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Chapter 1: About AlertFind

AlertFind® i s intended to faci l i tate cri tical communications to recipients by
automating the sending of noti fications via mul tiple communication channels
defined in each recipient’s profi le. These channels of communication include voice
cal ls to land l ines or mobi le phones using TTS (text-to-speech) or recorded voice
capabi l i ties, SMS, emai l and fax.

AlertFind is used to receive and respond to noti fications through emai l , phone, fax,
pager, or SMS devices. See Respond to Noti fications for information on how this
works.

Organizations can al low users to manage thei r own personal data, and define
contact information, weekend days, business hours, and the order in which
AlertFind should contact personal devices. To manage this personal information,
log into the AlertFind web interface. See Logging In and Edi t Your Account
Information for detai ls.

AlertFind is del ivered through an off-si te hosting center. There is nothing to instal l
in your envi ronment. Al l of your interaction wi th AlertFind is through the web-
based user interface.

Supported Browsers
To access AlertFind, use one of the fol lowing supported web browser, w i th cookies
and JavaScript enabled. Other browsers may not work correctly wi th AlertFind:

l Microsoft® Internet Explorer™ version 11 or above

l Latest Mozi l la® Firefox® release version

l Latest Google Chrome “Stable” version

l Apple® Safari™ version 5.0 and higher on the Macintosh™ only

l Edge Chromium

NOTE

AlertFind wi l l work wi th earl ier versions of the major browsers but the only actively
tested and supported browsers are the versions l isted above.

To view the onl ine help, you must also have JavaScript enabled in your browser.

Logging In
We recommend to use the supported browsers to connect to AlertFind interface.
Supported Browsers
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AlertFind login screen

To log into AlertFind:

1. From a supported web browser, enter the web address provided by Support.
The Sign In page appears.

2. Type the user name (usual ly primary work emai l address). If you do not know
what your AlertFind user name is, contact the AlertFind administrator.

3. Type the password.

If you have forgotten your password, cl ick Forgot your password?. AlertFind
sends a new password to the primary emai l address for the AlertFind
account.

4. Cl ick Sign In.

NOTE

AlertFind automatical ly logs you out after 10 minutes of inactivi ty.

Adjusting the Text Size
The size of text displayed in the AlertFind desktop Web interface can be adjusted
using most web browsers’ text size or zoom tools under the View menu.

Viewing the Help
To view onl ine help, cl ick Help at the top of the page. The help launches in a new
web browser tab or window.
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Using The AlertFind Interface
To navigate through AlertFind, use the navigation buttons at the top and the menu
on the left side of the page.

My Account — Use the My Account i tem in the left navigation bar to access
personal account information on the My Account page.

The Team Securi ty Context is displayed in the top-right corner below the logo.
This tel ls you the team which you are currently using to view data on. Because you
can have di fferent permissions on di fferent teams, the team securi ty context under
which you are operating determines what actions you can take in AlertFind.

Logging Out
To log out of AlertFind, cl ick Logout at the top of the page.

Logout option in the UI
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Chapter 2: Your AlertFind Account

Your AlertFind account contains al l of the information that AlertFind uses to
contact you. Your organization determines which information you can change,
which information your AlertFind administrator or team leader can change, and
which information can only be changed by a data import from your organization
into AlertFind.

Your user account contains three basic types of information:

l Account Informat ion—Includes certain defaul t user information, such as time
zones and business hours. You can edi t some account information by fol -
lowing the instructions under Edi t Your Account Information.

l Devices—Includes al l devices that AlertFind can use to del iver a noti fication
to you. Devices include phones, emai l , pagers, SMS devices, faxes, and
Blackberry devices. It is important that you keep this information up-to-date
and correct so that AlertFind can always contact you. See Customize Your
Devices.

l Not i f icat ion Prof i les and Rules—Includes defini tions of what devices are
used to del iver noti fications to you according to the time of day, day of week,
or hol iday period when a noti fication is sent. You can customize noti fication
profi les, but not rules. See Customize Noti fication Profi les and Rules.

l Locat ion Preferences - Includes a map to speci fy your location.

Editing Your Account Information
Your organization sets certain defaul t user information, such as time zones and
business hours, for al l of i ts users.

IMPORTANT

Only i f your organization al lows i t and your account has requi red permissions, you
can change this defaul t information for your account.

See the fol lowing sections for instructions on each type of account information:

Editing Your Basic Information
Basic account information includes your ful l name, account description, emai l
address, the user names you use to log into AlertFind, and your Hotl ine
preferences.

To edi t your basic information:
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1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Edi t at the top of the User Overview page. The Edi t User Overview
page appears.

