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Info OR ITS SUPPLIERS BE LIABLE FOR ANY INDIRECT, SPECIAL, CONSEQUENTIAL, OR INCIDENTAL DAMAGES, INCLUDING, 
WITHOUT LIMITATION, LOST PROFITS OR LOSS OR DAMAGE TO DATA ARISING OUT OF THE USE OR INABILITY TO USE 

THIS MANUAL, EVEN IF Your Instant Info, LLC OR ITS SUPPLIERS HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH 

DAMAGES. 
Your Instant Info, LLC Administrators Guide 

Copyright © 2007 Your Instant Info, LLC. All rights reserved. 
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Preface 
This preface introduces the Your Instant Info Alert Service: Administrators Guide, as such it has been 

broken down into the following sections: 
 

Å Document Objective 

Å Obtaining Documentation 

Å Documentation Feedback 

Å Obtaining Technical Assistance 

 

Document Objective 

 
This guide has two major objectives. The first is to provide all the relevant information required to 

install and configure the Your Instant Info service. The second is to give additional information on the 

features available within Your Instant Info once configured. 

  

Audience 

 
This guide is for anyone who wishes to successfully configure and administer the Your Instant Info 

service. Although this is often people concerned with network administration, it may also be useful to 

instruct managers of the functionality that Your Instant Info can perform. This guide is expected to be 

useful if performing any of the following tasks: 

Å Configuring and Maintaining the installation of the service 

Å Evaluating Your Instant Info as a viable service 

Å Fine tuning the instance of the service 

Å Adding or removing features to Your Instant Info 

 

Related Documentation 
For more information refer to the following documentation: 
 
Å Knowledge Base Articles 

Å Forum Posts 

 

Document Organization 
 

This guide has been broken down into the following sections: 

Å Introduction 

Å Logging into Your Instant Info 

Å Setting up Groups 

Å Sending/Accepting Invitations 

Å Bulk Import 

Å Assigning permissions 

Å Sending Alerts 
Å Reporting 
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Document Convention 
Note additional information pertaining to the subject matter 

Alert important information that requires special attention 

 

Obtaining Documentation 
Your Instant Info product documentation and additional literature is available on http://www.yourinstantinfo.com 

also provides several ways to obtain technical assistance and other technical resources. This section explains how to 

obtain technical information from Your Instant Info, LLC 

 

www.yourinstantinfo.com 
Additional articles and FAQôs can be found at this URL: 

http:// www.yourinstantinfo.com/products  
You can access the Your Instant Info service at: 

https://www.yourinstantinfo.com/home.aspx  

 

Documentation Feedback 
You can send comments about technical documentation to support@yourinstantinfo.com or by writing to the 

following address: 

Your Instant Info, LLC 

865 Durham Way 

Greenwood, Indiana 

46143 

We appreciate your comments. 

 

Obtaining Technical Assistance 
For all customers, partners, resellers, or distributors who hold valid Your Instant Info service contracts, Your Instant 

Info, LLC Technical Support provides prompt and dedicated technical assistance.  The Your Instant Info knowledge 

base on http://www.yourinstantinfo.com features extensive articles and FAQôs on all Your Instant Info products. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
7 Administrators Guide v1.9 

Introduction  
 

This chapter provides an overview of Your Instant Info detailing the basics of interacting with the system 

through the Management Console as well as reasons why you might want to use Your Instant Info 

Service. 
 

Logging in 
 

Setting up your Organization with the ability to use the Your Instant Info service is extremely easy.  Once 

you have purchased Your Instant Info, and you have received your login, simply navigate to: 

 

https://www.yourinstantinfo.com/home.aspx 

 

You will then be presented with a login prompt where you will enter your user account and password.  By 

default your user account ID is your primary email address and your password is randomly generated and 

emailed to you upon creation of your Organization. 

 

 
 

https://www.yourinstantinfo.com/home.aspx
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Upon login you will see several options on the left hand side of the page.  The top controls are what all 

users are given, regardless of permission level.  These allow the subscribers to control their own contact 

information as well as having the ability to view messages that have been sent to them, controlling 

invitations, changing password and asking for support. 

 

 
 

If this is the first organization that you belong to you will only have one choice in the Active Organization 

control at the top of the page.  Your Instant Info allows for users to be part of multiple organizations and 

be able to individually control contact points for each of these entities. 

