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New + Improved             
 

Email Orders to Unmanaged Vendors 

We’re incredible happy to announce that you can now email orders to unmanaged vendors.  If you currently 

have some setup to send orders via fax, then we’d strongly encourage you to switch them to the new email 

delivery method.  The email delivery method will be much more reliable than the fax method. 

 

Steps to setup Email Delivery for an Unmanaged Vendor: 

1. Go to the Vendors/Buying Preferences Page 

2. Select the edit icon for any “Un-managed 

Vendor” 

3. Select the “Delivery Settings” tab 

4. Check the box next to “Email” 

5. Enter the email address the order needs to 

be sent to 

6. Select save changes 

The next time an order is sent, it will go to the 

email address you specified for that Un-managed 

vendor. 

 

 

  

 