3. To change your name, type your name in the Ful l Name field.

4. The Descr ipt ion field can be used for many things. If your company has a
pol icy regarding what type of information should be recorded in the Descr ip-
t ion field (such as CPR-trained ), type that information in the field. This
field is optional .

5. Use the Pr imary Emai l Address field to change your primary emai l address,
which is used for al l password resets or reminders. This field is requi red. By
defaul t, this is your work address.

6. Usual ly, your user name is the same as your work emai l address. Your organ-
ization may al low you to configure addi tional user names for AlertFind. To
add, remove, or change a user name:

1. Cl ick the Usernames field to bring up the Username Edi tor . Use the Add,
Edi t , or Delete buttons to perform user name actions.

2. For adding or edi ting a user name, fi rst type in the portion of your emai l
address that appears before the @ symbol , such as johnsmith or john_
smith . A lertFind user names cannot include spaces, but they can include
most special characters, such as underscores (_) or exclamation marks (!).
Then select the domain for this emai l address using the drop-down l ist.
The domain is the part of the emai l address that appears after the @ sym-
bol , such as companyname.com .

3. C l ick OK to submit the user name changes.

7. The Status section is automatical ly populated by the system, and there are
no changes for you to make.

8. Under the Preferences section, you can set your Hotl ine preferences, includ-
ing your preferred Hot l ine Phone Number and Prefer red Voice.

These settings only set the voice and language for noti fications you receive.
The voice and language you hear when you cal l into the Hotl ine is
determined by the Hotl ine phone number. Your organization may have
mul tiple phone numbers for mul tiple languages. Contact your AlertFind
administrator or team leader to request a Hotl ine phone number for a di fferent
language.

9. Cl ick Save to save your changes and return to the User Overview page.

Editing Your Time and Date Preferences
Your ini tial time and date preferences are set according to the defaul ts for your
organization. You can change them from the defaul ts, or return them to the
organization defaul ts, at any time.

To edi t your time and date preferences:
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1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Time and Date Preferences from the l ist of User Edi tor options. The
Time and Date Preferences page appears.

3. Cl ick Edi t .

4. You can accept the defaul t time zone for your organization or choose another
time zone for your location from the Time Zone drop-down l ist.

To reset your time zone to the organization defaul t, cl ick the Use Defaul t button
next to the Time Zone field.

5. You can accept the defaul t business hours for your organization or configure
custom hours for yoursel f. To configure custom hours, use the Business
Hours Star t and Business Hours End drop-down l ists.

To reset your business hours to the organization defaul t, cl ick the Use Defaul t
button next to the Business Hours Star t and Business Hours End drop-down l ists.

6. Accept the defaul t weekend days for your organization or configure custom
weekend days for yoursel f.

To configure weekend days, check each day that is a weekend day for you.
Unchecked days are considered business days, and checked days are considered
weekend days. To reset your weekend days to the organization defaul t, cl ick the
Use Defaul t button next to the Weekend Days check boxes.

7. Cl ick Save to save your changes and return to the User Overview page.

Entering or Editing Your Location Preference
For you to receive map-based noti fications:

l The administrator must have enabled map-based noti fications.

l You (or your administrator) must enter your geographical location in the User
Edi tor Locat ion Preference window. If i t is not entered, use the fol lowing pro-
cedure to enter i t.

To enter or change your location preference:

1. In the left-hand menu bar, Administration section, select My Account .

2. On the User Edi tor page, select Locat ion Preference.

A map is displayed. If the browser asks i f you want to share your location,
answering Yes centers the map at your current location.

3. In the Search Address text box, enter your address.

The location is indicated by an icon on the map.
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You can grab the location marker icon (cl ick and hold) and move the icon to
another location. For instance, i f your location is not searchable in Google maps,
enter an address that is close to your location and then grab the icon and move i t
to the desi red location.

If you are changing locations, both the new icon and the old icon is shown unti l
you cl ick Save, which causes the old icon to disappear. Only one location can be
active at a time.

4. Cl ick Save to save the location or cl ick Remove al l points to clear al l loc-
ation markers.

Changing Your Password
To change your password:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Change Password at the top of the User Overview page.
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3. Enter your new password into the New Password and Conf i rm Password
fields.

4. Cl ick Save to save your changes and return to the User Overview page.

NOTE

If you forget your password, cl ick the Forgot your password? l ink on the login
page. AlertFind then sends a new password to the primary emai l address for your
AlertFind account.

Changing Your PIN
You use your PIN to access your Hotl ine noti fication Inbox and to hear or read
noti fications that requi re authentication. The person sending each noti fication
determines whether you must authenticate yoursel f before you hear or read the
noti fication.

