
FlashAlert.net is where 
emergency information 
and news releases from 
a variety of organizations 
are posted to be provided 
to news organizations and 
the public via a continu-
ously updated web page, 
e-mails and  informa-
tion pushes into media 
web sites. You can post 
information from your of-
þce, home, on the road or 
even a PDA.

Accessing the System
The URL to post information is FlashAlertNewswire.net. On this page (above), youӚll þnd a linked map and a list 

of the regions. Clients click on the map or the list to go to their regionӚs home page. There is a link for the media to 
learn more and a link for the public to go to their page, FlashAlert.net.

Region Home 
Page

The region 
home page 
(PortlandӚs is at 
right) offers a 
description of how 
the system works. 
From this page, 
using the icons on 
the left side, you 
may view messag-
es already posted 
(View Current 
Info), check the 
weather forecast, 
road conditions, 
and Log In to post 
your own messag-
es, new releases, 
news conference 
announcements or 
sports scores.



Option 1. View Current Info
This link takes you to the report page for your region - the page that the news media moni-

tors - so you can see messages posted by other users. It automatically reloads every þve 
minutes, and pops up an alert if it þnds new info on a reload, even if the page is minimized 
(this alert feature can be turned off in the blue bar).  By default, the page sorts by organization 
category. You also can click to view in reverse chronological order to see the latest messages 
or view by type of messages posted. You also can click on a link that shows all of the partici-
pants or a link to the archive of news releases, news conferences or sports scores.

Option 2. Weather Forecast
The takes you to a forecast page for your region. Some regions also have a link to a road 

condition report.

Option. 3 Log In
Select this link when youӚre ready to post an emergency message, a non-urgent news re-

lease, news conference announcement or sports score, or to update your user account info.

Log In Screen (at left) 
Type your username and password. These are not case 

sensitive and spaces are allowed. Password minimum is four characters.
CanӚt log in? You are shown what you have typed so you can correct 

it. If you still canӚt log in, use the username/password retrieval tool. You 
will click on your region, then your category, then your organization. The 
information will be e-mailed to the addresses listed in your account.

Main Menu: User Tools (at right)
This page offers you eight actions.
1. Enter/edit a closure/emergency report.
2. Enter/edit a non-urgent news release.
3. Add/edit sports/activities scores.
4. Schedule a news conference.
5. List of New Media Recipients. This takes you to a list where 

you can see the actual email addresses that FlashAlert sends to, 
sorted by cities in your region. Clients are encouraged to review the 
list and report updates.

6. Change your account information. This is where you keep 
your account and contact information current.

7. View your posted information on FlashAlert.net. This take you 
to a page that accumulates all the info you post on the system, a 
page to which you may link from your orgӚs home page.

5. Log Out takes you out of the system.

Tool 1. Enter/edit a Closure/emergency Report (example on next page)
HereӚs where you place your emergency message. You see your organization name (US Air Force Academy in 

this example), category (òMilitaryó). You may use the drop-down òQuick Reportó menu of common (mostly school) 
messages, or craft your own in òType a custom mesage below.ó Use one or the other, not both. Keep messages 
concise and use the әcheck spellingӚ feature. (See òTipsó on next page.) 

If your message is something that you think the media will want to contact you about, include contact informa-
tion. If you are, for example, closing for snow along with everyone else, donӚt worry about contact info - it just makes 
messages longer. If your message is a change to an earlier message, the Update box automatically checks. Emer-
gency messages normally delete at 8 pm that evening. If your message pertains to the next day, check that box and 
it will be ÿagged as such and not delete at the next 8 pm.

Select the cities you want your message sent to. Please choose only those directly affected, as the media is 
bombarded with email. Then press òSend.ó

 

View Current Info

Weather Forecast

Log In



Tips: Being concise is important because if your 
message is too long, the media will shorten it for you. 
And that may not be a good thing. As much as you 
can, program your public to know that, for example, 
òclosedó means closed, and that all activities are 
canceled, etc.
Being consistent in messages among different 
orgs is important in that if one org says òclosedó 
and another says, òclosed, no evening activities, 
school board canceled, high school winter dance 
rescheduled,ó it may create confusion about what 
òclosedó means for others.
Here are some speciþcs for custom messages:
1. Do not start your message with your org name. 
Your name is the þrst thing in each message.
2. Information clears at 8 pm. unless you have 
checked the box that your report applies to tomorrow, 
in which case it is marked for tomorrow and stays 
alive past 8 pm. (The òtomorrowó ÿag drops off at 
midnight.) Thus, it is not necessary to put a day in 
your message. If it is not marked for tomorrow, it is 
assumed to be for today.
3. If the reason for the change in schedule is 
obvious, no need to mention it. And in your message, 
please do not direct people to listen to the media for 
further changes, etc. That should be  assumed and 
we donӚt want every message to have to say that.

