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System/Developer Requirements 
 

 

Operating System 
Microsoft Windows Server 2008, 2012 

Server 
- SharePoint Release 2013 (Microsoft Office SharePoint Server 2013; Microsoft .NET Framework 4.5) 

- Office 365. 
 
Note: This product is not compatible with SPS 2003, SPS 2010 and WSS v2. 

Browser 
Microsoft Internet Explorer, Mozilla Firefox, Opera, Google Chrome.



Virto SharePoint Alerts and Reminders Add-In Installation 
 
To install the Virto Office 365 Alerts App to your SharePoint site, go to the site where youΩd like to add it 
and ǇƛŎƪ άAppέ under άNewέ button.  
 

 
 
Then choose άFrom SharePoint storeέ and search for Virto Alerts App (click άFind more apps in the 
SharePoint Storeέ). 
 

 
Find Alerts App by Virtosoftware and click on it. 
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Now switch to the classic SharePoint mode.  
 

 
 
Then click άAdd itέ. 
 

 

http://www.virtosoftware.com/
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Then click άContinueέ and άPurchaseέ. (The purchase button does not suppose you buy the product, it is 
free for the trial period.) 
 

  
Then return to site. 
 

 
 
Confirm you trust the app. 
 

 

http://www.virtosoftware.com/
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Now the Alerts App appears in the site content as installed app. Click SharePoint Alerts icon to start 
working. 
 

 
 
 

License Status 
 
¸ƻǳ Ŏŀƴ ǎŜŜ ȅƻǳǊ ŎǳǊǊŜƴǘ ƭƛŎŜƴǎŜ ǎǘŀǘǳǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά{ǳōǎŎǊƛǇǘƛƻƴέ ǘŀōΦ You can create 10 alerts for 
free. Virto license is required to create more than 10 alerts in one site collection. 
 

 
 

http://www.virtosoftware.com/
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Administration and Usage 
 

SharePoint Alerts Add-In Administration 
 

Once you have added Virto SharePoint Alerts to the site page, you have to adjust the app.  

 

¦ǎŜ άaȅ ŀƭŜǊǘǎέ ŀƴŘ ά!ƭƭ ŀƭŜǊǘǎέ tabs  to display and manage created alerts and reminders. 

 

 
 

¢ƘŜ ǘŀō ά{ŜǘǘƛƴƎǎέ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŀŘŘ ǘŜƳǇƭŀǘŜǎ. 

 

A user with administrator permission can select a Time Zone for this app. This feature is especially 

useful if you create alerts involving recipients from other time zones. 

 

You have also the ability to define email and user, that are ǎƘƻǿƴ ƛƴ ǊŜŎƛǇƛŜƴǘΩǎ ŜƳŀƛƭ ŀǎ ǎŜƴŘŜǊΩǎ ŜƳŀƛƭ 

and title. 

 

Note: pay attention to the fields ά9-Ƴŀƛƭ CǊƻƳέ ŀƴŘ ά9-mail Reply-¢ƻέΦ ¢ƘŜ ŘŜŦŀǳƭǘ ŀŘŘǊŜǎǎ ƛǎ 

support@virto.com. Please change the default address to your company address.  

http://www.virtosoftware.com/
mailto:support@virto.com
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You can adjust default header and footer for alerts and notifications across current site collection. This 

view will be applied to empty headers and footers. If the Alerts app on a particular site has already 

customized header or footer, the old view will not be overwritten. 

 

 
 

Then you can set a list of users or user groups who can create alerts.  

 

http://www.virtosoftware.com/
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You can apply settings to current site or to all sites across your site collection.  

LŦ ȅƻǳ ŀǇǇƭȅ ǘŜƳǇƭŀǘŜ ǘƻ ŀƭƭ ǎƛǘŜǎ ŀƴŘ ŀ ǇŀǊǘƛŎǳƭŀǊ ǎƛǘŜΩǎ ŀǇǇ ƛǎ ŀƭǊŜŀŘȅ ŎǳǎǘƻƳƛȊŜŘ manually, the changes 

ǿƛƭƭ ƴƻǘ ōŜ ŀǇǇƭƛŜŘ ǘƻ ǘƘƛǎ ŎǳǎǘƻƳƛȊŜŘ ŀǇǇΩǎ ǎŜǘǘƛƴƎǎΦ 

 

 

SharePoint Alerts Usage 
 

/ƭƛŎƪ άAdd !ƭŜǊǘέ ǘƻ create a new alert. 

