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Saint James Elementary Schbol

Rev. Msgr. Philip A. Lowery, Director
Mrs. Janet P, Dolan, Principal

30 Peters Place
Red Bank, New Jersey 07701
732741-3363 Fax 732 933-4960

October 26, 2010
Dear Parents,

Keeping parents informed and involved helps to assure student safety and improve
student success. With today’s on-the-go lifestyles, it has become more difficult for
schools to reach families quickly and effectively. This is why our school has decided to
implement a new system called Honeywell Instant Alert for Schools.

Instant Alert for Schools is an essential tool for notification and communication. Within
minutes of an emergency, school officials can use Instant Alert to deliver a single, clear
message to the students’ parents or guardians by telephone, cell phone, e-mail, pager or
PDA in any combination. Instant Alert can also be used to notify you of a school closing
due to inclement weather. '

Instant Alert is Internet based, allowing each family to maintain a secure, password

protected online profile. Included in this letter is an instruction sheet for accessing the

system and creating your profile. You can log into your profile at any time to update your

contact information. Maintaining the accuracy of your profile will increase the ability of
- the school to keep you informed.

Your online profile will enable you to:
Input your personal contact information
Select which type of school information you would like to receive on each of your
contact devices .
Set the days and time of days you would like your phone devices to receive alerts
View the alerts that have been sent to you in the past

The system will be ready for you to create your user profile today. Kindly go to our
website (mysaintjames.com) and click on the link for Honeywell in the left column of our
homepage. Be sure to set your e-mail spam filter to receive e-mail from Honeywell.com.
Please create your profile no later than Friday, November 5% A test of the system
will be performed on Monday, November 8™,

If you need assistance with your profile, please go to https://instantalert.honeywell.com
and click on the Help Request link on the lower right hand side of the page, or contact
the school at 732-741-3363. Please let the Business Office know if you do not have
access to a computer. We hope you enjoy this new service!

Sincerely,
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t’fénet P. Dolan, Principal

stjames_office@yahoo.com
www, mysaintjames.com
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Honeywell Instant Alert® for Schools

Parent User Interface

Website URL.: https://instantalert.honeywell.com

Minimum Requirements

Register and create your account

Go to the Honeywell Instant Alert for Schools website listed above.

if you are not a staff member in the school, click on ‘Parent’ in the New User box.

If you are a staff member in the school, you could instead click on ‘School Staff in the New User box.
Complete the student information form. Click ‘Submit.’

Complete the corresponding screen. Click ‘Submit.’

After receiving the Confirmation message, click ‘Proceed’ to get started with Instant Alert.

Note: Remember your Login Name and Password so you may use it to update your profile.
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View and check details about yourself and your family members

1. Upon successful login, click on ‘My Family.’

2. Click on a parent name to view and edit parent details.

3. Click on a student name to view details about your children enrolled in this school.

Configure alert settings for yourself

1. Click on ‘Alert Setup.’

2. Click on the check boxes to select which alert type you would like to have sent to which device. Click on
‘Save’ when complete.

3. If you would like to add another contact device, select the device type and enter the device details.
Select the person to whom the device belongs and click on ‘Add.’

4. You are also able to set the days and times you would fike your phones to receive alerts. For example, if
you want your work phone to receive alerts only during the workdays, you could set the weekday start
time to 8:00am and the weekday end time to 5:00pm and then uncheck the weekend box. Or, if you did
not want your cell phone to receive alerts while you were sleeping, you could set the weekday start time
to 6:00am and the weekday end time to 10:00pm and the weekend start time to 8:00am and the
weekend end time fo 11:00pm. You have the flexibility and control to set up your phones in many
different ways.

5. For e-mail, text messaging and pagers you may send yourself a test message. Click on ‘Send Test
Message’ to send yourself a message.

Additional Functions

View History of Alerts
Click on “Alert History’ to view Alerts that have been sent to you. Use the calendar icons and ‘Alert Type’ list
to filter the Alerts.

For Assistance: https://instantalert.honeywell.com

Click on the Help Request link in the lower right hand side of the page

Be sure to set your e-mail spam filter to receive e-mail from Honeywell.com.

Honeywell Instant Alert® for Schools will not sell, rent, loan, trade, or lease any personal information of our members, the children
for whom they have responsibility, or others listed as contacts in the system. We will use the utmost care in profecting the privacy
and security of your information,
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Honeywell Instant Alert® for Schools
Frequently Asked Questions for Parents

- Registration -

Q: I’n_1 trying to register and | received an error that says “Invalid login details.” What do | do?
A: This error means that you have chosen a login name that someone else has aiready chosen. Choose a
more complex login name, such as a first and last name combination, or add a number to your name.

