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Program Tagging 
Program tagging reduces the administrative workload for grantee organizations by allowing users to subscribe to specific programs of 
interest.   Users will only receive email notifications and tasks related to subscribed programs, ensuring they receive necessary 
information without being overwhelmed by excessive emails. 

By default, users are automatically subscribed to all available program tags.  Users can then unsubscribe and resubscribe to programs 
of interest.  Users will manage their own program of interest. 

The user assigned as the Administrator for the organization must be subscribed to all tags by default.  This ensures that at least one 
user within the grantee organization receives notifications. 

To Subscribe or Unsubscribe to a Program Tag – 
  
1. Navigation: Home tab > Manage Organization Profile (left side menu) 

2. In the Overview Tab > Scroll down to Contacts > Locate your Profile > Click the Green Eye Button. 
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3. Subscribed program tags for the user will be shown. 

4. To locate and subscribe to a new tag, click the Subscribe button (right side). 
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5. Select the appropriate Tag for the program of interest. Check the box next to the tag name. Once selected, click the Add 
button to subscribe to the Tag. 

6. To unsubscribe from a Program Tag, click the Bell in the action’s column and then Yes in the confirmation box. 

7. The individual in the Administrator role can change the program tagging for other users by following the same steps above. 
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