How to Enable Approval
Notification Preferences in Gateway

To update notification preferences for approvals, enable this functionality in your User Profile by following
the below steps:

1. Click the User Icon at the top right corner of Gateway, then View My Profile.
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2. On the left-hand side of the screen, click Notifications Preferences > Shopping, Carts, and
Requisition
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3. Inthe upper right corner of the Notification Preferences window, click Edit Section.

4. Next to PR Pending Workflow Approval and PR Pending Ad-Hoc Workflow Approval, select the
Override radio button, then select Email & Notification. Scroll down to hit the Save Changes button.
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