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Welcome to the KI Drawing Site Subscription Guide 

Access the KI Drawing Site using this link: https://designportal.ki.com/ 

This manual is divided into three sections. Users should refer to the appropriate section for 
detailed information and instructions on a specific topic. 

 

Section 1 – Creating Drawing Subscriptions 

 

Section 2 – Creating Product Line Subscriptions 

 

Section 3 – Editing Subscriptions 
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Section 1 – Creating Drawing Subscriptions 

When arriving at the KI Drawing Site, the Home page is the first page accessed.  Users can create subscriptions 
to individual drawings by clicking the mail envelope button next to the drawing they would like to subscribe to.  

 

The Subscriptions Editor window will pop up. On this window users can select the subscribers they would like 
added to the subscription, create a subscription name, and add various drawings using the check boxes under 
the All Design Portal Drawings menu. Users can search for specific drawings they would like to add by using the 
search box in the top right corner of the All Design Portal Drawings menu. Additionally, users can delete selected 
drawings by using the trash can icon under the Selected DWG #’s menu. 
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After selecting the drawings for the subscription, users can scroll down within the Subscriptions Editor pop up 
window and select the Subscribed Drawing Statuses they would like to be subscribed to, add comments to the 
subscription, and selected the Notification Period.  

 

Users can choose the drawing statuses they want to subscribe to from the Subscribed Drawing Statuses drop-
down menu. From here users can select from the following: 

• Pre-Check – Drawings that have been submitted the first time. 
• Release – Drawings that have passed final review. 
• Archive – Drawings that are for reference and archival purposes only. 
• Obsolete – Drawings that are no longer used for production or reference. 
• Pending – Drawings that have been approved and passed pre-check. 
• Rejected – Drawings that have been rejected during pre-check. 
• Pre-Obsolete – Drawings that are waiting to be obsoleted. 
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By Default, the Notification Period is set to Indefinite. To change the notification period, select the Scheduled 
Duration bullet point under Notification Settings. Users can select the start & end date for when they would like 
the email notifications to be active for the subscription. After making the necessary changes click the Save 
button in the bottom corner right of the window. 

 

Alternatively, users can select multiple drawings on the Home Page and click the Add to Batch List button. To 
access the drawings that were selected click the burger menu (stack of three lines) in the top left corner of the 
page. This list allows users to subscribe to multiple drawings at once by clicking the Subscribe button. The 
Subscriptions Editor window then opens, allowing users to edit the subscription details as described above. 
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Section 2 – Creating Product Line Subscriptions 

Users can create subscriptions for entire product lines, which allows them to receive updates for all drawings 
included in that product line instead of selecting each drawing individually. From the Home Page, users will click 
on their name in the Upper Menu bar. 

 

The Subscription Settings page will open, where users can select the Create Product Line Subscription button in 
the top right corner. 
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The Subscriptions Editor window opens, where users can add subscribers, enter a subscription name, choose 
subscribed drawing statuses, add comments, and set the notification period, like creating a drawing 
subscription. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On this same page, users can choose the product lines they want to include in the subscription by opening the 
Select Product Lines drop-down menu. Users may select one product line or add multiple product lines to the 
same subscription. After selecting the product lines and confirming the subscription details, click the Save 
button to create the subscription. 
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Section 3 - Editing Subscriptions 

Users can manage their drawing and product line subscriptions by editing or deleting existing subscriptions. To 
access these options, users will navigate to the Home Page and click their name in the Upper Menu bar. 

 

This will open the Subscription Settings page, where users can manage their existing subscriptions. To delete an 
active subscription, click the trash can icon located on the left side of the page under the Tools column. To 
modify an existing subscription, click the pencil icon.  
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The Subscription Editor window opens, allowing users to update their subscription details. When editing a 
subscription, a new section called Notification Status is displayed. In this section, users can choose to enable 
or disable notifications. This feature allows users to temporarily pause email notifications or resume them at any 
time without modifying their subscription settings. Click the Save button once the changes are made. 

 


