
 
 
***IF YOUR SCREEN DOES NOT LOOK LIKE THE ONE BELOW, PLEASE GO TO PAGE 2*** 

How to receive Invoices and Statements electronically   

1. Log onto Supply Manager 

               2.   Hover over Support and click on Email Notifications 

 

 

2. On this page, you will need to take four actions: 

i. Check the box for Invoices and Statements and choose if you want to receive these 

daily, weekly or monthly.  

ii. Select who you would like to receive these email notifications 

iii. Select the account or accounts that should receive the notifications 

iv. Click “Create New Notification” 

 



 
 
How to receive Invoices and Statements electronically 

1. Log onto Supply Manager 

 

2. Hover over your name and select Email Notifications 

 
 

3.   On this page, you will need to take four actions: 

v. Check the box for Invoices and Statements and choose if you want to 

receive these daily, weekly or monthly.  

vi. Select who you would like to receive these email notifications 

vii. Select the account or accounts that should receive the notifications 

viii. Click “Create New Notification” 

 

 


