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How to log in to your account (One-time login link) 

Logging in to your account will allow you to edit your settings and details, should you 

ever need to. You can login to your account from the Alert website, where you signed 

up. Clicking on the logo at the top of any Alert email, should take you to this website. 

Clicking on some of the options below an Alert message, such as the reply button, 

will also require you to login. 

  

The login screen should appear as below. 

 

  

To login to your account, input your email address into the box as above. The system 

will then send you a One-time login link by email, from the email 

address alert@neighbourhoodalert.co.uk. 

mailto:alert@neighbourhoodalert.co.uk
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Accessing the link in this email should take you to the screen below, where you can 

click on the 'Login' button to log in to your account. 

 

  

Second Authentication Step 

At this point you should be logged into your account. However, a second 

authentication step is required to access certain options, such as when editing your 

account details. 
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When you first go to access any protected options, the system should display the 

screen pictured below: 

 

  

You will then be sent a verification code, either by email, 

from alert@neighbourhoodalert.co.uk, or by text message / WhatsApp, depending on 

how your account has been configured to receive messages. Once you have input 

the code as received, this will then allow you to access all of your account's options. 

 

RETURN TO CONTENTS 

  

mailto:alert@neighbourhoodalert.co.uk
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Show scheme on the Ourwatch.org.uk search 

Once you have created your Neighbourhood Watch scheme, as per the steps here 

- https://visavltd.zendesk.com/hc/en-gb/articles/5635850360733-Creating-a-

Neighbourhood-Watch-scheme  

If your scheme is then also approved by Neighbourhood Watch, as per the details 

here: https://visavltd.zendesk.com/hc/en-gb/articles/5645070245021-Approving-

your-Neighbourhood-Watch-scheme  

You can then select for your scheme to show on the postcode search on the 

Neighbourhood Watch website: ourwatch.org.uk  

You can do this by accessing your account either 

from:https://members.ourwatchmember.org.uk/ or from 

members.YOURSITENAMEHERE, inserting your local site name where required. 

You can then navigate to Neighbourhood Watch Tools > manage schemes, or scroll 

down to below your details, as below, to view the scheme options. 

Then using the edit option to view your scheme's details: 

 

  

You can then turn on the option, as below to make your scheme show on the 

ourwatch.org.uk postcode search: 

 

  

After altering this setting you should then use 'Save Data' to save any changes you 

have made to your scheme. 

RETURN TO CONTENTS 

 

https://visavltd.zendesk.com/hc/en-gb/articles/5635850360733-Creating-a-Neighbourhood-Watch-scheme
https://visavltd.zendesk.com/hc/en-gb/articles/5635850360733-Creating-a-Neighbourhood-Watch-scheme
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https://visavltd.zendesk.com/hc/en-gb/articles/5645070245021-Approving-your-Neighbourhood-Watch-scheme
https://www.ourwatch.org.uk/
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Edit your scheme details 

You can access the option to edit your scheme from within your account, from 
'Neighbourhood Watch Tools' > 'manage schemes': 

 

or you can find these options under your details when you login. You can then select 
the edit option, as below: 

 

  

You can then access the details for your scheme, and edit those, as below: 
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You should then use 'Save Data' to save any changes you have made to your 
scheme. 
For editing your scheme's area you will need to contact the Neighbourhood Watch 
administrator for your area, who will be able to assist you with adjusting this. You can 
find the details for any local Neighbourhood Watch contacts in your area who can 
assist you from the page here, by selecting your 
area: https://ourwatch.org.uk/support/support-schemes/find-my-local-association  
 
If no specific association exists you can also contact National Neighbourhood Watch 
(England & Wales) who can assist you with this directly, 
from: ourwatch.org.uk/general-enquiries or enquiries@ourwatch.org.uk or at: 0116 
402 6111  
 
For schemes in Scotland, you can contact Neighbourhood Watch Scotland 
at: info@neighbourhoodwatchscotland.co.uk or at: 01786 463732  

RETURN TO CONTENTS 

https://ourwatch.org.uk/support/support-schemes/find-my-local-association
https://www.ourwatch.org.uk/general-enquiries
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View or edit your scheme membership 

View scheme members 

You can access the option to view or edit your scheme membership from within your 
account, from 'Neighbourhood Watch Tools': 

 

or you can find these options under your details when you login. You can then select 
the scheme members option, as below: 
 

 
 
From this option you will then see the details of any members who have added 
themselves to your scheme, and members that have been added by administrators 
on the system, and any members that you have added yourself. 

 
 
When a user joins the system, if they wish to join a scheme, they can see the list of 
schemes in their area, then select any of these and they will be added to that 
scheme automatically. As the coordinator, you would then be notified of any 
members who have joined your scheme, and you can then check these new 
members to ensure they are appropriate for your scheme. 
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Remove scheme members 

You can remove members of your scheme, from the membership list as shown 
above, using the 'remove from scheme' button next to their details. 

