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Libraries & Docs – Creating Document/Library Subscriptions 

Question: 

 

How are subscriptions set up for a document or document library? 

 

Answer: 

 

To set up a document or library subscription: 

1. Go to an existing library 

2. In the upper-right corner, select the ‘Subscribe’ button 

3. In the new window, any previously made subscriptions will be visible.  There will also be an 

‘Add’ button to create a new subscription 

4. Set up the new subscription: 
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(1) The subscription can be for either Documents or Libraries 

(2) Select the event type to trigger the notification: 

• For Libraries, this can be: Created, Deleted, or Updated 

• For Documents, the options are: Approved, Created, Deleted, Rejected, Reviewed, 

Review Removed, Updated, and Uploaded 

(3) Select the scope (organization units) to apply the subscription to 

(4) Make any other desired changes, and select ‘Save’ at the bottom of the window 

 

5. The bottom section will now have options to add a user, group, role, contact, or ad-hoc email 

address to the subscription.  Select the appropriate recipients, and select ‘Save & Close’ once 

completed 

After completing the setup, the subscription details can be verified by re-selecting the ‘Subscribe’ 

link.  Any active subscriptions will now appear in the pop-up window. 

 

To subscribe to additional event types, follow the same steps as above to add additional subscriptions to 

the library. 


