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System/Developer Requirements

Operating System
Microsot Windows Server2008,2012

Server

ShaePRoint Rdease 2013 (icrosoft Office SharePoint Server 2013; Microsoft .NET Framework 4.5)
Office 365.

Note: Thisprodud isnot compdible with 3§S2003 SPS 2010 aMiSS/2.

Browser
Microsot Internet Explaer, MozillaFrefox, Opera, Google Clrome.




Virto SharePoint Alerteand Reminderddd-In Installation

To install the Virto Office 369eits Appto your SharBoint site go tothe site where yo like to add it
andLJA @gpé udderdNewé button.

Community Site &

Home + New ~ {82 Page details Analytics

Documents List

Document library
Product List

Page

Pages
Space

Site contents News post

Soft Skills Training News link ] S

Business Strategy Cour... Flan

App
Risk Management Cou...

Then chooséFrom BareRoint stare¢ and searchfor Virto Aerts App(clickdFind more apps in the
SharePoint Steg).

€~ Back to Community Site

My apps

Filter Apps you can add
All
o There are no SharePoint Store or custom apps &
From my organization such as Custom List, Document Library, Calend:
From SharePoint Stare Find more apps in the SharePoint Store. —

Find Alerts App by Virtosoftware and click on it.




Categories
All

Best Apps of the Year

Business
Alerts & Reminders by
Clocks & Calendars Virto

Communication

Content Management

CREM

Now swithto the classic SharePoint mode.

& Back to SharePoint Store home

rf,GjC‘r
SOFTWARE Alerts & Reminders by Virto

Provided by: VirtoSoftware
prnts

W o W W W 4.7 (26 Ratings)
SharePoint Alerts Add-In for Office365

Watch on (£ Youlube

Then dtkéAdd €.

—> Switch to the classic SharePoint Store

(o toSoftw

Alerts & Reminders by Virto g on

[+T)
1l

Backtosite  Virto Alert for Sharepoint Online { Fed F ree
My alerts All alerts Queus Settings Subscription ADD IT
Add Alert & Add Reminder @) Alerts 3 Unmined

By acquiring this app you agree to its permissions.

T 8 Mydocsweecha N ; wisae M 2l Rate I . =
. WERSION 2.0.0.0

Westy changes et et Bsisting items 3 Y tiociv 302l e . L Kok 1 (=R

_ RATING (26)
U 8 recipimdes 4 : : : : 2l Rate I . = /X
[ & Picechaned e it Dt s e . Mevietcdeis E—— I . . = SN RELEASE DATE  October 2017
_ . _ CATEGORY IT/Admin, Productivity, Workflow & Process M

LB Mesting minda = f
. SUPPORT App Website

hems modified P o=
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Then clickContinug€ anddPurchasé. (The purchase button does not suppose you buy the prodtist
freefor the trial period)

We're getting the details of your
new app...

Select Purchase to buy this App or select Cancel to return to the App detail page.

Purchase Cancel

Then return to site.

In your organization.
Alerts & Reminders by Virto

¥ Add this 2pp to Community Site

You can add this app later on any site you can manage, or return to the SharePoint Store to get

more apps.
Return to site

Confirm you ust the app.

You just got this app for everyone

Do you trust alerts-app.virtosoftware.com?

Let it create or delete document libraries and lists in this
site collection.

Let it share its permissions with other users.

Let it access basic information about the users of this
site, alerts-

app.virtosoftware.com
View the Terms & Conditions from VirtoSoftware

View the privacy statement from VirtoSoftware

SHOW LANGUAGE OPTIONS

[ Trust It l Cancel

Copyright © 2@2 All rights reservedvww.virtosoftware.com
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Now theAlerts Aop appearan the site content asistalled appClickSharePoinAlerts icorto start

working

Home

Documents

Product List

Pages

Site contents

Soft Skills Training
Business Strategy Cou...
Risk Management Cou...
Marketing Team Vacat...