 

Alter scheme roles 

You can alter the role of any members of your scheme, between member, deputy 
and main coordinator, from the option against each member of your scheme as 
below: 

 

RETURN TO CONTENTS 
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Invite a person to join your scheme 

If you wish to invite someone to join your Neighbourhood Watch scheme regardless 
of if they are registered on the Neighbourhood Alert system for receiving the Alert 
messages, you can do this with the below steps: 
 
Once you are logged into your account, from 'Neighbourhood Watch Tools', or from 
the options under your details when you login, you can then select the scheme 
members option, as below: 
 

 
 
From the current membership list, you can then go to: 'suggested members': 

 
 
At the top of this page you will then see the option to invite a person to join your 
scheme: 

 
Using this option you can then view the options to send the invitee an email; 
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Here you can enter the name and email for the person, and you will see that the 
content of the email to them has already been created for you. This will include fields 
that will automatically add their details for you once that is sent. You can also add in 
your own content to this email, such as a personal sign-off if you wish. 

When you then click 'Invite to join' this email will automatically be sent from the 
system to that person on your behalf. Using the link in this email the invitee can then 
register their details on the system, for receiving the Alerts. Once they have 
completed the registration steps they will then automatically be in your 
Neighbourhood Watch scheme. 

RETURN TO CONTENTS 
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Adding a new member to your scheme 

When you are logged into your account as a scheme coordinator, you also have the 
option to register a new member onto the Alert system to receive the messages for 
their area, and to join your scheme. 

You can access this option from within your account > scheme membership, as 
below: 

 

  

 

  

Here you can enter the details for this new member, including any of the contact 
details they may wish to register with, to receive the Alert messages. 

 

  

For the address option, you will need to enter the postcode, then use the 'look up 
address' option to list the addresses, then choose one of those from that list. 
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The details for the address will then be shown below automatically once this address 
has been selected from that list. You can also add any additional information here 
optionally for this user, as well. 

 

When this member is submitted, you will then see the below confirmation message: 

 

 
You will then be able to view any members that you have added (before they have 
confirmed their registration), in the pending members list for your scheme. 
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Once this person has than verified their registration, from the email they will have 
received, this member's details will then be shown as normal under your scheme 
members list. 

 

RETURN TO CONTENTS 
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Send a scheme email 

You can access the option to send an email message to members of your scheme 
from within your account, from 'Neighbourhood Watch Tools', or you can find these 
options under your details when you login. You can then select the scheme email 
option, as below: 
 

 

 
From this screen you can see any previously sent messages and you have the 
option to send a new scheme email message: 

 

 
If you then go to 'send a message' you will see the below screen to compose your 
scheme email message: 

 
On the next page you can then select the scheme members that you wish to send 
this message to, this can be some or all of those members on your scheme. You can 
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do this by clicking to move the 'Available people' to the 'Will receive' box. Clicking 
'Next' here will then send this message to those selected members: 

 

 
 
Once that is sent you will then be able to see this message on the Scheme Message 
overview screen, as below: 

 

You can also view any replies from those members regarding your message from 
this screen using the 'eye' icon for that message. 

RETURN TO CONTENTS 
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How to view and respond to replies from your 

scheme emails 

When a scheme message is sent out, all scheme members that receive the 

message will have the ability to reply to that message. When a scheme member 

does reply to your message, you should receive an email notifying you about this. 

 

Clicking on the reply button, will take you to the login page; once you have logged in, 

you will then be prompted to reply, as shown below. You can write your reply in the 

text box, then click on 'Send reply'. 

 

You can also view the replies to a message at any time by logging into your account, 

then navigating to 'Neighbourhood Watch Tools' then 'Scheme Messages'. 

 

On the following screen, you can view all of the scheme messages you have sent 

out. The number of replies are also displayed here. 
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If you click on the view message button (represented by the eye icon) you can view 

the message you sent and also a list of recipients. This should display the screen 

shown below. 

 

From here, if you click on the view button for a user, you can view their reply and 

send a reply message back to them. You can even send a message directly to a 

user, even if they haven't left a reply themselves. 

 

RETURN TO CONTENTS 
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Changing the coordinator of your scheme 

If you are the coordinator for a scheme, for transferring the scheme coordinator role 

for your scheme to another person, you can use the below steps: 

  

Login to your coordinator account at: https://members.ourwatchmember.org.uk/ or 

the Alert site for your area. 

  

You can then access your current scheme membership from: Neighbourhood Watch 

Tools > manage schemes > click the middle members option for your scheme: 

 

  

If the new coordinator is already a member of your scheme in the list there, you can 

then alter their role as below, to be 'main coordinator': 

 

  

When you update the scheme role for a member you will see the below options: 

 

  

After updating their role to coordinator, you can then either alter your role to be just a 

member of the scheme, in the same way, or you can remove yourself from the 

scheme entirely as below: 

 

https://members.ourwatchmember.org.uk/
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If the new coordinator isn't yet a member of the scheme you can invite them to first 

join your scheme as in our guide here: Invite a person to join your scheme 

  

After you have updated your account on the Neighbourhood Alert system, you may 

then also wish to contact your area's Neighbourhood Watch Association so that they 

can ensure any additional records are updated as well. 

You can find the details for your local association 

here: https://www.ourwatch.org.uk/support/support-schemes/find-my-local-

association or you  can contact National Neighbourhood Watch at: their 

website https://www.ourwatch.org.uk/general-enquiries or call them on 0116 402 

6111. 

RETURN TO CONTENTS 

https://www.ourwatch.org.uk/support/support-schemes/find-my-local-association
https://www.ourwatch.org.uk/support/support-schemes/find-my-local-association
https://www.ourwatch.org.uk/general-enquiries