To change your PIN:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Change PIN at the top of the User Overview page.

3. Enter your new PIN into the New PIN and Conf i rm PIN fields.

4. Cl ick Save to save your changes and return to the User Overview page.

Downloading Your Account Information
You can download a user report containing your account information as a comma
separated values (CSV) fi le.

To download your account information:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Repor t at the top of the User Overview page.

3. Fol low the dialog box instructions to save or open the CSV fi le.

Customizing Your Devices
In AlertFind, a device is a phone number, emai l address, pager number, SMS
address, fax number, or Blackberry device address. The devices configured in your
AlertFind account provide AlertFind the information i t needs to del iver noti fications
to you. It is important that this information be up-to-date and correct so that
AlertFind can always contact you.

Your organization configures a set of standard devices that are avai lable in every
user account. You can also add other devices i f you want to provide AlertFind
more ways to contact you.
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The types of standard devices that you may see in your Not i f icat ion Devices l ist
include:

l Phone Devices—Phone devices can receive voice noti fications. Configure
phone devices using a telephone number, such as 555-555-1111 .

l Emai l Devices—An emai l device can receive emai l noti fications using an
emai l address such as user1@genericorp.com . You can also receive
emai l noti fications on some cel l phone devices by configuring an emai l
device that uses your cel l phone’s emai l address, such as 5555551111@-
carrier.com .

l SMS Devices—SMS devices can receive short text noti fications sent through
an SMS gateway. Configure an SMS device using a telephone number, such
as 555-555-1111 .

l Mobi le Emai l Devices—Mobi le emai l devices can receive short emai l mes-
sages through an SMTP emai l gateway. These devices are di fferent from reg-
ular emai l devices (such as BlackBerry devices) in that they usual ly display a
l imi ted number of characters for each message and they cannot process
graphics or attachments. In this way, messages sent to mobi le emai l devices
function simi larly to those sent to SMS devices. Configure a mobi le emai l
device using your mobi le emai l device’s emai l address, such as
5555551111@carrier.com .

l Pager Devices—Pager devices can receive short text noti fications. Configure
pager devices using a telephone number, such as 555-555-1111 .

l Fax Devices—Fax devices can receive document-based noti fications sent
from one fax device to another. Configure a fax device using a telephone num-
ber, such as 555-555-1111 .

You can find information about the devices in your account in the Not i f icat ion
Devices section of your user account page. There, you can also add new devices,
enable or disable devices, and update device information.

The status of each device in your l ist is indicated by the fol lowing text:

l Devices l isted in al l black text are configured and enabled, and are ready to
receive noti fications.

l Devices displaying Not Conf igured in red text cannot receive noti fications
unti l they are configured. See Configure a Standard Device.

l Devices l isted in gray text wi th the label (disabled) next to the device name
are configured but disabled. These devices cannot receive noti fications unti l
they are enabled. See Enable or Disable a Device.

Your organization may also al low you to add custom devices to your l ist. See Add
a Custom Device for instructions.

Configuring a Standard Device
When you view your l ist of Not i f icat ion Devices, you wi l l notice that unconfigured
devices show the label Not Conf igured in red text. These devices cannot receive
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noti fications unti l they are configured.

To configure a device:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Not i f icat ion Devices from the l ist of User Edi tor options. The Not i -
f icat ion Devices page appears.

3. Select the device you want to configure, then double-cl ick i t, or cl ick the
Edi t /Conf igure button. Provide the necessary configuration information in the
dialog box that appears.

1. To configure an emai l address or WAP-enabled cel l phone:

1. Type a val id Emai l Address. This field is requi red.

2. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

3. Cl ick Save to return to the Not i f icat ion Devices l ist.

2. To configure a new voice phone number :

NOTE

If you work in a large office wi th many other AlertFind users, you may consider
using a number other than your desk phone number as your primary work phone
number. This is because AlertFind contacts al l users simul taneously, and your
organization’s phone system can become overloaded by a large number of
incoming phone cal ls.

1. Select US/Canada or Other . The Phone Number entry field changes
depending on your choice.

NOTE

The correct format for Other phone numbers is:

[COUNTRY_CODE][CITY AREA_CODE][PHONE_NUMBER]

Numbers that include '0' between the country code and the ci ty/area code are
inval id in AlertFind. For example, the phone number 44(0) 207 333 4444 is inval id.

However, a UK number such as 44 20 7333 4444 is val id. In this example, the area
code for London (20) is separated by spaces from the rest of the phone number.
AlertFind wi l l el iminate spaces so that number wi l l become 442073334444.

