
 Customizing PO Distribution                              

 
 

Office of Contracting & Procurement 
Division of Finance 
856.256.4171ademy Street, Glassboro, NJ 08026171 
rowan.edu/procurement    

 

 
Customize the PO Distribution Email Address on Your Non-Catalog Order 
 

1. Click on Non-Catalog Item. 

 
2. Search for and choose your vendor. 
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3. Click on “Distribution Methods” to access the drop-down menu. 

 
 

4. Check the box to customize order distribution information. 
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5. Add the email address you wish to send the purchase order to. 

 

6. Continue building your requisition and Save when complete. Submit your order as you 
normally would. 
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Customize the PO Distribution Email Address on an Order Form 
 
 

1. Choose the appropriate form from the Shopping Home page. 
 

 
2. Search for and choose your vendor. 
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3. Check the default Email Address listed. 

 
This is where the purchase order will be sent if you do not make any changes. 

 
 

4. Click on the box under Distribution Method and add preferred email address to the Email field. 
 

 
5. Complete the rest of the form and add to your cart. 
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