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Legistar Alerts & E-Mail Notification 

A. Create an account: 

1.  
Go to Legistar 
Click on Sign In (top right corner) 
 

 
https://madison.legistar.com/Calendar.aspx 

 

2.  
 
 
From the login screen click on Sign 
Up (No Account box) 
 

 
3.  

Create Username, enter email, 
setup password and create a secret 
question. Review Terms of Use and 
check the box. 
 
Click “Sign Up” 
 
This access provides basic options 
and a dashboard to keep track of 
alerts configurations. 

  
 

 

https://madison.legistar.com/Calendar.aspx
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B. While signed in click on the "Legislation" or "Calendar" tab to create a search: 

1. Creating a Legistar account allows for repetitive searches to be turn searches into an automated alert. 

 

C. Create an Alert 

3. 1) To create an alert, go to the 
Legislation or Meeting tab. 

2) To narrow the results,  
a) use the search box,  
b) select the time period and  
c) select a type. 

3) Click “Search Legislation” 
a) Review the results. 
b) Change parameters if needed. 

4) Click the “Alerts” button. (Labeled 6 

in the image) 

 
 

D. Save the alert: 

3. Search terms, Time period and Type 
are listed. 
 

1. Give the alert a name. 
2. Determine how often to run 

the alert. 
3. Click “Add Alert”. 

 

 
 



 3 

The saved alerts are added to a dashboard, under the “Alerts” tab. E-mail notifications are sent only when search yields 

result. 
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Examples of Email Notification Alert: 

a) Email for meetings happening today. 

 

 

b) Class A Liquor Licenses for District 10 (used advanced search to create alert) 
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Other examples: Creating an “Alert” from a search. 

This Month, all board and committee meetings where the term “District 10” appears on the agendas (quotation marks can 

help narrow your search). 
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“Class B” Licenses in “District 6” created or updated this week (used quotation marks & “and” to further narrow the search). 
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Setting up alerts 1 – 2 - 3 
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Meetings

Notifications 

• Today's, Next Week, other period Meetings

• Specific committee's meeting dates

• Specific search words (search agendas for keywords) 

Legislation 
Notifications

• Types of legislation such as Licenses, Conditional Uses 
and more

• Legislation Created or Changed Today's, Next Week, 
other period

• Specific Search words (address, license type, district 
and more)


