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1. In order to utilize the email notifications in PORT, you have to be logged into PORT.  Note:  In order for 
the email notification to work, the PORT browser must be the last window opened. 

2. Click on Outlook to view the email notification. 
 

 
 

3. Double-click the email to view the notification.  
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4. Double-click on the link provided in the email notification. 
5. If email notification is the result of a document rejection, the reason for the rejections will be at the 

bottom of the email. 
 

 
 

6. This will open a new browser to the document in PORT that triggered your email notification. 
7. Click on the History tab to determine the reason the document was rejected. 
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8. See the note in history for the reason the document was rejected. 
9. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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