2. Enter a val id telephone number. This field is requi red.

3. To set advanced dial ing options requi red to reach this phone device,
check Use advanced dial ing opt ions and set any advanced options.

NOTE

When AlertFind cal ls an office phone, i t can encounter an automated system that
requi res an extension number to be dialed. AlertFind wi l l dial the extension and
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wai t for the user to pick up. If the time to connect is too long, then AlertFind wi l l
assume the cal ler did not pick up and wi l l attempt to leave a voicemai l . The
amount of delay depends on the PBX.

To add addi tional delays to the post-dial string to extend the AlertFind timeout
time, in the Use advanced dial ing options dialog box, insert addi tional commas (,)
in the Post-dial field. One comma indicates a pause of one second.

4. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

5. Cl ick Save to return to the Not i f icat ion Devices l ist.

3. To configure a new alphanumeric or numeric pager number :

1. Select US/Canada or Other . The Pager Number entry field changes
depending on your choice.

2. Enter a val id pager number. This field is requi red.

3. Enter a PIN, i f this pager requi res one.

4. Select the Car r ier from the drop-down l ist.

5. Set the Pager Type to ei ther Alphanumeric or Numeric .

6. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

7. Cl ick Save to return to the Not i f icat ion Devices l ist.

4. To configure a new SMS device:

1. Select US/Canada or Other . The SMS Phone Number entry field
changes depending on your choice.

2. Enter a val id SMS Phone Number . This field is requi red.

3. Choose an option for Max Length Handl ing.

Depending on the maximum message lengths imposed by your carrier,
you can choose to receive al l characters of a message, spl i t messages
into mul tiple chunks, or to truncate messages after a certain number of
characters. For spl i tting or truncation options, you must provide the
number of characters al lowed before messages are chunked or
truncated. You can leave this field blank to use the defaul t method for
your organization.

NOTE

l SMS messages have a 140-byte l imi t and are del ivered in 140-byte chunks.
To send messages larger than 140 bytes, devices and carriers ei ther truncate
the message or send the message in chunks of a speci fied length. Chunk
sizes are determined by the device, by the carrier or by user settings. This
means, i f chunk sizes are not speci fied, for a languages that use single-byte
character sets (such as Engl ish, Spanish, French, and German), only the fi rst
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160 characters of the message wi l l be del ivered. For languages that use
double-byte character sets (such as Hindi , Korean, Chinese, and Japanese)
only the fi rst 70 characters of the message wi l l be del ivered.

l AlertFind sets chunking size defaul ts at 160 characters. If your organization
sends SMS messages using double-byte character sets, you should consider
changing these defaul ts to 70 characters to ensure that the ful l messages are
del ivered. In the Edi t Standard SMS Device dialog box, select Split mes-
sage into smaller chunks of: Then enter 70 in the characters num-
ber box and cl ick Save.

l The system measures a single chunk's size as the number of characters in
the message header , plus the number of characters to convey the portion of
the message subject or message body. For example, each chunk includes
the header From {company not i f icat ion system} (x of y) plus par t of user -
def ined subject or message. If the header length is greater than the con-
figured chunk size, the message wi l l not be sent.

4. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

5. Cl ick Save to return to the Not i f icat ion Devices l ist.

5. To configure a new fax number :

1. Select US/Canada or Other . The Fax Number entry field changes
depending on your choice.

2. Enter a val id Fax Number . This field is requi red.

3. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

4. Cl ick Save to return to the Not i f icat ion Devices l ist.

6. To configure a new mobi le emai l device:

1. Enter a val id Emai l Address for the mobi le emai l device. This field is
requi red.

2. Choose an option for Max Length Handl ing.

Depending on the maximum message lengths imposed by your carrier,
you can choose to receive al l characters of a message, spl i t messages
into mul tiple chunks, or to truncate messages after a certain number of
characters. For spl i tting or truncation options, you must provide the
number of characters al lowed before messages are chunked or
truncated. You can leave this field blank to use the defaul t method for
your organization.

3. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive

Ale r tFind Use r Gu ide



AUREA CONFIDENTIAL 18

noti fications unti l you enable i t. See Enable or Disable a Device.

4. Cl ick Save to return to the Not i f icat ion Devices l ist.

4. When you return to the Not i f icat ion Devices l ist, the configured device now
shows up in al l black text, w i thout the Not Conf igured label . You can add this
device to a noti fication profi le by fol lowing the instructions under Customize
a Noti fication Profi le.

You can keep this device configured but disabled to avoid receiving noti fications
on i t. See Enable or Disable a Device.

