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1. Logging Into V4 Via Our Watch

There are currently two versions of Alert used by Neighbourhood Watch, Version 3, the original
version and V4 which is the new version of the software. As the Force Areas change from the old
version to the new there is a transition period when both versions will be in use. To access the
correct version for your area it is easiest to start by visiting the Neighbourhood Watch Home page
on the national website at https://www.ourwatch.org.uk

Find a crime type

| DONATE | HOWWEWORK | CRIMEPREVENTION | GETINVOLVED | SUPPORT

Tell scammers to
SLING THEIR HOOK

PROTECT FROM SCAMS
Find a local scheme Enter your postcode SEARCH m Find my local Association

1. Click on the Log In button to open the Welcome to Your Member Area page.

Welcome to your member area
Bacoma & mambar

Dt f et g
S it

Logia

Contact us
ALL bt areas G Sl ok

0 Resifan

CLICK HERE TO LOGIN

2. The Welcome page has two buttons which allow selection of a version of Alert
for the user’s area. Click the appropriate button.


https://www.ourwatch.org.uk/
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Welcome to your member area

Yeu must be reg wwith us as 8 Watch member to login.

Members can logmn o

Fou Have Succeisiully Logged Out

Please Login to Your Account

Ernail  Liniriarme

b e

LOGIN

Faorgotten Your Password?

Reset Password

3. Enter the login details and click Login. If the password has been forgotten, click on the Reset
Password button to open the view below.

Welcome to your member area

You must be regi: with us as a Nei hood Watch to login.

Members can login to:

- join a local scheme, manage an existing scheme, or start a new scheme;

- opt-in to receive messages from the police and other community partners; or
- manage your account details

If you have not yet registered with us, click here to join Neighbourhood Watch.

Reset Your Password

Please enter a registered email address or mobile number below.
Email / Mobile Number o

Email or mobile number

© Copvriaht NWN. All Riahts Reserved 2021. CIO No: 1173349

4. This version of Alert is only for registered users. To reset the password enter the email or mobile
number that were used on registration with Neighbourhood Watch then click Send Password Reset.

Once successfully logged in the Home page will be displayed which is explained in the next section.
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2. Home Page

The home page of the Your Admin area provides quick access to many functions in one place. These
are explained below. Note that the top menu will not provide the Neighbourhood Watch Tools

option unless you are a coordinator of a scheme or the Main Coordinator of a scheme or cluster of
schemes.

.. a .EI
@q‘ Home Your Information ~ Messages »  Neighbourhood Watch Tools =  Use of Your Data  Log Out

Member Area

You are now logged in. Please review the "What to Do Next” suggestions below or browse using the navigation

above.
/f‘ﬁ\ Your Details & Member ID e
/ \ Your Name e NWO001328890
( | iggress ; Date Registered : 15/07/2021
\ / ress
Town
Postcode
CHANGE PROFILE Email : youremail@email.com

PICTURE
What to Do Next

Interests & About You o
& Please let us know your interests so we can send relevant messages.

& Let us know your demographic information in order to receive messages best suited to you. 6

Information Providers

& Review and configure which Information Providers can see your details and communicate with you.@

Message Settings

& Configure the types of message you would like to receive.

& Configure how you would like to receive messages. o

Neighbourhood Watch @ 0

% Manor Park (000060660 9 £ =
89 saxon Pit (000060852) S m =
% whittlesey Industrial Area (00006051) SO =

© 2021 - Neighbourhood Alert

2.1. The main menu at the top of the page allows navigation to the main areas in the system.
Each area is explained in detail in the following chapters.

2.2. Your address details and email are shown here. Click on the ¢ edit icon to display the Edit
Your Details view. This is explained in the next section of this guide ‘Your Information’



Guide for Coordinators

2.3. The Member ID is your unique record number. If the number is prefixed by NW this is your
membership number showing you are a registered member of Neighbourhood Watch.
Below this is the date you were first registered on the Alert system.

2.4. When the # interests edit icon is clicked this will show the Community Interest Groups
View so that you can indicate which interest groups you want to receive information from.

2.5. Clicking the ¢ edit demographic information icon will show the Your Demographic
Information view where you can indicate a range of demographic information about
yourself which helps us to better understand the communities we serve. Completing this
information is optional.

2.6. The edit information providers icon & displays a view which allows users to choose who
can see your data and send messages to you.

2.7. In Messages settings clicking the first ¢ icon will allow the user to select choices on how to
receive messages, as an email, as an SMS or WhatsApp message or by voice. This view will
prompt for extra information to be added to the user profile. If for instance voice messages
are required it will ask for a valid telephone number to be added.

2.8. Clicking on the second editicon ¢ displays the types of message settings. Setting the type
of message received allows the user to block unwanted message types. The default setting
is to receive all message types but unwanted types can be moved to the ‘l don’t want these
messages box’. Note that messages can often contain a mix of content so care should be
taken with these settings.

