XU Alert Me - Login
For all Xavier University Faculty/Staff/Students who were registered in the XU Alert Me notification system prior to 12/31/2010, use the following instructions:
1. Log on to MyXU with your Xavier username and password.
2. Click on the XU Alert Me tab and follow the link to the login page for RAVE.  The following page will appear:
[image: ]
3. Enter your Xavier University username and password and click[image: ].
4. Once successfully logged in, the following screen will appear:
[image: ]
5. Be sure your name appears in the upper right hand corner of the screen.
6. Click on the [image: ] tab in the middle of the screen to access your personal information.  The following screen will appear:
[image: ]
7. Verify all information listed is correct.
NOTE: 
· User Profile will display your Name, User name (full email), and Password as it appears in your Xavier login credentials. 
· Email Contacts; the Registration email must always be your Xavier email address.  You may add another email address if you prefer, however, your Xavier email must always be included in your Email Contacts block.
· Mobile Contacts: Lists Cell phone numbers that you want to receive text alerts with the option of voice messages.  Numbers listed in this block will receive text messages (at the expense of the owner) and can receive voice messages as well.  For voice message only, use Voice Only Line Contacts.
· Voice Only Line Contacts are phones that you want voice alert messages to be sent to.  This can be a cell phone or a land line (home, office, etc.)




XU Alert Me – Updating My Account
User Profile
From the main My Account tab in the User Profile block, click the Edit link:
[image: ]
The following screen will appear:
[image: ]
The information displayed on this screen is exactly how it is listed in the Banner system.  Notice you can only change your first and last name.  The Username must remain as your Xavier email address for verification purposes.  It is recommended not to change this information.
Add/Edit/Delete Mobile Contact
From the main My Account tab in the Mobile Contacts block, there are several options to choose from; Add a new mobile phone number; Edit an existing mobile phone number; or Delete an existing mobile phone number.  There is also an option to send a Test to any of the numbers within this list. 

Add

1. To add a Mobile (Cell) Contact, click on the Add link:

[image: ]

2. The following screen will appear.  NOTE: the Enable Voice Message Delivery box is automatically checked.  If you DO NOT want voice messages to that same mobile number, then uncheck that box.
[image: ]
3. Key in the 10-Digit mobile phone number (including area code) with no dashes or spaces.  Reminder – all carrier charges will apply.
[image: ]
4. Click [image: ] 
5. The Confirm carrier screen will appear:
[image: ]
6. Confirm that the carrier listed in the box is the carrier associated with the phone number listed.  If not, use the dropdown arrow to search for the correct carrier.  There are 75 different carriers listed, so chances are the carrier associated with the phone number will appear.  If it does not, click on the ‘My carrier is not listed’ link and follow the instructions.
7.  Click [image: ]
8. The following screen will appear and an automatic text message will be sent to the registered phone with instructions and a 4-digit confirmation number.
[image: ]
9. Key in the 4-digit code and click [image: ]
10. The process is complete and the following screen will appear and a confirmation text will be sent to your phone:
[image: ]
Edit

1. To edit an existing Mobile (Cell) Contact, click on the Edit link:
[image: ]
	And continue with steps 2-10 above.
Delete

1. To delete an existing Mobile (Cell) Contact, click on the delete link:
[image: ]
2. A pop-up box will appear:
[image: ]
3. Click [image: ] and the following message will appear above the Profile Management box on the My Account tab:
[image: ]
NOTE: If no Mobile phones are registered in the system the Red Box will appear asking you to register a phone.  This is not mandatory; however, you will still receive email updates.
Add/Edit/Delete Voice Only Line Contact
From the main My Account tab in the Voice Only Line Contacts block, there are several options to choose from; Add a new Voice Only Line phone number; Edit an existing Voice Only Line phone number; or Delete an existing Voice Only Line phone number.  
Add
1. To add a Voice Only Line Contact, click on the Add link:
[image: ]
2. The following screen will appear.  Key in the 10-digit phone number including the area code.  If the number has an extension, key that in the Extension box:
[image: ]
3. Click[image: ].  System will return to the My Account page and the phone number will appear in the Voice Only Line Contacts.
Edit
1. To edit a Voice Only Line Contact, click on the Edit link:
[image: ]
2. The following screen will appear.  Key in the corrected phone number.
[image: ]
3. Click[image: ].  System will return to the My Account page and the corrected phone number will appear in the Voice Only Line Contacts.
Delete
1. To delete a Voice Only Line Contact, click on the Delete link:
[image: ]
2. A pop-up box will appear:
[image: ]
3. Click [image: ] and the following message will appear above the Profile Management box on the My Account tab:
[image: ]
Add/Test/Delete Email Contact
From the main My Account tab in the Email Contacts block, there are several options to choose from; Add a new Preferred email; Edit an existing Preferred email; or Delete a Preferred email.  NOTE: the Registration email can never be edited or deleted.  There is also an option to send a Test to any of the emails within this list. 
Add
1. To add a Preferred email Contact, click on the Add link:
[image: ]
2. The following screen will appear.  Key in the email address:
[image: ]
3. Click[image: ].  System will return to the My Account page and the new preferred email will appear in the Email Contacts.
[image: ]






Edit

1. To edit a Preferred email Contact, click on the Edit link:
[image: ]
2. The following screen will appear.  Key in the corrected email address.
[image: ]
3. Click[image: ].  System will return to the My Account page and the corrected Preferred Email will appear in the Email Contacts.
Delete
1. To delete a Preferred email, click on the Delete link:
[image: ]
2. A pop-up box will appear:
[image: ]
3. Click [image: ] and the screen will refresh to the main My Account tab and the Preferred email will no longer appear.
[image: ]
Test
1. To send a test email to any email listed, click on the test link:
[image: ]
2. The following message will appear on the main My Account page:
[image: ]

A test email will be sent to your inbox from no-reply@getrave.com.  Be sure to add this to your acceptable addresses.
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