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Email Notification Settings

Step 1: Log in to the ZSN Portal

Step 2: Click on Settings

The Settings tab enables suppliers to configure the following options: Email Notifications, Invoice Credit Memo settings, PO settings, and PO
confirmation settings.
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Step 3: Click Email Notification Settings to enable or disable notifications for various entities.
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Step 4: The system redirects you to the Email Notification Settings page. Select or clear the checkboxes to enable or disable the
desired settings, then click Save to apply your changes.
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Purchase Order Delivery notification Settings

Step 1: PO Settings: Log in to your Zycus portal and update the following settings. This will ensure that only the PO contact
receives a copy of the purchase order, instead of all contacts.
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Step 2: Select the customer and company, then choose Actionable Email as the delivery method.
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Step 3: Change the setting to PO Contact Only. This helps ensure that the PO email is sent only to the selected PO contact. Then
click Submit.
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*Note: You can check the contact type in the contact details section under "Address" within "My Companies"”
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Please contact the Supplier Portal Support team (SupplierPortalSupport@broadridge.com) if there is any problem or
assistance needed.

End of Process