2.9. The Neighbourhood Watch section shows all the schemes relevant to the logged in user.
This allows a coordinator to manage all their schemes using the icons and to view their

status, which is shown by the initial icon on the row which in this case is w showing that
this user is a main coordinator in all the schemes.
2.10.  Clicking the edit icon will open the Edit Scheme view for the scheme.

2.11. The = icon will open the scheme members view which will allow the user to invite
new members to the scheme, remove a scheme member from the scheme and also change
their status setting which will allow the member to be set as a member, coordinator or
main coordinator.

212. The = jcon opens the Message Overview view which displays a list of messages sent
to the scheme and also allows a new message to be sent to the scheme members. This
content in the view will change according to the status of the member in the scheme.

The following sections explain all the features described in more detail.
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Clicking on the Your Information option in the main menu bar will open the Your Information

submenu.
fm\
|}" ] E| Home Your Information ™ Messages ™ Neighbourhood Watch Tools =  Use of Your Data  Log Out
Nres
Edit Your Details
Demographic Information
Community Interests
Who Can See You & Message You
Unsubscribe Options
1. Edit Your Details
o ' .
‘-gu‘ Home Your Information ~ Messages ~  Neighbourhood Watch Tools ~  Use of Your Data  Log Out
1. Tc? change the profile plrjture Edit Your Details
click on the Change Profile
PICture button Basic Details (nw001398590)
SN First Name
I'l Robin
I. o Surname
\ / Sutton
- Date of Birth
CHANGE PROFILE
PICTURE dd/mm/yyyy
Email

= e

SET AS PROFILE
PICTURE

The picture can be scaled using
the slider and rotated using the
arrows. The circle shows the
picture as it will appear on the
details page.

2. If the details include an email
address this can be inserted or

robin55@btopenwarld.com

Email e

robins5@btopenworld.com

Telephone Numbers

Tel Mobile Daytime Number

Alternate Mobile

Evening Number Emergency Number

Postcode

PE7 1AN

LOOK UP POSTCODE e

Address

Jackos Pet Foods, 35 High b,
Whittlesey e 6" 5

Google 5 wisal -.o

Peterborough,

© 2021 - Neighbourhood Alert

5
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changed in the Email field. However if there is no email available, the system will insert a
username in the second field based on the first name and surname eg. firstname.surname.
Clicking on change password displays a window in which a new password can be entered. A
slider shows the strength of the new password and once the Set Password button is pressed the
new password will replace the one used to log in.

Once a postcode is entered clicking on Lookup postcode will display a list of valid addresses to

populate the address fields.

The address will be entered in this area along with the location on the map.
Clicking Save will save any changes made or click Back to return to the previous page without

saving the changes.

Demographic Information

1. The ‘Your Demographic
Information’ page has a number
of optional fields which help to
assess how effectively our
services reach the diverse
communities that we serve. If
you do not wish to enter
information in a field there is a
‘Prefer not to say’ option.

2. Click Save to update your profile
or click Back to return to the
previous page.

iw\e Home Your Information ~ Messages ~  Neighbourhood Watch Too's ~  Use of Your Data  Log Out
ptd

Your Demographic Information

Opening Statement

nise the value of our diverse communities and want to gain a better understanding of the communities we serve,
ogether with the needs of different individuals and groups so we can improve our services. We are committed to equality of
opportunity both as a sevice provider and an employer and aim 1o tackie discrimination and harassment a5 part of our
respensibilities under the Equality Act, 2010.

To help us achieve this, and ensure our services reach all sections of our communities we would be grateful if you could take
the time to answer the questions below, but completion is optional.

The information collected will be treated as strictly confidential. No information will be published or used in any way which
might allow any individual to be identified to none authorised personnel

Please answer all questions. If you do not want to disclose some information you can select ‘Prefer not to say.’
what is your age?

Please select an option

sical or mental impaimment whicn has an adverse or long term effect on a person's

Please select an option o

How would you describe your national identity?

Please select an option

Do you require an additional lan translation?

ke

Plesse select an option

What is your ethnic group?

What is your religion or belief?

Please select an option

What is your gender?

Please select an option

Is the gender you identify with the same as your sex registered at birth?

Please select an option

Which of the following best describes your sexual orientation?

Please select an option

How did you hear about us?

Please select an option

w O

© 2021 - Neighbourhood Alert
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3. Community Interests

@

Home Your Information = Messages = Neighbourhood Watch Tools = Use of Your Data  Log Qut
arce

Community Interest Groups

- Fenland District NW o

Chatteris Neighbourhood NW
March Neighbourhood NW

Whittlesey NW

© 2021 - Neighbourhood Alert

1. Ticking a box by an entry in the list of Community Interests will allow the user to join the
selected group. This will ensure that messages sent to the group are received. If a +
appears by a group, clicking the cross will open the display to reveal related sub-groups as
shown in the inset above. Only groups that users can join by themselves will be shown.
There may also be other private groups that users can be enrolled in by an administrator.