Adding a Custom Device
Your organization configures a set of standard devices that are avai lable to every
user. You can also add other devices i f you want to provide AlertFind more ways to
contact you.

These other devices you add to your account are considered custom devices. After
you create a custom device, you must add i t to a noti fication profi le to receive
noti fications on i t. See Customize a Noti fication Profi le for more information.

NOTE

AlertFind can send emai l noti fications to phone devices (such as cel l phones or
Blackberry devices) that support SMTP. To receive a noti fication on a cel l phone in
emai l format instead as a phone cal l , you must configure the phone as an emai l
device using the emai l address assigned by your carrier.

To add a custom device:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Not i f icat ion Devices from the l ist of User Edi tor options. The Not i -
f icat ion Devices page appears.

3. To add a new device, cl ick + New. A l ist of avai lable devices appears.

4. Choose the device to add from the drop-down l ist, then fol low the instructions
below for each type of device:

l To add an emai l address or WAP/SMTP-enabled cel l phone:

1. Type a device Name to identi fy this emai l address. This field is
requi red.

2. Type a val id Emai l Address. This field is requi red.

3. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

4. Cl ick Save to return to the Not i f icat ion Devices l ist.

l To add a new voice phone number :
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1. Type a device Name to identi fy this phone number. This field is
requi red.

2. Select US/Canada or Other . The Phone Number entry field changes
depending on your choice.

NOTE

The correct format for Other phone numbers is:

[COUNTRY_CODE][CITY AREA_CODE][PHONE_NUMBER]

Numbers that include '0' between the country code and the ci ty/area code are
inval id in AlertFind. For example, the phone number 44(0) 207 333 4444 is inval id.

However, a UK number such as 44 20 7333 4444 is val id. In this example, the area
code for London (20) is separated by spaces from the rest of the phone number.
AlertFind wi l l el iminate spaces so that number wi l l become 442073334444.

3. Enter a val id telephone number. This field is requi red.

4. To set advanced dial ing options requi red to reach this phone device,
check Use advanced dial ing opt ions and set any advanced options.

NOTE

When AlertFind cal ls an office phone, i t can encounter an automated system that
requi res an extension number to be dialed. AlertFind wi l l dial the extension and
wai t for the user to pick up. If the time to connect is too long, then AlertFind wi l l
assume the cal ler did not pick up and wi l l attempt to leave a voicemai l . The
amount of delay depends on the PBX.

To add addi tional delays to the post-dial string to extend the AlertFind timeout
time, in the Use advanced dial ing options dialog box, insert addi tional commas (,)
in the Post-dial field. One comma indicates a pause of one second.

5. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

6. Cl ick Save to return to the Not i f icat ion Devices l ist.

l To add a new alphanumeric or numeric pager number :

1. Type a device Name to identi fy this pager. This field is requi red.

2. Select US/Canada or Other . The Pager Number entry field changes
depending on your choice.

3. Enter a val id pager number. This field is requi red.

4. Enter a PIN, i f this pager requi res one.

5. Select the Car r ier from the drop-down l ist.

6. Set the Pager Type to ei ther Alphanumeric or Numeric .
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7. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

8. Cl ick Save to return to the Not i f icat ion Devices l ist.

l To add a new SMS device:

1. Type a device Name to identi fy this SMS device. This field is requi red.

2. Select US/Canada or Other . The SMS Phone Number entry field
changes depending on your choice.

3. Enter a val id SMS Phone Number . This field is requi red.

4. Choose an option for Max Length Handl ing.

Depending on the maximum message lengths imposed by your carrier,
you can choose to receive al l characters of a message, spl i t messages
into mul tiple chunks, or to truncate messages after a certain number of
characters. For spl i tting or truncation options, you must provide the
number of characters al lowed before messages are chunked or
truncated. You can leave this field blank to use the defaul t method for
your organization.

NOTE

l SMS messages have a 140-byte l imi t and are del ivered in 140-byte chunks.
To send messages larger than 140 bytes, devices and carriers ei ther truncate
the message or send the message in chunks of a speci fied length. Chunk
sizes are determined by the device, by the carrier or by user settings. This
means, i f chunk sizes are not speci fied, for a languages that use single-byte
character sets (such as Engl ish, Spanish, French, and German), only the fi rst
160 characters of the message wi l l be del ivered. For languages that use
double-byte character sets (such as Hindi , Korean, Chinese, and Japanese)
only the fi rst 70 characters of the message wi l l be del ivered.

l AlertFind sets chunking size defaul ts at 160 characters. If your organization
sends SMS messages using double-byte character sets, you should consider
changing these defaul ts to 70 characters to ensure that the ful l messages are
del ivered. In the Edi t Standard SMS Device dialog box, select Split mes-
sage into smaller chunks of: Then enter 70 in the characters num-
ber box and cl ick Save.

l The system measures a single chunk's size as the number of characters in
the message header , plus the number of characters to convey the portion of
the message subject or message body. For example, each chunk includes
the header From {company not i f icat ion system} (x of y) plus par t of user -
def ined subject or message. If the header length is greater than the con-
figured chunk size, the message wi l l not be sent.

5. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
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noti fications unti l you enable i t. See Enable or Disable a Device.

6. Cl ick Save to return to the Not i f icat ion Devices l ist.

l To add a new fax number :

1. Type a device Name to identi fy this fax l ine. This field is requi red.

2. Select US/Canada or Other . The Fax Number entry field changes
depending on your choice.

3. Enter a val id Fax Number . This field is requi red.

4. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

5. Cl ick Save to return to the Not i f icat ion Devices l ist.

l To add a new mobi le emai l device:

1. Type a device Name to identi fy this mobi le emai l device. This field is
requi red.

2. Enter a val id Emai l Address for the mobi le emai l device. This field is
requi red.

3. Choose an option for Max Length Handl ing.

Depending on the maximum message lengths imposed by your carrier,
you can choose to receive al l characters of a message, spl i t messages
into mul tiple chunks, or to truncate messages after a certain number of
characters. For spl i tting or truncation options, you must provide the
number of characters al lowed before messages are chunked or
truncated. You can leave this field blank to use the defaul t method for
your organization.

4. To add this device but disable i t, cl ick Disable at the top of the Create
Device page. Your device wi l l be added but wi l l be unable to receive
noti fications unti l you enable i t. See Enable or Disable a Device.

5. Cl ick Save to return to the Not i f icat ion Devices l ist.

5. To receive noti fications on custom devices, you must enable them and add
them to a noti fication profi le. See Enable or Disable a Device and Customize
a Noti fication Profi le.

Enabling or Disabling a Device
When you view your Not i f icat ion Devices l ist, you wi l l notice that disabled devices
a l isted in gray text, w i th the label (disabled) next to the device name. These
devices are configured, but cannot receive noti fications unti l they are enabled.

Devices l isted in black text are enabled and can receive noti fications. You can
disable these devices i f you no longer want to receive noti fications on them.

To enable or disable a device:
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1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Not i f icat ion Devices from the l ist of User Edi tor options. The Not i -
f icat ion Devices page appears.

3. Select the device that you want to enable or disable.

4. To enable a disabled device, cl ick the Enable button at the top of the Not i -
f icat ion Devices l ist. The enabled device is l isted in black text.

5. To disable an enabled device, cl ick the Disable button at the top of the Not i -
f icat ion Devices l ist. The disabled device is l isted in gray text, w i th the label
(disabled) next to the device name.

Deleting a Device
To stop receiving noti fications on a device, consider disabl ing i t instead of
deleting i t. D isabled devices cannot receive noti fications, but they remain in your
account in case you want to re-enable them later. See Enable or Disable a Device.

To delete a device:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Not i f icat ion Devices from the l ist of User Edi tor options. The Not i -
f icat ion Devices page appears.

3. Select the device that you want to delete.

4. Cl ick the Delete/Reset button at the top of the Not i f icat ion Devices l ist.

When you reset a standard device (those that your organization requi res in your
user account), the configuration information for the device is removed, and the
device appears as unconfigured in the Not i f icat ion Devices l ist. You cannot ful ly
delete a standard device. To use a disabled standard device, reconfigure i t using
the instructions under Configure a Standard Device.

When you delete a custom device (one that you created in addi tion to the standard
l ist), i t is completely removed from the Not i f icat ion Devices l ist. To add the device
back to the l ist, fol low the instructions under Add a Custom Device.

Customizing Notification Profi les and Rules
Noti fication prof i les define the order in which devices should be contacted for a
noti fication and how much time should lapse between a noti fication being sent to
the next device in the l ist. By defaul t, your organization populates your account
wi th a set of basic noti fication profi les.

If your organization al lows i t, you can customize your noti fication profi les. See
Customize a Noti fication Profi le. If you decide to remove your customizations and
reset the profi le to the company defaul t, you can do this by fol lowing the
instructions under Reset a Noti fication Profi le.
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Noti fication rules define which noti fication profi le is used to contact users during a
noti fication sent at a speci fic time of day, day of the week, or hol iday period.
Noti fication rules are general ly company-wide and you cannot edi t them, but you
can view the l ist of rules defined by your organization. See View Noti fication
Rules.

