
To Get Email Alerts about Changes to a Report 

 

1. In the left sidebar, go to “Your Notifications” 

 

 

 

 

2. From the pop-out, go to the Settings tab.  From here you can change the timing of the email 

notifications: 



 

 

3. Choose the report you want to be notified about when changes occur 

 

 



4. Set the Alert Level and Alert Warning accordingly 

 

 