2. Click on Save to update the selections or Back to return to the previous page.

4. Who Can See You & Message You

Selecting the Who Can See You & Message You option from the menu opens the display below.

[5@%} Home Your Information =~ Messages = Neighbourhood Watch Tools =  Use of Your Data  Log Out
Smres/

Who Can See Your Data & Send You Messages

Action Fraud (NFIB) (Recommended) o
Get Safe Online
Neighbourhood Watch (Recommended)

Police (Recommended) e

© 2021 - Neighbourhood Alert

1. The information providers you can give permission to access your personal profile and send
messages to you are listed. Tick those that you require.

2. Remember to click on Save to save your selection or click back to leave without making
changes.
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Home Your Information =  Messages = Neighbourhood Watch Tools = Use of Your Data  Log Out

Unsubscribe Options

If you are considering leaving the system, please first consider that you are able to filter and control all of the messages you receive. Click on "Step 1" to
manage which Information Providers can see your details, the type of message they can send and how.

Step 1

CLICK HERE TO REVIEW YOUR SETTINGS ¥

Step 2
If you choose to unsubscribe, you will not receive any further messages from any Information Provider. Your account

information will be stored for 12 months and then deleted. During this time, you can access your details online and reinstate

your account.

Yes, unsubscribe me from everything.

© WMo, save my settings and restrict messages sent to me as configurad.

© 2021 - Neighbourhood Alert

1. InStep 1 clicking on ‘Click here to review your settings’ will open the following view.

Who can send you messages

Only licenced Information Providers can send messages, and you control whether they can see your details. This is a list of all the available Information
Providers in your area; you will only receive messages from the ones you select here.

Action Fraud (NFIB)

Get Safe Online
Neighbourhood Watch o
Police

Types of Message

Below, you can select the message types that you are willing to receive.

| want to receive these messages | don't want to receive these messages

Admin: System updates A Test Message
Arson Alerts

Business: Burglary alert
Business: Crime alert

Business: Fire safety news
Business: Role specific message
Business: Scam Alerts

CCTV request

Community Safety News
Counterfeit currency alert
Covid Related

T TR,

Use this view to select who can see the logged in user details and send messages to them. Click on
the boxes to select/deselect an information provider. To select/deselect a message type select the
type that needs to be moved in either the | want to receive, or | don’t want to receive boxes then
click on the < move icon. The selected type will move from the box it is in currently, to the other
box.
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Step 2 9

If you choose to unsubscribe, you will not receive any further messages from any Information Provider. Your account
information will be stored for 12 months and then deleted. During this time, you can access your details online and reinstate
your account.

Yes, unsubscribe me from everything.

© No, save my settings and restrict messages sent to me as configured. e

2. Step 2 allows the logged in user to start a process of unsubscribing which is deleting their
account completely from Alert. No further messages will be received after choosing the
option to Unsubscribe from everything. It will be possible to access the details for another
12 months after this time and reverse this decision if required.

3. Click on Save to store changes or Back to leave this page and return without saving.

3. Messages
& %
e 5 Home YourInformation = Messages ~ Neighbourhood Watch Tools = Use of Your Data  Log Out

Message Inbox
How to Receive Messages

Which Types of Message

Message Forwarding Address Book

Selecting the Messages option from the top menu opens the submenu of options for controlling
messages. Note that the Neighbourhood Watch Tools option will not be shown unless the logged in

user is a coordinator or main coordinator.
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1. Message Inbox

The Inbox will contain messages received and provide tools for reading messages, managing replies,
rating and sharing.

Home Your Information = Messages ™ Neighbourhood Watch Tocls = Use of Your Data  Log Out

Inbox

Search:
Messages

#10364

24/07/2021 07:35
Action for Happiness Calendar July 2021 o

You have replied (click to view)
You haven't rated (click to view)

@READ HREPLY @RATE ¢ SHARE

#10363
24/07/2021 07:20
Action for Happiness Calendar July 2021

You haven't replied (click to view)
You haven't rated (click to view)
@READ REPLY @RATE * SHARE

#10257
21/07/2021 05:48
Action for Happiness Calendar April 2021

You have replied (click to view)
You have rated (click to view)

@READ ™ REPLY @ RATE ¢ SHARE

Showing 1 to 3 of 3 entries Previous Next

© 2021 - Neighbourhood Alert

@ READ

1. Clicking on the icon

will display the message so
A Heighbourbood Watch v I EAV'
that it can be read. The ol Ui Frova: o 7 Negromuumood en pator
message type and its
ge typ [ == |
urgency are shown by the l@l Action for Happiness Calendar July 2021
H o
icon at the top. o
2. Once the message has been Hetlo
read this will be shown Here i the July Cabendar please share
under the title.

10



3. Clicking on the %™ reply icon

opens the view shown right which allows
a reply to be typed in the text box
beneath the title.