 

Buttons Colors upon Hover 

 

Light Yellow = Control  does not have the ability to produce a message out of system 

Orange = Control DOES have the ability to produce a message out of the system 

 

Most likely the first thing that you will want to do to begin using the system is create your custom groups 

so that when you invite your users to receive alerts from your Organization that you can organize them in 

Alert groups. 
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Groups 
 

There are two different methods that an Organization can utilize their groups. 

 

1.) Organization controlled only. 

a. Only the Organization can control who is a member of what group 

b. User has no ability to add or remove themselves from groups 

i. Benefits 

1. Admins can control and ensure that all users that users are added to 

appropriate groups. 

2. User cannot accidentally add or remove themselves from groups 

 

ii. Pitfalls 

1. Heavy administrative overhead for adds or deletions 

2. User may be in a group in which they do not want to receive alerts for 

 

2.) User controlled groups.   

a. Hybrid design.  Both users and Organization Administrators can control group 

membership 

i. Benefits 

1. Alleviates much of the Administrative overhead of controlling group 

membership 

2. Users can control which groups they want to receive alerts for without 

intervention of an administrator 

3. Very helpful in Organizations with large number of custom groups.  (for 

example, schools wanting to allow parents to receive alerts for buses.  

This would be a nightmare to administer if Organization only controlled, 

this would allow parents to choose the buses they wanted to receive 

alerts for. 

 

ii. Pitfalls 

1. User could accidentally add themselves to a group in which they donôt 

want to receive alerts for 

2. Administrator must rely on user to put themselves in non-standard 

groups, (example, Administrator may control ñAll Employeesò but not 

ñSales Midwestò) so, if the user does not add themselves to the 

appropriate groups they will not receive alerts when that group has a 

message sent out. 

 

 

 

 

 
Note: Most Organizations choose the User controlled groups as this is the most flexible means of group control.  By 

default all Organizations are created with User controlled groups enabled.  However this can be changed if 

Organization controlled only is desired. 
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Group Controls explained 

 

By simply clicking on  you will be taken into the area of the service to control your 

group memberships for both yourself and the users in your organization.  We will cover adding users to 

the system in a later chapter. 

 

 
 

In this example there are 2 existing groups.  ñAll Employeesò and ñDemo Allowed to Sendò (this group 

will be used in a later chapter explaining permissions). 

 

As you can see there is a check box allowing you to see existing group members without having to 

actually edit the group.  Below is an example with the checkbox selected. 

 

 
This is a quick way of seeing which users are associated with a particular group, allowing you to quickly 

scan all group memberships for membership validation. 
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New Group Creation 
 

By clicking you can create a new custom group for your Organization.   

 
Note: There is no limit to the number of groups that you can create 

 

 
 

If you want to create only one group, simply create a unique group name and then click  

to continue.  Note the existence of another checkbox that by default is set to ñAdd users after savingò, if 

you wish to uncheck until you have invited or entered your users. 

 

¶ Privacy settingé  Groups are broken up into two categories.  Private and Semi-Private, they 

differ by who has the ability to control memberships.  Those controls are explained in the 

image above. 

 

If you want to create multiple groups, change the radio button to ñAdd multiple groupsò and click enter 

the names of the groups, (one per line) and then press . 
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Group Membership/Send authority: 

 

As you can see in the illustration above you are able to control both memberships and send permissions 

from this central control.  Simply move the users from the left list box, to the right list box to change their 

association with that group. 

 

Group Expiration:  

 

You will also see that you have the ability to set an expiration date for a group.  This is especially useful 

for tournaments or activities that are going to be for only a short period.  At the end of the expiration date, 

the group will be removed, but the users will not be removed from the system. 

 

Standard Controls: 

 

These standard controls are available on most screens. 

 

 This button will move all users listed in the left box into the group membership box on the left 

 This button will move the selected individual/s into the group membership box on the left. 

This button will remove the selected individual/s from the group 

This button will remove all users from the group 

 

After you have added all your users to the group and the memberships are what you desire, simply click 

the button to apply your changes. 
 

