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e Goto the page on the website for the folder you wish to receive notifications

e Click the three dots for the folder want to be notified about

e If you have multiple folders you need to receive alerts for your will need to repeat these
steps for each folder

+Add | £ Display Settings | @ Security | v Activity Asubscribe
Search an
File Namea Size
B Grade1 2 Item(s)
. Grade 2 2 Item(s)
B Grades 2 Item(s)

e Next, Click on the subscribe button for the desired folder

File Name= Size
BB Graden / 2 Item(s)
Iwantto: | I Copy Link & Edit &= Move To... @Delete M Subscribe v Activity

First Grade Students

e Add title for your alert, you will need to uncheck the “my alert online box” and check
the “Email Alerts” box

ADD SUBSCRIPTION x

= Document Container > Grade 1

Title

Title @ Add a title

+ My alert online

Email Alerts  imm—n
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Every Child Every Day

e Add the email address where you want to receive the notifications

ADD SUBSCRIPTION x

= Document Container > Grade 1

Title

Johnny's School Work

My alert online * Uncheck this box
¥ Email Alerts hCheck this box email alerts

Email Address ’

mychildsschoolwork@myemail.com| Add your email address

e Select your “Email Type”, HTML is like a website with images and Text is all words
without images. HTML is the most common option.

Email Type
|' Html \q_[gj

| Text |

e Select the frequency that best fits how often you want to receive your notifications.

Frequency

Send an alert summary daily é 'Fl

-I“
| Send an alert summary immediately

Send an alert summary daily

| Send an alert summary weekly |
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Every Child Every Day

e Once you have completed all fields on the “Add Subscription” form, Click Add Alert

ADD SUBSCRIPTION x

= Document Container » Grade 1

Title

Johnny's School Work

My alert online

+ Email Alerts

Email Address

mychildsschoolwork@myemail.com

Email Type

Htm v
Frequency

Send an alert summary daily v

BN ] e

e You will then get a pop-up box that will confirm that your subscription has been created.

Created!

Modified 4/08/20