Sales Team Vacation

LicenseStatus

2dz Oly a$$

7

b Mew -

M Site Assets Document

& Style Library Document

M@ Business Strategy Courses List
@  Marketing Team Vacation List
@  product List List
@  Risk Management Courses List

M  sales Team Vacation List

0 soft Skills Training

& slerts for Office 365 by Virto

& 2 dzNJ OdzNNEBy i

f A OS yvauSanzréate(ldzlertsofar

free. Virto license is required to create more than 10 alertsne site collection

€ Back tosite  Virto Alert for Sharepoint Online

My alerts All alerts Queue Settings Administrators Subscription

License status for Virto Alert for SharePoint Online

License name: Virto Alert Online Trial

License status: Valid

Domain: m365x42079013.sharepoint.com
Expires on: 9/1/2022

Alerts limit: 10

Created alerts: 0

10

Alerts & Reminders

$112.00 tenant/mo
Buy now for
$1,428 [ year
Basic

Standard

o Professional

Included:
s 250 Alerts and
Reminders

* Recurrent events
available

Subscribe to Virto ONE Cloud and save up to 77% of separate apps price

+ users across my company will use Virto Apps {minimum purchase for Virte One Cloud is 50 users)

W1 Standard

$12.92 user/mo

Buy now for
$1,550 / year
You save §1,658
Best for companies that need to

increase general productivity in
Office 365

Apps included:

Calendar ~ Kanban Alerts &
Board Reminders

W1 PRO

$20.63 user/mao

Buy now for
$2,475 / year
You save £4 331
Best for companies that need to
increase general productivity

and project management in
Office 365

Apps included:

Calendar Kanban Alerts &
Board Reminders

V1 Ultimate
$25.00 user/mo
Buy now for
$3,000 / year
You save $6,183

Best for companies that need to
get maximum fiexibility in Office
365

Apps included:

] a

Calendar Kanban Aleris &

Board Reminders

Copyright © 2@2 All rights reservedvww.virtosoftware.com
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Administration and Usage
SharePoint Alerts Addh Administration
Once you have addedirto SharePoinAlertsto the site page, you have tajustthe app

'aS Gae I f SNJtdbsto disgldy andl mdnége dreiat&dMlbatdéreminders

€ Back to site Virto Alert for Sharepoint Online !* ? | Feedback

My alerts All alerts Queue Settings Subscription

Add Alert % Add Reminder © Alerts: 10/100

Title
£&  Meeting reminder >
Track list changes
New docs added
Deleted tasks alert

. Task reminder

New leads

e

I ff26a €2dz 42 IRR GSYLX I G

A user with administratopermissioncan select a Time Zone for this app. This feature is especially|
usefulif you create alertgvolving recipients from other time zones.

A o

You have also the ability to define email and user, tett K2 gy Ay NBOALIASYy G Qa
and title.

Note: pay attention to thefields ¢ & A f CNX2 Ynail RepjgRR2 ¢6d® ¢ KS RS T dz
support@virto.com Please change the default address to your company address.

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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mailto:support@virto.com

My alerts All alerts Queue Settings Subscription

Select your Time Zane:

(UTC-06:00) Central Time (US & Canada)

A

E-mail From:

Type here e-mail: Type here title:

support®virto.com Virto Team

E-mail Reply-To:

Type here e-mail: Type here title:

(z} Virto Team

supportl@virto.com
You can adjust default header afabter for alerts and notifications across current site collectibims
view will be applied to empty headers and footersthé Alerts app on a patrticular site has already

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

Ernail Header

I
i
1
il

iii

Format v | B I

Virto Alert

Email Footer

[
i
]
il

iii

Paragraph ~| B I

VirtoSoftware
® & VIRTO

V-, SOFTWARE

Then you casetalist of useror user groupsvho can create alerts.

