
Subscribe to Email Notifications  

Job Aid

1. Click the Profile icon in the 

header

Getting Started

Profile Settings

1. Expand the Notifications section

2. Select Notifications for option (available options presented are based on assigned role(s)

3. Select the checkbox(es) beside the notification you would like to receive email updates for

4. Click update (Repeat steps 2-4 for each role as applicable)

Note: Example displayed is for the Order role. Each Role has specific notification options.
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