Note: These list boxes act like any other windows application you can use the Ctrl key to select users that are 

separated or use the Shift key to select a group of users that are listed in a row.  Also, by double-clicking users they 

will be added or removed from the group 

 

Edit Group s 

 

If you need to modify the group membership of an existing group simply go to the  

options and by simply clicking you can modify the highlighted group. 
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After clicking you are taken back to the screen that is used with the new group creation, 

all controls are the same. 
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After making your desired modifications simply click the button to apply your changes. 

 

Delete Groups 

 

If you desire to remove an existing group, simply go to the  control, and then 

choose .  You will be prompted to confirm your decision, and the ramifications will be 

explainedé 

 

 
 

After clicking   you will be asked to verify one last time that you are certain you want to 

delete the group. 
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Note: By deleting a group, you do not delete the users, you simply delete the group and the system removes the 

association for each member. 

 

Sending and Controlling Invitations 
 

Public Invitations:  
 

The next thing you will most likely want to learn to do is how to invite your users to receive alerts from 

your Organization.  This can be handled by two different methods.  Public and Private invitations 
 

Public invitations are by far the most popular and easiest method of getting your users associated with the 

alert system.  Simply click the Public Invitation control on the left panel, and the below screen will be 

brought up. 

 

To create a new invitation, press the Add button. 

 

 
 

The Public Invitation code will be auto generated.  The first characters cannot be modified.  In this 

example you must keep BETA0909, but you can change the TXFJ.  So example, this is going to be used 

for ñAll Parentsò you could name this invitation BETA0909PARENTS 
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*** You can also associate any groups with this particular invitation.  This means that users will be auto 

associated with the ñPrivate Groupsò and given the ability to choose the Semi-private groups that they 

want to be associated with.  In this example, the invitation code will automatically associate the returning 

user with the Private group ñAll Parentsò. 

 

Click saveé 
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You will now see that the public invitation has been created, and a new field was also created.  This is the 

link that you can either email to your users, or create a link off of your web site to bring them back to the 

YII service for registration.  In this example the URL is: 

 

https://www.yourinstantinfo.com/InvitationEntrance.aspx?code=BETA0909PARENTS 

 

There are three specific controls to be aware of to allow you the greatest amount of flexibility in assigning 

ñSendò permissions to users. 

 

 
 

1.) If you check the top box, the users from this invitation code will automatically be given the 

permission to send to all the Private groups that are associated with it. 

 

2.) If you check the middle box, the users from this invitation code will automatically be given the 

permission to send to all Semi-Private groups that are associated with it 

 

3.) If you check the bottom box, the users from this invitation code will automatically be upgraded to 

the Individual plan, and their contact points will increase to 2 email addresses and 1 mobile 

contact.  Users that are given this option will count against your Orgs total number of staff, 

once you have reached your limit, contact YII to purchase additional staff accounts. 

 

You can create multiple Public invitations.  One for coaches and officials, or one for parents and players, 

this gives you the flexibility to have certain invitations that are restrictive on permissions (parents) or 

more flexible with assigning send rights and staff upgrades. 

 

If you want to edit an existing invitation code, simply click select next to the invitation line 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

https://www.yourinstantinfo.com/InvitationEntrance.aspx?code=BETA0909PARENTS
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Users Registration: 
 

When your users follow the link above, they will be taken to a similar screen as below: 

 

 
 

If they have an existing account, they can input their information.  If no, they simply click ñCreate New 

Accountò 
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The next screen is where the user will verify that this is the Organization they are intending to receive 

alerts from.  They need to provide their First, Last Name, and E-mail address. 

 

At this point, they can choose to enable text alerts for an upgrade fee. 

 

There are two plans, prices and description are below: 

 

 
 

They simply input the information and click save: 
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Upon clicking save, the user is taken to the ñUpdate Contact Informationò page where they can then input 

their additional contact e-mails and mobile numbers. 
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Private Invitations:  
 

Our legacy approach to invitations is to manually enter the email addresses of your intended audience and 

send them out.  The Public Invitation has replaced the Private method as the invitation method of 

choice. 
 

This is restrictive in a number of ways. 

 

1.) All invitees will be given the same level permissions 

2.) All invitees will be given the same group memberships 

3.) You must know all the users email addresses to initiate the message delivery 

 

Example:  You would have to create a new invitation for each group association, or role association that 

you want to accomplish. 

