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P R E F A CE

About This Guide

The following topics are covered:
0 Introduction

0 Using Everbridge Suite Documentation
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X Preface — Introduction

Introduction

The Everbridge Suite User Guide is your reference source for using the production system. It provides

information about the Everbridge Suite product to enable you to quickly set up configuration
options and then use the system.

The following sections provide information on how to use this guide, and outline any related
Everbridge Suite publications.

Intended Audience

This guide is intended primarily for administrators and operators of the Everbridge Suite
system.

CONFIDENTIAL EVERBRIDGE SUITE
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Using Everbridge Suite Documentation

This section:

0 Outlines the structure and contents of this guide

0 Provides a list of conventions used in the Everbridge Suite documentation set

0 ldentifies other related documentation

Contents of This Guide

This guide contains the following chapters and appendixes.

Chapter or Appendix

Description

Chapter 1, Introduction

Chapter 2, Dashboard

Introduces you to Everbridge Suite and the people (roles) who use it.

Provides information about the Dashboard. The Dashboard displays
customizable panels of information about your Everbridge Suite system.

Chapter 3, Universe

Provides information about the Universe tab. The Universe tab allows you
to select contacts for a notification in a geographic area. You can also add a
New Notification from this tab.

Chapter 4, Notifications

Provides information about Notifications. The Notifications tab begins
with displaying the status of notifications in the Active/History sub-tab.
Other sub-tabs include: Schedules, Notification Templates, and Message
Templates. You can also add a New Notification from this tab.

Chapter 5, Contacts

Provides information about contact management. This is the tab where
you can add and maintain contacts. Administrators can upload Contacts,
add Groups and Rules.

Chapter 5, Scheduling

Chapter 6, Reports

Provides information about Scheduling. You can manage calendars, shifts,
and staff from Contacts > Scheduling.

Provides information about the Reports you can view and/or add.

Chapter 7, User and Role
Management

Chapter 8, Mobile
Manager

Provides information about User-Role management using the Access tab.

Provides information about using Everbridge Mobile Manager from
your mobile device.

Chapter 9, Mobile Site

Appendix A, Organization
Settings

Provides information about the Everbridge Mobile Site, which allows
users to initiate notifications from any mobile device that has a web
browser.

Describes the configuration options available to you in the Everbridge
Suite system. The Organization tab is provided for Administrators to
configure settings specific to your organization.

Appendix B, Member
Portal

Describes the configuration options available to you for your Everbridge
Suite Member Portal. The Member Portal tab is provided for
Administrators to configure settings specific to your organization.

Appendix C, Password
and Session Expirations

Provides a quick reference of the Everbridge Suite password and session
expirations.

EVERBRIDGE SUITE USER GUIDE
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Chapter or Appendix

Description

Appendix D, Upload and
Download Guidelines for
Non-English Languages

Provides information for implementations using non-English languages
when uploading and downloading contacts.

Glossary

Provides definitions for common terms and acronyms.

Conventions

The following table describes the typographical conventions used in this guide.

Convention

Meaning

Monospace

Indicates text that should be entered exactly as shown (including
punctuation) or examples of code. Here is an example of a command line:

# dirk /irksome

Bold

Indicates text that must be typed by the user. For example,
From the Title field, type XXX and press TAB to advance to the next field.

Italic

ENTER, SHIFT, CTRL,
TAB, and so forth

Indicates one of the following:

0 A cross-reference. For example, “For more information, see Related
Documentation on page xii”.

0 A glossary term being defined for the first time.

Workstation keyboard keys to be pressed are shown in uppercase type.

Press TAB.

To advance to the next field, instructions are to “press TAB.” Alternatively,
you can Tap the primary mouse button in the next field.

In step-by-step procedures, the > symbol separates different commands to
select. For example, select Incidents > Incident Templates > New Incident
Template.

Interchangeable
Terms

The following terms are used interchangeably:
¢ Mass Notification and MN
0 Interactive Visibility and IV

NOTE

A note emphasizes information that is of particular significance for the topic
under discussion.

Related Documentation

Documentation is provided to help you implement and run the Mass Notification of
products. In addition to this publication, the Everbridge Suite documentation set consists of
the following guides. You can view and/or download the PDF-formatted guides from

Everbridge University. Print the PDFs in duplex (2-sided) mode to save resources.
Guide Description Intended Audience
Everbridge Suite Provides an outline of the tasks stakeholders and Stakeholders and Account Administrators

Implementation Services Guide account administrators should perform to prepare

their organization ready

for sending notifications.

CONFIDENTIAL
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Guide

Description

Intended Audience

Everbridge Suite
Incident Management User
Guide

Provides the information that helps you automate
your communication center operations and
communication plans.

Account Administrators, Incident
Administrators, and Incident Operators (users
who will manage incidents and/or manage the
communication plan for the organization)

Everbridge Suite
Interactive Visibility User Guide

Enables administrators to set up configuration
options so that operators can use the Interactive
Visibility capabilities.

Administrators and operators, as well as opt-in
members of their Member Portal

Everbridge Suite
REST Application Programming
Interface Guide

Everbridge Suite
SMART Weather Alerting User
Guide

Lists the Data Types that are in the REST API
(Representational State Transfer Application
Programming Interface).

