
SUBSCRIPTION CENTER 
USER GUIDE



• To access the Subscription Center, click on the person icon located in the upper-right corner 
of the screen, then select "Subscription Center" from the dropdown menu.
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Accessing Subscription Center

John Smith

xyz1123

UP RAILROAD COMPANY

jsmith@up.com
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Subscription Center

Subscription Center has two sections:

– Dashboard: Listing of your current subscriptions

– New Subscription: View and subscribe to notifications

Move between the two sections via the navigation bar on the left.
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Subscription Center Dashboard

View, edit or delete your subscriptions from 

the Subscription Center Dashboard.

Edit

Delete

Use the filter feature to help 

search your subscriptions. 

Click here to view deleted 

subscriptions.
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How to Create a New Subscription

Utilize the navigation 
bars on the left to find 

available subscriptions.

To create a new subscription, click on the 

New Subscription link in the navigation bar. 

Click on a topic to see the notification options. 
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How to Create a New Subscription

Shipping 

notifications are 

grouped 

together by 

type.

To subscribe to an item, click Subscribe.
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How to Create a New Subscription

ABC Company - Omaha

ABC Company - Omaha

ABC Company - Omaha

Select Add Rule to specify when the 

subscription should be sent.

Next select the location and party 

to the bill information. In this 

example, the user will be notified 

when ABC Company is the 

consignee of the shipment.

If the user also wanted to be notified 

when ABC Company was the care of 

party, they would select Add Rule 

again and another location/party 

selection field would appear.

To remove any of the rules previously 

entered, select the Remove button.
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How to Create a New Subscription 

Select how you want to 
receive your subscription 

and click save.

ABC Company - Omaha
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Subscription Center 

When you return to the dashboard, you will 

see your new subscription.
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