 

 
 

You can upload from a delimited file, or you can simply copy and paste from your text file or 

spreadsheet. 

 

Below we will give the example of uploading a text file with your users email addresses. 
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Browse for Invitation File 

 

I have created a sample file called invitation.txt, the contents are as follows 

 

 
 

Simply click the  button and a window will pop up to where you can locate your invitation 

file. 

 

 
 

 

Click the  button and you will be taken back to the Send Invitation screen where the path to 

your file has been added. 

 

At this point you need to choose if your file has a delimiter to distinguish the end of one address and the 

beginning of another.  In my example file I used a line break, or a simple <ENTER> key.  However the 

system is smart enough to be able to have different delimiters including: 
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Commas (,) 

Semi-Colons (;) 

Colons (:) 

Forward Slash (/) 

Back slash (\) 

Pipe (|) 

 

So you could have a file that looks like this: 

 

 
 

In this example I used a semi-colon to differentiate. 

 
Note: The delimiter must be the same throughout the entire file you cannot mix delimiters in the same file 

 

Click the and youôre your file will be uploaded and you can verify the 

contents.  Ensure that there is only one email address per line. 
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If the recipient list looks correct, simply click the  and your invitations will be generated. 

 

 

You will be led to a confirmation page where you will see that the invitations were sent. 
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At this point, an e-mail has been generated to each of these recipients has received an invitation to join 

your organization.  It will look something like the example below. 
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The invitation will originate from your account login email address and the subject reads that itôs from 

YII (Your Instant Info) and the name of your Organization (in this example Beta Organization) 

 

The link will take them back where they will be asked to create an account if they do not already have 

one, and there they can accept the invitation.  We will now login as the example user and show you what 

the user will do to either accept or reject your invitation 

 

Accepting or Rejecting Invitations 

 
Once the user has clicked on the link above they will be taken to the invitation entrance page.  The key 

will automatically be populated and they will be asked whether they are an existing customer, or a new 

customer, if they are currently receiving alerts for another Organization they simply input their user 

account and password and accept the invitation, if they are new, they must create a login. 
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Once the user clicks Create New Account, they are taken to the following sign up screen. 

 

 
 

There are two fields that the user cannot modify.  This is ñAccount Typeò and ñAccount Statusò. 

 

Account Status can be as follows: 

 

Active 

InActive 

Disabled 

Closed 

Suspended 

 

Once the user has created their account, they are now associated with your group and can be treated as 

any other member account.  Associating with group memberships, send alerts, etcé 
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Bulk Import  
 

Controls Explained 

 

One of the unique features of Your Instant Infoôs service is the ability to synchronize your user base 

without having to send out invitations and rely on end users to update the information.  With Your Instant 

Infoôs Bulk import utility, you can simply take a .csv file and import your entire companyôs employee list 

with one click. 

 

By clicking on the control and you will be taken to the following screen. 

 

 
 

Much like the Invitation screen, the Bulk import mechanism has the ability to browse for the file you 

want to import. Following the same steps from that action will result in being able to upload the file 

contents for review prior to synchronization. 

 

Once you have selected your file for import, click on the ñAnalyze Dataò button.  This will do a trial run 

against the import mechanism without committing the data to the system.  This gives you a layer of safety 

so that you donôt make a mistake with the import. 

 

The import engine is intelligent in the fact that you can auto associate users with groups in the import file, 

if the group does not exist, the engine will tell you that the group does not exist and ask you if you want it 

auto-created for you. 

 

Once the analysis passes, you can then proceed with your import as desired. 
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The below is the type of account that the company has purchased.  By default, companies purchase 1 

email per subscriber.  If the company has increased this number by purchasing either an upgrade to our 

Individual or Family plans then below will reflect the available options to choose from. 

 

 
 

The fields below allow an Administrator the ability to select which groups a user will be automatically 

associated with during the import procedure. 

 

The Administrator will simply move the groups from the Available to the Default Associated groups and 

the association will be automatically made.  This makes it very easy to associate multiple groups to users 

without having to manually select the users. 

 
Note: Only one import file is allowed at this time per organization.  If you import a separate file for another batch of 

users, the original user accounts will be deactivated and disassociated with the organization. 