Provides information about the SMART Weather
Alerting feature to enable you to set up
configuration options and then use the system.

Developers and application programmers

Administrators and operators
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Introduction

This chapter introduces you to Everbridge Suite and people who will use it. Additionally, it
includes a step-by-step procedure on how to login to the Everbridge Suite system.

The following topics are covered:

0 Overview

0 Roles

0 Managing Users from the Users Tab
0 Help & Support

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL
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Introduction

Overview

The Everbridge Suite system enables users to send notifications to individuals or groups
using lists, locations, and maps. Following your communication plan for your organization,
everyone could be informed before, during, and after events, whether the events are
emergency or non-emergency. Your Everbridge Suite home page shows only what your
organization has implemented.

In the Everbridge Suite system, the Everbridge account is the top level of all
implementations. Each Everbridge account has at least one organization configured in it. An
account can have many organizations. An organization can have multiple groups. Each
organization has its own contacts and operates independently. A contact is someone who
receives a notification.

There are no contacts at the Account level. The Account level is used for user management

General
ACCOUNT [;& Hospital ]

General
ORGANIZATION Hospital

ACCOUNT | 2 Airport

Authority

| | 1

Metro Regional Suburban
ORGANIZATIONS [ Airport ][ Airport ][ Airport ]

ACCOUNT

[ 1
City of Town of Springfield Town of
SRR [ Greenville [ Franklin ] [ County Clinton

NOTE: If you need to add additional organizations to your account, contact your
Everbridge Account Manager.

CONFIDENTIAL
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Delivery Methods

Contacts

The message is delivered in various delivery formats.

0 If the message is delivered to a voice device like a phone or mobile phone, it is played as
a voice message.

0 Ifthe message is delivered to a text device, like email, it arrives as a text message.

0 Ifthe message is going to email, it can have data attached as a file.

Everbridge supports the following delivery devices: direct dial phone, extension phone,
email address, fax, mobile phone, numeric pager, TAP (Telocator Alphanumeric input
Protocol) pager, SMS (Short Message Service) text message, TTY, and Mobile Member App.

A delivery method is how the message gets to the device. It can be via: voice call, email, SMS
message, Mobile Member application, or TTY call. Your organization decides which delivery
methods to make available for notifying contacts.

A contact does not need to have a contact path for every delivery method enabled for the
organization, just the ones they are going to use.

It is important to remember that you are trying to notify a person, not dial a phone number,
so you want to have multiple ways of reaching that person.

For each contact, the contact paths are set in priority order. This is the order that the system
will use to deliver messages. It will try to deliver the message by the contact path whichis
firstin the priority list. If it is not acknowledged by the contact, the system tries the next
priority contact path until it reaches the end.

Many organizations use between five and ten contact paths per person. The following are
some examples:

0 Everbridge Mobile Member app
0 SMS

0 Personal email

0 Business email

o Office phone

0 Mobile phone

It is recommended to put the text delivery paths higher in order than the voice delivery
paths. Reviewing a text message can be more accurate for the contact than trying to listen to
a voice mail message. If there is a widespread emergency, text messages might be able to be
delivered before voice messages.

When a message is being sent to a contact, and the system has tried all of the contact paths
for that person one time, it is called a cycle. When you send a message, you can configure the
number of cycles to try to reach a contact.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL
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Sending a Notification

There are a few ways to send a notification. One way is from the Notifications tab. Click New
Notification. The New Notification page appears. If you are going to send a notification to
contacts from the map, you do so from the Universe tab. From the Universe tab, click New
Notification. A New Notification panel appears, identical to the one from the Notifications
tab. You have all the fields you need on one page to send a notification.

CONFIDENTIAL
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Roles

The Everbridge Suite system offers two levels of user roles: the Account level and the
Organization level.

Account Level

At the Account level, an Account Administrator is the contract administrator. The Account
Administrator inherits all permissions of all user roles for all products assigned to the client.
Account Administrators can access all functionality available at the Account level and at the
Organization level.

Tab Action

Notifications Send notifications to contacts in any organization.

Contacts Upload contacts into any organization.

Users Add, edit, delete and enable/disable users in any organization.

Roles Assign resources and users to the users added/managed under the
Users tab.

Settings 0 Notifications—Specify settings that are applied to all notifications

in all organizations.

0 Contacts—Specify settings that are applied to all contacts and
groups in all organizations.

Organization Level

At the Organization level, there are many roles. You have access to components of the
system depending on your role. That is, the Everbridge Suite tabs available to you after you
login are the ones in which you have permission to work. Default roles are:

0

Organization Administrator—This administrator is responsible for an Everbridge Suite
organization. Organization Administrators can access all functionality available to the
organization (all Everbridge Suite tabs at the Organization level). Organization
Administrators can perform actions within their own organizations, but not other
organizations. They can add groups in their individual organizations.

Group Manager—This administrator can manage and send notifications to predefined
sets of contacts. Group Managers can access functionality at the Organization level to
the following Everbridge Suite tabs: Dashboard, Universe, Notifications, Contacts, and
Reports. Group Managers can perform actions within their own groups. A Group
Manager cannot edit the organization settings.

