Course Outline Mapping and Management System (COMMS 3.0)
Resources

Setting up Email Digest in COMMS

Log in
A. Navigate to COMMS at www.algonquincollege.com/comms.
COMMS
Sign in

\ % Continue with Microsoft ]

\ @ Continue with Quicklaunch ‘

B. If you access COMMS through a URL, a log in page will appear. Click
“Continue with Microsoft” to log in. Do NOT sign in with your username and
password. You are already signed into the Algonquin network so “Continue
with Microsoft” is the option for you!


http://www.algonquincollege.com/comms

Email Digest

A. Logging in will take you to your Dashboard. Click on the Person Icon on the
top right-hand corner.

= Algonquin College Search [-]

Dashboard 2025-2026
My Course Outlines ~
Q Filter courses Program~  Accesslevel™  Status™ X

@ Approved (4] @ Department Review (§) @ Program Review (0]

Total 4 Show only outlines requiring attention &

B. It will bring you the Account Settings page. Under Notification Settings you can
see the Email Digest.

Notification Settings

Email Digest

Email digest allows you to consolidate multiple notifications into a single email sent at regular intervals. When enabled, individual

email notifications will be queued and sent together as a digest.

Enable email digest

C. Slide the tab to turn on the feature

Notification Settings

Email Digest

Email digest allows you to consolidate multiple notifications into a single email sent at regular intervals. When enabled, individual
email notifications will be queued and sent together as a digest.

Enable email digest O

Digest frequency: Every 8 hours M

Include in digest:

Course Owner Notifications
Motifications related to courses you own (assignments, state changes, etc.)
Program Owner Notifications

Motifications related to programs
Department Owner Notifications
Motifications related to departments you own
FYl/Informational Notifications

Informational notifications (e.g., program owner completion updates)

Exclude ALL programs

When checked, excludes notifications for all programs (useful for administrative roles)

Now you can adjust the frequency of your email notifications as well as what notifications you will receive.
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