Clicking on Send Reply will send the reply
and at the same time will record the
reply. If a sequence of replies are
associated with the email these will be
displayed. The original message is
displayed in full lower down on the page.

If the user wants to rate the message, then clicking the

Message display.

FAx )
v

B

Rate message:
Action for Happiness Calendar July 2021

Message Relevance

®©6

®®
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KDY i i - Bt s

Action for Happiness Calendar July 2021

T —
Replies b2 Message

T Lo
Drrgnal Mesiape

VISAV

8 |

o
ViEs, @

%RATE rate icon will open the Rate

Home Your Information ~ Messages =  Neighbourhood Watch Tools =  Use of Your Data  Log Qut

Message Content Message Quality

®©®

General feedback about the system (Please tick any that apply)

am receiving duplicate messages
am not receiving encugh messages
The system is fantastic

The images do not display correctly

| am receiving too many messages
The emails take a long time to download
The messages in general are excellent

| 'wiould rather have plain text e-mails

SUBMIT RATING

This screen allows rating the message by clicking on the @ rating icon. Clicking on an item will
change its colour to show it has been chosen up to a maximum of three for each section. General
feedback is given by clicking on the tick boxes. Clicking on Submit Rating stores the rating or Back
returns to the previous screen without saving.

11
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. 1 e SHARE . . . . .
Clicking on the icon will allow the message to be shared as an email or to social media. The

choice of how to share is made by clicking the required service.

Share message "Action for Happiness Calendar July 2021

Share via Email

Share via Social Media

If the email option is chosen for sharing then the email sharing view is displayed. Emails can be
shared with a group or with individuals.

Share message "Kangaroo 3"
Back to share options

Available Groups

To create groups, click here o
Currently no groups

To create groups, click here

Available People

To add pecple, click here e

Currently no forwarding users

To add people to forward to, click here e

ADD NOTE & SHARE WITH SELECTED

1. If a group does not already exist, then the first step is to create one. Clicking on the Create
Groups link opens the Message Sharing Address Book which explained in detail in part 4 of
this section. The top of the view is for adding and editing the groups.

2. The lower half of the screen adds and amends members of the groups.

3. Add Note and Share with Selected People.

12
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The available groups and people are shown for selection

Share message "Action for Happiness Calendar July 2021"

Back to share options

Available Groups
To create groups, click here
Search groups.

O Green Dog Walkers {2 pecpls)

Available People
To add people, click here
Search people...

O Donald Duck [d.duck@email.com)

a Mickey Mause (mmouse@email.com)

ADD NOTE & SHARE WITH SELECTED

Click on the button to Add a Note and Share with Selected and the note window appears.

Are you want to share this message X

Please confirm sharing this message if you would like to include a
note when you share the message please enter it below.

Enter a note to be included with the shared message

&

SHARE MESSAGE

A note can be entered in the box to accompany the shared message. Clicking on Share Message will
send the message to the selected recipients.

13
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2. How Would You Like to Receive Messages?

Selecting this option opens the selection window for how to receive messages.

How Would You Like to Receive Messages

Email Messages

Receive messages by email

SMS / WhatsApp

If you would like to receive messages via SMS, please add a valid mobile number.

& EDIT YOUR DETAILS

Voice Messages

If you would like to receive messages via voice call, please add a valid telephone number.

& EDIT YOUR DETAILS

SAVE

& 2021 - Neighbourhood Alert

Selecting receiving email is a tick box click on the box to turn on or off. The other options require the
relevant Edit button to be clicked which will display the basic details for the logged in user. If setting
SMS/WhatsApp add a mobile number into the details and for Voice add a telephone number.
Remember to click save when changes are made.

3. Which Types of Messages

This option will allow the user to choose what type of message content they will receive. When a
message is sent it can be given a Message Type which indicates what content the message contains.
By excluding or permitting different types of messages it is possible to reduce the number of
messages which are of limited interest to the user. This must be used with care as the majority of
messages will contain mixed content and it is possible that excluding a particular message type may
also prevent content which may be of interest from being received if it is part of the excluded
message.

14
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Which Types of Message Would You Like to Receive

| want these messages | don't want these messages
Admin: System updates A Test Message
Arson Alerts

Business: Burglary alert
Business: Crime alert
Business: Fire safety news

Business: Role specific message

Business: 5cam Alerts
CCTV request
Community Safety News

Counterfeit currency alert

Covid Related

Crime Updates e e

© 2021 - Neighbourhood Alert

1. By default, all message types are included. Select the type that is not required to highlight it.

Use the move icon " to move the type into the ‘l don’t want these messages box’. To
reverse the process, highlight a type in the right hand box and click the move icon.
2. Click Save Settings to store any changes made.

4. Message Sharing Address Book

Message Sharing Address Book

Sharing Groups

Show 10 & | entries Search:

Group Name # In Group T

No data available in table

Showing 0 to 0 of 0 entries Previous = Next

There are no groups available in this view. Search could be used to look for an existing group

but as there are none click on the add group icon .

