Using the Taft College Emergency Alert Portal
Creating a Portal Account (Recipients)
Creating a portal account is an easy processes that is similar to the sign up process for popular website services such as
Facebook and Google.

Signing up to receive messages
1. Go to your School or Institution’s portal page.
2. Click Sign Me Up!
3. Fill out the information in the given fields and click Continue.
NOTE: Your password must have at least 8 characters and include 1 number and 1 capital letter. Spaces and
special characters are not permitted.

A confirmation email from noreply@blackboard.com will be sent to the email address you have provided. If you do
not receive this email, check your spam or junk folder.
Once you receive the email, simply click the link provided be redirected to a security page where you select and
answer your security questions. These questions will be used in the event you forgot your password.

4. Select a security question from the each drop down box and provide an answer. Make sure you provide an
answer you will remember. Click Save when you’re done.

5. If you have successfully provided your answers to the security questions, you will be presented with a
confirmation screen. Click Login to continue to the login screen.

Logging In for the First Time (Closed Portal)
1. Go to your School’s Portal homepage and provide your email and password. The email needs to be on file at Taft
College.

Before you can continue, you will need to provide information to verify it is you.
2. Provide the identification code (student ID number that starts with an “A”).

3. Include information regarding the contact, such as a phone number or address.

4. The system will look for the contact record and display the match below. Click the
results to associate your portal account to your Blackboard Connect Contact.

button below the

Once you have associated your portal account with your Blackboard Connect Contact, you will be redirected to your
portal account.

Navigating the Connect Portal
When you first log into your portal account you will see your portal homepage. From this page you can view your message
history, read RSS feeds important to your school, or navigate to manage your Contact information.

1. Edit contact information: Click this link to be redirected to your contact information screen where you can update
your contact information with your College’s Blackboard Connect service.
2. RSS Feed: View RSS feeds provided by your College.
3. Message History: Review and read the most recent notifications sent to you.
4. Navigation Menu: To navigate the portal site, click your name in the top right corner of your screen and select
one of the following options:






Contact Info: Click this option to manage your contact information.
Subscriptions: View which phone numbers you have on file and what type of messages those numbers are
set up to receive.
User Settings: Update your password and login email or delete your account using this option.

Sign Out: Select this option to sign out of your portal account.
5. Home: Click this button on any page to return to the Home page.

Updating your Contact Information
This section will cover how one of your recipients will update their contact information in the Blackboard Connect Portal,
including:
 How to change and remove email addresses and phone numbers.
 Add existing contact types, such as adding additional phone numbers.
 Choose their default language so they can receive messages in languages other than English.

Updating your Phone Numbers
1. Click your name in the top right corner of your screen and select Contact Info.
2. Mouse over the phone number you want to edit and click the

button to the right of your phone number.

3. You can change your phone number in the Number field.

Additionally, you can also use the pull-down menus to change your country code and type of phone (work, home,
and mobile). Use the checkboxes to indicate whether the phone can accept voice messages, SMS text messages, or
if your phone is a TTY device for the hearing impaired.
4. Any changes to your email and click the

button.

Removing a Phone Number
1. Mouse over the phone number you want to delete and click the
button to the right of your phone
number.
2. Click OK on the confirmation pop-up or click Cancel to keep your phone number and return to the Contact Info
Page.

Changing your email address
1. Click your name in the top right corner of your screen and select Contact Info.
2. Mouse over the email you want to edit and click the

3. Make any changes to your email and click the

button to the right of your email address.

button.

Removing your email address
1. Mouse over the email you want to edit and click the
button to the right of your email address.
2. Click OK on the confirmation pop-up or click Cancel to keep your email and return to the Contact Info Page.

Viewing Sent Messages
When your recipients log into your School Portal, they will be able to view messages that have been previously sent to
them on the Home Page.

Phone Messages
From the Home Page, locate the message you would like to view and click the

A new pane will open below the message box. If the message
was sent as a Text-to-speech, a transcript of the message will
appear in field below.
Click the
message.

icon to listen to the audio version of the

icon.

To close the message, click the

button in the upper right corner of the message box.

Email Messages
From the Home Page, locate the message you would like to view and click the

icon.

A new pane will open below the message box. Use the
link to open your email message in a pop-up window.

Click He

To close the message, click the
button in the upper right corner of
the message box.

For Phones:
1. Select a country code from the Country Code drop-down menu.
2. Type the phone number you want to add in the Number field.
3. Use the Type pull-down menu to select what type of phone the number belongs to (i.e. Home,
work, or Mobile).
4. Use the Checkboxes to specify what type of message you want to receive (voice messages,
text, or TTY).
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5. When you are finished with providing your information, click the

button.

NOTE: If your phone does not support Text messages, such as a landline, or TTY messages
for the hearing impaired, you will not receive these messages despite your contact
configurations.

9|P age

