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Notify 

This guide outlines the process to notify individuals from specific PeopleSoft screens.  The Notify 
button can be found on most screens, near the save button.  An email will be sent to the receipent 
notifying them that you want them to review the screen.  The Receipient must have access to the 
system and access to the module that was sent to them. 

 

SENDING NOTIFICATION 

 

1. Select the Notify button 

 

 

  

2. Enter the full email 
address of the recipient 
in the To: field 

OR 
      Click the link for Lookup      
      Recipient reviewer@csustan.edu 
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3. Enter the first four 
characters of the 
individual’s last name in 
Name: field 
 

4. Click the Search button 
 
 
 
 

 
5. Select the To box to 

select the individual 
 

6. Click the Add to 
Recipient List button 

 
 
 
 
 
 
 

7. Click the OK button 

 

 

 

8. Choose the priority 
 

9. Enter the Subject; Requisition 
 
 
 
 
 
 

10. Type the message to the 
recipient 

 
SAMPLE MESSAGE: Dear 
Reviewer, please review the 
requisition and forward to the next 
approving authority..  

 
11. Click the OK button 

 
NOTE: Notification is 
automatic. 

 
 
 
 
 
 
 
 

revi 

Reviewer/90000000175 

Reviewer/900000000175 

Reviewer  reviewer@csustan.edu 
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RECEIVING NOTIFICATION 

 

12. Click on the link in the 
Requisition email 

 
NOTE: The link will take you 
directly to the sign in page for 
PeopleSoft if you are not 
already logged in. 

 
 


