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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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Step 2: Once on the page where you want to set an alert, click the ACTIONS button. 

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

  
 

 
 

Step 5: Click on . You will now be back on the previous page.  
You have now finished creating an email alert in SharePoint. 

 


