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Supplier Portal: Alerts for New Releases or Changes in Quantities 

Global Notification Settings: 

This is the per-user-login setting which directs notifications to be sent to your business email in addition to the Supplier 

Portal Inbox. 

1. Click on Profile icon in the upper right-hand corner:  

 

 

2. Click on your profile name to open your individual user settings: 
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3. Verify your email is correct then select “Notifications” in the top tab: 

 

 

4. In the Notifications sections, ensure: 

a. the Receive Notifications box is set to “Yes” 

b. the Category Settings for Activity and Alerts has Email set to “Yes” 

c. the Event Settings has Email set to “All” for all four options 

5. Click “Save” to ensure all changes are kept. 

 

 

 

 

To edit, double click the line to enter editing mode 
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Configuring Alerts – New Releases  

This Alert setup will send a notification (email) when a brand new release number has been created. 

 

1. Along the top header selections, click on “Schedules”, then click on “Schedule Releases”: 

 

 

2. In the upper section of the right-hand icon strip, click on the Alerts icon (bell): 

 

 

3. Click on “+ New” 
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4. To Create the Alert: 

a. Name your alert, 

b. Ensure “Send alerts about change to fields” is selected in the drop down mid-screen, 

c. Check the check box under Field Changes next to Release Number/Release as shown, 

d. Turn on consolidation if desired. 

If this feature is not checked, the system will send the alerts at the time of the event.  

If the box is checked, it will send all alerts generated in the specified time frame in one email. For 

example, once a day, every 5 hours, every 7 days (weekly), etc. 

e. Click “Save” to keep all settings and activate this Alert 

 

 



REV: 18SEP2023 

 

 

 

 

 

 

 

This is an example of a New Release Alert notification email that has been consolidated (once a day).  Please note that 

consolidating the alerts will give you a hyperlink for each notification that, if clicked, will bring you to that Schedule 

Release directly in the Supplier Portal (after you login). 
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Configuring Alerts – Change in Order Quantity  

This Alert setup will send a notification (email) when the required quantity on a release has changed.   

 

1. Along the top header selections, click on “Schedules”, then click on “Schedule Details”: 
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2. In the upper section of the right-hand icon strip, click on the Alerts icon (bell): 

 

 

 

3. Click on “+ New” 

 

 

 

4. To Create the Alert: 

a. Name your alert, 

b. Ensure “Send alerts about change to fields” is selected in the drop down mid-screen, 

c. Check the check box under Field Changes next to quantity/Quantity Required as shown, 

d. Turn on consolidation if desired. 
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If this feature is not checked, the system will send the alerts at the time of the event.  

If the box is checked, it will send all alerts generated in the specified time frame in one email. For 

example, once a day, every 5 hours, every 7 days (weekly), etc. 

e. Click “Save” to keep all settings and activate this Alert 

 

 

This is an example of a Change in Quantity notification email (no consolidation).  There are no links in a single 

notification event.  It does however show you directly the was/is quantity change: 

 


