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Introduction 

ith the Schoolwires E-Alert Module, you can use Centricity to 
communicate with users of your website. There are two types of 
E-Alerts—Content E-Alerts and Broadcast E-Alerts. 

Audience 

W
and Objectives 

Site Directors and Subsite Directors should read this chapter. 

All editors will benefit from reading the Content E-Alerts portion of this 
chapter. 

In this chapter you will learn about how to subscribe to and create Content 
E-Alerts and how to send and work with Broadcast E-Alerts. 

Broadcast E-Alerts Overview 

Broadcast E-Alerts allow Site Directors and Subsite Directors to quickly and 
easily send mass email messages. They can send these messages by entering 
the email addresses of the desired recipients or by using the viewing 
permissions (roles) for the desired recipients. They can use both methods 
simultaneously.  

You might use Broadcast E-Alerts to send notifications such as emergency 
closings or reminders about meetings. 

Only Site Directors can enable Broadcast E-Alerts on a site or subsite. They 
also determine whether to enable Mobile E-Alerts within Broadcast E-Alerts. 

Content E-Alerts Overview 

Content E-Alerts allow editors to notify subscribers when they make changes 
to one of the three major components of the homepage, to pages within a 
section or to calendar events.  

Two actions are required to complete communication using Content E-Alerts: 

• Registered users must subscribe to a homepage or section.  

• An editor must create a Content E-Alert after making a change. This 
includes changes to calendar events. 

The email message the subscribers receive contains a link to the actual 
homepage or section, allowing them immediate and direct access. 
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Editing your Profile for E-Alerts 

Within your profile, you can change settings that affect both Broadcast 
E-Alerts and Content E-Alerts.  

Accessing Your Profile 

To access your profile: 

1. Sign in. 

2. Click on the Access My Info button on the MyStart bar. A Profile 
window like the one shown in Figure-1 will display. The settings in 
Subscriptions affect Content E-Alerts. The settings in Mobile Alerts 
affect Broadcast E-Alerts and these will only display if Mobile Alerts 
have been enabled on the site.  

Figure 1: Profile window 
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Editing Your Subscriptions  

To edit your subscriptions: 

1. Access your profile. 

Note: If your Content E-Alerts are off, click on the radio button to the 
left of “on” and click on the Save button before continuing to edit your 
profile. 

2. Click on the Edit Subscriptions button. Your Profile window will open 
to an Edit Subscriptions tab like the one shown in Figure 2. 

Figure 2: Edit Subscriptions tab 
3. Use the Site and Subsite drop-down list at the top of the window to 

select the desired site.  

4. Click in the box to right of each homepage or section to which you 
want to subscribe. 

5. Click on the Subscribe button at the bottom of the window. A 
confirmation message will display. You will now receive emails when 
editors of the homepages or sections to which you subscribed change 
the content and send Content E-Alerts. 

Editing Your Mobile Alert Settings 

To edit your Mobile Alert Settings 

1. Access your profile. 

2. Enter your ten digit cell phone number in the Mobile E-Alert number 
field. Enter the numbers with no dashes or spaces. 
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3. Select your service provider from the Mobile E-Alert Provider 
drop-down list as shown in Figure 3. 

Figure 3: Service Provider drop-down list 

4. Indicate whether you want Broadcast E-Alerts sent to your cell phone 
all the time or just if they are emergency E-Alerts by clicking in the 
appropriate radio button.  

5. Click on the Subscribe button at the bottom of the window. A 
confirmation message will display. You will now receive Broadcast 
E-Alerts on your cell phone if a Site or Subsite Director sends them. 

Subscribing to Content E-Alerts from the End-user Website 

If your template contains the appropriate link, you may subscribe to a section 
or homepage from the end-user website. If this feature has been enabled, you 
will see a Subscribe button on each page. The Subscribe button is a toggle. If 
you have not subscribed to that homepage or section, clicking on it will 
activate your subscription. If you are already subscribed to that homepage or 
section, clicking on it will deactivate your subscription. 
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Using Broadcast E-Alerts 

Broadcast E-Alerts can help your organization increase operational 
effectiveness. You can create them in advance and set them to be sent on a 
later date. 

Sending a Broadcast E-Alert 

To send a Broadcast E-Alert: 

1. Access the Site or Subsite Workspace. 

2. Click on the Tools tab or the Tools drop-down menu.  

3. Click on the Broadcast Alerts (E-Alert) task. A Manage E-Alert 
window like the one shown in Figure 4 will display. 

4. Click on the New Alert button. A New Alert window like the one 
shown in Figure 5 will display. 

Figure 4: Manage E-Alert window 

Figure 5: New Alert window 



Schoolwires Centricity                  E-Alerts 
 

5. Complete the fields on the Alert tab. 

a. Message Type drop-down list: 

i. Immediate: Used for Broadcast E-Alerts that must be deployed 
immediately, such as emergency communications. 

ii. Specific Date: Allows Broadcast E-Alerts to be created in 
advance and sent on a specific date in the future. 

iii. Pending: This message type stores unfinished or draft versions 
of Broadcast E-Alerts. 

b. Send Date: Enter the date if you chose Specific Date as the 
message type. The Broadcast E-Alert will be sent at midnight of 
the date you enter.  

c. Sender Name (required): Enter the name of the person responsible 
for sending the Broadcast E-Alert. 