LƴŦƻǊƳŀǘƛƻƴ ŦƻǊƳ ǿƛǘƘ ŦƻǳǊ ǘŀōǎ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΥ άDŜƴŜǊŀƭέΣ άwŜŎƛǇƛŜƴǘǎέΣ άaŜǎǎŀƎŜ ±ƛŜǿέ ŀƴŘ 

άhǇǘƛƻƴǎέΦ  

  

hǇŜƴ άDŜƴŜǊŀƭέ ǘŀō ŀƴŘ select a SharePoint list to create alert for its changes. You may also select a 

ŦƻƭŘŜǊ όŦƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ ά5ƻŎǳƳŜƴǘǎέ ŦƻƭŘŜǊύΦ 

 

 
 

Select action about which the alert will notify. Four actions are available in the current version: 

http://www.virtosoftware.com/
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¶ All changes (combines all cases together); 

¶ New items are added; 

¶ Existing items are modified; 

¶ Items are deleted. 

 

Cƛƭƭ ƻǳǘ ǘƘŜ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘ ά¢ƛǘƭŜέΦ ¢Ƙƛǎ ƛǎ ŀ ǘƛǘƭŜ ƻŦ ƴŜǿ !ƭŜǊǘ {ǳōǎŎǊƛǇǘƛƻƴΦ 

 

 

 

Select ά9ƴŀōƭŜέ ƻǊ ά5ƛǎŀōƭŜέ ǎǘŀǘǳǎΦ ¸ƻǳ Ŏŀƴ ŘƛǎŀōƭŜ ǎǳōǎŎǊiptions temporary. In this case, alerts will not 

be created and sent.  

 

Usually, only the administrator and the alert creator (owner) have the ability to edit an alert. If an alert 

owner was fired, only the administrator has access to these alerts, or you can change the alert owner 

and give permission to edit certain alerts to any other user.  

 

 
You can import and export an existing alert. This feature allows to propagate the same alert from one list to 
another as well as to a list on other site collection. 
 

 

http://www.virtosoftware.com/
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Recipients  
 

Now switch to Recipients tab. The list of recipients who will receive alerts is defined here. 

 
 

Your must have administrator right to send alerts to other users. 

 

  
If you have the administratorΩǎ ǊƛƎƘǘǎ, there are several ƻǇǘƛƻƴǎ ƻŦ ǊŜŎƛǇƛŜƴǘǎΩ ǎŜƭŜŎǘƛƻƴΦ  

The first option is Set of users or e-mail addresses. You can start typing at least 3 letters of a username 

and get suggestions with an autocomplete option.  

 

http://www.virtosoftware.com/
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This option enables to set any number of names or addresses. 

 

 
The second option is Me.  

In this case, an ŀƭŜǊǘΩǎ email message will be sent to the user who has created this alert.  

 

Click on usersΩ icon next to the ǊŜŎƛǇƛŜƴǘǎΩ field to display the dropdown menu with user fields of current 

list. In the following example, these are fields Assigner to, Created by, and Modified by. 

 

This option is used when it is required to organize alerts sending to users taken from a specified field. 

For example, it can be used if you need to send alerts to users assigned to work with a task. Select 

άAssigned toέ ŀƴŘ ǎŜƴŘ ŀƭŜǊǘǎ ǘƻ ǳǎŜǊǎ ŦǊƻƳ according to the field of the current list.  

 

 
 

You can also add user groups as recipients the same way. 

 

You can assign multiple recipients in this field and select both recipients from a field in the Alert list and 

recipients with emails. In this case, you will send them all the alerts.  

 

You can also add recipients to Carbon Copy and Blind Carbon Copy fields, and set email addresses to be 

ŘƛǎǇƭŀȅŜŘ ŀǎ άCǊƻƳέ ŀƴŘ άwŜǇƭȅ¢ƻέΦ 

 

http://www.virtosoftware.com/
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MS Teams Webhook URL is an integration option with Microsoft Teams. There you can add a MS Team 

channel as a recipient and show the alert message in chat. 

