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Logging In
After registering and receiving your account credentials, you can access your account 
with your Username  at any time here: https://agency.nixle.com/login/
 

Upon logging in to your Nixle account, you will see your agency’s Home page. Here you 
will see a general overview of
your account.
To return to this screen at any time, simply click the Home button in the top menu. Once 
on the home page, you will by default be viewing your Overview page where you can see 
Quick Links and Recent Activity associated with your account.

Quick Links are provided to allow you convenient access to key features and areas of 

Overview

https://agency.nixle.com/login/
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your account. You have the following
immediate options:
 

Create Message
Sent Messages
Manage Public Groups
Registration Widgets
Message Widgets
Manage Private Groups
Manage Facebook Comments
Create a New Public Group
Create a New Private Group
Import Contacts
Instructional Guides
Usage Report
Agency Users

 
In the Recent Activity column, you will see a listing of additions, changes, and various 
uses of your account. This allows for a
quick review of how your account is being utilized by your users.
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Viewing your Agency Page
After your account has been created, the messages you publish will be displayed on 
www.nixle.com for members of your community to view. Not only will your publications 
be included as part of a general community message page, but your agency will also have 
its own page which will chronologically display your messages.
 

Publishing to your Nixle Wire Group
Your Nixle Wire group represents the community members who register at 
www.nixle.com, or with their mobile phone by texting
their zip code to 888777.
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Contact

If, at any time, you have questions or concerns related to your account, please contact 
Nixle support by email at securedesk@
nixle.com or by phone at: 1.877.NIXLESD Monday-Friday, 8am-5pm.



                                                              NIXLE  ENGAGE USER 
GUIDE

                   8

 

 
To compose new messages, click on the Message Center button. Below the Message 
Center button, you will see the
options to create a New Message or Review Sent Messages. Select the New Message
button. 
 
To send an SMS (text) message, check the corresponding checkbox and begin entering 
your information. All SMS messages are limited to 138 characters. In order to include a 
web message, you must not exceed 117 characters. 21 characters are needed to
include a web link.
 

Selecting Message Type
There are three Message Types to choose from at the top of the page: Alert, Advisory, 
and Community. 
 

Create and Send a New Message
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Alert

Alert messages should be reserved for critically-important information where the loss of 
life and/or property is potentially imminent. Alert messages are time-sensitive and 
require your residents to take immediate action.
 
Alert Messages will reach residents by Email and SMS only unless they have adjusted 
their settings.
 
Examples:

Severe Weather Warning
Gas Leak
Contagious Disease Outbreak
Tsunami Warning
Wildfire
Missing Child

 

Advisory

Advisory messages are intended to communicate important, need-to-know information. 
Advisories should be considered
less time-critical than Alerts and require a heightened sense of awareness from your 
residents.
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Advisory Messages will reach residents by Email and SMS only unless they have adjusted 
their settings.
 
Examples:

Road Closures/Detours
Severe Weather Watch
Wanted Suspect
School Closure
Police Activity
Traffic Congestion

 

Community

Community messages should be used to convey everyday local news, happenings, and 
developments. Community messages
should not contain any time-critical information.
 
Community Messages will reach residents by Email only unless they have adjusted their 
settings.
 
Examples:

Event Reminder
Sobriety Checkpoint Notice
Town Hall Meeting
Community Updates
Police Blotter
Crime Prevention Tips

 

Best SMS Practices
Communicate clearly and concisely
Include only the most important information in the SMS field. More information can 
be included in the Email/Web Message.
Use the character count and spellcheck to keep you on track
Avoid messages in all capital letters
Do not abbreviate (for example, instead of "RT. 90," spell out "Route 90")
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Create an Email/Web/Voice Message
To support the SMS message, users have the option of publishing messages that will be 
sent as an email and will post to the Nixle web page. To create an Email and Web 
Message, check the corresponding box located below the SMS Message category. Email 
and Web Messages may contain up to 20,000 characters of text. Here you may enter the 
full details of the message. 
 

 
To include an image or attachment in your message, select Choose File below the Web 
Message area and browse for the file on your computer you wish to attach. Files may not 
exceed 10MB in size. Acceptable file types include gif, jpg, pdf, doc, and docx.
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Incident Location helps provide geographic details to your subscribers. To include an 
Incident Location, check the corresponding box and enter the address of the incident.
 

