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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 you’d like to add it 
and pick “App” under “New” button.  
 

 
 
Then choose “From SharePoint store” and search for Virto Alerts App (click “Find more apps in the 
SharePoint Store”). 
 

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

 
 
Then click “Add it”. 
 

 

http://www.virtosoftware.com/
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Then click “Continue” and “Purchase”. (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 
 
You can see your current license status by clicking on “Subscription” tab. 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.  

 

Use “My alerts” and “All alerts” tabs  to display and manage created alerts and reminders. 

 

 
 

The tab “Settings” allows you to add templates. 

 

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 shown in recipient’s email as sender’s email 

and title. 

 

Note: pay attention to the fields “E-mail From” and “E-mail Reply-To”. The default address is 

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.  

If you apply template to all sites and a particular site’s app is already customized manually, the changes 

will not be applied to this customized app’s settings. 

 

 

SharePoint Alerts Usage 
 

Click “Add Alert” to create a new alert. 

Information form with four tabs will be displayed: “General”, “Recipients”, “Message View” and 

“Options”.  

  

Open “General” tab and select a SharePoint list to create alert for its changes. You may also select a 

folder (for example, the “Documents” folder). 

 

 
 

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. 

 

Fill out the required field “Title”. This is a title of new Alert Subscription. 

 

 

 

Select “Enable” or “Disable” status. You can disable subscriptions 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 administrator’s rights, there are several options of recipients’ selection.  

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 alert’s email message will be sent to the user who has created this alert.  

 

Click on users’ icon next to the recipients’ 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 

“Assigned to” and send alerts to users from 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 

displayed as “From” and “ReplyTo”. 

 

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. 

 

Note: you can also set default addresses for “From” and “ReplyTo” on Virto Alert Settings page (tab 

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. 

 

 
 

Click “+” next to Header or Footer to open and customize Header and Footer sections. 

 

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

 

When you create an alert (or reminder) you can choose the checkbox “Is important” 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 
 

When you create an alert or reminder, open the “Message view” section and tick the checkbox “Is 

important”. 

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

 
 

Complex URLs 

 

First, go to the Alerts app page and click “Edit” next to the alert where you’d like to add variable 

images. 

 

In the alert window find the “Message View” block. This is where we’re going to add the image.   

http://www.virtosoftware.com/
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Now click the “Add complex link” icon. 

 

When you click “Add complex link”, you should choose a Title source and a URL source. 

http://www.virtosoftware.com/


20 
 

Copyright © 2022 All rights reserved. www.virtosoftware.com 

 

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

available fields. We choose “Course image” in our case. This is the Image type field of the source 

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/
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See the use case in the blogpost.  

 

You can apply the same method to a document library from your SharePoint site. In this case, you 

should choose Documents as a source. The Source link will also offer to navigate to a file. So, the click 

on the image, file name, or any other chosen title source will link to this file.  

 

Attachments to List Items 

 

In case you want to send alert about list items that contain any attachments, you can include links, 

pictures, or tables into the alert e-mail. 

 
 

As an example, e-mail alert with attachments may look this way. 

 

http://www.virtosoftware.com/
https://blog.virtosoftware.com/office-365-alerts-use-case-image-and-url-in-teams/
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You can create tables in your alert and define the value of table border and columns width. 

Choose the count of columns and rows in your table. 

 

 
Then define values for columns width and border in pixels. 

 
Now you have a table in your alert. You can add or delete columns and rows with additional buttons. 

 

http://www.virtosoftware.com/
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Note: if your alert has an item from lookup, the item will contain link to view form of this item. For 

example, if your alert has a “client” lookup field, you will receive in alert this field with link to client`s 

card view form from lookup. 

 

If you select the “Send notification immediately” alert schedule (see next chapter), the option “Append 

item Attachments” will be available under the footer. 

 

 
Using this option, you can send alert email with item attachments included. 

 

 

Saved Message Templates 

 

You can define Header, Body and Footer for the alert and save it as a Template. Just type text for your 

alert template in the special field and click Save. Then type new template name. 

 

http://www.virtosoftware.com/
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Now you can use saved template for any new alert. 

 

 
  

 

Field values change tracking 

 

You can define in email body form, which field values will be sent in the created alert. 

Click on the “Add field value” button in email body and choose required values for tracking in the 

created alert. 

 

http://www.virtosoftware.com/
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In the following example, we will track “Task name” field changes. 

 

Choose “Old” or “New” value type for tracking and select a list field for created alert. 

 

 
 

Add some text, and the email body will looks like follows: 

 

 

 

You can show the “New” task name value field in this alert by choosing “New” value of this field.  

http://www.virtosoftware.com/
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Options  
 

If you have selected not a list but folder (for example, “Documents”) in General Settings, you can specify 

a subfolder for alert trigger. 