 

NoteΥ ȅƻǳ Ŏŀƴ ŀƭǎƻ ǎŜǘ ŘŜŦŀǳƭǘ ŀŘŘǊŜǎǎŜǎ ŦƻǊ άCǊƻƳέ ŀƴŘ άwŜǇƭȅ¢ƻέ ƻƴ ±ƛǊǘƻ !ƭŜǊǘ {ŜǘǘƛƴƎǎ ǇŀƎŜ όǘŀō 

Settings). 

 

 
 

 

Message View 

 

Switch to the Message View tab. 

 

There you can see default alert tags in message body, which you can change as well as any other 

information in a message. 

 

http://www.virtosoftware.com/
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You can add your own tags by clicking on tag icon. 

 

 
 

/ƭƛŎƪ άҌέ ƴŜȄǘ ǘƻ IŜŀŘŜǊ ƻǊ CƻƻǘŜǊ ǘƻ ƻǇŜƴ ŀƴŘ ŎǳǎǘƻƳƛȊŜ IŜŀŘŜǊ ŀƴŘ CƻƻǘŜǊ sections. 

 

http://www.virtosoftware.com/
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This tab allows you to define a message template. 

 

²ƘŜƴ ȅƻǳ ŎǊŜŀǘŜ ŀƴ ŀƭŜǊǘ όƻǊ ǊŜƳƛƴŘŜǊύ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƘŜ ŎƘŜŎƪōƻȄ άLǎ ƛƳǇƻǊǘŀƴǘέ and the 

message will be marked as important one in your email client.  

 

The result of message adjustment may look this way:  

 

http://www.virtosoftware.com/
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Alert recipients receive email messages as follows: 

 

 
 

 

http://www.virtosoftware.com/
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High Importance Marker 
 

²ƘŜƴ ȅƻǳ ŎǊŜŀǘŜ ŀƴ ŀƭŜǊǘ ƻǊ ǊŜƳƛƴŘŜǊΣ ƻǇŜƴ ǘƘŜ άaŜǎǎŀƎŜ ǾƛŜǿέ ǎŜŎǘƛƻƴ ŀƴŘ ǘƛŎƪ ǘƘŜ ŎƘŜŎƪōƻȄ άLǎ 

ƛƳǇƻǊǘŀƴǘέΦ 

 
Do not forget to save the alert/reminder to apply the high-importance settings 

 
 

Complex URLs 

 

CƛǊǎǘΣ Ǝƻ ǘƻ ǘƘŜ !ƭŜǊǘǎ ŀǇǇ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ άEditέ ƴŜȄǘ ǘƻ ǘƘŜ ŀƭŜǊǘ ǿƘŜǊŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀŘŘ ǾŀǊƛŀōƭŜ 

images. 

 

Lƴ ǘƘŜ ŀƭŜǊǘ ǿƛƴŘƻǿ ŦƛƴŘ ǘƘŜ άMessage Viewέ ōƭƻŎƪΦ ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ ŀŘŘ ǘƘŜ ƛƳŀƎŜΦ   

http://www.virtosoftware.com/
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bƻǿ ŎƭƛŎƪ ǘƘŜ άAdd complex linkέ ƛŎƻƴΦ 

 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά!ŘŘ ŎƻƳǇƭŜȄ ƭƛƴƪέΣ ȅƻǳ ǎƘƻǳƭŘ ŎƘƻƻǎŜ ŀ Title source and a URL source. 

http://www.virtosoftware.com/
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First, the title source is where we take the title from. You can choose if from the long list of 

ŀǾŀƛƭŀōƭŜ ŦƛŜƭŘǎΦ ²Ŝ ŎƘƻƻǎŜ ά/ƻǳǊǎŜ ƛƳŀƎŜέ ƛƴ ƻǳǊ ŎŀǎŜΦ ¢Ƙƛǎ ƛǎ ǘƘŜ LƳŀƎŜ ǘȅǇŜ ŦƛŜƭŘ ƻŦ ǘƘŜ ǎƻǳǊŎŜ 

SharePoint list. 

 

Second, the URL source is where we link to with a click: display item URL or edit item URL. If a 

SharePoint item has a URL, it will be added automatically to the alert. 

http://www.virtosoftware.com/
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As a result, the alert scheme looks as follows. Certainly, you can adjust it as you wish. 

 

Now imagine someone is adding the image to the source SharePoint list. 

http://www.virtosoftware.com/
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The recipients can see the alert in their email client. 

 

See how the alert looks with the automatically added clickable image. Click on the image will 

forward to the details. 

http://www.virtosoftware.com/









