 

The bulk import routine performs the following functions: 

 

1.) When a new user is added to the import file and a new import is performed that user will be auto-

created for the new organization 

2.) When a user is removed from the import file and a new import is performed that user will be 

auto-disassociated with the organization and their account will be suspended (unless that user has 

an active association with another organization) 

3.) When any changes to mobile number or provider, or First, Last or Middle name occurs, the 

changes will automatically be applied in the database without the need for user action. 
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4.) When a user who had previously been imported through the bulk import mechanism is added 

back to the import file, after having been removed from the organization, will be ñReactivatedò 

and sent a message with their new information. 

 

Whenever a new account is created, an email is automatically generated to the user with their account 

information and password and a link back to the site to have them update any pertinent information, or 

additional contact points. 

 

If the Organization has purchased only the Basic level of contacts (1 email) per subscriber, at this point 

when the user comes back to verify their account, they have the option on their own to purchase 

additional contact points.  They can increase to Individual or Family plans at their own cost. 

 

What is needed for a bulk import 

 

Your Instant Infoôs bulk import mechanism looks for data in a particular order, if any are out of order 

either the import will fail, or information will be stored incorrectly.  The format is very easy to follow, but 

please ensure that your .csv file is created in this pattern: 

 

First Name, Middle Name, Last Name, E-mail address, Cell Number, Carrier, Group Name, Group Name 

 

Required fields are: First Name, Last Name, Email Address 

All other fields are optional. 

 

Example csv file: 

 

 
 

Notice that not all the users have every field, however if there is a blank field, the commas still need to be 

present.  The simplest way to create a CSV file is to use an office suite product such as Excel or Open 

Office to generate this file. 
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Creating CSV file with Excel 

 

 
 

Notice the content of the file has no commas in them.  After you have populated all the fields with the 

number of users you have in your organization, simply do a File, Save As, comma separated value file 

and you have just created your .csv file. 

 

Once you have done your Save As a comma separated value file, you can verify that the file has been 

correctly created by editing the file with notepad.  Notice that the commas have been auto added to the 

file. 
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Assigning Permissions 
 

Defining Roles: 
 

There are several different Role types that a users can be assigned.  Anywhere from being a standard 

subscriber, all the way to the highest level Org Admin. 

 

The Roles are broken out below: 

 
Activator - Standard subscriber permissions plus elevated ability to activate non-active roles 

 

Alerter - User can send to any group or user in the organization without having to be assigned that right at the 

individual group level 
 

Assigner - User has subscriber level permissions with elevated permissions to assign permissions to anyone in the 

organization with his level of permissions or below 
 

Group Admin - User has subscriber level permissions with elevated permissions to modify/add/delete any group or 

group membership 
 

Impersonator - User has subscriber level permissions with elevated permissions to impersonate any user with 

permission level of that person or lower 
 

Importer - User has subscriber level permissions with elevated permissions to perform bulk imports of users 

 

Inviter - User has subscriber level permissions with elevated permissions to perform invitations on behalf of the 

Organization 
 

Manager - User has subscriber level permissions with elevated permissions to perform to manage Groups/Users 

 

Org Admin - Highest level of permissions for an organization that can be assigned. Unlimited functionality for 

specific Organization 
 

Resetter - User has subscriber level permissions with elevated permissions to perform password resets for users of 

his permission level or lower 
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As you can see the user is a standard Subscriber, we can leave the user as a standard subscriber or elevate 

them to any of the available roles.  You can selectively choose individual roles, or a combination of any.   

With that in mind, you can assign the user as a Org Admin which encompasses all permission levels.  

Letôs for this example leave the user as a Subscriber and assign only the rights to be able to send to a 

single group. 

 

Note: If you make any changes to the Role Type, you should always click the  control before 

proceeding to the next step. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
35 Administrators Guide v1.9 

 

Additional Permissions 

 

Some of the other permissions that can be assigned are as follows to individual groups.  Most often, these 

permissions are never touched, but YII gives you this ability if desired. 

 

 

 
 
Note: These permissions types will continue to be extended throughout future releases to be able to more granularly 

control the access to certain functions 
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Sending Alerts 
 

User/Group Selection 

 

The entire purpose of our service is to easily allow you to disperse the critical information that your 

customers, employees, or league participants need.  We have designed the send mechanism to be as 

straightforward and easy as possible to use. 

