
CGBI EMAIL NOTIFICATION

The basics to subscribing to CGBI 
readiness email notification service
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First-Time Users
Edit Subscription Settings
Canceling subscription
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FIRST TIME USER SETUP
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First time User Setup

Select  Personal                                                                          
view.

Select Configure My                              
Personal 
Notifications icon in 
the Compliance Tab.
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First Time User Setup

Select sign up now 
in the  My Personal  
Notifications 
section.     
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First Time User Setup

Select the email 
address to use for 
the subscription.  Any 
valid email address 
that has been 
entered in Direct 
Access will appear in 
the drop down menu.
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First Time User Setup

Underneath the drop 
down menu is a 
message from CG-1.  
If the desired email 
address is not 
available in the drop 
down menu, you can 
provide a new or 
corrected email by 
selecting learn how.
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First Time User Setup

When you select the 
learn how link, three 
steps to updating 
your email accounts 
in Direct Access 
appear.  
Step one, “Launch 
Direct Access”, is 
linked to the Direct 
Access sign in page.
Follow steps 2 and 3 
as shown.
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First Time User Setup

Once the email 
address is selected 
from the drop down 
menu, click Save.
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First Time User Setup

Select any or all of 
the desired 
measures available 
for notification.

Click Save
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First Time User Setup

Choose to sign up for 
individual status 
changes and/or a 
monthly summary 
email.  

If the Monthly 
Summary is selected, 
choose when you 
would like to receive 
the email.

Click Save
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First Time User Setup

CGBI will present the 
Terms and 
Conditions for 
subscribing to the 
service.

Click Subscribe 
Now
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First Time User Setup

A verification screen 
will appear requiring 
the user to type the 
characters as they 
appear in the image.

Click Continue
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First Time User Setup

A message will 
appear letting the 
user know that the 
subscription sign up 
is complete

Select back to CGBI 
Profile

Return to Table of 
Contents
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EDIT SUBSCRIPTION SETTINGS
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Edit Subscription Settings

Select  Personal                                                                          
view.

Select Configure My                              
Personal 
Notifications icon in 
the Compliance Tab.
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Edit Subscription Settings

At any time after 
signing up for the 
service, you have the 
option to change 
your settings.

Select edit my 
settings in the  My 
Personal  
Notifications 
section.     
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Edit Subscription Settings

You will be presented 
with the four sections 
with green check 
marks next to each 
section.  
The title of each 
section is 
hyperlinked.  Click 
which section to edit.
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Edit Subscription Settings

For example, if you 
wanted to change 
when CGBI sends 
you your Monthly 
Summary, you would 
select How often 
should we notify 
you?
Change to desired 
settings.
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Edit Subscription Settings

After completing the 
section(s) click 
Update 
Subscription
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Edit Subscription Settings

A verification screen 
will appear requiring 
the user to type the 
characters as they 
appear in the image.

Click Continue
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Edit Subscription Settings

A message will 
appear letting the 
user know that the 
subscription has 
been updated

Click back to CGBI 
Profile
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Edit Subscription Settings

Select CLOSE in the 
upper right corner of 
the screen to return 
to CGBI.

Return to Table of 
Contents
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CANCEL SUBSCRIPTION
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Cancel Subscription

Select  Personal                                                                          
view.

Select Configure My                              
Personal 
Notifications icon in 
the Compliance Tab.
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Cancel Subscription

At any time after 
signing up for the 
service, you have the 
option to change 
your settings.

Select edit my 
settings in the  My 
Personal  
Notifications 
section.     
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Cancel Subscription

From the My 
Personal 
Notifications screen 
select Unsubscribe.
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Cancel Subscription

A message will 
appear letting the 
user know that the 
subscription has 
been canceled.

Click back to CGBI 
Profile
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Cancel Subscription

Select CLOSE in the 
upper right corner of 
the screen to return 
to CGBI.
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THANK YOU

If you have any trouble subscribing, please submit a trouble ticket 
with OSC Martinsburg.
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