
Alerts 
__________________________________________________________________________________ 
 
Cricket practice cancelled due to rain! School closing early on Friday! When you need to get your 

parents’ attention, use the Alerts function to ensure that they can the message. When an alert is 

added, a pop up message is displayed in a red block in the middle of the Communicator. Parents will 

not be able to navigate through the rest of the Communicator until the red pop up window is read and 

closed manually (by clicking on the close cross on the top right hand corner). This function is the most 

effective way to get urgent messages to parents.  

 
Adding an Alert 
 

1. Move your mouse over the [Manage Content] tab. The Communicator's list of features will then 

appear.  
 
 

2. Move your mouse over the [Alerts] tab and click on the [Add alert] button at the top of the page.  
 

 
  



3. A new window will load where you enter all the details of your alert. 
 

 

 
 

 
Alert text Enter the test for your alert message (maximum 125 characters)  

  

Audience (channels) 

 
Select the channels your alert applies to. Click the [Submit] button. 

 

 

It is possible to have more than one alert active at a time for different channels. If you parents have the 

same channels selected, the first alert will force the Communicator to open the pop-up window. Once 

the first pop-up is closed the second alert will appear. 

 

The admin system will automatically delete any alert that has been in the system for more than 7 days. 

 

 

Deleting an Alet 

 
1. Move your mouse over the [Manage Content] tab. The Communicator's list of features will then 

appear.  
 
 

  



2. Move your mouse over the [Alert] tab and click on the [View alerts] button at the top of the page.  
 

 
 

3. Scroll down the Alerts list until you have found the item you are looking for.  

 

 
 

4. Once you have found the relevant alert, click the blue [Delete] button.  

 