 

By clicking on the control you are taken into the message center to formulate and 

send your message. 

 

 
 

Once inside you will see four list boxes, two on the top that allow you to choose individual or multiple 

users, and two list boxes on the bottom that allow you to choose individual groups or multiple groups.  

These are the groups that you have previously defined in the  control. 
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The control in these list boxes are the same controls as in the group control center.  Selecting and 

deselecting users from these groups act the same as the groups. 

 

Standard windows controls are available in either list box.  By highlighting a specific user and pressing 

the ñShiftò key and holding it down and selecting another user, the result will be that you have selected 

everyone from the initial selected user and the last.  See example below: 

 

 
 

By highlight a user and holding the ñCtrlò key, you can select individual users that are not directly above 

or below each other.  See example below: 
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With either example, one you have chosen the desire users, simply press theto move the selected 

users into the selected list box.  See example below: 

 

 
 

As well, these controls are replicated across the group controls, and at the same time as selecting 

individuals, you could send to predefined groups as well.  See example below: 
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If the selections look correct, simply press the button and you will be moved onto the next 

page. 

 

Message Development 

 

 
 

There are three parts of this page that you will need to address. 

 

1.) Alert type 

a. Normal 

b. Urgent 

 

Alert types are where the participants have chosen in their profiles where messages are to go.  

Most users have Urgent messages going to both their mobile devices, and emails.  Where as 

Normal alerts typically are propagated to emails only.  However, the individual participant has 

complete control of where these message types go. 

 

Selecting alerts types is as simple as selecting from the drop down box.  See example below: 

 

 
Simply choose the message type and move on to the next step. 
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2.) Alert Category 

These alert categories will vary from Organization type to Organization type.  We have 

structured them to be as flexible as possible.  When you selected your Organization type, 

this is the drop downs that will pre-populate this field.  See example below: 

 

 
 

The options that are available will vary, however the function remains the same. 

 
Note: If there are certain category types that you would like see added, simply send an email to 

support@yourinstantinfo.com and we make every effort to make this change for you. 

 

Once you have selected your category type, simply move onto the next step. 

 

Below is an example of the text that you might choose: 

 

 
 

One import thing to keep in mind, that when you are sending an Urgent message that the majority of your 

users will receive the message on their mobile devices.  Unfortunately there is a character limit set forth 

by most cellular providers and our alerts are limited to this number as well.  Each carrier has a different 

limit, but the average is 160.  We have placed a counter above as you can see that will tell you how many 

characters you have left.  During the sending of Urgent alerts, itôs always best to keep your messages 

short and to the point as to avoid any messages being cut short.  However, since emails also receive this 

alert you can feel free to go over this limit. 

 
Note: there is no set limit on the text box we put the counter in simply as a reminder 

 

 

 

mailto:support@yourinstantinfo.com
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Once you have finished typing your Alert, at this point you simply click ñNextò 

 

 
 

Twitter Support : 
 

In the latest version of YII, we have added the support for the most popular of Social Networks 

sites.  Twitter. 

 

In this release, Organizations can associate their YII account with their Twitter account.  During 

the creation of a new message, or through a template message, users can post the alerts to their 

Twitter page simultaneously. 

 

Construction of a twitter enabled message begins in the Edit Organization Page: 

 

 
Simply enter your Twitter Username and password and click save. 
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Then during the alert creation, simply click the: 

 
 

At the point of send alert, your created message will be automatically posted while be propagated 

to all of your recipients e-mails and mobile devices. 

 

Attachments: 

 

You can also at this point choose to include an attachment(s).  There is a limit of 1Mb total for 

attachments.  You can include multiple attachments, but the total size limit must not exceed 

1Mb. 

 

 
 

You will notice that the Alert Type is ñUrgentò, the category is ñReminderò, and the Text has 

been defined.  In the Preview Panel on the left you will see the message subject and its contents.  

If you are satisfied with your message, simply click . 

Preview Page 

 

This next page is simply a ñLast Stopò to verify that the individual/s or Groups that you have 

chosen and the message is what you want it to be.  One you have verified the fields are correct, 

simply click . 
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You are ready to click send or click on the ñSave Templateò button at the bottom. 

