
Receiving Proxy Notifications 

Introduction 

In this sub-topic you will learn about the Notifications functionality available to 
Receivers.  The following topics will be covered within this section: (1) Notifications 
Review, (2) Business Process, (3) Receiving Proxy Notification Rule, and (4) 
Receiving as a Proxy.  

Notifications Review 

This topic area will review what you should already know about Notifications.  

Business Process 

This topic area covers the correct procedures to follow when preparing to have 
someone perform receiving actions in IAS on your behalf.  

Receiving Proxy Notification Rule 

This topic area covers the process of creating a Notification Rule to designate a 
Receiving Proxy within IAS. 

Receiving as a Proxy  

This topic area covers creating a receipt as a proxy within IAS.  

 

Notifications Review 

Definition: Proxy 

prox·y 

n. pl. prox·ies  

1. A person authorized to act for another; an agent or substitute.  

2. The authority to act for another.  

3. The written authorization to act in place of another.  

 

 

In earlier releases of IAS, Budget Approvers have had the ability to create 
Notification Rules which automatically forward Requisition Approval Notifications to 
an alternate Budget Approver when they are unavailable to manage their 
Notifications directly, such as when they are absent for vacation.  This allows a 
designated alternate to act in the place of the original Budget Approver.  This 
designated alternate is referred to as a Proxy.  



A Proxy is a person authorized to act for another.  

Previously, the only kind of Notifications that could be reassigned were Approval 
Notifications.  In IAS Release 2.5, Receivers were given the ability to reassign 
Notifications to a designated alternate IAS user with Receipting authority, to receive 
goods on their behalf.  

IAS allows you to create Rules for reassignment of Notifications.  Each rule is specific 
to a user and can apply to any or all messages of a specific item type, such as the 
Confirm Receipts Item Type, and/or message name.  A rule can result in one of two 
actions; reassigning the Notification to another user or responding to or closing the 
Notification automatically.  

Note:  IAS users may choose to reassign their Notifications to another user 
for a specified or limited period of time.  This practice is highly recommended.  

 

Notifications Business Process 

Before delegating authority to receive notification in IAS, the underlying system 
process should be thoroughly understood.  Below is a process flow diagram that 
illustrates this step-by-step process by user-role. 

 



If you are scheduling a planned absence, contact the colleague you will be 
designating as your Proxy, and confirm with that individual two very important 
prerequisites: 

1. The Proxy must be willing and available during that time period to manage 
your Receipts.  

2. The Proxy must be an IAS user with receiving privileges.  

Once the Notification Rule goes into effect (the Start Date), IAS sends Notifications 
to the Proxy for all of the open Requisitions ready for receiving.  The notification 
states that they have been designated with the authority to receipt for goods and 
services in IAS on your behalf.  If a Requisition has been created but not yet placed 
on an approved award, a Notification will be sent to the Proxy after the award is 
approved.  When the Proxy physically receives the goods or services, he/she can 
create the Receipt in IAS on the Receivers behalf.  Upon their return, the Receiver 
will be able to view all receipts created in their absence.  

Remember!  It is important to note that when a notification reassignment is 
established, a Start Date must be specified and a End Date is optional.  If an 
End Date for the Proxy designation has not been specified, the Proxy will 
continue to receive Notifications indefinitely.  For this reason, it is suggested 
that an End Date is always specified when setting up a Receiver Proxy.  

Receiving Proxy Notification Rule 

To reassign Notifications, click on the Vacation Rules link under the My Notifications 
section on the Shop page.  

 

That takes you to the Vacation Rules page.  



 

On the Vacation Rules page, click on the Create Rule button to be guided through 
the following three steps: (1) Notification Type, (2) Notification Format, and (3) 
Define Rule.  

Step 1: Item Type 

 

The options displayed will differ based on the rights and privileges assigned to your 
UserID.  This is the page where you can choose what type of Notification Rule you 
want to create.  A Receiver wishing to have another Receiver act in his/her stead 
should choose PO Confirm Receipt from the Item Type drop down menu. 

 

Once you have changed the Item Type, click on the Next button to move on to Step 
2: Notification.  

Step 2: Notification 

This is the page where you select the format in which the Notification will be sent to 
the Proxy.  This field defaults to the correct format so it should not be changed. 



 

When you have finished Reviewing this page, click on the Next button to continue to 
Step 3 – Vacation Rule: Rule Response.  

Step 3: Rule Response 

IAS provides a number of options to define your Notification Rule.  This is where you 
set the duration of the Notification Rule and what rights you want to give the 
Receiver who will be acting as your proxy.  