 

 
 

You can create your own custom schedule for sending SharePoint Alerts, e.g. you can define conditions 

and period when alerts should be delivered. For instance, you can receive alerts when someone 

changes an item only within working hours (8 AM to 5 PM). You can also define days of a week to send 

alerts. 

 

Choose changes type, according to which the alert will be sent. You can adjust alert for following item: 

- Apply to all items; 

- Apply to items in the following view; 

- Use condition (s). 

 

 
 

You are able to create a custom condition for an alert. 

 

Click “Use condition” and define an item field, select a condition from list and type a value. 

 

http://www.virtosoftware.com/
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You can add new condition by clicking on “+” button or delete a condition using “X” button. 

To track changes in a specific list field, select “Use condition”, choose the required field, and use “has 

been changed” condition. 

 

 
 

You can also create a complex condition group. Tick several boxes to select conditions for a group. Then 

click “And/Or” button to create a group. 

 

 

 
 

Conditions will be grouped. 

 

http://www.virtosoftware.com/
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You can also create another group and set dependency operator AND/OR (highlighted with pink color) 

between the groups. 

 

 
 

Click on the condition to ungroup the clause. 

 

 
 

Then define the time of reminding e-mail. 

 

 
 

http://www.virtosoftware.com/
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You can send it immediately after any changes occurred or create a daily or weekly summary schedule. 

 

If you select “Send a daily summary”, fill out two additional fields from time dropdown lists and check 

boxes with days when you will to receive a summary. 

 

 

 

If you want to receive only the last status on a field, tick the box “Show latest version only”. Otherwise, 

when you create a weekly alert and the field was changed 100 times during this week, you will receive 

the complete report with all changes includes. 

 

This alert will be sent according to settings at 14:30 only within working days.    

 

The next option allows you to send alert on the specific date based on the list’s date field value. 

 

 

 

Same Date, After, and Before 

 

You can send alert on the same date as the date from a chosen field value. In this case, you need to set 

the exact time when the alert will be sent.  

 

 

http://www.virtosoftware.com/
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If you tick the box “Send separate e-mail for each item”, you receive several letters instead of a 

summary alert. 

 

You can set the exact time for “After” and “Before” options as well. 

 

 
 

If the format of a chosen field is not the Date and Time, but Date Only, you have to set time for alert 

sending. The same setting can be required if you send an alert for recurring events or for an all-day 

event. 

 

The count of days from additional field 

 

You can send an alert according to a day count from a value taken from a custom number type field. 

For example, you have in a list the Due Date field and a custom number type field. 

 

 

Select the option “Send on date depending on a field value” and choose Due Date field. Then you can 

assign a count of days from a custom field to send the alert.  

For example, the value in the custom “Number of days” field is 1. Select the “After X number of days 

specified in field”. Then choose the custom list field with a number. In this example, we have value “1” 

in this custom field. 

This means, you will receive this alert on the next day after the date in the “Due date” field. 

 

http://www.virtosoftware.com/
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Daily reminder 

 

You can customize the schedule to send reminders. 

It is possible to send daily reminder before or after the specified number of days.  

In the example below, a user will receive reminders at 14:00 in 2 days before and 1 day before the End 

Time of event.  

 

 

 

Press ”Save” to save the created alert. 

 

 

 

How to merge summary alerts in one alert with a table 

 

You can merge several alerts in one report with a single table. 

This case can be useful, if you need to create daily report and merge all list`s changes in a single table. 

 

Create an alert with daily or weekly summary condition. 

 

 
 

http://www.virtosoftware.com/
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The create a table in email body. The alert body must contain the table only. The table must be the first 

element in your email body without spaces. 

 

 
 

Define the header in the upper row of table. Header of table (upper row) must not contain any fields or 

symbols that can be changed during the alert sending. 

 

 
 

Now you can add fields, which changes you will track in your alert. 

 

 
If alert condition will be triggered a few times per day, all alert emails will be merged in a single daily (or 

weekly) summary alert. 

 

Alerts for Users in a Chosen Group 

 

Virto Alerts now have one more condition. With this update, the app supports the use of the “User 

in group” operator. 

When you create or edit an alert, go to the “Options” block. If you choose the “Use conditions” 

option, you can add the “User in group” operator to the “Modified by” field. 

http://www.virtosoftware.com/
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With this option, you can apply the condition and send an alert when a user belongs to a certain 

group. For example, there is a group of document approvers of different levels. When the status of 

the document changes to “Approve it”, the alert is sent to approvers.   