Customizing a Notification Profile
Your organization defines noti fication prof i les that determine the order in which
devices should be contacted for a noti fication. You can modi fy your defaul t
noti fication profi le so that noti fications are sent to di fferent devices, or in a
di fferent order, or wi th a di fferent amount of delay time between devices being
contacted.

To customize a noti fication profi le:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Not i f icat ion Prof i les from the l ist of User Edi tor options. The Not i -
f icat ion Prof i le page l ists al l of the noti fication profi les defined by your organ-
ization.

3. Select the profi le that you want to customize, then cl ick Conf igure. The Edi t
Not i f icat ion Prof i le page appears. On the left side is the l ist of al l possible
devices and delays that you can add to the profi le. On the right side is the
current l ist of devices and delays defined for the profi le.
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4. To add a device or delay to the profi le, select or drag i t from the l ist on the
left to the l ist on the right, or double-cl ick a device in the left column to add i t
to the l ist in the right column.

5. To remove a device or delay from the profi le, select i t in the right l ist and
cl ick Remove.

6. Cl ick Save to save the customized profi le. The profi le now shows the label
(User Conf igured) in the Noti fication Profi le l ist.

Resetting a Notification Profile
You can reset a customized noti fication profi le to use the defaul t settings used by
your organization.

To reset a noti fication profi le to the organization defaul t:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Not i f icat ion Prof i les from the l ist of User Edi tor options. The Not i -
f icat ion Prof i le page l ists al l of the noti fication profi les defined for your
account. Any profi les that you have customized show the label (User Con-
f igured) in the Noti fication Profi le l ist.

3. Select the configured profi le that you want to reset to company defaul ts, then
cl ick Reset .

4. Confi rm that you want to reset the profi le. The profi le is returned to the com-
pany defaul ts, and the (User Conf igured) label disappears from the Noti -
fication Profi le l ist.

Viewing Notification Rules
Noti fication rules define which noti fication profi le is used to contact users during a
noti fication sent at a speci fic time of day, day of the week, or hol iday period.
Noti fication rules are general ly company-wide and you cannot edi t them, but you
can view the l ist of rules defined by your organization.

To view the l ist of noti fication rules:

1. Log in to AlertFind, then cl ick My Account from the navigation menu. Your
User Overview page appears.

2. Cl ick Not i f icat ion Rules from the l ist of User Edi tor options. The Not i f icat ion
Rules page l ists al l of the noti fication rules defined by your organization and
the noti fication profi le used to del iver noti fications sent during those rule peri -
ods.
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Chapter 3: Notifications

This section includes the fol lowing topics:

Responding to Not i f icat ions 25

Using Hot l ine or Hot l ine Pro 27

Recording a Message 27

Responding to Notifications
Responding to a Noti fication is important, because i t informs your organization that
you have received the information in the Noti fication. The fol lowing sections
explain how you respond to Noti fications received on di fferent types of devices.

Phone Notifications
When you receive a phone Noti fication, answer the phone and fol low the spoken
prompts.

AlertFind identi fies i tsel f and for Noti fications that requi re you to identi fy yoursel f
or authenticate wi th a val id PIN, AlertFind asks you to enter this information using
the keypad of your phone before i t reads the message.

The message is played for you to hear. Messages may include prerecorded audio
messages or text that is read by the text-to-speech (TTS) engine.

l If the Noti fication includes attachments, AlertFind di rects you to check your
emai l to view the attachments.

l If the Noti fication includes a pol l or survey where you are requi red to respond
to the questions, enter your response using your phone’s keypad

l If A lertFind leaves a voice mai l for you, i t plays the message (unless authen-
tication is requi red) and leaves the Hotl ine or Hotl ine Pro phone number for
you to cal l to provide your response.

Email Notifications
When you receive an emai l Noti fication, open the emai l to read the message.

To respond to the Noti fication, fol low the instructions provided. You may be asked
to ei ther cl ick a l ink in the emai l ’s body or reply to the message to confi rm you
received the message.

If the emai l Noti fication requi res authentication wi th a PIN to view the
Noti fication’s message body, the emai l w i l l include a l ink to a websi te where you
must enter your PIN before reading the message on the websi te.
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Emai l Noti fications may also contain audio fi le attachments (WAV fi les). Open the
audio attachment in a media player to hear the message.

When responding to a pol l or survey, you may be given the opportuni ty to add
addi tional information to your response. If so, type that information in the text box
that appears when you cl ick the emai l confi rmation l ink.

