“Self-Alerting” on BBO
NB : Do Not alert in the Chat Screen. No alerting should happen via the chat screen. Alerts are for the opponents to hear, not your partner.
The proper way to Alert happens when it's your turn to bid. For example, perhaps your partner opened 1NT, and you want to transfer to Hearts. On the bottom row of the bidding box is an “Alert” button, click on it, and it will turn red. There is an “Explain” line just to the right, click there and type in your explanation. In this case, type “Transfer”. Now at the top of the bidding box, click on '2' and then on the Diamond symbol. You have successfully made and alerted your 2D transfer bid.
When you make an alert, a box opens in the upper right of your playing area with your bid, your alert explanation, and an “Explain” button. If you click on the “Explain” button, you may modify your alert explanation. If the alert box is in your way, you may click on it, (not on the “Explain” button), and it will go away. At the same time that you make an alerted bid, on your opponent's screens, they will see your bid outlined in red and the same “Explain” box in the upper right with your alert explanation. Your partner doesn't see anything. Your partner doesn't know, and isn’t entitled to know, that you have alerted your bid.
That's all well and good, but what if you make your bid and then realize you forgot to alert? Don't panic, just click on your bid in the auction area. An “Explain” box will open and you will be able to type in your alert. Again, this explanation only goes to your opponents, not to your partner. 
Perhaps your opponent’s make a bid and you want to know what it means. Just click on the bid in the auction area and the opponent who made the bid will get an “Explain” box pop up where he will tell you. Your other opponent won't see the explanation, only you and your partner will see it.
https://www.youtube.com/watch?v=TNl88Dme7QQ






