
How to Set an Alert
Alerts notify you when a new post has been made

Why set alerts?
You can set alerts (email notifications) 
to be notified of changes to list items 
(item level alert), lists (list level alert), 
documents or document libraries. Alerts 
are flexible and offer options (e.g. when 
to get notifications and what kind of 
changes trigger them). 
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How to set an alert
Step 1 
Open C-Net. 

 
Step 2
Select the list, folder, document library or 
site you wish to set an alert for and go to 
the ribbon (toolbar) or folder.

Step 3 
Click Alert Me > Set alert on this  
(list/document/site).



Step 4
The New Alert window will open.

Confirm the following:
•	 Alert Title – Title for the alert
•	 Send Alert To – Click on the address 

book, search for your name and add it. 
You can also add more people to the 
user list

•	 Delivery Method – This will always be 
by email

•	 Change Type – Select the content 
changes you want to be alerted to

•	 Send Alerts for These Changes – 
Changes to items (edited or deleted)

•	 When to Send Alerts – Select 
when you want to receive alerts (daily 
summary is best) 

Click OK when you are done.

Note: Leave all settings on default for 
best results. Go to Manage My Alerts to 
change default settings.

Step 5
You’ll receive a confirmation email to  
notify you that the alert has been 
successfully created.

Step 6
Your alert will be an email notification. 
Click the links to be directed to the posts.

Step 7
To manage your alerts, click Alert Me > 
Manage My Alerts.
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