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SU3 Setup for Remote Mail (Auto-PO, Auto-Fax, Alert Transmission)
Use this procedure to make sure your user settings are maintained properly.

1. Select SAP Logon Pad
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2. Select Procurement from the Connections list
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3. Inthe transaction field, enter SU3
a. Select the ENTER icon
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4. On the Address tab, in the Communication Section, verify that the Communication
Method is set to “Remote Mail”

= Maintain User Profile
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Maintain User Profile

=4 Password

User [ponaseezn |

Last Changed On |sec Batca [01/05/2011][02:49:43] Status Saved

Address ], Defaults | Paramaters

| Person
Title ' |
Last name |Anderson '
First name IO,rnthia |
Academic Title
Format IC',rnthia Anderson |
Function [ |
Department IGeneml Services |
Room Number Floor Building L]
| Communication |
Language English - Other communication |
Telephone T17-214-3445 Extension [ | =
Mobile Phone 5
Fax [717-783-6241 | Extension [ ] =
i 'cvandea goy | =
rE\:}Mrf:“n. Meth |Remnote Mail - I
I Assign other company address... I I Assign new company address... I
| Company |

Ilh;r:n: Bureau of Procurement Bid Room / 6th Floor 555 Walnut Street / Hal:'l:'iSi...I P




Rev. July 2014

5. If the Communication Method was not set to “Remote Mail,” select the dropdown
menu as shown below
a. Select REMOTE MAIL from the list

Cormm. Meth Remote Mail =]
Printer

|—A55|g Rermote Mail

Secure Store & Forw.

Company [ Telephone
Telex
Teletex
URL (Homepage)
Sales call
X400 -

Attn: Bureau of

b. Select the SAVE button at the top of the screen
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Maintain User Profile

c. A message will display on the SAP Easy Access screen - User XXXXXXXXX was
saved

User PO0446880 was saved

6. You have now completed the process and can now log out of the system