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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Select SharePoint groups and users who can create alerts for other users and external emails:
Type here group name, or User name, or user e-mail:

own Search

List of allowed groups and users

& Dmitry Leytner X
dle@virto.com

& Team Site Owners X

= Alex Linn P4

al@virto.com

Apply to this site Apply to all subsites

You can apply settings to current site or to all sites across your site collection.

L¥ @2dz FLILX e aGSYLXFdS G2 |ff &Aad &anualyyiie changdsl: N
gAff y20 0SS FLILXASR G2 (KA&a OdzadG2YAT SR I LILIQa&

SharePoint Alerts Usage

/ £ MOl f & Ndeate aflety alert.
LYF2N¥VIGA2Y F2N¥Y GAGK F2dzNJ GFoa oAttt 0S8
GhLIiA2yas o

~

RA

h LISy & DSy S sdeétaShatePdintistito/cReate alert for its change¥ou may also select a

F2ft RSNJ 0 F2NJ SEI YLIX S (GKS a520dzySyia¢ F2ft RSND

€ Back to site Virtg Ala

Create A New Alert
My alerts All alerts {

= General
Add Alert = Adi
List Select or search an SP List -
Alert
Change Type v
Alert
Alert Title
Alert test 1
¥ Enabled
Check 1
£ Condition not Ehang!} COhwner user Eilzen Dempsey -
Daily Alert Owner group Select or search an owner groups ... -

David Test Changes
%  Due date expired 2 d
@ Recipients
New Item with condi

2 Notmodifies @ Message view

(% Reminder on Modifi

Total ltems: 16

= Options

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

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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All changes (combines all cases together);
New items are added;

Existing items are modified,

Items are deleted.

CAff 2dzi GKS NBIJANBR FASER d¢AlfSéd ¢KAA A&

Create A New Alert

= General

List Products
Change Type All changes
Title \irto Alert

¥ Enabled

Selecth 9 Y I 0 € S¢ 2NJ as5Aalof s éipti@ﬁtdarriﬁ)mi'aéymn thiscalzaletis will ndR A a
be created and sent.

Usually, only the administrator and the alert creator (owner) have the ability to edit an alert. If an alen
owner was fired, only the administrator has access to these alerts, or you can change the alert own
and give permission to edit certain alertsay other user.

¥ Enabled
Chwner user Eileen Dempsey -

Owner group Hierarchy Managers -

You can import and export an existing alert. This feature allows to prop#gasame alert from one list to
another as well as talist on other site collection.

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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Cwner group Select or search an owner groups ... -

@ Recipients
® Message view

= Options

Import Export E Cancel

Recipients

Now switch toRecipientdab. The list ofecipients who will receive alerts is defined here.

@ Recipients

. - . - - . . .
Te: m Type a emails or title of user fields (ex.. Created By, Modified By) &
cC: - . y - . ]
ce ype a emails or title of user fields (ex.: Created By, Modified By) &re
BCLC: Tun ’ FHo nf - - Fraaterd By Madi ' .t
s ype a emails or title of user fields (ex_: Created By, Modified By) -
M5 Teams
Webhaook ttps-/outiook office. com/webhoo
URL:

Microsoft Teams Incoming Webhook Connector URL

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

My alerts All alerts  Settings Subscription

Select users who can create alerts for other users and external emails
Type here user name or e-mail:

Search

List of allowed users
Kate Silver (ezh@virtoway.com)

Nick Brook (nv@virtoway.com)

If you havehe administrato & Nble® Kréséveral LJGA 2y a 2F NBOALIASy(GaQ
The first option iSet of users or nail addressesYou can start typingt least 3 letters of asername
and get suggestions with an autocomplete option.

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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This option enables to set angymberof names oladdresses
Create A New Alert

= (General

@ Recipients

Recipients m alexl "
Alex Shell

¥ Message view Alex Ant
Alex Linnik

= Options

E Cancel
The second option igle.

In this caseanl f SeXdil@n@sagewill be sent to theuser whohascreated thisalert.

