
 

How To Set Up Alerts In Sharepoint Connect 
 
Reference:  Creating Alerts in Sharepoint 
 

1. Navigate to your Sharepoint site and log in using your individual credentials. 
 

 
 

2. Click on the folder you wish to establish alerts for.   
(You need to set alerts for the following folders): 

• Submitted Forms 

• Pending Forms 

• Processed Forms 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

  

https://support.microsoft.com/en-us/office/create-an-alert-to-get-notified-when-a-file-or-folder-changes-in-sharepoint-e5a79e7b-a146-46da-a9ef-d65409ba8918


 

3. Once in that folder, click on the ‘Library’ option at the top left. 
4. Next select ‘Alert Me’ 
5. Then choose, ‘Set Alert on this Library” 

 

 
               

6. Follow the prompts on the pop up to set your desired alert details, including frequency 
of alerts, then click ‘OK’ 
*You will need to repeat this process for each folder you wish to establish alerts for and 
alerts can be updated at any time based on your individual needs. 

 

 


