MS SharePoint — How to Create Email Alerts

Email alerts are a common feature of a SharePoint website. The steps below will guide you in creating email
alerts in SharePoint that let you know when files are newly created or updated within Sharepoint.

Objective: To create an email alert in Microsoft SharePoint.

Step 1: Navigate to a section in the Dissertation Portal for which you would like to receive
email alerts. For this example, we will go into the Discussion Forum.
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Status Update

The status update is a list that
vou and your chair update to
indicate your progress through
the dissertation process. More
details about when the updates
should be made can be found
in the Dissertation Handbook.

Discussion Forum
The discus: forum is a
place where-You or your

committee members can begin
any desired discussion thread.

Task List

The task list includes all the major steps of
yvour dissertation process. When completed,
yvou mark the task as completed.

Dissertation Timeline

The timeline is a calendar that can be used tc
create your own personal dissertation
timeline. You can add tasks and projected
completion dates. This timeline may also be
used for scheduling and noting important
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Step 2: Once on the page where you want to set an alert, click the ACTIONS button.

Community > School of Education > Dissertation Portal = Candidate Portal = prototype Welcome Szapkiw, Amanda ~ | My Site | My Links ~ Site Actions ~
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- Discussion
View All Site Content In the discussion forum, you or your committee members can begin any desired discussion thread.
People and Groups Mew = | Actions Settings ~ view: | Subject -
5] Recydcle Bin Subject E Beticnn | Created By Last Updated
There are no items to sholyin this view of the "Discussion” discussion board. To create a new item, dick ™Mew” above.

Step 3: In the ACTIONS menu, click on ALERT ME.

Community = School of Education = Dissertation Portal = Candidate Portal = prototype Welcome Szapkiw, Amanda ~ | My Site | My Links - Site Actions ~
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Discussion
In the discussion forum, you or your committee members can begin any desired discussion thread.
New - Actions™ = | Settings - View: | Subject hd

Subject — Connect to Outlook Last Updated

Vo Synchronize items and make them
|='::T az:ailable affine. sion board, To create a new item, dick ™ew™ above,

Export to Spreadsheeat
‘ P '\] Analyze items with a spreadsheet
application.

View RSS Feed
Syndicate items with an RS5 reader.

QL Alert Me
- Receive e-mail notifications when
items change.
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Step 4:  An alert detail screen will appear with options for your alert.

Alert Title: This will be the heading in the emails you receive. You can change this to whatever you
would like.

Send Alerts To: Specify to whom you would like to have the alert emailed.

Change Type & Send Alerts for These Changes: These sections both allow you to establish what
actions will trigger an alert.

When to Send Alerts: Allows you to choose how soon you would like to receive your alert.

[ oK ] [ Cancel
Alert Title - - |
D
Enter the title for thiz alert. This is induded in the subject ISEusEIon
of the e-mail notification sent for this alert,
Send Alerts To |Jgers:
You can enter user names or e-mail addresses, Separate Szapkiw, Amanda
them with semicolons.
&, [
Change Type Only send me alerts when:
Specify th fch that you want to be alerted
tDplecn"'y e type of changes that you wan e aler ® Al .

O New items are added

O Existing items are modified

O Items are deleted
Send Alerts for These Changes Send me an alert when:
Specify whether to filter alerts based ific criteria.
pecify whether r alerts based on spedific criteria ® Anything changes

You may also restrict your alerts to only indude items that
show in a particuiar view. O Someone else changes a post
O Someone else changes a post created by me

O Someone else changes a post last modified by me

When to Send Alerts
Specify how frequently you want to be alerted. ® Send e-mail immediately

O senda daily summary
0 send a weekly summary

Time:

[ (o4 ] [ Cancel

Step5: Click on . You will now be back on the previous page.

You have now finished creating an email alert in SharePoint.
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