Q: Are there any restrictions to the user name and password?
A User names need to be unique across the database. They are not case sensitive. Passwords are case
sensitive and need to be between 7 and 17 characters long.

Q: I'm trying to register and | received an error that says my child cannot be located. What's wrong?
A: A few things could be wrong in this situation. If it is the start of a new school year or you have just moved
into your school district, we may not have you or your child loaded into our database. If it is the start of the
new school year, you should wait a few weeks and try again when we will more likely have you added into
the system. If you are new to the district, you should contact your school to have them add you into the
database. One other possibility is that the information you are entering about your child is not matching the
information we have in our database, which we receive from the school. You may either contact your school
or Honeywell for this correction.

- Parent Online Profile -

Q: How many phone numbers can a family have?
A: A family may receive alerts on an unlimited amount of phone numbers.

Q: How many email and text addresses can a family have?
A: A family may receive alerts on an unlimited amount of email and text devices.

Q: I am married but my spouse’s name isn’t appearing in our profile. What should | do?

A: This is because the school only gave us one parent name for your family. You can contact the school to
have them add your spouse’s name in our database, and also request that they add the name into their
records as well.

Q: I am divorced but my ex-spouse’s name is appearing in my profile. What can be done to resoive
this?

A: Instant Alert was built with flexibility to handle today’s various family situations. In our database, a child
may belong to multipie families in order to allow alerts to be sent to those who are allowed information about
the child. Please contact your school, as they have the ability to “spiit” your profile and create two separate
accounts for you and your ex-spouse. You may also have them add, for example, your hew spouse to your
profile if you would iike as well.

Q: Not all of my children are shown in my profile and | can’t seem to add them myself. What do | do?
A: Please contact your school in order to have your other children added to your profile.

- Alert Receipt -

Q: What happens if my line is busy or | don’t answer and | don’t have an answering chhine?
A: Should a call reach a busy signal, the system will try the call a total of 3 times, waiting 5 minutes and then
10 minutes between calis. On non-answers, the system will try the call a total of 3 times, waiting 15 minutes
between calls. If the call reaches a voicemail system or answering machine, it will leave a message.
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Q: How do the email alerts get through spam blockers?

A: We have made arrangements with some email providers to allow our emails into their system without the
spam designation. Email systems let the user create their own list of allowable email addresses. If you are
not receiving alerts on our email address, check your junk email folder and put @honeywell.com in your
allowable email list.

Q: Can your calls get through telezappers?
A Yes. If you have a telezapper you should submit a request to our help desk via the Help Request link to
ignore the telezapper along with the associated phone number.

Q: Why didn’t | receive a phone call from the last alert that was sent?
A: Make sure that your profile is set up to receive the type of alert that was sent.

Q: When | answered the phone call, the voice started over. What’s wrong?
A: The phone dialing system detected noise on your line, such as talking, coughing or typing. It assumed
you were in a noisy area and you could not hear the message, so it started over for you.

Q: Why didn’t | receive an e-mail from the last alert that was sent?
A: Make sure that your profile is set up to receive the type of alert that was sent. Also be sure to check your
junk emait folder.

Q: | have my neighbor listed in my profile and set up to receive alerts. | received a phone call but my
neighbor did not the last time an alert was sent. What's wrong?

A: Even though you choose which alerts are sent to which people within your profile, the school still retains
some control over who receives an alert. If the school sends an alert to the “All Students” group, the alert will
go to the parents and everyone else the parents have designated in their profile. However, if the school
sends an alert to the “All Parents” group, only the parents will receive the alert. The school may choose to
do this such as when sending an early morning alert to delay the start of school so that only the parents are
wakened at an early hour. Nofe: This question and answer appiies to installations that were done prior to
August 15, 2010.

- Browsers -

Q: What browsers can | use?
A: As noted on the home page, Instant Alert works best on Internet Explorer, Safari and Firefox. You should

avoid Mozilla.

Q: What if | have concerns about data security and data sharing?

A: Go to our homepage at https://instantalert. honeywell.com and click on the Privacy Statement at the
bottom of the page. We will not sell, rent, loan, trade, or lease any personal information of our members, the
children for whom they have responsibility, or others listed as contacts in the system.

- Assistance -

Q: How can | get heip?
A: Go to our homepage at https.//instantalert. honeywell.com and click on the Forgot User Name / Password

if that is your issue, or on the general Help Request link.

Q: I filled out the form for a forgotten user name but ! did not receive an email. What's wrong?

A: The email address we sent your information to is the one we have in our records. If you do not use that
email address anymore you will not receive an email. Please return to the homepage and click on the Help
Request iink.
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