Creating Alerts

Learn how to create and manage alerts in Compass.

In Compass, alerts are associated with

binders, so to create an alert, we have to
start with a binder.

Suggested viewing: Binders 101

Once you've created a binder, make
sure to save it. A yellow icon next to the
binder name means there are unsaved

changes.

To Save:

e Click FILE.

e Click Save for a custom built binder.
o Click Save As for a pre-built binder,

(e.g. a “Quick Profile”, Report, or
shared).

To set up your alert:

e Click FILE.

e Under Your Alert, choose a
notification frequency.

e That’sit! You'll be notified when
there are changes to ANY of the
tabs in your binder. One alert covers
the entire binder.

e To turn the alert off, under Your Alert

set the frequency back to None.
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Getting Started

Binders 101

A great place to start training! Learn how the
Compass binder system will help you work
smarter and faster by bundling searches and
analytics.
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Creating Alerts

Learn how to create and manage alerts, how to
bundle multiple alerts into a single email, and
how to share alerts with other people.
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Exporting Binders
Learn how to export the tabs

Compass in a single file.
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To set up an alert for someone else:
e Make sure your binder is saved.

. C | iCk FI LE. ‘ Manage Alert for Acme Litigation Team Research & Alerts

. Select Share Alert. YOUR GROUP  OUTSIDE YOUR GROUP

This will give you a pop-up window. o

First Name Last Name Email Status ¥ | Frequency

William Cushing cushing@1789law.com »

John Blair Jblair@1789law.com
John Jay johnjay@1789law.com
John Rutledge rutledge@1789law.com

James Wilson jwilson@1789law.com

¢ Select the names of the new

recipients.
. Click the green TURN ON ALERT A Manage Alert for Acme Litigation Team Research & Alerts
button at the top. YOURGROUP  OUTSIDE YOUR GROUP

ot e b o
binder will automatically be shared il L Siivety e
and alerts will begin. e cone e 2

« Toremove the alert, repeat the steps
above and select the red TURN OFF
ALERT button.

John Blair Jblaira1789law.com
John Jay johnjay@1789law.com
John Rutledge rutledge@1789law.com

James Wilson jwilson@1789law.com
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Please send an email to contact@docketnavigator.com if you
have any questions. We're always happy to help.
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