 

Templates: 
 

Templates give you the ability to pre-define customized alerts.  Template alerts can include the 

following: 

 

Example: 

 

Name:  Weather Cancellation 

Target:  All Users, All Employees 

Alert Type: Urgent 

Alert Category: Weather 

Message:  Weather has cancelled tonights events 

 

Once you click save on the template, you can choose the alert from the Home Page and quickly 

send it without having to go through the alert wizard. 
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Simply click ñSendò next to the Save templates and you will be given the below warning: 

 

 
 

If you are ready to continue, click óYesô and your alert has been sent to the pre-defined 

recipients. 
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Confirmation Screen 

 

The next screen that you come to is your confirmation page where a list of all your subscribers 

addresses that it was sent to.  See example below: 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Reporting 
 

Message Center 
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One of the things that most administrators needs is the ability to review messages that have 

traversed the system.  Both sent by the administrator, as well as all messages that have been sent 

by any other authorized alert sender.  We have tightly integrated the Alert send engine with the 

Message Center.  You can easily pull several different types of reports quickly to find the 

message that is in question.  By clicking the control you will be taken to the 

Message Center.  See example below: 

 

 
 

As you can see the above lists all of the messages that have been sent for the Organization.  If 

there are multiple pages, you can move through those by clicking the page number at the bottom. 

 

 

 

Filtering  

 

As an example we want to filter all messages for the system by those that have been sent as 

ñNormalò alert type.  We would simply filter this by the control options at the top of the page.  
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By simply clicking the drop down arrow next to the ñMsg Typeò we can filter on either 

ñNormalò or ñUrgentò.  See example below: 

 

 
 

Simply choose Normal and the report mechanism automatically filters the screen.  See example 

below: 

 

 
 

As you can see the filter has been applied.  Now letôs take it one step further and say we wanted 

to see only ñNormalò alerts, with the Message Category of ñWeatherò.  We would simply drop 

the arrow down on ñMsg Ctgyò and choose ñWeatherò like we just did with ñMsg Typeò.  See 

example below: 
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Again you can see that only ñNormalò, ñWeatherò alerts is the now defined report being shown.  

You could also add in a filter for ñPersonò, and this applies to either sent to this person, or sent 

by this person. 

 
Note: Filtering on the reports can take a few seconds to minutes depending on the amount of alerts that have been 

sent throughout the system.  Be patient as these run because itôs building the report based on your requirements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User Lookup 
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There may be particular times when an administrator has the need to search on a user to see if 

they have accepted an invitation to receive alerts.  We have accommodated this need with a 

control called .   By clicking on this control you are taken into the User 

lookup mechanism.  See example below: 

 

 
 

As you can see, there are several ways to filter down to find the individual that you are looking 

for, whether they are associated with your organization yet or not.  The first field for finding is 

the Email address search.  Simply put in the address that the invitation was sent to: 

 

For example, say we wanted to search for the user that we sent an invitation to at 

demo@yourinstantinfo.com.  We would simply add them to the following box: 

mailto:demo@yourinstantinfo.com
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Once itôs entered, you can click search to do the lookup, it will produce the following output. 

 

 
 

As you can see the user was found.  It shows who sent the invitation, when it was sent, what 

email address it was sent to, and whether it was accepted or not.  Which in this case, this user has 

not accepted it yet.  If they had accepted it, you would see the accepted date, their name as 

entered during their registration, and what group memberships that they have. 

 

You can replicate this type of search with any other email addresses or mobile numbers that you 

know that this user has put into their profile. 
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Another way to find someone that has accepted your organization is by using the ñDrill Downò 

control.  See example below: 

 

 
 

In the example, you can see that using the drill down, I have been able to choose ñAll 

Employeesò as the groups, and finding the user ñMark Raymondò I am able to see all types of 

information about this account.  Same options as above, just an easy way to find what groups this 

user belongs to. 
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Impersonate 
 

As an administrator you may find that you need to do some basic troubleshooting for user 

accounts.  Maybe a user isnôt receiving alerts to their email address or their mobile device.  

Before you might have to walk the user through checking their account settings, with the 

Impersonate function, you are logged in as that person without having to know their account 

information or password. 

 

Simply click the impersonate button and you are taken to the following page: 

 

 
 

Choose the user you want to impersonate and you will be taken to their login pageé 

 


