Setting Sharepoint Alerts!

Your Key to Staying Informed
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Step 1:
Identify what alerts you want

Create Alerts for a Directory

Create Alerts for a Topic
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Step 2:
Go to Directory or Topic
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Step 3:
Select the ‘Alert me’ option
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Step 4:
Modify alert settings

Email address correct?

;% Home Documents and Lists Create Site Settings Help Up to ICIS Portal Application
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New Alert: Operations Tracking - Agenda: Allfitems

Use this page to create an e-mail alert notifying you when there gre changes to this item. More information on alerts

Send Alerts To v

All of your alerts will be sent to this e-mail addre*. Change my e-mail address. I

Change Type Alert me about:
Specify the type of changes that you want to be alerted to. @ All changes
) Added items
() Changed items

) Deleted items

B
Alert Frequency

Alert me how often:
Specify whether you want to be alerted immediately when there is a change, or if you would rather receive a daily or weekly summary message. @ Send e-mail immediately.
iew my existing alerts on this site.

7 send a daily summary.

7 send a weekly summary.

] [ Cancel

Do you want to know immediately, or
would you rather have a single
weekly/daily summary?

Do you want to know
about all changes?

IMPORTANT! — You do not want to receive

emails too frequently , unless necessary. Set
your alerts based on your level of participation.




Additional Points:

You can set multiple alerts for a
single topic.

* “| want to know about changes
immediately, everything else
weekly.”

* “l only want a daily summary of
additions, but nothing else.”

To set multiple alerts, just repeat
previous steps, on the same
directory or topic, with different alert
settings.

My e-mail address is;
krigler@icisociety.ca

Alert me about:
@ All changes
Added items
Changed items

Deleted items

Alert me how often:
Send e-mail immediately.
@ send a daily summary.

Send a weekly summary.

O ] | Cancel




Finally:
Confirm alert setting

You will receive an email confirming
that an alert has been set.

If not, then change email in Sharepoint

-] You have successfully created an alert fc:r‘CIErat'ans Track]nﬁ - ﬂenda‘ - Messaae iHTMH _
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 uReply | ClReplytoAll| i Forward | | B ¥ X[ e -9 - @8

From: ICIS - Internal [portal @idsodety. ca) Sent: Tue 2/17/2009 2:47 FM

To: Ken Rigler

Cc
Subject:  You have successfully created an alert for 'Operations Tracking - Agenda’

An alert has successfully been added on 'ICIS - Internal’ for the item, list, or library 'Operations Tracking -
Agenda'.

You will receive alerts in e-mail. The timing and criteria for the alerts depend on the settings entered when the
alert was added.

You can change this alert or any of your other alerts on the My Alerts on this Site page.




Deleting Sharepoint Alerts!

Your Key to Preventing
Excessive Emall




Step 1:
Go to ‘Site Settings’




Step 2:
Go to ‘My alerts on this site’




Step 3:
Select alerts to change or delete

Click ‘OK’ if you want to delete. You now need to reset your alerts.




Finally:
An example of a complete alerts page

| like to know about all Local Government
changes when they happen, and receive a
daily summary.

| also like to have a weekly summary of the
Local Government additions.




Questions?

Contact Steffan:

(250-516-2481)
schmuryk@icisociety.ca



