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Overview

« An Alertis 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 emaill 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.

Type Name

(Alerts can be created in
several areas of the website,
this example is using the
Assessment Tab.)
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Creating an Alert

—  Edit in Datasheet
E }-’-2" * | Bulk edit items using a datasheet

format. 6
Open with Windows Explorer 2. Select the “Actions” drOp
Drag and drop files into this library.
~~1 Connect to Outlook dOWﬂ alnrow
|= Yo Synchronize items and make them
available offline. SeleCt “Alert Men

'—-:1 Export to Spreadsheet
Lol AL Analyze items with a spreadsheet
W21 | appiication.

| View RSS Feed
ﬁ Syndicate items with an RSS reader.

P Alert Me .
JA; I Receive e-mail notifications when
items change.
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= Edit View Favorites Tools Help

» Bigharm

4 Files

dhom  Agplcator - Asseswment - NSF B Tracker  CountDay | CTE | Data I - ey e Nasteson | Teocher Dot Valdation = | HOE Legsletve Informaton

Aert Title: Tr—
Enter the tde for ¥is slert. the subject of th for ths £k
sert,
Send Alerts To i

rames or & mad addr il

@
Change Type iy send me aerts when:
Specify B Oyt of changes that you want by be slerted 1o, B Al charges
1) e it are acided

17 Existng fems are modified
2 Thorea v doted

) Web discusson uodates
Semd Alerts for These Changes Serdd me o dert when:
Speafy whether 1o fer slerts based on specfc cibera. You may H50 restit your alerts b orly
inchade e that shom i 8 per b view, W dnytg dunges

15} Somecne sz dhanges  document
) Someane clie changes & document deated by me

Spectfy how Seguendy you want 1o be sleried. 8 Serd el immediately
10) Send a daly summery
5 Serwt ey summary
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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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le ) Edit View Favorites Tools Help
JE > Bighorn ]
i Files 1. Complete the “Creating
Bighom Applicatons »  Assessment NSPF  BugTracker CountDay CTE Data DataGovernance Data Visualizations + H_NL
Bighorn > Files > APAC > New Alert an Alert” Steps 1 and 2_
New Alert
page to create an e tifying you when there are changes to the specified item, document, list, or library. 3- C“Ck “VIeW my eXIStIng
e sesssmvon. alerts on this site” link.
Alert Tite o | | (Located on the Alert form.)
S’!ﬂtﬂ:ﬂﬂehﬂeforhsaleft.mssndtﬂednﬂﬂes.bjeﬂofﬂnemﬂmnﬁcabunsent\‘orIhs

Send Alerts To

®6



Bighorn > Files > People and Groups > User

My Alerts on this Site

Use this page to manage the list of libraries, files, list:

I{i; Add Alert x Delete Selected Alerts
Alert Title

Frequency: Immediate

E APAC
E] GearUP
GearUP

Edit an Alert

4. Click on the “Alert Title”
link to edit the Alert
iInformation.

a. A user may also
add an alert to specific
areas from the “Add Alert”
link.
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File  Eelit  View

Favorites  Took  Help

NOE = Bighorm
2 Files

Bughewr

Aoplcation «  Amessent | WS BugTrocker  CoundDay | CTE Dot | Data Gowermance | Date Yisoaksations « “n’ MOE Malboxes - Mulriion | Teachor Data

Waldation +

MOE Legrdalive Tnformalion

Bighern > Files > Gearud > Edvt Alert

Edit Alert

Use this page 1o configure the «.mad alert for the specified item, document, kst or Bbrary.
Wit Yy EXEBNG Slerts on ths site,

At Titke
Ertter the title for this alert. This is included
slart.

the subject of th sent for this

send Alerts Ta
Thes slert wil be sent to the £-mal address indicated,

Change Type
Spedfy the type of dhanges that yiu want to be slerted 10,

Send Alerts for These Changes
Spedfy whether to fiter sler fi
nclude itéme Ehat show in & particular view.

Fou may our aberts to anly

When to Send Alerts
specify hom fregquently you want io be slerted,

Edit an Alert

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

6. Alert has been modified.

| peete |[ ok

Gearup

Eoenad adckens:
ratarbuck Bdoe.mv. gov

Orby 3end me slerts wher:

21 Al charges.

& New items ace added

3 Exiating e are mockesd
) Inerms ave deleted
) Wb docussion Lpdates

Serd me an alert when!
M anything changes
Someone cise Changes a document

3 Sormeotie e changes & document crested by me
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‘ile Edit View Favorites Tools Help
JE > Bighorn
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Delete an Alert

i Files 1. Complete the “Creating
Bighom Applicatons »  Assessment NSPF  BugTracker CountDay CTE Data DataGovernance Data Visualizations + H_NL
Bighorn > Files > APAC > New Alert an Alert” Steps 1 and 2_
New Alert
@tmmmmwwewmmmmm,mz.hs:.orhbrxy. 2. 3. Click “View my eXiSting
<wewmyen'su'tgalerrsonmssn 0 0 T
alerts on this site” link.
Alert Title - | | (Located on the Alert
Enter the e for ths lert. Tis i inchded n the subject o the & mad notfication set o this
form.)
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Bighorn > Files > People and Groups > User

My Alerts on this Site

Use this page to

5. Add Alert X Delete Selected Alerts
Alert Title

F

(W
(]

uency: Immediate
APAC

GearUP
GearUP

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

o alerts.
@ Are you sure you want to delete the selected alerts?

F h
Message from webpage u

6. 6.The Alertis removed

| [ concel from the list.
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Training Presentations - Windows Inter

[ 7)x
e ips v &4 = e
B ER e Favortes Toock b L3
WG| raneg Presentations

KDE Bagharn Admun Poral > Bigharn

@ Training

B - B w v e (e e "

»
Welcome byon = | 1

Ths List: Tranng Presntator # 18] advanced search

Site Actions. =
Sishass > Tebiciog

Training Presentations

aame
ASSESSMENT TAB TRAINING
UG TRACHS: THANNG

* | 10/15/2008 308 PM
View Properbes. | 10/1/2008 2:27PH
1

Rezrre Stubuch

B

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.
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