
Step 1 – go to the Design-Build secure Sharepoint site and click on Shared Documents.  Select the 

folder(s) you wish to receive notifications (“Alerts”) about changes.  User can select multiple folders.  

Step 2 – Selecting the folder activates a drop down menu bar.  Click on Alert Me, then click on Manage 

My Alerts. 

 

Step 3 – when the new screen opens, click on Add Alert. 

  



Step 4 – when the next screen opens, select Shared Documents, then click Next.

 

Step 5 – when the next screen opens, choose the types of notifications and frequency.

 


