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You can create a Key Notifications toolbar to alert you to new pending items in Message Center when you are in a chart 
or other organizer component. 
 
Any category or subfolder in Message Center can qualify as a key notification; however, a category and subfolder in 
that category cannot both be mapped to a key notification.  You can add up to 3 key notifications. 
 
Contents of this handout: 

• To set a key notification…………..page 1 
• To remove a key notification……..page 3 

 
To set a key notification: 
 

 

1) Click Inbox in the 
top toolbar. 

2) Click Manage Configuration 
in the drop down menu. 

 
 
 

 

3) Right click on the category or subfolder 
you wish to set.  In this example, we will set 
the Messages category. 

4) Click Make Key Notification.   

5) Click OK.  
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6) Click OK. 

 
 
 

 

7) The Key Notifications Toolbar with a Messa. button will 
appear after you log out and log back in.  The number 
represents the number of unopened items.  Click on the 
Messa. button to open the Messages category.  

 
 
 
 

 

8) The Messages category is now opened with its items 
displayed in the Summary Pane/Workspace.    

 
 



PowerChart Message Center:  How to Set the Key Notifications Toolbar 

                                                                         3                                                                   04/27/09 

 
To remove a key notification: 
 

 

1)  Click Inbox in the top toolbar.    

2) Click Manage Configuration.    

 
 

 

3) In the Key Notifications window, right click on the 
item you wish to remove.     

4) Click Remove.   

5) Click OK.  The notification will 
be removed when you log out and 
log back in.      


