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Notify Contact
The following shows how to notify Contacts about the Budget Workbook.
The navigation below shows one example where the Notify button is available. This button is available on multiple pages to be used whenever communication is needed between the provider and agency contacts.
Navigation:  Supplier Contracts > Budgeting > Budget Definition

Enter Contract ID

Click Search
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Click on the Notification Contacts tab
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Click Notify
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Click Lookup Recipient







Click Search









Click the “To” checkboxes for the recipients of the notification
The “cc” and “bcc” are also options for recipients
NOTE: When adding contacts, if you add yourself under “CC”, you will receive a copy in your mailbox.
Click Add to Recipient List 
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Click OK
[image: ] 
Select a Priority (High, Medium or Low)
Enter a Subject
Enter a message to be included in the email if needed
Click OK
[bookmark: _GoBack][image: ]
Page 1 of 4

image1.png
Budget Definition
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a New Value

| Search Criteria |

Ty [ —
Goriract D fegins wih /| faHA2040  x|Q
T o —

Limit the number of results to (up to 300

Basic Search (& Save Search Criteria

Find an Existing Value | Add a New Value




image2.png
| Budget Definition || Notiication Contacts.

Budget Definition

Business Unit MHAM1
ContractID 17MHA1061

Administrator Sg
Contract Begin Date.
Supplier Name THE VILLAGE FOR FAMILIES & CHILDRENINC  Contract Expire Date

v Budgeting, Reporting & Payment Requirements.

Reporting Requirement & Mnth & Final Payment Basis Fixed Pd

¥ schedule A - License/Degree ¥/ Budget Summary - Project ID ¥ Budget Sy
¥ Budget Summary - DDAP Code ¥/ Budget Revision - Revise Funding ¥/ Budget vs|

v Program Definition

e rogram ame Pogmcoss | fondnaPeiod
1 Fanaomme o' veaie
2 Recreston Pogamz s
2 CammuntyCantr Pogans  oaraaoe

[i@save || G Retum to Search | 1] Previous in Lst | &[] Nextin List | [=INotty |
‘Budget Definition | Notification Contacts





image3.png
| Budget Definition || Notification Contacts

Budget Definition

Business Unit MHAM1

Contract ID 18MHA2040

Supplier Name BH CARE INC

Internal/External Notification Contacts
External “User ID

1™
20
30

Description

Administrator SparksM Status  Submitted
Contract Begin Date 07/01/2017 Date  03/15/2018

Contract Expire Date  06/30/2020 Funding Period 3 07/01/2019  06/30/2020

Personalize | Find | 2] B First (¢ 130f3 * Last
*Email Address

[ ] @ =
[ | B/
[ | B3

|[F)save |[[ah Retum to Search | [+(] Previous in List

|[4] NextinList | [=]Notify |

J Update/Display





image4.png
Workflow Notification

Send Notification

Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Notification Details Lookup Recipient

To: Delivery Options
CIRichText

ce:

BCC:

Priority: v

‘Subject: [<Enter Subject here>

‘Template: [Workflow Notification

[Priorty: %NotificationPriorty

|Date sent: 2018.02-07

Click OK to send this notification and ext his page. Click Cancel to exit this page without sending a notfication.
Click Apply to send this nofifcation and remain on this page.

[k [ cancel | [ Aoy |





image201.png
Workflow Notification

Send Notification

Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Notification Details Lookup Recipient

To: Delivery Options
CIRichText

ce:

BCC:

Priority: v

‘Subject: [<Enter Subject here>

‘Template: [Workflow Notification

[Priorty: %NotificationPriorty

|Date sent: 2018.02-07

Click OK to send this notification and ext his page. Click Cancel to exit this page without sending a notfication.
Click Apply to send this nofifcation and remain on this page.

[k [ cancel | [ Aoy |





image5.png
Send Notification

Help
Lookup Address

Recipient Search

Name: |

Search Results

Personaiize | Find | View All| 20|
To e be Recipient

Fist @ 1011 &
Email Address
[m] [m] [m]

UseriD

Last
‘Add to Recipient List

Recipient List

To:

cc:

BCC:

[k ] [Ccancel |





image203.png
Send Notification

Help
Lookup Address

Recipient Search

Name: |

Search Results

Personaiize | Find | View All| 20|
To e be Recipient

Fist @ 1011 &
Email Address
[m] [m] [m]

UseriD

Last
‘Add to Recipient List

Recipient List

To:

cc:

BCC:

[k ] [Ccancel |





image6.png
‘ Send Notification
Lookup Address

Recipient Search

Name:
Search Results

To cc

¥ 0O

M 0O

M 0O

Recipient List

Personalize | Find | View All | 20| E

Recipient
VSS-BH CARE
INC
MHA-Gordon
Susan
MHA-Sparks
Melanie

Email Address

doit.core.emailtest@ct.gov

doit core.emailtest@ct.gov

brian. guilmartin@ct. gov

To:

cc:

BCC:

ok [ Gawer )

First (4 130f3
User ID

BHCARE14895

GordonSus

SparksM

Help





image7.png
Send Notification

Lookup Address

Recipient Search

Search Results Personalize | Find | View All | 2|
To cc bee Recipient Email Address
O o o I\;‘SCSEH CARE doit.core.emailtest@ct.gov
MHA-Gordon }
O o g Susan doit core emailtest@ct gov
s MHASparks -
O 0O O 6 yane brian.guilmartin@ct gov

Add to Recipient List

Recipient List
To: [VSS-BH CARE INC/BHCARE 14895;MHA-Gordon
Susan/GordonSus;MHA-Sparks Melanie/SparksM
cc:
BCC:

ok [ Gawer )

Help

First (4 1303 (* Last
User ID

BHCARE14895
GordonSus

SparksM





image8.png
Workflow Notification

Send Notification

Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Notification Details

Lookup Recipient
To: [VSS-BH CARE INC/BHCARE 14895 MHA-Gordon Delivery Options
Susan/GordonSus;MHA-Sparks Melanie/SparksM [ RichText
cc:
BCC:
Priority: [2-Med

Subject: [This is a test

®

Template: [Workflow Nofification

Priority: %NoltificationPriority

< >

Date Sent: 2018-03-15

Message: [Please Review|

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a nofification.
Click Apply to send this notification and remain on this page.





image9.png




