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Controller’s Office – Supplier Liaison 
Adding an Email Address to PeopleSoft for Supplier Registration Approval 

 
As a Supplier Liaison, it’s important to ensure that supplier registration requests are routed correctly to you for 
approval. In PeopleSoft, this requires updating your system profile to include your business email and enabling the 
appropriate workflow settings. Follow the steps below to make sure your profile is set up to receive supplier-related 
notifications and approvals. 
 
Use the “My System Profile” page in Peoplesoft by navigating to:  

Main Menu > My System Profile 
 

• Workflow Attributes: Check both Email User and Worklist User noted in step 1 below. This gives you the 
ability to approve supplier registrations both ways. 

 
• Business Email: Be sure to have your business email populated here as the primary email account noted in 

step 2 below. All supplier related emails will go to this specific email. 
 

• Save Changes: Click the Save button to save all changes made on this page noted in step 3 below. 
 

 
 