Message Recipients

After you’ve completed entering the message content, you must next select the groups 
to which you wish to distribute the message. In the Message Recipients field, check the 
boxes for the group(s) that should receive your message. You must check the Nixle Wire 
box to distribute your agency message to those residents who have registered at 
Nixle.com or with their mobile phone by texting their zip
code to 888777.
 

 

Voice Dialing

To add Voice, click on the Voice Dialing check box. You must be sending an Alert level 
priority notification. Decide if you would like to record, use text-to-speech, or upload a 
prerecorded voicemail to send out.
 
Select the phone number that you would like to show up on your residents’ Caller ID, and 
if you would like to retry numbers that do
not answer. We will make up to five attempts to reach numbers that do not answer. Re-
tries are typically attempted every five minutes. If Not, we won’t re-try numbers that do 
not answer. Note that we always re-try numbers that are busy.
 
If there's no answer, we will leave a voicemail with your recording. Leaving a voicemail 
will also cancel any subsequent retries.
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Message Timing
 
Select if you want to Send the Message Now, or select Schedule for Future Delivery if 
you would like to set a specific time the message will be sent out. You can also select if 
and when you want a message to expire. 
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Send to Social Media
Select whether or not you would like to also publish your message on Social Media. Once 
your social media accounts have been configured under your Agency Information, your 
message will also be published to your Twitter Feed and Facebook Wall. The first 
attachment to your message will be included in your Facebook post.
 

 
Once you have finished drafting your message and configured your desired settings, 
select Preview Message at the bottom of the page to proceed to the Preview page.
 

Message Preview
On the Preview Message page, you will see how your message will appear in the formats 
you’ve chosen - as an SMS, Web Message, or both. If upon reviewing the message you 
wish to make edits or changes, click on the Edit Message button on the upper or lower 
left-hand side of the screen.
 
If your message appears as you wish it to, click the Send Message button on the upper or 
lower right-hand side of the screen. This will immediately publish your message and 
distribute it to the selected recipients, or schedule it to be sent at the pre-specified time. 
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To review messages that have already been sent, click the Sent Messages button below 
the main Message Center option.
 
On the Sent Messages page, you will see a list of recent messages ordered 
chronologically. You may choose to filter this list by Message Type and Status. To do so, 
check the corresponding box in the sort bar above the message list. 
 
You may also choose to search for specific messages by using the Search Bar feature to 
the right of the sort options. This will search both the headline and the full content of the 
message.
 
The list of messages displayed is categorized by Priority, Date Sent, Status, Headline, 
Web Message, SMS Subscribers, Email Subscribers, and Voice Message. The 
information in these categories is provided for quicker filtering of messages.
 
On the far right-hand side of the message list under Actions, you will see the editing 
options for each message:

To edit the web message content, click the first icon.
 To send an update, click the arrows forming a circle.
 To use the message as a template for a new message, click the third icon.
 To deactivate the web message, click the fourth icon. Deactivating the web message 

will remove it from nixle.com, as well as 
discontinue additional phone calls through the dial portion.
 

Sent Messages
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Automated weather alerts can be rebroadcasted to the agency subscribers based on the 
preferences and settings configured by the agency.
 
Agencies can set the following preferences for NWS Rebroadcasts:

Select the events (such as Flood Warning, Hurricane Warning, Avalanche Warning, 
etc.,) that need to be rebroadcasted
Select the modes by which residents must receive the weather alerts
Select the groups that need to be notified
Set blackout hours if applicable

Agency subscribers will receive weather alerts based on the above preferences if the 
area impacted by the weather event overlaps with the agency's jurisdiction.
 

Rebroadcasts
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After you have selected which messages you would like rebroadcasted, click the boxes 
for how you would like your residents to be notified when an NWS message goes out.
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Geographic Filtering

Only Include Contacts with a Location Saved With Nixle 

When this option is selected, then Residents who have supplied their ZIP code or 
location will always receive this publication if their location falls within your selected geo-
targeting.
 
By default, Residents who have opted-in to your selected group and have not provided 
their ZIP code or location will also receive this publication and will not be excluded by 
this geographic filtering.
 

