
Setting Sharepoint Alerts!

Your Key to Staying Informed



Step 1: 
Identify what alerts you want

Create Alerts for a Directory

Create Alerts for a Topic



Step 2: 
Go to Directory or Topic

“I want to know when there is a 
new document added.”

“I want to know when there is a 
change in the operations 

tracking agenda.”

“I want to know when there is a 
new list created.”



Step 3: 
Select the ‘Alert me’ option

“I want to know when there is a 
change in any of the operations 

tracking agendas.”



Step 4: 
Modify alert settings Email address correct?

Do you want to know 
about all changes?

Do you want to know immediately, or 
would you rather have a single 

weekly/daily summary?

IMPORTANT!IMPORTANT! –– You do not want to receive You do not want to receive 
emails emails too frequentlytoo frequently , unless necessary. Set , unless necessary. Set 

your alerts based on your level of participation.your alerts based on your level of participation.



Additional Points:

You can set multiple alerts for a 
single topic.

• “I want to know about changes 
immediately, everything else 

weekly.”

• “I 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.



Finally: 
Confirm alert setting

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

If not, then change email in Sharepoint



Deleting Sharepoint Alerts!

Your Key to Preventing 
Excessive Email



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

I like to know about all Local Government 
changes when they happen, and receive a 

daily summary.

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



Questions?

Contact Steffan:

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


