Setting up e-mail notifications in NSAI Livelink

The automatic notification facility is important for providing information about when documents become available on NSAI Livelink. When documents are added to a folder for delivery to recipients, the recipients need to be informed about it. Rather than having the recipients ‘pull’ the system along by having to check the folders for new items, it would be better for the system to automatically inform, ‘push’, the recipients of the event. The ‘Push’ mechanism is vital to the effective running of a committee on NSAI Livelink. 

Unfortunately, Livelink automatically defaults to providing a report of changes within the Livelink environment rather than defaulting to e-mail delivery of change notification. This means individuals will have to set up their change agent to deliver change notification by e-mail.

Enabling e-mail delivery of changes

In order to set these very useful automatic notifications it is necessary to in effect, tell the NSAI Livelink folder that you wish to be notified of changes, to do this simply following steps: 

1. Pull down the function menu for the folder for which you wish to be notified of changes in.


2. Choose "Set Notification"
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3. Set all of the "Notify me when …" pull down settings to "once per hour" and then "Submit"

You now have told NSAI Livelink to notify you in your "Personal Workspace" every hour if a change has been made to any part of the folder you chose (and any sub-folder). 
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4. In NSAI Livelink every user has a "Personal Workspace". No one can see what is in this workspace except the user himself. This is where any notifications will be made to. The exercise now is to go into that workspace and tell it to send you an e-mail when it received any notifications.

All of the documents to be distributed by the TC Secretary will be posted in the space called "Enterprise Workspace". This is where you will automatically go to when you log-on and this is where you will find all the documents (in various sub-folders). 

Pull down the Personal menu and choose "Notification".
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5. In the "Once per hour" area click on "Modify settings". 
NB
DO NOT MAKE ANY CHANGES TO "Modify interests". If you do you will receive notifications from all folders in Livelink, which is not what you want!
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6. Click the "Behaviour" and the "E-mail delivery" tick boxes. You may then click or unclick the days and hours you wish to receive the notifications. 

Note
You will be notified once by e-mail of any changes made to the folder, you will not receive multiple notifications.
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7. When you have set the days and hours to your liking, simply click the "Submit" button. You should now receive automatic notifications of changes to the folder (and any sub-folder) by e-mail.


8. You may repeat the steps above at any time to amend the settings you made to suit your needs.


9. An example of an e-mail notification you should expect to receive is given below:
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When the attached report is opened it will look like the following:

[image: image7.png]osoft Internet Explorer provided by NSAL - Information Technology

LIVELINK NOTIFICATION REPORT - Once per hour

User justin tallon@nsai ie
Database: ISOTC
Date: Thu Dec 12 09:05:05 2002

Enterprise Activity:
Folder prEN 13922 was added at "ISO Standards DevelopmentISOTC home/NSAI folder/NSAITC 001 "Gas Technical Standards
Committee"/SC 08 "TC 9 - LPG Equipment and Accessories"/04. Projects” Info
Document prEN 13922 - stage 61 was added at "ISO Standards DevelopmentISOTC home/NSA| folder/NSAITC 001 "Gas Technical
Standards Committee"/SC 08 "TC 9 - LPG Equipment and Accessories"/04. Projects/prEN 13922" Info Fetch

Enterprise Workspace | Personal Workspace

Livelink @ Version 9.0.0, Copyrigh

9952001 Open Text Inc. Al rights resenved

&7 pone. T





If you click on the highlighted document (prEN 13922 – stage 51) you will be brought directly to the document after logging on.

Version 2








