HM Revenue
& Customs B Shared Workspace

Quick Reference Guide

Customer Member

Alerting a member(s)

1 Navigate to the location of the file/item (A).

2 Select the alerticon (paper aeroplane) (B).

@ HM Revenue

& Customs

% My Services > My eRooms » Business Contact Unit: Castleroy plc » Website Feedback > Businesses & Corporations » Correspondence lgout P @ 3
‘ Correspondence et 2)

a folder created by Site Admin on 05 Sep 07

create
- Mame Modified Oner Size ﬁl .
Q © ®gac Castleroy.dos @l 20 5ep 07 220pm  Thomas Adamsan 0k [l e/item
™ ®1pac Content.doc & 12 Oct 07 2:37pm  Jessie Gilroy 25 k (ul]
create addfie close access notification custom fields e a-lert lcon

selectall cut copy copylink paste delete b markread b markunread GE
Comments

add a comment  take a wote

@ Crown Copyright | Terms & Conditions | Privacy Palicy | Accessibility

3 Select the member(s) to be alerted by checking the check box (C) alongside their name(s).

4 Select OK (D).

& Custol
@ 0K Cancel Select Al

Choose Members

Pick the members you want to alert about changes to this item.

Groups & Roles
[l Members
/ name organization community email directary
I~ Adamson, Thomas Castlerov ple _Customer thomas.adamson@castleroyple.com
[T Ascroft, James HiRC _HMRC Jjames. ascroft@hmre.gsi.gov. uk
[ Cheune, Andy HiRE _HIRC TR e e L Y es TEe e ChCCk bOX
[T Crosby, Neil Castleroy ple _Customer neil.crosby@eastleroyple, com
[~ Elliot, Karen Castleroy ple _Customer karen. slliot@castlsroyple. com Q OK button
[T Farager, Omar Castleroy ple _Customer omar.farager@castleroyplc.com
[T Flood, Colin Castleroy plc _Customer calin.flood@castlerayple. com
I~ French, Wilma Castleroy ple _Customer wilma.french@castlerovple. com
[¥ Garcla, Carlos Castleroy ple _Customer carlos.garcia@castleroyplc.com
G ¥ Gilray, Jessie HiRE _HMRC jessie.gilroy@hmre. gsi.zon Uk
[T Grundy, Catherine HiRC _HMRC catherine.grundy@hmre.gsi.gow. uk
[ Kennedy, Andrew Castleroy ple _Customer andrew. kennedy@castleroyple, com
[T #hatthews, Martha HiRC _HMRC martha matthews@hmre gsi.gov.uk
[T Smithers, Stephanie HARC _HMRC stephanie. smithers@hmre.gsi.govuk
I~ Stevens, lke H#mRC _HMRC ike.stewens@hmrc. gsi.gow, uk
[T Tyler Steven Castleroy ple _Customer steven, tyler@castleroyplc.com
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5 Amend the Subject (E).
6 Amend the Message (F).

7  Select OK (G).

@ HM Revenue
&Customs
oK Cancel
Alert
Subject  [eRinom alert G
Message [Plemse check out this item in the Business =] .
Contact Unit: Castleroy ple eRoom: Sub]ect ﬁeld
Business Contact Unit: Castleroy plc/ Ushsite
S R B @ Message field
Correspondence

http://eRoomd HMRC. gov. uk/Castleroyple/o_haf

@ OK button

@ For more information, see Sending alerts,

: Note
ﬁ It is good practice to always change the subject to include a title explaining what the
alert relates to. This will ensure the recipient is directed to the correct file/item if there
are several files/items in a folder. You may also wish to add text to further explain the
contents of the alert.

IMPORTANT

< Alert titles and any added text must not include customer or sensitive information, also
you must not change the hyperlink.

8 Select OK (H).

@ HM Revenue

& Customs
H 0K

Message Sent m OK button

“four alert was sent to Jessie Gilroy, Carlos Garcia,

Shared Workspace Quick Reference Guide - Customer Member 2



