
1.  On the bottom right corner of screen; left click the small triangle to show hidden icons.
2.  locate the purple globe icon; left click to open options and right click “access self service”

If you don’t have the purple globe option, or the icon is gray, contact the CNFK Battle Watch



3. Left click the tab “my info”
4. Ensure first and last name is correct

5. For location, ensure the appropriate location is selected (this typically determines which messages you will be sent)
6. Left click “save” information changed from this screen



7. Left click the tab “Devices”
8. Input email, phone, text messaging – The first word determines the type of notification

Phone:  will receive verbal notification
Email:  will receive email notification

Text messaging: will receive SMS text notification
Format for phone numbers is 0118210(last 8 digits of cell number)

Format for work phone is 011825033(last six digits of desk number)
8. Each line item will show as “Unrecognized format”; click “Accept As Is”



9. Scroll down to add family member data; If you need more family members added, contact me
10. Remember to left click “Save”

If you want to check your devices, contact the CNFK Battle Watch to send a TEST to devices assigned to your username