Click on use@con next to theNB O A LfildSoydisapthe dropdown menu with user fields of current
list. Inthe followingexample, these are fieldsssigner toCreated byand Modified by

This option is used when it is required to organize alerts sendingers taken from a specified field
For exampleit can be usedf you need to send alerts to users assigned to work with a B&ct
GAssignedté I YR &Sy R | fa&oiding tahie Reld dhectti@ntliFtNE Y

Create A New Alert Add user field value
Field M
= (General =
Assigned To
@ Recipients Created By
Modified By
Recipients 5 Me F
P m Type a emails or e or user nelgs (exX T Createn By, Mogmea BY) at

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
recipientswith emails. In this casgou will send them all the alerts.

You can also add recipients to Carbon Copy and Blind Carbon Capyafieldet email addresses to be
RAALI @SR 4 GCNRBYE¢ YR awSLX &c¢c2éd

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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MSTeams Webhook URL isiategration option with Microsoft Teams. There you can addSaTeam
channel as a recipient and show the alert message in chat

NoteY &2dz Oy |
Settings).

Create A New Alert

General

@ Recipients

faz aSd RSTldZ G FRRNBaasSa

Te: m Type a emails or title of user fields (ex.: Created By, Modified By)

o Dmitry Leytner Type a emails or title of user fields (ex.: Created By, Modified By)

5 or title of user fields (ex.: Created By, Modified By)

Title: Virto team

Title:

MS Teams
Webhook https://outlock.office.com/iwebhoo
URL:
Microsoft Teams Incoming Webhook Connector URL
From:
Email: virto@virto.com
ReplyTo:
Email:
MessageView

Switch tothe Message Viewab

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

information in a message.

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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@ Message view

Subject Reminder on modified
Header +
By (inherited font) v || (inherited size) v | | Format
B I U % = = E E X, X = £ s @
Templates v+ H @ € =

Footer +

15

Item Title g Change Type

Al fields values

You can add youmen tags by clicking on tag icon.

Create A New Ale

General

@ Recipients

# Message view

Subject
Header +
Body
/£ A01 ab

rt Add tag value

Tag v

1 All fields values b
Change Type
1 Edit ltem Link -
Item Link
e Jtem Title -
List Link

Site Title '7

Heading1 ~| B I U

Templetes: v

Site Title

]
il
(1]
iii
1
i
§
2]

e
p |
=]l
*
[

z A

YSEG G2 | SI RSNJ 2NJ C2 2échong i 2

m-~

Copyright © 2@2 All rights reservedvww.virtosoftware.com
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Subject
Header —
Paragraph | B I U E E = = £ = @ @ #
Templates: I+ H @ &
e & VIRTO
Wy sorTware
Body
Fomat ~ B I U E E E £ £ = @ @ @
Templates: i+ A @ &
Item Title gl Change Type
All fields values
Footer —
Paragraph ~ B I U E = =E = £ = @ |[m i
Templates: i+ H i F

VirtoSoftware - Virto Alert for Sharepoint Online.

This tab allowsqgu to define a message template.

2 KSy @2dz ONBIGS Iy FfSNI 02N NBYAYy R6GdNde & 2 dz
message will be marked as important one in your email client.

< Back to site  Virto Aled aint Online

Create A New Reminder

My alerts All alerts Queue

Add Alert = Add Remind = General
: . | @ Recipients
Mew contract in the fist

P Message view

Subject Someone deleted the list item ¥ =
Is impartant
Header +
Bady (inherted font) s || linherted ziz=) S Farmat W@ A s A
B J U = = =2 % % =&+ o@ 8 o
Templates: ¥ 4+ H [+ ¥ E

The result ofmessagadjustment may look this way:

Copyright © 2@2 All rights reservedvww.virtosoftware.com
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Subject Alert
Header —

Paragraph ~ B J U =E E E = = = @ @ ¥

Templates: v o+ H & &

includes:

Body

Paragraph ~| B T U = =E = = £ = & @ @

I+ B @ ¥

Templates:

Task name field was changed from [EEES to (1200

Field 0ld value MNew value
Task name m — m
Ttem Title

Footer —

Paragraph ~| B I U

o
+
I
=]
*

Templates:

VirtoSoftware contact info.

