-dispatch the PO to update the supplier of the POs cancelation. For that reason, BEFORE canceling a PO please make sure there is a Supplier file default email and the Email Override function was never used, a new Destination and email are applied using ‘Email Override’, or the Dispatch Method on the PO is changed to ‘Print’.
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