Short Message Service (SMS) or “Text” Notifications
When an SMS or ”Text” Noti fication is sent, AlertFind attempts to del iver al l of the
message content in a single message. However, some SMS carriers restrict the
number of characters you can receive in one message. If this is the case wi th your
carrier, A lertFind spl i ts the content into mul tiple messages or truncates the
message after a certain number of characters. By defaul t, A lertFind uses the
message spl i tting or truncation options for your organization. You can set your own
options by fol lowing the instructions for setting the Max Length Handl ing field
under Configure a Standard Device or Add a Custom Device.

When you receive an SMS Noti fication, open i t to read the message.

To respond to the Noti fication, fol low the instructions provided. You may be asked
to reply to the message wi th a speci fic code to confi rm you received the message.

If the Noti fication requi res authentication to view the message body, an ini tial SMS
message wi l l be sent wi th instructions to reply wi th your PIN. If you PIN is correct,
the Noti fication message wi l l be sent in a new SMS message.

If the Noti fication contains and attachment, pol l or survey, you wi l l be di rected to
check your emai l or cal l the Hotl ine or Hotl ine Pro phone number for the
information.

Mobile Email Notifications
A Mobi le Emai l Device is any device (such as a cel l phone or pager) that can
receive only simple, plain-text emai ls. These devices are di fferent from regular
emai l devices (smart phone devices) in that they usual ly display a l imi ted number
of characters for each message and they cannot process graphics or attachments.
In this way, messages sent to mobi le emai l devices function simi larly to those sent
to SMS devices.

When you receive a mobi le emai l Noti fication, AlertFind attempts to del iver the
content in a single message. However, some mobi le emai l devices restrict the
number of characters you can receive at one time. If this is the case wi th your
carrier, A lertFind spl i ts the content into mul tiple messages or truncates the
message after a certain number of characters. By defaul t, A lertFind uses the
message spl i tting or truncation options for your organization. You can set your own
options by fol lowing the instructions for setting the Max Length Handl ing field
under Configure a Standard Device or Add a Custom Device.

When you receive a mobi le emai l Noti fication, open i t to read the message.

To respond to the Noti fication:
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l If the Noti fication requi res authentication to view the message body, an ini tial
mobi le emai l w i l l be sent wi th instructions to cal l the Hotl ine or Hotl ine Pro
phone number.

l If the Noti fication contains and attachment, pol l or survey, you wi l l be di r-
ected to check your regular emai l or cal l the Hotl ine or Hotl ine Pro phone
number for the information.

Pager Notifications
When you receive a Noti fication on an alphanumeric pager, the Noti fication
includes instructions to cal l the Hotl ine or Hotl ine Pro to hear the message.

l If you receive a Noti fication on a numeric pager, the Hotl ine or Hotl ine Pro
phone number appears.

l If the pager Noti fication requi res authentication, respond wi th a PIN number
when you cal l .

l If the Noti fication has attachments, the message you hear when you cal l w i l l
tel l you to check your emai l to view the attachments.

Fax Notifications
When you receive a fax Noti fication, the message is included in the fax, unless the
message requi res authentication.

If an authentication PIN is requi red for the Noti fication, you must cal l the Hotl ine or
Hotl ine Pro phone number to l isten to the message.

Using Hotline or Hotl ine Pro
Your organization uses ei ther Hotl ine or Hotl ine Pro, which provide phone
numbers you can cal l to hear and respond to Noti fications, pol ls, and surveys.

Your Hotl ine Inbox keeps an archive of confi rmed Noti fications that have been sent
to you wi thin the last 30 days. You must enter your PIN to l isten to Noti fications
saved in your Inbox, or to any other Noti fication that requi res authentication.

To use Hotl ine or Hotl ine Pro, cal l the phone number provided by your
organization. Fol low the voice prompts to l isten and respond to Noti fications. Use
your telephone keypad to make menu selections and to enter any requested
information.

Recording a Message
Some AlertFind Noti fications instruct AlertFind to cal l you and ask you to record a
message to be included wi th a Noti fication. When this occurs, the person creating
the Noti fication should contact you beforehand to tel l you that you wi l l be receiving
a cal l from Hotl ine or Hotl ine Pro.
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NOTE

The person composing the Noti fication cannot send the Noti fication unti l you finish
your recording. For this reason, you should complete your recording as soon as
possible.

When you receive the cal l from Hotl ine or Hotl ine Pro asking you to record a
Noti fication message, AlertFind identi fies i tsel f and states that i t is cal l ing to
record a message. Fol low the voice prompts to record your message. Speak slowly
and clearly so that recipients of the Noti fication wi l l be able to understand the
message. AlertFind replays the message so that you can confi rm i t. When you are
satisfied wi th the recording, press 1 on your phone’s keypad to save i t.
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