® 4 VIRTO
V.:; SOFTWARE‘

Alert recipients receive email messages as follows:

Virto Alert alert{@virtoway.com via sendgrid. me
to me [~
The "WirtoSoftware Changes in last 24 hours” email includes:

Task name field was changed from Old task name to Mew task name

Mew value

Field Old value
Mew task name

Task name 2ld task name

VirtoSoftware contact info.

& VIRTO

L ]
\!J SOFTWARE

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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High Importance Marker

gA

2 KSYy @2dz ONBFGS Fy FESNI 2N NBYAYRSNE 2Ly
AYLERNIIFYyde ®

Virto Aled

< Back to site

My alerts All alerts Queue

Add Alert = Add Reming = General

- bl . [@ PRecipients

Mew contract in the fist

P Message view

Subject Someane deleted the list item

15 impartant

Header +
Body (inherited font) » | | (inhemted size) |  Format V@
B I Uwm =5 EE x, ¥ = E2 @ ¥ o
Ternplates: * + H @ F EH

Do not forget to save the alert/reminder to apply the higfhportance settings

Complex URLs

CANBRGEZ 32 (2 GKS EditS NUSE UF LBENJILI KIS S N Re DdzA R

images.

Q ? Feedback

€ Back tosite  Virto Alert for Sharepoint Online

My alerts All alerts Queue Settings Administrators Subscription

Add Alert [F Add Reminder 5 Browse tenant QO Aens: 63729

FRhYR| GKEKAA Aa

Copyright © 2@2 All rights reservedvww.virtosoftware.com
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General

L

Recipients

[> Message view

Subject Training courses of the week F B
Is important

Header +

Body (inherited font) ~ | | (inherited size) v Paragraph | & | A o || €0

B J U & = = = E % ® = £ < € o @ § <«
Templates: vl T+ B il @& B e

Footer 4
O Append ltem Attachments

¥ options

b2g Of Addiomplék8nEda A O2y @

Header +
Body (inherited font)
B I U = E
Templates:

2 KSy @&2dz Ot A O

~ (inherited size) v

19

Paragraph ~| @ | A ~ | & ~

il
]
(i
X
x
11
I
I

Add complex link

G! RR 02 Y mifleSdtircdand URE Sourée? dz 4 K 2 d3

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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Add Link
Title source
| )
URL source
| )
L=
i Cancel |

20

First, thetitle sourceis where we take the title from. You can choose if from the long list of

I g AftlFotS FTASEtRad 2SS OK224aS

SharePoint list.

Add Link

B | Title source

Content Twpe D
i ]
Lreated
Created By
Curation
End date

ID

Modified
| Madified By
Mame h
Path 1
Start date

l— Title
LURL Path

G/ 2dzNBES AYI 3S¢

Second, thaJR. sourcas 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.

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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Add Link
ﬂj Title source N
Course lmage hd
URL source
| Display Item URL V|

Display ltem URL N
- Edit Item URL E
b I E m w E a+

As a result, the alert scheme looks as follows. Certainly, you can adjust it as you wish.

Body (inherited font) | 12px N Heading1 ~~| ¢ A~ | &
B I U #% = =E E E X, X = £ = o @ # o
Templates: v + mw < @

| Course Image

Now imajinesomeoneis adding the image to the source SharePoint list.

Copyright © 2@2 All rights reservedvww.virtosoftware.com
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VirtoWay Team Site

Edit Edit in gri

Training Courses Plan

Start date

22

HR Training

[=] Title *

HR Training

] Start date

29/04/2022 10:00

ff End date

17/08/2021

[*=] Dwration

2 hours

bl Image

g
n

i
i

& URL

https://virtosoftware.com

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.

Copyright © 2@2 All rights reservedsww.virtosoftware.com
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