 

Enter in the appropriate information.  

Start Date 

This is the date and time you would like your rule to begin.  The format for this is 
DD-MMM-YYYY 00:00:00. For example, April 5, 2006 2:30 pm is expressed as 05-
APR-2006 14:30:00. 

Note:  This will default to the current date and time.  

Tip!  You can use the calendar feature for this date, just like the Need-By 
Date used when creating a Requisition.  Simply click on the Calendar icon to 
quickly find a date.  

End Date 

This is the date and time you would like your rule to end.  The format for this is DD-
MMM-YYYY 00:00:00. For example, April 5, 2006 2:30 pm is expressed as 05-APR-
2006 14:30:00. 



Tip!  It is highly recommended that users set up an End Date for any 
Notification rules they create.  If there is no End Date, you will have to 
remove the Notification Rule yourself. 

Message 

This is the message that the Proxy Receiver will get with each Notification sent out.   

Reassign  

This option allows you to reassign your notifications to another user to act on your 
behalf.  The first section is where you choose the user who will become your proxy.  

Warning!  When reassigning your receiving notifications to another user, 
always leave the “All Employees and Users” option in the first drop down 
menu.  Though there is a second option, that functionality is not yet 
operational.  

There are two types of reassignments: (1) Delegate your response and (2) Transfer 
Notification Ownership.  

1. Delegate your response: This allows you to have another Receiver work on 
your behalf, but you will retain the ownership of the document.  That way, if 
there are errors that you need to correct later, you will still be able to find the 
document.  

2. Transfer notification ownership: This option allows you to transfer 
ownership of a document to another user.  

Warning!  If you transfer ownership of a document, you will not be able to 
work on that document in the future, even after the rule has ended or been 
removed. 

Respond  

This option automatically responds to the Notification by sending the Requester the 
Receipt details.  This is the only option in the Respond category. 

Deliver Notifications to me Regardless of any general rules 

This option allows you to override all previous rules created.  This has the same 
effect as erasing all of the rules.  

Once you have updated all the fields appropriately, click on the Apply button to 
complete the rule setup.  



 

This will take you to the Vacation Rules page where you can see your Rule.   

 

Note:  The rule set up in this example has a status of  Inactive because it 
was set to start at a later date.  If the rule you create is set up to start 
immediately, it will be listed as Active.  

Warning!  Rules can take up to 1 hour to take effect, even if they are set to 
go into effect immediately.   

If you need to update the rule, simply click on the Pencil icon  in the Update 
column.  

If you need to delete the rule, click on the Trash Can icon  in the Delete column.  

To return to the Shop page, click on the Shop: Stores link in the top-left corner of 
the screen.  

Receiving as a Proxy 

The next part of this process involves the designated Proxy. To access the 
Notifications, the Proxy must first log onto IAS.  From the Shop page, click on the 
Requisition Status Tab which will take you to the Requisition Status page.  At the 
Requisition Status page, click on the Notifications link at the top of the page.   

In the following example, the user clicks on the Full List button in the My 
Notifications section of the Shop page.  



 

This will take you to the Requisitions Notifications page.  

 

You will get notifications for any awarded Requisition the original Receiver had open 
for Receipt.   

Choose the appropriate Notification to match the goods you received.  In this case, 
the items received are associated to with Order Number AG-1358-P-07-0003.  Click 
on the notification link to access the Receiving process.  

 



This will take you to the Notification Details page. 

 

To create a Receipt for any items associated with this Award, click on the Go To 
Receiving link underneath the Items to Receive section. 

 

This will take you to the standard Receiving Process.  



 

Continue through the Receiving Process as previously detailed.  If you need to create 
a full Receipt, refer back to the Receiving – Simple Receiving section.  If you need to 
create a partial Receipt, refer back to the Receiving – Complex Receiving section. 

There is one final step.  When you receive the Confirmation as a proxy receiver, IAS 
allows you to go back to the Notification Details page.  Simply click on the Return to 
Confirm Receipt Notification link underneath the confirmation. 

 

This will take you back to the Notification for this Award. 



 

You can send the original Receiver a notification that you have received items for 
him/her.  Simply click on the Send Requester Receipt Details button at the top or 
bottom of the notification.  

Once the Receiver returns to duty, he/she can view this information in several ways.  

From the Receiving page, the Requisitioner can search for the Receipt by the 
Purchase Order Number, which is included in the email notification sent by the 
Proxy Receiver using the Send Requester Receipt Details button. Alternatively, the 
Receiver can go to the Requisition Details page and click on the View Receipts link 
that appears over the Attachments area. 

 


