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What is Project Alert? 
 
You can send a message (Alert) to a group of team members on your project.  This alert can be sent to 
them via email, SMS (text), and voice automated message to a landline.  This message is one-way 
from the system to members(s) on the project team. However you can provide links to information 
within the project, such as files/documents. 
 
For those of you that have used Ping, the Project Alert has a number of differences.   
 
Project Alert: 

 Is Project specific: Alerts are sent from a project to members on the specified project 

 Can be sent to a number of individuals on your team.  This includes project specified ‘Groups’ 
(see Setting up Groups below). 

 History of the Alert is maintained within the Project 

 Can only be sent by ‘Leaders’ on the Project 

Creating an Alert 

 In Projecis, select the Project you wish to create an Alert 

 Select the ‘Project’ Tab on the far left (Fig 1) 

 Select the ‘Alerts’ sub-tab (Fig 1) 

 Select ‘New Alert’ sub-tab on the far right (Fig 2) 

 Complete all the information including if the Alert should be sent to the email of the members, 

SMS text, and/or voice automated message to a land line (Fig 3). 

 Select availability (see Controlling Alert Availability) 

 Select ‘Send Alert’ at the bottom 

 

Note:  

 Only Leaders on the project can create an Alert 

 Members will only receive Alerts to those communication channels indicated in their Projecis 

Profile.  If a member does not have a mobile number or land-line indicated in their 

Projecis profile they will not receive notification via those communication channels.   
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Fig 1 
 

 
 
 
 
Fig 2 
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Fig 3 
 

 
 
 
 

 
Controlling Alert Availability 

The default availability is ‘Public’; all members of the team will receive the Alert.  The Leader can 

restrict who receives the Alert to individuals on the team, members who are part of specific 

Companies, Specific Roles on the project or project define Groups (see Setting up Groups below). 

 

Selections (Fig 4): 

 Sensitive: Alert will go to everyone one the team, except for members who are ‘Restricted’ on 

the Project 

 Private: By using ‘Manage Permissions’ (Fig 5) after selecting this button, message will be 

sent to selected individuals, Companies, Roles, and/or Groups. 

o Message will also be available to other ‘Leaders’ on the project even if they are not 

selected. 

 Confidential: By using ‘Manage Permissions’ (Fig 5) after selecting this button, message will 

be sent to selected individuals, Companies, Roles, and/or Groups only.   

o Message will not be available to other ‘Leaders’ on the project unless they are 

selected. 

 

Hint:  

If distributing 

via SMS text, 

keep the 

message 

short.   

Long 

messages can 

be difficult to 

read on a 

phone. 

An option is to 

include a link 

to a File/News 

which can 

have more 

detailed 

information. 
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Fig 4 

 

Fig 5 

 

 

Setting up Groups 

Project specific ‘Groups’ (Fig 6) can be created to control access to various content within Projecis 

(e.g. Files), or for receipt of certain types of communications (e.g. Project Alerts).   

 

Creating a Group: 

 Open the project in which you wish to create a ‘Group’ 

 Select ‘Settings’ tab in the upper right (Fig 7) 

 Select ‘Groups’ sub-tab and then ‘Create Group” on the right (Fig 7, 8) 
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 Enter the name of the Group and select the members of this group (Fig 9) 

 Select ’Create Group’ button on the bottom 

 

 

Note:  

 Only Leaders on the project can create a ‘Group’ 

 Groups are Project specific and created within the project 

 Members of the ‘Group’ can be edited at any time by a Leader on the Project   

 
 
 

 
 
Fig 6 
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Fig 7 

 

 

Fig 8 
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Fig 9 

 

 

Including Links to Content within the Project 

Within many parts of Projecis, you can include a URL/link to the pages of interest within Projecis.  This can 

include Files, News, etc.  This is useful when you want to direct the person to specific information in the 

Project. 

 

With Project Alerts this may be of special interest since you may want the message to be short, especially 

when sent via SMS text.  

 

In the example below I want to send an Alert but I want to include a link to a File which has detailed information 

concerning an event.  Additionally, I want to insure the information is accessible only by project members. 

 

Steps:  

 Open the File that you are interested in directing persons to 

 Copy the URL at the top (Fig 10) 

 Create an Alert 

 Paste the URL into the body of the Alert 

 Send Alert 
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Questions: 

Why use the Projecis page URL versus the Share feature? 

 In this case I wanted only project members to access the file.  If they click on the link the recipient 

would need to enter their username and password to access the page.  Additionally, I can ‘Protect’ 

the document so it can be viewed within Projecis but cannot be downloaded or printed.  

o Note: if the recipient is a ‘Leader’ or ‘Publisher’ on the project they can print or download 

protected files. 

 If I wished, I could have used the Share URL instead.  However it is possible that they may share 

the link with others outside of Projecis without my knowledge.  Additionally, the file can be 

downloaded. In this example I wanted to limit access. 

 

If a member does not have access to a file and I include the URL to that file in the Alert will they see it? 

 No.  The system will still require them to log in, but they will not be given access to the file. 

 The same is true if you provide a URL to a project that a recipient is not on. They will not be given 

access to that project/file. 

 

 

Fig 10 
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FAQ’s 

If a member is in multiple Groups and I select those Groups, will the member get multiple notifications, or one? 

 The member will receive only one notification.  If you re-send the Alert all persons will get another 

notification. 

If there are multiple ‘Leaders’ on a given project can any one of the Leaders create Groups and Alerts? 

 Yes.  Any Leader on a given Project can create Groups and/or Alerts. 

Is there any way to confirm that person(s) have received/read a Project Alert? 

 No. Records of Project Alerts are maintained; including who was on the distribution list and 

communication channel selected.  There is no confirmation record, however, that an alert was received 

or read. 

 

 

Recommended Web Browsers 
 
We recommend using Google Chrome, Firefox or Safari (Apple) as the web browsers when using 
Projecis.  Other browsers, such as Microsoft Internet Explorer, may not provide you access to all the 
features within the system. 
 
 

  
 

 
Links to Download Recommended Browsers: 
 

Google Chrome: https://www.google.com/intl/en/chrome/ 

Firefox: https://www.mozilla.org/en-US/firefox/desktop/ 

 

https://www.google.com/intl/en/chrome/
https://www.mozilla.org/en-US/firefox/desktop/

