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Provided by UTS Information Technology

How Do I Create Personal Alerts?

SharePoint alerts provide an email notification when changes are made to the content of a Web site. You can create alerts for Web content such as lists and libraries, individual files, issues, tasks, announcements, or discussion board messages. 
When you create an alert, you specify the type of changes you wish to be notified about as well as how often you wish to receive notifications. You may change your alert settings as often as you like to accommodate periods of high and low team activity. 
1. Go to the page that displays the list or category for which you want to set an alert. 

2. Under Actions on the Quick Launch Bar, click on Alert Me.
3. The Send Alerts To section will display the default email address that is used for all SharePoint communication to you.  To change this information, you must contact the IT Administrator for UTS.

4. In the Change Type section, designate the type of changes you wish to know about via an alert. 

5. In the Alert Frequency section, specify how often you want to be notified of the changes. 
6. Click OK when finished. You will receive an email to confirm the alert setup. 
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