ADPICS Approver Email Project

SFMS Users Group Handout
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February 3, 2009

To activate your approver email function in ADPICS, enter an email address in your signature profile (5984 screen) as shown here:
· The process works with both the 9210 screen (document authorization mailbox) and the 9212 (return notification mailbox).

· Emails are sent out during the nightly batch cycle. 
· Initial Notices are triggered on a document’s first day in the mailbox. 
· Reminder Notices are triggered by documents over 6 days old.  Reminders are sent on Tuesdays (or Wednesday, if Tuesday is a holiday).
· ADPICS will never send you more than one email a day.  See sample below:
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Extralne breaks n this message were remaved

From:  ADPICS.System@state.or.us Sent; Tue 127/2009 6:31 PM
To:  ADPICS.Approver@state.or.us
o

Subject:  Dacuments in ADPICS require your attention

Plesse do not reply co chis email. This sccounc is noc montvored. ]
For furcher instructions, Log on s ADPICS main memu (00D screen.





