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REFERENCE GUIDE 
USE:  To add an email notification for a 3rd party or for individual orders.  
 
Step 1. Log In  
 
Step 2:  Use the SEARCH page to locate an order.   
 
Step 3:  From the SEARCH RESULTS page, press the Transaction Number to display the TRANSACTION DETAILS page.  
 
Step 4:  Press the Add Notify button at the top or bottom of this page. 
 

 
 
 
 
 
 
 

 
Step 5.  The ADD NOTIFY page (below), will display and include any notifications currently setup.  The following options are 
available from this page: 

• To add a notification, enter the recipients email address (A) and select the appropriate event notification(s).  Next, 
press Add (B) to submit the request. 

• To remove a notification, select the Remove (C) button that corresponds to the notification that is no longer 
needed. 

 
Select the Done button when finished. 
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