Add Group X

The Add Group box appears. Type a name for the
group in the Enter a name box and click OK.

Please enter a name for your group.

Enter a group name

Add Group X | oK

Please enter a name for your group.

Green Dog Walkers{

3 -

o
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The name chosen for the group in the example was Green Dog Walkers. Once OK was clicked the
following screen displayed.

Sharing Groups

Show 1p = | entries

Search:
Group Name T # In Group
Green Dog Walkers 0 £ n
Showing 1 to 1 of 1 entries Previous Next

This now shows the Green Dog Walkers group. Clickon ~ #* the edit icon to edit or change the
group name or click on the n delete icon to remove the group.
Sharing Users

Show 10 ¢  entries Search:

Name Email T

No data available in table

Showing 0 to 0 of 0 entries Previous = Next
© 2021 - Neighbourhood Alert

© 2021 - Neighbourhood Alert

1. The Sharing Users section allows members to be added it x
to the available groups. Name

Email

2. Click on the add icon and the Add User box appears.

Group Memberships

Green Dog Walkers

e -~

The name and email address of a member joining the group can be entered in the two text boxes. In

the example there is just one group to join by ticking the box in practice there may be a wider
choice. Clicking on OK will add the person to the group.

Once the add member box clears, the screen will update to show that the Green Dog Walkers group
now has one member. Under the Sharing Users section there is also one entry. Adding extra users
and groups can be accomplished by repeating the same steps.

16
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4. Neighbourhood Watch Tools

Home Your Information = Messages = Neighbourhood Watch Tocls =  Use of Your Data  Log Qut

Manage Schemes

Scheme Messages

Tool Kits

If you are the Coordinator or Main Coordinator of a scheme there will be an option in the top menu
to select Neighbourhood Watch Tools. The submenu contains three sections which provide for the
effective administration of Neighbourhood Watch Schemes.

1. Manage Schemes

Selecting Manage Schemes will open the Your Schemes view. A coordinator will normally have one
scheme listed in the example showing a Main Coordinator there are three schemes listed in this
cluster. Each scheme may have a Coordinator and the Main Coordinator will be able to have an
oversight of the schemes in the cluster and carry out administration tasks using the icons on the
right. This is especially useful if a scheme coordinator is not available as the scheme can continue
with the Main Coordinator continuing to carry out the administration until a replacement of the
coordinator is found.

Your Schemes

These are the current Neighbourhood Watch schemes you have connected to your account. e e

o Manor Park (000060660) o S E =
% Saxon Pit (000060652) S O =
w Whittlesey Industrial Area (000060651) # a =

Join or Create
This feature will allow you to create a new scheme or join an existing scheme. 6

JOIN OR CREATE A NEW SCHEME

© 2021 - Neighbourhood Alert

1. The name and unique number of the scheme is shown for identification purposes. The list will
contain all the schemes that the user is involved with. Their status in each scheme is shown by the

icon on the left.

17
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2. Clicking on the edit icon 4 will show the scheme editor window.
Editing NW Scheme Manor Park

Scheme Name @ DispiayinSchome ook

A. This area of the editor window is for the — .
details. When choosing a name for the scheme Scheme Number oy f ppicabie) Schame Wetste
aim to make this as identifiable and short as e

possible to make searching for a scheme easier, o =

B. Is where the brief details about the scheme

coordinator are recorded. Click on Select and -
Image to upload a suitable picture if desired. il - P —
Coordinator Image & Bio @D Dispiaysio

(B

#» SELECT AN IMAGE

Scheme Coverage & Bio @ Display Coverage

Map  Hybrid ., 2 .
: CedarCourlQ

vewrmary ventre

agae W

: )
; ' & & Anne Smart -
Briggate St arage & & Artist & Tutor

) = LDC

% Se

B1o4g

@, 9 Station Road Garage
%,

‘harles Ryder Tailoring 9

Manor Field

2
Briggate e
&
f=
&

x
The Lime

S e

&
Go Q!E = [Ty e
o Keyboard shertcuts  Map data 82021 | Terms of Use | Report a map emor

C. Search area will centre the map on the entered criteria. If a Postcode or Town name is entered the
map will place the centre point on the middle of the town or postcode. If a street name is entered
the system will centre on a street with that name however if the name is a common one then the
system finds the first occurrence which could be in the wrong town, in instances like these use the

street name and town eg. High Street Northampton.

D. Choosing Map will shown a Google street map view for more accuracy selecting Hybrid will show

an aerial view and streets.

18
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E. The boundaries of the selected scheme can be changed by clicking and dragging the white dots. If

a dot is no longer needed click the JI . icon which is shown after a dot is moved and it will be
removed.

F. Other schemes already existing in the area will be shown in grey. This will help to avoid
overlapping boundaries which should be avoided. Remember that Google maps is not precise and it
may set coordinates a few metres away from the drawn position which can result in members and
schemes being on the wrong side of a boundary. Just tweak the scheme boundary a little to rectify
this.

