22-April-2009

Steps to setup Email notification for requisition approvals in TFMS

· Approvers receive email notification when requisitions are sent for their approval. 

· Requestors receive an email when the requisition is approved.

1. Select Notifications Summary menu option.

2. Select on Preference (upper right hand portion of the window).

3. Midway down the page is the Notification Section, Email Style is current set to “Do not send me email”.  Change this to “HTML mail”.

4. Select the Apply button to save this preference.  

5. Close window.

6. If you do not receive approval notification emails please send an email to the TFMS helpdesk (SDDC.SAFB.TFMSMHD@US.ARMY.MIL).
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