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! Using your FMYI Site: Stoplight Email
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Instead of receiving an email alert whenever someone posts something on your site, turn on Email digest to receive a summary of activity at a certain time of the day or week!

Manage your email alerts in a particular site: 
!

1. Go to your Profile by clicking on your name at the top of your 
screen. 
2. On right of your Profile, select Site email. 
3. Select your preference by clicking the appropriate radio button: 

• All Email: You will continue to receive all email alerts in your inbox. 
• One Email Digest: Choose when you would like to be emailed a 
single summary of site activity. 
• No Email: You will never receive email alerts from the site. !

* Admins can change this for other users on their Profiles or set a default for 
everyone under the “Admin” tab and the “Configure email options” link.

Check your settings: !
• Choose which email address to which you want your emails 
delivered. 
• Click on Visit your account page to edit your email address or your 
time zone. 
• View your subscribed pages and unsubscribe where needed 

      (This will not remove your access to the page, only email alerts).

Overriding when needed: !
1. If you are posting a message on the site, click email digest 

to see which users will receive an alert via digest. 
2. Check Urgent to have the email alert sent immediately, 

regardless of users’ digest settings. 
3. When posted, a red exclamation mark will be placed next to 

the message’s subject to mark it as Urgent.
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