
What if I need to make an emergency announcement?


Emergencies happen! There can be inclement weather, severe facility issue, and more! While 
these things aren’t common, they are serious and urgent, and you need to get a message out 
to your people and potential visitors. 


A change to a text box is too small, and two business days is too much time to get an alert 
banner set up on your website when the emergency is happening right now! So, what can you 
do when services cannot be held due to a blizzard, dangerous heat, or a global pandemic? 


For all sites in 2021, emergency alert banners are built into the site.


1. Select the “Collections” tab on the bottom bar of your Editor. (If you are unsure how to use 
your Editor, click HERE.)


2. Select Alert Banners.


3. You should have a hidden banner already set for use. Select the banner to make all 
necessary edits. 




4. This will open the page below. Fill out the name of the banner, which will auto populate the 
slug box. (The slug is what appears after the slash on the website address.) Fill out the 
“Banner Text” section; this is what the banner will publicly display. 





5. Toggle show banner on if you want it to display.


 




6. Select “Save,” or click the dropdown and choose “publish.” If you select “save as draft,” a 
grey  When you select “Save as draft,” it will un-publish the banner and a gray bar will appear 
on your site where the banner should be. if you select “Publish,” it will make it display on your 
live site; selecting. “Schedule” is unavailable because it is already published. If you want to 
have a draft that does not display, simply toggle “Show Banner?” off. 


For sites built before 2021, we have been adding this feature for our clients. If you do not have 
the banner feature in your site and need it or are having trouble setting up your banner, contact 
your AE. 



