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State of Kansas
Modifying PO Email 
Destinations Summarization
           Statewide Management, Accounting and Reporting Tool
	Date Created:
	12/15/2017

	Version:
	2.0

	Last Updated Date:
	10/15/2020

	Purpose:
	This job aid explains how to modify email destinations for Purchase Order (PO) dispatch using the supplier email address, if there is one, or an ad hoc email address provided by the Buyer. 

	Fluid Navigation:
	POs & Receiving > Purchase Orders > Purchase Orders > Add/Update Purchase Orders > Find an Existing Value

	Classic Navigation:
	NavBar > Navigator > Purchasing > Purchase Orders > Add/Update POs > Find an Existing Value

	Supplier Email Address 

	When the ‘Dispatch Method’ of ‘Email’ is selected the PO will dispatch to the email on the supplier address, if there is one.

	To check the email address the PO will dispatch to, select the ‘Header Details’ link on the ‘Maintain Purchase Order’.
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	From the ‘PO Header Details’ page that opens the email address where the PO will dispatch  if now changes are made can be viewed in the ‘Supplier/Contact Fax/Email’ section.
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	Note - The ‘Email ID’ field on the ‘PO Header Defaults’ page cannot be edited and does not indicate dispatch history. Its only purpose is to display email address the PO is currently set to dispatch to. 

	If the email address is blank, or a different email on the supplier record is needed, the default information can be changed by selecting the ‘Supplier Details’ link on the ‘Maintain Purchase Order’ page.
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	The ‘PO Supplier Information’ page displays the first active Address ID that defaults in for the supplier. The email address on that Address ID, if there is one, is where the PO will dispatch to and what was seen in the ‘Supplier/Contact Fax/Email’ section of the ‘PO Defaults’ page.
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	Use ‘Look up Address’ icon to select another Address ID, if desired. This will update the Email ID the PO will use for dispatch to the email address of the new selection.
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	The Buyer can also choose a Contact from the supplier to add to the PO by selecting the ‘Look up Contact’ icon. If a Contact is added, the PO will dispatch to the email address associated to the contact.
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	Note - The email value does not display on this page; however, the updated Email ID can be seen on the ‘PO Header Details’.

	Ad Hoc Email Address

	Instead of using emails from the supplier record for ‘Dispatch Method’ on a PO of ‘Email’, the Buyer can provide the email for dispatch in an ad hoc manner. 

	On a PO with the ‘Dispatch Method’ set to ‘Email’, select the ‘Email Override’ link on the ‘Maintain Purchase Order page.
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	Note – If the ‘Dispatch Method’ is changed to anything other than ‘Email’, the ‘Email Override’ link will not be visible.

	The ‘Email Override’ link is also available on the ‘PO Header Details’ page.
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	The ‘Email Override’ link opens the ‘State of Kansas Email Override Setup Page’ where a single ‘To Email’ destination line can accept and dispatch to as many emails as fit in the number of characters available. 
Another line can be added by selecting the plus (+) button, if needed.
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	Note – When Purchase Orders are dispatched to a supplier via email, the email content advises the supplier to please not reply to this email address, and to instead contact the buyer noted on the Purchase Order directly.

	Email destination lines on the ‘State of Kansas Email Override Setup Page’ can only be used once. After dispatch the destination’s email information in the ‘To Email’ field is locked down and can NOT be used again.
To dispatch a PO again, the Buyer must add a new email to the Destinations section.
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	Note - A new destination line MUST be added, even if the email location is the same as a previous dispatch, AND the PO must be SAVED every time the PO needs to be dispatched.

	Note - 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.

	Dispatch History may be viewed on the ‘State of Kansas Email Override Setup Page’ accessed by the ‘Email Override’ link on the PO where the ‘Status’ and ‘Status Date’ are provided for each ‘Dest #’ line.
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	Or Dispatch History can be seen from the ‘Go To’ drop down box at the bottom right corner of the ‘Maintain Purchase Order’ page – ‘02 PO Dispatched History’ option.
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