
● Access Account + Settings
● Update Profile Information
● Manage Email Notifications and Digest
● Update Forum Signature
● Manage Connected Apps (Facebook, LinkedIn)
● View Invoices

ACCOUNT + 
SETTINGS



Access Account + Settings (Digest Settings, Contact Preferences, Etc.)

Select Welcome *Your Name* to 
Access the Menu and Select 

Account + Settings



Update Profile Info

Update Your Profile Information

Select Manage Email 
Preferences to Sign Up For Email 

Communications



Update Email Communication Preferences

Ensure Both Categories Are 
Selected to Stay Up to Date



Update What Triggers an Email and Set Digest Options

Select Your Preferences for What 
Triggers an Email 

Digest and Email Frequency 
Options Are at the Bottom of This 

Page. ***SCROLL DOWN***

Select Info & Settings and View 
the Preferences Tab



Update Time Zone, Digest, and Frequency of Digest

Select Your Preferences for 
Email Updates and Frequency

Select Your Time Zone

Select Save My Settings to 
Confirm Your Preferences



Set Digest for Subscribed Forum Titles, Topics, and Replies 

Unsubscribe From Topics or 
Replies 

Unsubscribe From CoP/Cafe 
Forum Titles

Subscribe to Digest for This 
Forum Title

***Topics Are Commonly 
Referred to as Posts***

Select Info & Settings First and 
Then Select the Forum Settings 

Tab



Update Forum Signature

 ***SCROLL DOWN*** to Update 
Your Forum Signature

Select Info & Settings First and 
Then Select the Forum Settings 

Tab



Update Forum Signature

Update Your Signature in the 
Text Box and Select Save



Manage Connected Apps

Select Info & Settings and Then 
Manage Connected Apps



View Invoices, Payment History, and Event Registrations

Select Payments & History and Select 
the Tab with the Desired Info 



Provide Feedback for Platform Growth

Select Content & Features and Then 
Select the Feedback Tab