Conþrmation Page
After you post, you will see a conþrmaton page that says that your information has been received. It also notes in-

structions on how to change your message. A copy of your message is automatically sent to the ofþce email addresses 
of the primary and secondary users.

On the page that comes up after you post is a tool for notifying a station of errors or omissions. 45 minutes after you 
post, you may checkbox the stations that has wrong information and a message will immediately be sent to that station.

See What the Stations See (example below)
Click on òView Current Infoó to see your message in real time, as the stations see it. Check the date and time in the 

blue bar.

  

What Happens to Your Info...
As soon as you post your message, it is available on the media web page as above. Since this page automatically 

reloads every þve minutes, every newsroom has the ability to see your message within that time. Your organizationӚs 
speciþc page within FlashAlert is updated instantly, so anyone looking there sees your latest information immediately.

Secondly, every 15 minutes, the system sends out e-mails to the media with your information, in case they do 
not have the report page on their screens. It also emails copies to your Business Partners and those registered in 
FlashAlert, if you are using that feature.

Finally, every 10 minutes, the system sends an electronic þle to the websites of media who have requested it, so 
that your info shows up in their websites. 



Tool 2. Enter/edit a News Release

This link takes you to the news release 
section for your organization. YouӚll þnd a list 
of releases youӚve already sent, and a link to 
add a new one.

You can edit an old one, opting to edit and 
re-send or just update the archive copy. Or 
you can choose òAdd a New Press Releaseó 
and start a new one.

Add a News Release (at right)
Type or paste a headline (upper and low-

er case; the system makes it all caps when 
it sends it), the text and a contact name, 
including email address. Select the cities in 
your region to which you wish your release 
sent, using the checkboxes at the bottom. 
Choose only the cities directly involved.  

You may attach up to þve photos, sound 
þles, docs, PDFs, etc.

Click Save and Publish.
FlashAlert sends your news release 

immediately. It also holds it for one month 
on an archive that is accessible to you and 
the media from the region report page. The 
system also can put your news releases, like 
your emergency info, onto the websites of 
stations that request them (see KGW ex-
ample below). 

The e-mails to the media carry contact 
info; the postings on public websites do not, 
since contact info sometimes contains un-
listed phone/cell numbers.

Tool 3. Sports/activities scores.
Here, you can post or edit a sports or 

activity score. Most often, this will be done 
by accessing the sister site, FlashSports.net, 
which allows access only to the sports score 
òchanneló of the system. For more information 
about posting a sports score, see page 8.



Tool 4. News conference scheduling.
This channel is intended to be a clearinghouse for an-

nouncing news conferences, so that organizations can see 
who else has scheduled an event before they decide when 
to schedule, to avoid overlap. Items posted in this channel 
are emailed to the same people as receive news releases.

Tool 5. List of News Media Recipients (next page). 
This is where you can view a real-time list of newspapers 
and stations that get your info, sorted by the city groupings. 
You can verify who gets info through the master list, viewing 
the actual email addresses, and thereby conþrm that your 
media is covered.  If you need to, you may add speciþc 
reporters (and others) to your Business Partner list.

Tool 6. Change your account information. From the 
User Tools page, you can choose òChange Your Account 
Information.ó This screen (at right) allows you to deþne the 
category and name of your organization as it will appear and 
choose a short username and a password. You will choose 
a home region. Should you have a need to send your 
messages to the media in other regions, contact FlashAlert 
to be granted access to those regions.

Enter information about one or two main users of the sys-
tem. These are the people who will be e-mailed -- at home 
and work -- with your username and password if they forget 
it and trigger the retrieval tool on the login page. This does 
not limit you to just two users - as many can use the system 
as you give your username and password to. Cell phone 
numbers allow us to reach you if there are questions about 
your message. (All information remains conþdential.) The 
primary and secondary users are emailed copies of all news 
item you post for your records.

Another þeld allows you to enter the address of your 
orgӚs home page. This turns the name of your org, wherever 
it shows up, into a link to your orgӚs home page, making it 
easier for the media and the public to learn more about you.

If you have requested the FlashAlert.net self-subscription 
option, you can see how many people have registered to get 
your news at the same time as the news media. This texting 
subscription feature is free of charge for up to about 100 
self-registrants. Orgs that use FlashAlert specify which types 
of communication they are using FlashNews for, so that the 
public isnӚt signing up for a type for which you are not using 
the system. 

Near the bottom of the User Account page is a òBusiness 
Partneró section. Here, you may enter the email addresses 
of organizations/people to whom you wish your messages 
delivered in addition to the news media. For example, a 
school district might want to have a food vendor notiþed of 
closures or late openings.  Or have their board members be 
sent news releases, before they see them in the paper. A po-
lice agency may wish to share both types of messages with 
other LE agencies. The Business Partner section doesnӚt ap-
pear when you sign up. You can access it after your account 
is activated.

Finally, schools and colleges can specify a username 
and password that their sports people can use to access the 
sports score channel of the site, FlashSports.net.




