
E-Notification 101



E-Notification

• Upon creating an account, website 
users can pick and choose from a 
variety of topics we provide.

• Once selected, website users will 
begin to receive via email any 
published e-notifications under those 
topics.



E-Notification Categories

• Categories are listed under each 
heading (Calendar, Job Posts, 
News, RFP Posts).  

• Left are the current Calendar 
Categories.

• There are similar categories 
under News, Job Posts, and RFP 
Posts.

• New categories can be added 
anytime.



E-Notification

• To add a post to e-notification, 
create a news item, calendar 
event, RFP, or Job Post.

• Click on the “SHOW all 
options” arrow located to the 
left of the “Edit” and “Back” 
buttons.

• This will bring down a drop 
down menu with additional 
options.



E-Notification

• Click on the Optional 
Settings Tab to bring up 
the eNotification 
window.

• To include an item in 
eNotification, simply 
check the box and select 
the categories that 
apply.

• Multiple categories may 
be checked.

• Departments for which 
it pertains too may also 
be specified.



ONCE COMPLETE, SAVE & PUBLISH!

Website users will be notified of 
the news, upcoming event, RFP, or 
job post.

If you would like to add more 
categories under any of the topics, 
please let me know.


