UPDATING CLIENT PROFILE CONTACT INFORMATION IN ALERT

1. Navigate to https://dod.alert.mil

N
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Acknowledge any statements, select appropriate authentication certificates, enter PIN.

3. When the “Client Account Dashboard” opens, either click on “Contact Information” in the blue
column on the left side or click on edit/pencil icon to the right of “Contact Information.”
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4. The Phone editing page will open with the ability to add, remove or edit phone information.
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on “Add Phone” or “Remove” or click on existing information to edit the phone numbers.
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5. When adding or editing a number, ensure the “Format” is “North America” then enter the 10-digit
phone number.

6. Select the “Usage” as either “Work” or “Home” (personal). Do not recommend selecting the
“Both” option.

7. Selectthe “Type” as either “Landline/Teams DID” for office or home landline or select “Cell” for
government or personal cell phone. Do not recommend selecting the “Text-only” or “TTY” options —
unless TTY is required.

8. Do not check the “Non-Confirming” box unless that phone is shared by multiple people (e.g. a duty
phone). Non-Confirming phones will not be able to confirm receipt of the notification.

9. For“Cell” phones, check the “Receive SMS” box to receive text messages.” A dialog box will
appear thatrequires selecting “Opt-in” to receive texts.

10. Click the “Next” button at the bottom to edit email information.
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11. Click on “Add Email” or “Remove” or click on existing information to edit it.
12. Enter email address and select “Home” or “Work.”
13. Hit the “Save” button to return to the Client Dashboard.