G. If a scheme needs considerable re-drawing it may be easier to start again by clicking on Re-draw
Coverage Area. You may want to click Save Data at the bottom of the screen when finished with
drawing to save any changed before carrying out membership adjustments.

Remember that any changes are not saved until Save Data is clicked so if changes are not required
leave the page without clicking save data.

Other Scheme Members

. Chris Davis 344, HAYWOOD ROAD NG3 6AB HE

@ Donaid Duck 5 Thomham Way PE7 245 Hm
& Andre Sutton 10 Mulberry Close PE7 UL HE
. lennifer Sutton 10 Mulberry Close PE7 1UL nm
& William Sutton 10 Mulberry Close PE7 UL Bm

 ADD PEOPLE TO SCHEME
Back SAVE DATA

The Other Scheme Members area of the Scheme Editor provides tools for managing scheme
members. The list contains all the current members and shows their status at the being of their row.

At the start of each row is an icon representing the status of the member in the scheme.
These represent:
7% A Main Coordinator who may also be administering other schemes
.. The Scheme Coordinator
. A Member of the scheme

The icons at the end of each row are used to change the membership of the scheme.

n Change the status of the member in this scheme Clicking this icon opens the status view so
that a different status can be selected from the choices shown by the icons above.

m Remove this member from the scheme (does not delete them from Alert)

Clicking on the Add People to Scheme button opens an editor from
& ADD PEOPLE TO SCHEME  which any member stored on Alert can be invited to join the
scheme.

19
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Invite to Join This Scheme

There are currently no active invites.

@ INVITE SOMEONE TO JOIN THIS SCHEME

Current Membership

o (- ]o]
® s o)
D e BE
5 it o)
® e - 1o)
© o o)

© 2021 - Neighbourhood Alert

The existing members can have their status changed or be removed from the scheme using the icons
at the end of the row as before.

Clicking the Invite someone to join this
scheme opens the next view.

@ INVITE SOMEONE TO JOIN THIS SCHEME

Invite to Join This Scheme x
First Name
Enter the First Name, Surname and email address of the Sumame
person being invited. Care needs to be taken to ensure that Eml
the details are correct. When the Invite to Join button is Dear (FIRST-NAME),
clicked, Alert will send a message to the invitee which includes Regarding Neighbourhood Watch scheme:
Manor Park (000060660)
a link to join.

As the coordinator of the above scheme, | am personally
inviting you to join and be a close part of our growing <
community. We are keen to build a safer and friendlier

INVITE TO JOIN

Invite to Join This Scheme

Invited Person Emailed to Invited by Invited Date

William ! @btinternet.com Robin 18/07/2021 11:27

Any invites sent will be recorded at the top of the screen as a record. The email automatically sent
to the invitees address is shown below.
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#A\ neighbourhood

) ALERT
Infarming & Listersng 1o Communtios P ©
Invitation to join |

Dear William,

Regarding Neighbourhood Watch Scheme:

As the coordinator of the above scheme, | am personally inviting you to join and be a close
part of our growing community. We are keen to build a safer and friendlier neighbourhood.

Neighbourhood Watch has over 2.3 million members and thousands of schemes across
England and Wales. Our charitable work brings many benefits, not least keeping you updated
on local crime and incident issues, closer links with our neighbourhood police, and advice and
guidance on crime prevention for yourself, your family and your possessions.

To accept this invite please click this link.
Or copy and paste the below URL into your web browser:

https://v4d-member-
admin.neighbourhoodalert.co.uk/Join/Schemelnvite/¢

Kind Regards,

Robin
Neighbourhood Watch Coordinator

The invite email sent to an invitee is shown above. The necessary information for the invitation to be
successful is automatically added by Alert.

2. Scheme Messages

Scheme messages provides a straightforward method for communicating with the members of a
scheme. If a coordinator selects Scheme Messages from the top menu they will see a summary of
the schemes they can send a message to. If the user is a Main Coordinator they may have a number
of schemes in their cluster and can select which scheme they want to send a message too.
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Please Select a Scheme

Manor Park
Saxon Pit

Whittlesey Industrial Area

@ 2021 - Neighbourhood Alert

SELECT =

Click the Select button

Guide for Coordinators

SELECT =
SELECT =

SELECT =

to choose which scheme to send the message too.

Coordinator Message Overview

SEND A MESSAGE

Subject

Action for Happiness Calendar August
01/08/271 16:55

The Pound in Spring
18/07/21 12:48

My message
16/07/21 20:38

© 2021 - Neighbourhood Alert

Replies
0 ®
0 ®
0 ®

The coordinator Message Overview will allow previous messages to be viewed by clicking on the

view icon
received.

tl
e/

fr
&

@ ona

1. Clicking on the view icon
row opens a reply view which helps the
coordinator to respond to any replies
or to send follow-up messages to

individuals.