d. Sender Email (required): Enter the email address of the person 
responsible for sending the Broadcast E-Alert. 

e. Subject (required): Enter a concise subject line for the Broadcast 
E-Alert. 

f. Content Type: Click in the radio button to the left of the content 
type you desire. You cannot send Mobile E-Alert using HTML. If 
you choose this option, the other two fields will be grayed out. 

g. Mobile E-Alert: Click in the radio button to the right of Yes if you 
wish to send the E-Alert to cell phones.  

h. Emergency Mobile E-Alert: If you are sending a Mobile E-Alert, 
you may elect to send it as an Emergency Mobile E-Alert. Some 
users have enabled Mobile E-Alerts for emergencies only. 

i. Click on the Alert Body tab. What displays will depend on which 
content type you selected and whether you are sending a Mobile 
E-Alert.  

i. If you selected plain text for your content type and are not 
sending a Mobile E-Alert, a simple text box will display. You 
cannot use any formatting, but there is no character limit for 
your message. 

ii. If you selected plain text for your content type and are sending 
a Mobile E-Alert, a simple text box will display. You cannot 
use any formatting. However, you r message, including the 
Subject, cannot exceed 160 characters. 

iii. If you selected HTML for your content type, a full-function 
Editor will display. You can use formatting and all other 
functions. There is no character limit for your message. 
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j. Click on the Distribution tab. A window like the one shown in 
Figure 6 will display. There are two distribution methods available. 
You can send Broadcast E-Alerts by entering email addresses or by 
clicking in checkbox to the left of the role or roles you want to 
receive the Alert. You can use either or both of these methods. 

Note: You can only send Mobile E-Alerts using roles. However, if 
you enter email addresses, these users will receive conventional 
plain text Broadcast E-Alerts through email. 

Figure 6: Distribution tab 

6. To send a test message, click on the Test tab. A window like the one 
shown in Figure 7 will display. 

Figure 7: Test tab 
a. Enter the email address to which you would like the test message 

sent. 
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b. Click on the Send Test Message button. You will receive a 
confirmation message similar to the one shown in Figure 8. Do not 
click on the Send button or you will send the actual E-Alert rather 
than the test message. 

Figure 8: Confirmation message for test E-Alert

c. Click on the Close button.  

d. Access the email account to which you sent the test message to be 
certain it was sent.  

2. Click on the Save button. The Manage E-Alerts window will return as 
the active window. The newly created Broadcast E-Alert will display 
on the list. The Broadcast E-Alert will be sent according to the 
message type you selected. 

Working with Broadcast E-Alerts 

Once a Broadcast E-Alert has been created, you can: 

• Edit the Broadcast E-Alert if it has not yet been sent. You edit a 
Broadcast E-Alert in the same manner as you create a new E-Alert.  

• Copy a Broadcast E-Alert. When you copy an E-Alert, it will open in 
the Edit Alert window and you can edit and send that Broadcast 
E-Alert.  

• Search for a Broadcast E-Alert 

• Delete a Broadcast E-Alert 

Searching for a Broadcast E-Alert 

To search for Broadcast E-Alert: 

1. Access the Manage E-Alerts window as shown in Figure 9. 

Figure 9: Manage E-Alerts window 
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2. Click on the Search button. A Search window like the one shown 
in Figure 10 will display. 

Figure 10: Search window 
3. Select the search criteria you wish to use.  

4. If you wish to sort the search results in a particular order, choose 
the order from the Sort By drop-down list.  

5. Click on the Search button. The Manage E-Alerts window will 
return as the active window with the results of the search displayed 
in the selected sort order. 

6. To restore the Mange E-Alerts window to the complete list of all 
Broadcast E-Alerts, click on the Reset Search button. The Manage 
E-Alerts window will refresh and all Broadcast E-Alerts will 
display. 

Processing the Queue 

Processing the E-Alerts Queue is a way to force E-Alerts to be sent. 

If there are E-Alerts on a given page of the queue that have not yet been 
sent, the Process button will be active. Otherwise, it will be inactive 
(grayed out). 

If an E-Alert is Pending or set to be sent in the future, the Process button 
will be active, but that E-Alert will not be processed. 

To process the queue: 

1. Access the Manage E-Alerts window. 

2. Click on the Process button. The Manage E-Alerst window will 
refresh. Processed E-Alerts will show Send Dates. 

CentEalerts_021109                 Page 9 



Schoolwires Centricity                  E-Alerts 
 

Creating Content E-Alerts 

If you are an editor at any level in Centricity, you can send Content E-Alerts. 
You can send them from within any page or calendar event. 

Subscribers do not automatically receive Content E-Alerts when a change is 
made. An editor must create a Content E-Alert. 

To create a Content E-Alert: 

1. Access the page or calendar event from which you wish to send a 
Content E-Alert.  

2. When you have finished editing the content, click on the Create Alert 
button. A Send Content Alert window like the one shown in Figure 11 
will display. Notice the Subject Line displays generic information. 

Figure 11: Send Content Alert window 
3. Edit the Subject line as required. You may also enter additional 

information at before the text for the link. Be sure not to delete the 
link. 

4.  Click on the Send button. A confirmation message like the one shown 
in Figure 12 will display. Subscribers will receive email messages 
notifying them of the change. The email message will contain a link to 
the updated page, allowing subscribers to access it immediately. 

Figure 12: Confirmation message 
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