
Subscribe to 
Forums, Topics, 
and Set Digest 

Preferences



Step 1: Update Email Preferences
 
Step 2: Subscribe to Forum Titles, Posts, and 
Replies to Posts; Set Digest



Step 1a: Navigate to Account + Settings

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

Account + Settings



Step 1b: Update Email Communications within Profile

Select Manage Email 
Preferences to Sign Up For Email 

Communications



Step 1c: Update Email Communication Preferences

Ensure Both Categories Are 
Selected to Stay Up to Date



Step 1d: Navigate to Info and Settings Tab within Account + Settings

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



Step 1e: 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



Step 2a: Subscribe to the CSHEMA Cafe Forum to Receive an 
Email When New Topics Are Posted

Subscribe to the CSHEMA Cafe Forums 
by Selecting Forum Actions and Then 

Selecting Subscribe to Instant Updates. 
This will provide Instant Updates Unless 

Your Preferences are Set to a Digest

Select CSHEMA Cafe to Navigate to the 
Cafe Forum



Step 2b: Subscribe to the Your Reply to Receive an Email When 
a New Reply is Made to the Topic (CoP Forums and/or Cafe)

Subscribe to Instant Updates 
to Receive Emails When Users 

Respond to the Topic

***Email Notifications Aren’t Provided Unless Instant 
Notifications is Selected***



Step 2c: Subscribe to a COP Forum Title to Receive an Email 
When a New Topic is Posted

Each Forum Title Must be 
Subscribed to Individually. 

Subscribing to the Forum Title 
Will Provide Notifications to New 
Topics Posted Within the Forum 

Title

Navigate to CoPs and Select 
the Forum of the CoP



Step 2d: Subscribe to a COP Forum Title to Receive an Email 
When a New Topic is Posted

Subscribe to a Forum Title by Selecting 
Forum Actions and Then Selecting 

Subscribe to Instant Updates. This will 
provide Instant Updates Unless Your 

Preferences are Set to a Digest

***Please Note This Action ONLY 
Subscribes to This Forum Title (General 
Discussion). Each Forum Title Must be 
Individually Subscribed to if Available***



Step 2e: Set Digest for Subscribed Forum Titles, Topics, and Replies 

Within Account + Settings select  
Information & Settings and then 

Select Forum Settings to 
Manage Email Notifications 

From Created Topics, Replies to 
Topics, and CoP Forums 

Unsubscribe From Topics or 
Replies 

Unsubscribe From CoP/Cafe 
Forum Titles

Subscribe to Digest for This 
Forum Title


