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Document
Types Involved

Bid[] Requisition [J POL] Receipt [J Invoice [J Credit Memo []
Report [ Vendor User Profile ]  Agency Setup 1  Other

Reason for
Publication

When sending Revision Requests and including Additional Recipients email addresses. If a
“semi-colon & space is entered between email addresses, the additional recipient emails
fail/return undeliverable.

The effect of this is three-fold:

1. Only the email associated with the vendor registration is sent and receives the Quote
Revision Request email. The Additional Recipient emails fail.

2. The Vendor Communications tab does not populate to show a record of the
notification, therefore any attachment(s) included are not delivered to the Vendor.

3. The “send” data on the Revision>Email Communication tab does not populate.

Additional emails must be separated by a semi-colon ; and nothing else. If when adding

additional email addresses a semi-colon , is followed by a space, additional recipient
notification fails

Recommended
Strategy

When entering additional email addresses to send the “request” to DO NOT include a space
after the semi-colon before adding the next email. Separate each email address with a
semi-colon ONLY, and then add the next email and so on.

It is a best practice to ensure notification information has populated following sending a
Revision Request on the Revision > Email Communication tab

Screenshots

CORRECT entry

e Vendorl@company.com;Vendor2@company.com;Mgrl@company.com

Send Quote Revision Email

endor Recipients: ProcureAZ Help Desk1,

Additional Email Recipients: Iju e{@companya.com,fred@companya.com,maurice(@companya.com
From:

Subject": Quote Revision Request

*
Text™. Please review attached document reference below via the Vender Communication...
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INCORRECT entry
e Vendorl@company.com; Vendor2@company.com; Mgrl@company.com

Send Quote Revision Email
Vendor Recipients: ProcureAZ Help Deski; (
ndor;

Addtional Email Recipients: |Vendor1Qconpany.oom; 2@company.com; Mgr1@company.com

From:

Subject™: Quote Revision Request

Text": Please review attachment document referenced below via the Vendor Communication. ...

Once you have finished sending your Revision Request(s) pay attention to any undeliverable
emails that you may receive and ensure the notification was/is populated on the Revision >
Email Communication tab.
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