CREATE AN ALERT CHECKLIST
KS-HAN Alert Cheat Sheet
Questions to Answer Prior to Sending out an Alert

Draft the Message:
· Is the title brief and to the point?
· Does the title include the date?

· Is there an attachment that needs to go out with the alert?

· Is all the necessary information included in the message portion of the alert?

· Does the notification header need to be included on the alert?

· If Yes, make sure to select the Notification Descriptors checkbox.

· Is acknowledgement from the user required?

· If Yes, make sure to select the Acknowledgement Required checkbox.

Recipients:

· Are you notifying users by group or organization? 
· If notifying by group, select the link that says “Create Alert by Group.”

· If notifying by organization, select the link that says “Create Alert by Org Type.” 

· Are the target recipients KS-HAN Users, K-SERV Volunteers, or both?

· Do the recipients need to be filtered (by Role, Expertise, Organization, County, or all four)?

· To select multiple items, hold the Ctrl key and use the mouse to make your choices.

Notifications:

· Are you sending a Sensitive alert?  
· If yes, the alert will only go by phone and will not send by e-mail.

· Did you select your preferred method of contacting users (E-mail?  Phone?)

· If you select multiple methods, be sure to select the notification order.

· Did you select how many times you wish to notify the users?

· The standard number of notification times is 1.

Remember!

· Did you spell check the alert?
· The spell check must be the last thing done to the alert.

