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STEP 1

Click on Documents
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STEP 2

Welcome The Contributor!

Click on Notification Preferences
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STEP 3

Click on Toggles to turn on or off Notifications
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STEP 4

Click on Edit
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Use the following options to receive natifications when Document status is updated or when a comment s added.

Turning the teggle on enables the subscription for all Documents. Use the edit eption on the right to narrow your selection of Decument to receive notifications.

Document status is updated ~ Get notified when Document status is updats

A comment is added o a Document  Get notified when a new comment is added to any Docum:

This means the notifications are on and elick on the pencil 1o edit when you are notified.
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STEP 5

Select your notification criteria for when a document status is updated or
comment is added
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Use the following options 1o receive notifications when Document status is updated or when a comment is added.
Turning the toggle on enables the subscription for all Dacuments. Use the edit optian on the right to narrow your selection of Document to receive notifications.

@ Document status is updated  Get notified when Document status is updated

O All Documents

®  Documents in specific status select
O Documents assigned to specific People

O  Documents assigned to specific Tags

Cancel I

B  Acomment is added to a Document Get notified when a new comment is added to any Document

@ Al Documents
O Documents in specific status.
O Documents assigned to specific People

O Documents assigned 10 specific Tags
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STEP 6

Click to chose your criteria based on Status, People or Tags
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Use the following eptions o receive notifications when Document status is updated or when a comment is added
Turning the toggle on enables the subscription for all Documents. Use the edit option on the right to narrow your selection of Dacument to receive notifications.

@ Document status is updated Get notified when Document status is updated

O  All Documents

©  Documents in specific status Select v

O  Documents assigned to specific People

O  Documents assigned to specific Tags

[ Cancel ‘
& Acomment is added to a Document Get notified when a new comment is added to any Document
@ Al Documents
O  Documents in specific status
O  Documents assigned to specific People

O  Documents assigned to specific Tags
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STEP7
Click on Save once you have made your selections

STEP 8

To modify notifications on an Individual Document, click on All Documents
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Use the following options to receive notifications when Document sta
Turning the toggle on enables the subscription for all Documents. Use

« Document status is updated Get notified when Document

« A comment is added to a Document Get notified when a ni
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STEP 9

Click on the document
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Document

O Search# Q Search Title Q Contents As
O PR-1 [Climate Changw] n%’ i
O PR -2024 Election Rulings

O PR-4 Ice cap meltdown vol. 4 n%’ L:

STEP 10

Click on the Bell Icon and update your preferences for that particular
document
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STEP 11

Update your notification preferences for this document only
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] Use the opticns below to override notification preferences for PR-1 anly.
To make changes to default Document notification preferences, please click here
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M Notification Prefere.

& Document status is updated

Summary Feedback Link Referances
« A comment is added to a Document

@ Add Reference

Type Saurce
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Humans are respensible for global warming,
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