 

Preview Option 

 

You can make a preview of the alert or reminder when you create/edit it. You do not have to 

make a test alert to see how it will look like for the recipients. Just click ¨Preview¨ on the bottom 

of the form before sending and decide if the alert should be changed or looks good enough. 

 

This is how your alert will look. 

http://www.virtosoftware.com/
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Filtering and Paging 

 

When the list of alerts subscriptions is too large to find a required item, you can use filter by column. 

For example, you can apply filter by change type. 

 

 

 

“Browse tenant” menu allows you to search alerts and reminders across your site collection. 

 

 
 

You can enable/disable created alerts by checking alert boxes and clicking “Enabled/disabled” button.  

 

http://www.virtosoftware.com/
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The current status of an alert or reminder is displayed on the right side. If the status mark is highlighted 

green, this alert/reminder is enabled. Disabled alerts and reminders are highlighted with red row.  

 

 

 

 

Also, you are able to edit or delete created alerts by clicking on the corresponding symbol. The click on 

Queue icon allows you to view the list of emails that are sent / will be sent according to created alerts’ 

and reminders’ schedules. 

 

 
 

Queue 
 

Queue view displays list of emails that are sent / will be sent according to created alerts’ and reminders’ 

schedules.  

 

http://www.virtosoftware.com/
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You can display the queue for selected alert or reminder from the dropdown list. 

 

  
 

The checkbox “Filter items by sent status” allows you to sort all emails to sent and waiting for sending. 

 

You can also check the email delivery status by clicking on the letter icon. 

 

 
 

There you can see the full report about this email, it’s statuses and reasons of possible delivery errors. 

 

http://www.virtosoftware.com/
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You can find quick an aler t or reminder with the date range filter. 

 

 
 

 

SharePoint Reminders Usage 
 

Virto Alerts and Reminders app allows you to use email reminders that are sent to remind about 

upcoming events or approaching deadlines. 

Whenever you schedule a reminder, each user assigned to this reminder will receive email with 

notification, which can include the fields that need his attention. 

 

Click “Add Reminder” to create a new reminder. 

 

Select the list with upcoming event(s) that you will be notified about. Type the title of the new 

reminder. 

 

http://www.virtosoftware.com/
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The next two sections “Recipients” and “Message view” can be adjusted similar to Alerts customization. 

 

You have to assign the list of recipients who will receive this reminder. External email addresses are 

supported as well. 

 

 
 

Message view can be customized with field values of the list. The reminder email can be adjusted in the 

same way as the alert email. 

 

 
 

Then you need to define options to follow up an event.  

http://www.virtosoftware.com/
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You can apply the reminder to all items in the list, to all items in a list view or create a custom condition 

to receive a reminder. 

 

 
In this example, we will use a custom condition to track any upcoming meetings with clients. 

 

 

Then you need to set the schedule when you will to receive the notification. 

 

You have to select a list field with time/date that will trigger the reminder sending and type the time 

when you need to receive the reminder. 

In this example, the reminder will be sent one day before the event begins.  

 

You can also send daily, weekly, and monthly reminders. 

 

 
 

The schedule customization is similar to alert schedule customization. 

http://www.virtosoftware.com/
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Note: reminders for recurrent events are supported as well. 
 

 
 

Now you can manage all your alerts and reminders in a single view. 

 

 
 

 

How to Connect Alerts from SharePoint to Teams 

 

Using Incoming Webhooks is one more simple way to post messages from apps into Teams. 

Creating an Incoming Webhook gives you a unique URL that you use when creating an alert. 

http://www.virtosoftware.com/
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In the case below, you’re working on a SharePoint list and need to know instantly when anybody 

on your team creates a new item list. For example, your list contains all the contracts to be signed 

and attached. And you would like to receive an alert about all the new contracts added. 

 

Open the settings of your team in Teams that will receive the alerts and click “Connectors”. 

 

Find “Incoming Webhook” in the list of connectors and click “Add”. 

http://www.virtosoftware.com/
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Name the webhook and save it. 

 

Then copy the URL below to the clipboard. This URL will be used in Virto SharePoint Alert 

http://www.virtosoftware.com/
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Open your SharePoint site, navigate to Alerts page, and click “Add alert”. 

 

Select your SharePoint list with contracts and adjust an alert as you require. 
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And here is the key — open the “Recipients” block and find “MS Teams Webhook URL”. Now just 

paste the webhook URL you copied before. 

 

Adjust the alert as you wish (add title, body, define when it will be sent, etc.) and save it. 
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Now when a new contract (list item) is added by your colleagues, the alert will be sent directly to 

the Team you’ve chosen. 

 