. The view also shows when previous messages were sent and how many replies were

Home Your Information ¥ Messages ~  Neighbourhood Watch Tools ~  Use of Your Data  Log Qut

Neighbourhood Watch
| Join Us
Action for Happiness Calendar August

This a message from your coordinator Robin Sutton of the Manor Park
scheme.

Here is the pound in Spring

Attachments

thepoundspring2.JPG

#2\ neighbourhood
) ALERT. [
Message Recipients
Name Replies o
Jennifer ] @

Not Read

© 2021 - Neighbourhood Alert
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@ Home Vourlnformation = Messages = Neighbourhaod Watch Toals =  Use of Your Data  Lag Dut
e

Action for Happiness Calendar August

Rebin, please enter your reply in the box below.

2. The reply can be entered in the text box and e
sent by pressing Send Reply. The email will only

be sent to the selected recipient and the original
message is displayed for reference.

SEND REPLY

COriginal Message:

Neighbourhood Watch
| Join Us.
Action for Happiness Calendar August

This 2 message from your coardinater Robim of the Manor Park
scheme.

Here is the pound in Spring

€ 2021 - Neighbourhood Alert

3. Sending a Message

To send a message go to Neighbourhood Watch Tools -> Scheme Messages -> If managing more
than one scheme select a scheme in the Select a Scheme view.

Please Select a Scheme

Manor Park SELECT =
Saxon Pit SELECT =
Whittlesey Industrial Area SELECT =

© 2021 - Neighbourhood Alert
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:E u:: Heme  Your Information *  Messages ~  Neighbourhood Watch Tools ~  Use of Your Data  Log Out

Coordinator Message Overview

SEND A MESSAGE o

Create Your Message

Please enter the subject of your message

{ } Attachments
SELECT ATTACHMENTS

@ (2

B U T @@

NEXT
Subject Replies
Action for Happiness Calendar August e 0 @
01/08/21 16:55
The Pound in Spring 0 @
18/07/21 12:48
My message 0 ®

16/07/21 20:38

© 2021 - Neighbourhood Alert

The Create Your Message view is displayed. The editor is simple but sufficient for most purposes.

1. Enter the title of the message then type the message in the space provided. The toolbar provides
the following:

B Click to enter bold text click again to resume normal.

U Click to underline text

Click to have italic text

I
[ | Insert animage — click this to open the image uploader explained below
0 Add a hyperlink. This is useful to refer to a website or file stored in the cloud

Mail merge field. Click this to select and insert the field eg. {First_Name} which will be
replaced by the appropriate text for each individual recipient of the message.

{

[N
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2. Add an attachment by using the Attach a File dialogue box which opens when the

SELECT ATTACHMENTS . .
is clicked.

Attach a File

Home

Add folder

No sub folders to display.

No files to display.

The Image Uploader will help to upload a graphic in the commonly used formats from the local

computer to the file store in Alert. It is possible to add folder to manage the users’ personal space on
Alert more effectively.

To upload the picture select a folder where the picture is to be stored (or create a folder by clicking
on the Add Folder icon. Then click upload which will open a standard directory view so that the file
can be found.

Once the file is located it can be dragged or using the directory window opened so that it is uploaded
to Alert

Attach a File

Home

Add folder

No sub folders to display.

L 1] .
== 12 1§  Entera Search....

[ia] thepoundspring2.JPG 18/07/2021

Here thepoundspring2.JPG file has been uploaded. Select the file and it will be attached to the
message or uploaded as a picture into the text area.

NOTE: Highlighting a file by hovering over its name and right clicking will show a menu that allows
removal of the file or renaming it, right clicking on a folder allows a folder to be renamed or
removed. These tolls are useful for maintaining the file storage in a manageable manner.
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Coordinator Message Overview

SEND A MESSAGE

Create Your Message

Thee Pouned in Spring

B U JT @& {} Attachments
=i O

SELECT ATTACHMENTS

Subject Replies
Action for Happiness Calendar August 1 @

03/06/21 0T:04
The Pound in Spring 0 @
18/07/21 12:48
My message 0 @

16/07/21 20:38

© 2021 - Meighbourhood Alert

1. A picture has been inserted into the text and an attached file included to demonstrate the
attachment function. The attachment can be removed by clicking on the bin icon.

2. Click ™™ Next to continue to select who can receive the message from the list of
scheme members.

3. Alist of previous messages is available which can be viewed by clicking on the =

the relevant row.

icon on
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Who Should Receive This Message

Click on the names of the people you would like to send to, or use the m button to send to everyone.
Available People Will Receive Message
Andre

William

Chris
lennifer
Dionzld

Robin
SEND TO ALL o REMOVE ALL

NEXT

1. The names of members in the scheme selected will appear in the left box. Click on the Send
to All button to move all the available people to the Will Receive Message box.

2. To choose a selection of available people click the required name and click the Move icon
+" to move the selected person to the right-hand box.

