Title: Daily Notification Summary

	1. Login in http://lms.des.wa.gov/.

	How to Instruct an Employee to Change their Email Preference
	Purpose: This allows you to receive one daily email with a summary roll up of all notifications triggered within that 24 hour period.  (All notifications generated during the day will be rolled up and sent out at 7PM PST.)
1. Click  tab.
2. Select the My Emails module on the left navigation menu.

a. Click  to update.

You have completed this process. 

	How to Change an Employee’s Email Preference
	Purpose: This allows you to receive one daily email with a summary roll up of all notifications triggered within that 24 hour period.  (All notifications generated during the day will be rolled up and sent out at 7PM PST.)
1. Click  tab.
2. From the User Manager menu, select Users.
3. Search and locate the employee’s record then click Edit.
4. From the Profile tab, change the Notification Delivery to Daily.

a. [bookmark: _GoBack]Click  to update.
You have completed this process. 
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Personal Information
First Name: Janet Iniial
Last Name: Pasion
Email Address: janet pasion@des wa.gov

Receive Automated Emails: []
*Notification Delivery: O Immediate ® Daily
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