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Subscribing to notifications can be useful for
monitoring important documents or to be notified
when waiting for another user to edit and check in a
document. This guide will take you through this
process

Subscribe to notifications to monitor important documents or to be notified when waiting for another user
to edit and check in a document

Subscribing to notifications

From the list of saved documents in matter history right-click on the desired document and select
'Subscribe to Notifications'.
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Tick the actions you wish to be notified on and click Save.



Subscribe to notifications Ox

Please tick the events you would like to be notified of; o
Edit Metadata:
Check Qut: _
Check In: L]

Undo Pending Changes: [
Delete: L
Restore: L
Purge: L]

Erasure Request: L]

Save Cancel

If a user carries out any of the actions you ticked you will receive an email to let you know. The
email will advise you of the matter history item number, the action performed, the user and the date
& time.

In the workspace you will find Subscribed Items where you can find any documents you have subscribed
to.
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Unsubscribing to notifications



If you no longer wish to receive notifications you may either change the notifications you receive as above
or right click and select Unsubscribe All Notifications, click 'Ok’ to confirm.
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