3. The Remove all button will move all people from the Will Receive Message box and as
before selecting individuals then clicking on Move will move the selected person from the
Will Receive Message box.

4. Click next when ready but take care to make sure all the details are correct as the message
will send straight away after pressing next and display Coordinator Message Overview.

e
L)
@ Home Your Information ™ Messages ™ Mseighbourhood Watch Tools ™ Uss of Your Dats  Log Out
o/

Coordinator Message Overview

SEND A MESSAGE

Subject Replies

The Pound in Spring 0 @
03/08/21 08:03

Action for Happiness Calendar August 1 @
03/08/21 07:04

The Pound in Spring 0 @
18/07/21 12:48

My message 0 @
16/07/21 20:38
© 2021 - Neighbourhood Alert
The new message sent will be shown at the top of the messages list. The recipients and number of

replies can be viewed by clicking on |
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Original Message:

Neighbourhood Watch
Join Us
Action for Happiness Calendar August

This a message from your coordinator Robin Sutton of the Manor Park
scheme.

Here is the pound in Spring

Attachments

thepoundspring2 JPG

cYBER
ESSENTIALS

2\ neighbourhood
LERT

9

CERTIFIED
PLUS

Message Recipients

Name Replies
Jennifer = _ 1 @
Mot Read

© 2021 - Neighbourhood Alert

The message is displayed with a list of recipients beneath. This allows the coordinator to see how
many have read the message and whether they have replied.

Robin, please enter your reply in the box below.

Clicking the eye icon next to a recipient will
open the reply view.

SEND REPLY

This allows the coordinator to enter a reply
text in the box and click Send Reply to send
the message. Coordinator: Robin

03/08/2021 0704
Thanks for the reply

Replies to Message:

A record of any replies relevant to this
message sent by this recipient is shown in
Replies to Message.

Qriginal Message:
Neighbourhood Watch
Join Us

Action for Happiness Calendar August

The original message is shown at the This 8 message from vour coordinstor Robin Sutton ofthe Manor Park

scheme.

bottom of the view for reference.
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4.  Toolkits

Toolkits in the submenu is not currently implemented and will return the user to the home page.

5. Use of Your Data

This section gives an overview of the information held currently. This includes your name, address and
contact information, as well as whether you are involved with a Neighbourhood Watch scheme, and
demographic information you have given us and a note of any community interests you have entered in
your profile. You can make changes to any of this information using the Your Information option in the top
menu. Below that you can see a list of the most recent activities on your account, such as logins and
messages sent to you. If you would like further information on all the data we hold for you, you can submit
a Subject Access Request.

@é% Home Your Information ~ Messages ~  Neighbourhood Watcn Tools =  Use of Your Data  Log Out

Use of Your Data

Piease see Delow an overview of the information we Nave for you currently, AS yeu can see, this includes your name, aggress and contact information, as weell as
whether you are involved with a Neighbourhood Watch scneme, and emograpiic information you have given us and a note of any community interests you
have toid us about. You can make changes to any of this information t any time. Below that you can see a list of the most recent activities on your account,
such as logins and messages sent to you. If you would like further information on i the data we hold for you, you can submit a Subject Access Request form
(SAR): you can find the form here.

Basic Details &

Robin Sutton

39A High Causeway
Whittlesey
peterborough,

PET 1AN

Contact Information &

Email : robinss@btopenworld.com (v verified)
Mobile :
Telephone :

Scheme Membership

@ Manor Park (po0060660) ra 2 =
% saxon Pit (oo0osass2) R
@ whittlesey Industrial Area (p00060651) rd s =
Personal Information &
Click here to view the demographic information we have for you.
Community Interests &
Click here to view the community interests we have for you.
Data Usage
Show 10 & entries Search:
Entry Date Audit Text
26/07/2021 14:08 Robin Sutton logged in
28/07/2021 09:07 Basic 0ata exporied by Robin Sutton (NWN, Director of Tasting Room, Fenland) reason given was “Testing purposes
28/07/2021 08114 Robin Sutton logged in
26/07/2021 08:01 Robin Sutton logged in
27/07/2021 11:30 Robin Sutton updated their group memberships.
27/07/2021 11:29 Robin Sutton logged in
27/07/2021 11:29 Robin Sutton updated their group memberships.
27/07/2021 11229 Robin Sutton updated their group memberships.
27/07/2021 11:23 Member was viewed by Robin Sutton
27/07/2021 1121 | Member group membershios updated by Robin Sution
Showing 1 to 10 of 122 entries Previous - 234 5. 12 Net

© 2021 - Neighbourhood Alert
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6. Log Out

The last option in the top menu is Log Out. Alert has an extended inactive logged in time of several
hours. If your computer is to be left unattended make sure you log out to protect the information
held on the system. Alert can still be logged in if the computer is sent to sleep or the browser is
closed so ensure that you always log out at the end of a session.
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