
  

 

 

DPC Admin 

Role 

DPC Admin users are the only users that can change or edit an email notification in JAM/SPM.  The DPC Admin user is a department 
lead who performs role activation and deactivation, deployment, department oversight, management of JAM/SPM email notifications 
and troubleshooting on behalf of all department users. 

Editor 

Features  

 
The system will provide an Editor to the DPC Admin user so that they view and edit email content that includes Email Notifications  
in JAM and SPM.  Features include: 
 

• Filtering • Preview • Export to Excel 
• Edit • Change or add Recipients • Activate/Deactivate email Notification 

 
 

DPC Admin 

Editor 

The Editor works the same in JAM as it does in SPM.  The only difference is how the DPC Admin user gets to the Admin Emails. 
 
For SPM log in to PIEE as a DPC Admin and navigate to the SPM Icon. 

 
 
 

JAM Homepage
SPM Homepage

Administration
Menu

Admin Email Edit Email/Search

DPC Admin Editing JAM/SPM Email Notifications 
Reference Guide 



Find and click the Menu button. 

 
When the menu opens, DPC User will select the Admin Email section. 

 
 

Note:  From this point on, the Editor for JAM and SPM are the same. 
 
 
 
 
 



For JAM, log in to PIEE as a DPC Admin and navigate to the JAM Icon. 

 
Find the Administration drop-down tab and select Admin Email 

 
Note: From this point on, the editor for JAM and SPM instructions are the same. 
 
 
 
The Admin Email Notification search results includes the following data: 
 

• Email Number • Status • Subject 
• Recipients • Email Description/Instructions • Action (Edit or Preview) 

 
 
 



The DPC Admin user can opt to filter their results by certain criteria by entering information into the Filter field.  As user types search criteria, 
the system will automatically start filtering results. 
 

 
A list of Email notifications will appear.  Search for the email that needs editing and select the Edit button. 

 
 



Editor 

Function 

Important Note: There is a 10-minute delay on any changes to take effect on updated email notifications after they are saved. 

 

 
Editable areas of the Email Notification for the DPC Admin: 

1. Description 2. Subject 3. Status (DPC Admin can make email notifications active or inactive) 
4. To (Recipients) 5. Body of Email  

 



Saving/ 

Cancelling 

Edit 

Once all changes have been made.  DPC Admin user can select to Save the changes or Cancel the changes. 

 
Selecting the Cancel button will take user back to the Email Search Results. 
 
Selecting the Save button will take user back to the Email Search results page with a success message that the 
Email Notificaiton was successfully updated. 
 
Important Reminder: There is a 10-minute delay on any changes to take effect on updated email notifications after they are saved. 

 



Export Admin 

Email Search 

Results 

To export the Admin Email Notification Search results, select the Export Results button. 

 
Sample Excel Spreadsheet Export: 
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