NOTE:  By checking this box, residents who have not supplied their zip code or 
location will not receive this geo-targeted publication

Sensitivity Settings

Target regions can be set by specifying the impact area (polygon) in the alert versus the 
impacted FIPS codes to create a Sensitivy Setting. There are three Sensitivity Settings:

High Sensitivity - Targets only ZIP Codes that overlap with the affected area 
(polygon) of the NWS Alert.
Medium Sensitivity - Same as High Sensitivity if the NWS Alert contains an 
affected area (polygon). If a polygon is not present, it targets only ZIP Codes that 
overlap with the affected FIPS Codes of the NWS Alert.
Low Sensitivity - Targets only ZIP Codes that overlap with the affected FIPS Codes 
of the NWS Alert (irrespective of the presence of a polygon in the NWS alert).

 

NOTE: The Sensitivity Setting will default to Medium Sensitivity for all Agencies.

FIPS Codes
FIPS (Federal Information Processing Standard) Codes uniquely identify counties and 
county equivalents in the United States. Agencies can select the FIPS Codes that they'd 
like to receive their NWS Alert rebroadcasts. 
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All of the FIPS Codes that overlap with the agency jurisdiction selection on the Agency 
Page.
 

 
The selection of FIPS Codes will apply to all types of NWS Alerts:

Warnings
Advisories
Watches

 
NWS Alerts that contain at least one of the FIPS Codes set by an agency will be 
rebroadcasted to the subscribers of the respective agency. 
 
If no FIPS Codes are selected for the respective Agency, then the Agency subscribers will 
not receive NWS Rebroadcasts (irrespective of the settings in other areas, such as NWS 
Warnings, NWS Advisories, and NWS Watches). 
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How Modifications to Agency Jurisdiction Impact FIPS 
Codes Settings
Agency jurisdictions can be modified in Agency Administration Page by Everbridge 
Technical Support upon request by the customer (due to reasons such as incorrect 
configuration, change in jurisdictions, etc.). Change in Agency Jurisdiction will result in a 
change in the list of FIPS Codes that overlap with the jurisdiction.
 
If Region(s) are added to the agency jurisdiction, then the FIPS Codes associated with the 
new Region(s) will automatically be enabled in the FIPS Codes section of Rebroadcasts.
 
If Region(s) are removed from the agency jurisdiction, then the FIPS Codes associated 
with the Region(s) that were removed will be disabled for the Agency.
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Settings for the FIPS Codes associated with the Region(s) that have not been modified
will be retained as-is.
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To link your Nixle account to Facebook and/or Twitter, go to the My Account section 
and then to Account Information. Administrators can choose to connect to Facebook or 
Twitter in the Linked Account section.
 
The Facebook Comments Administration allows you to enable or disable the ability for 
comments made on one of your Facebook posts to feedback to your Nixle account.
 

 

Social Media Best Practices
Write in phrases, not sentences. Keep thoughts short and simple: get your main 
point across, remove all non-essential information, and make sure to tell the 
recipient what to do with the information.
Be careful how you abbreviate. Not everyone has the same “shorthand.” 
Abbreviations should be common and in context.

Social Media
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By default, one Public Group will be pre-configured, The Nixle Wire. To view, edit, or 
create Groups, click the Groups button on the menu bar. You'll land on the Public Groups
page by default. To toggle the Private Groups, click the link.
 

 
To view the number of contacts in a given group, see the Contacts column. If the number 
is blue, you can click for additional information. Under the Actions column, you'll be able 
to: 

Create a Subgroup
Send a message to that Group
Edit the Group
Import Contacts into that Group
Delete the Group

 

Groups Overview
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Create a New Group
To create a new Group, click the Create New Group button on the upper right-hand side 
of the screen. This will take you to the Create New Group page. Once there, you will be 
prompted to fill out the information about the Group.
 

First, a name must be established that is unique to your Public Group.
Next, new Groups may have descriptions (only visible to the administrators of your 
Groups) that provide additional information about the Group and its function.
For setting up Subgroups, you must assign the new Subgroup to a Parent Group 
listed in the drop-down menu next to the Parent Group field.
Additionally, you may choose to assign keywords for specific Groups to use for 
opting in. Keywords allow contacts to opt into this Group from their mobile phone. 
If no keyword is set, contacts must be imported via the Contact Import tool.
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Adding Keywords
To use a Keyword for opt-ins of the new Group, select the checkbox next to Use 
Keyword for Opt-Ins. Then, type in your desired Keyword in the text-entry field below.
 
