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Overview 
• An Alert is a notification of specific changes to a 

document list within the Bighorn Portal.  
• When a change has been made to a specific item 

within a document list and the user has created an 
Alert, the user will be notified via email of the 
specific changes.  
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Create an Alert 
1. Locate the specific list to 

create an Alert. 

*An Alert can be created 
anywhere in the Bighorn 

Portal that displays “Actions” 
and has a drop down arrow. 

 

(Alerts can be created in 
several areas of the website, 

this example is using the 
Assessment Tab.) 

3 



Creating an Alert 
2. Select the “Actions” drop 

down arrow  

Select “Alert Me” 
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Creating an Alert 
3. Complete the “New Alert” form and select “OK”. (Alert title, send alerts to, 

change type, send alerts for these changes, when to send alerts.) 

4. . Your Alert has been created and notifications will be sent. 
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Edit an Alert 
1. Complete the “Creating 

an Alert” steps 1 and 2. 

3.  Click “View my existing 
alerts on this site” link. 

(Located on the Alert form.) 
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Edit an Alert 
4. Click on the “Alert Title” 

link to edit the Alert 
information. 

 a. A user may also 
add an alert to specific 

areas from the “Add Alert” 
link. 

 

7 



Edit an Alert 
5. Modify the “Alert Form” and select “OK”. 

6. Alert has been modified. 
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Delete an Alert 
1. Complete the “Creating 

an Alert” steps 1 and 2. 

2. 3. Click “View my existing 
alerts on this site” link. 
(Located on the Alert 

form.) 

 

. 
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Delete an Alert 
4. Select the checkboxes of 
the Alerts to be deleted and 

Select “Delete Selected 
Alerts”. 
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Delete an Alert 
5. Click “OK” to delete the 

alerts. 

6. 6. The Alert is removed 
from the list. 
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Create a Single 
Alert 

To add an alert for a single 
item, the user would click on 
the drop down arrow for a 

specific item and select 
Alert and complete the Alert 

Form.  

12 


	Bighorn Alerts
	Overview
	Create an Alert
	Creating an Alert
	Creating an Alert
	Edit an Alert
	Edit an Alert
	Edit an Alert
	Delete an Alert
	Delete an Alert
	Delete an Alert
	Create a Single Alert