To add an auto-response for users who do opt-in, click the Add Auto-Response
checkbox and type the auto-response message in the Message field below. Auto-
response messages are limited to 140 characters.
 
If you’d like to request ZIP Code location information from users who opt-in 
(recommended), select the checkbox next to Ask New Subscribers for their ZIP Code and 
an automated message will follow up with your auto-response message.
 
Once all the information has been entered and settings have been selected, click the 
Create Group button to complete the process. Note that if you assign a keyword to a 
Private Group, a password will be required. 
 
Keywords may be used to independently submit anonymous tips.
 

Editing Groups
 
Select Edit Group in the Actions column to enter the Edit Group page. From there, all of 
the information originally entered for the Group can be edited or deleted. Please note 
that you are only able to edit the description of the Nixle Wire Group. All other Groups 
have fully editable details.
 
To save the changes to the description, click the Save Group button on the lower right-
hand side. If you wish to delete the Group, click on the Delete Group link to the left of 
the Save Group button.
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To add contacts to a Group, click the Collect Contacts button on the menu bar.

On the Import Contact page, select the Group you wish to add your contacts to from the 
drop-down menu. You may upload a file (CSV) of your contacts’ information. Please click 
Download Template to view a sample of the format and information to include.
 

 
You may type in or copy and paste your contacts' information. Each contact must be 
listed on a separate line. You may use spaces or commas to separate each contact’s 
specific information (name, phone number, email address). You must include at least a 
mobile number or email address for each contact.
 

Importing Contacts



                                                              NIXLE  ENGAGE USER 
GUIDE

                   30

Once all the information has been entered, click the Continue button to review your 
additions to your contacts. You will then be taken to a confirmation page where you may 
edit or delete the contact’s information. Click the Confirm button and accept the 
conditions for adding contacts. Your contacts will now be added to the database for the 
specified Group.
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To view and edit the current users associated with your agency, click My Account in the 
main menu. Then, click the Users button.
 
The Users Directory will appear, listing the users associated with your agency. To view or 
edit an individual’s information, click on the user’s name in blue or the Edit icon in the 
Actions column under Settings. To delete the account, click the Delete button. 
 

 

Invite a New User
To invite a new user, click on the Invite New User button above the Settings column of 
the Users Directory. You will be taken to the Invite New User page. Here you must fill 
out the user’s full name and email address. You may choose to also include their title and 
division.
 
If you wish for the user to be designated as an administrator for the agency, check the 
corresponding box next to the Permissions field. Please note that administrative 
permissions include the ability to invite new users and to change account settings.
 

User Management
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If you wish to cancel the request, you may do so by clicking the Cancel button. If you 
wish to continue with the invitation process, simply click the Send Invitation button after 
filling in the required information. The new user will receive an email with instructions to 
create their login credentials.
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Email templates can be created under Message Center > Email Templates. Selecting a 
pre-configured email template will set the color values of the header background color, 
header text color, and border color. Click on the color swatches for each element to 
customize them. 
 
You can also add a Business Tagline in the bottom field. 
 
Selecting Preview Template will allow you to check your HTML before saving. If 
approved, once you've clicked Save, all emails generated from your agency will use this 
template going forward. 
 
 

Creating Email Templates
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There are two types of configurable Widgets that can be generated and added to 
websites and blogs: Registration Widgets and Message Widgets. 
 
To create either, select the corresponding option from the sidebar menu on the 
Overview Page. 
 

 
You'll then be able to see all of the preexisting Widgets for both types, as well as the 
option to create a new one.
 

Widgets



                                                              NIXLE  ENGAGE USER 
GUIDE

                   35

1.
2.
3.
4.

 

 

Create New Widget
Selecting the Create New Widget button will bring you to the creation page. 

Enter the Widget name. 
Select the Widget height and width that will display on your site. 
Choose the color swatches for the headline and text colors. 
Select Save Widget and Generate Code to save the widget for future use, as well 
as generate the HTML code needed to insert the widget into your website.

Once your custom code has been generated, include that on your website or blog HTML. 
Visitors to your site can easily sign up and receive your messages. Registration Widgets 
collect Mobile Phone, Email & Zip Code information from your subscribers.
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