Dispatcher—Users of this role can manage and send notification templates, manage
scheduled notifications, and manage active notifications. Dispatchers can access
functionality at the Organization level to the following Everbridge Suite tabs:
Dashboard, Universe, and Notifications.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL
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0 Data Manager—Users of this role can only manage contact records (add, edit, and
remove). Data Managers can access functionality at the Organization level to the
following Everbridge Suite tabs: Contacts and Reports.

0 Mass Notification Operator—Users of this role can send predefined notification
templates and can manage active notifications. Mass Notification Operators can access
functionality at the Organization level to the following Everbridge Suite tabs:
Notifications.

In general, users of the Everbridge Suite system can perform the following actions, but only
if they have permission.

Tab Action
Dashboard View notification and incident dashboards.
Universe 0 Use selection tools to highlight contacts on the map.

0 Send a notification from the Universe to contacts selected on the
map.

Access weather alerts.
Access Twitter alerts.
Access NCy alerts.

Access Mobile Member messages.

Notifications Add a new notification - send now, schedule, save as template.
Send an existing notification template.

Edit an existing notification template.

Add, edit, and delete message templates.

Manage scheduled and recurring notifications.

(>R > R > R > e S e

Manage active/sent notifications (including stop, rebroadcast,
follow-up).

Publish to CMAS/WEA.

Publish to the Everbridge Network.
Publish to Alertus (an Everbridge Partner).
Publish to Web Posting.

Contacts Add and delete contacts, add contacts to groups.
Edit and download existing contacts, save (search) filters as rules.
Upload contacts.

Add, edit, and delete groups; remove contacts from a group.

[ - el R - R e e T g

Add, edit, and delete rules, and contact layers.

Scheduling The Scheduling sub-tab is displayed only if Organization
Administrators have been given permission.

Add, edit, and delete calendars.
Add, edit, and delete shifts.
Add, edit, and delete staff.
Reports View Quick Reports.

Add, edit, and delete Notification Custom Reports.

Add, edit, and delete Contact Custom Reports.

(> S > R~ > e
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Tab Action

Settings ¢ Organization—Edit base information and login message.

¢ Map—Edit default map views, manage shape library and import
region files.

0 Interactive Visibility—Turn weather/Twitter/mobile alerts on/off,
and add new alerts.

0 Notifications—Edit the default settings (sender info, delivery
methods, and so forth) applied to all notifications across the
organization.

0 Contact and Groups—Add record types, additional information
questions and subscription fields.

0 Member Portal—Edit the setup, design, and contents of the
organization's Member Portal.

Access 0 Manage users and roles—The Access tab is displayed only if
Organization Administrators have been given permission to
manage users and roles.

Application Action

Mobile Manager App 0 Send a notification.
Send a notification using a template.
Rebroadcast a notification.

Send a notification Follow-up.

S O O

Stop an Active notification.

Your Account Administrator can tell you the permissions of your role. See also Reviewing
Role Types and Permissions on page 235.

To see the permissions of a role

1 Login to the system as an Account Administrator.

2 Click the Roles tab.
The Roles page is displayed. The default view is the Account roles.

3 Select the radio button corresponding to the roles you want to view:
«  This account. (If selected, skip to step 5.)
- Anorganization in this account. (If selected, go to step 4.)

4 Select the desired organization from the drop-down list: View roles information for.
The Role Types for the selected organization are listed on the left-hand side of the page.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL
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5 Select the desired Role Type.

ACCOUNT: New US SQA Account (Account Admin) b

bridge

fg) 2 a2 Bel 3
Notifications Contacts Users Roles Settings

Welcome Lucy Kajimoto (lucykajimoto) | Help & Suppori | Logout Al

Roles @

View roles information for

Download

fE Permissions Grig

'his account (N
(® An organization

Edit Role

Select an Everbridge role type, then edit the resources fo customize it.

Search Q| Advanced Search

Role Type
» Organization Admin(1)
Organization Admin
» Data Manager(1)
Data Manager
» Dispatcher(1)
Dispatcher - Chemical Spills
» Group Manager(2)
Group Leader
Group Manager
» Incident Administrator(1)
Incident Administrator
» Incident Operator(1)
Incident Operator
» Mass Nofification Operator(1)

Mass Notification Operator

Role Type

Mass Notification Operator

Role Name

Mass Noifi

Permission:

What are users in this role allowed to do?

Default Landing Page: Organization's ‘Nofifications’ tab

Access

Dashboard

Universe

lew US SQA Account)
in this account | Susan Stoba Test Organization

ication Operator

5 H Resources Assigned Users

Dep

ending on the role, the right-hand panel might show the following sub-tabs:

Permissions—Displays the permissions of this particular role.

NOTE: To see the Permissions Grid of all roles, see Permissions Grid on page 236.

6 Sele

7 Scro

Resources—Displays the groups and templates to which the users of this particular
role have access restrictions. If you want to customize the role, add a new role type

and update the access to resources (groups and templates). See the procedure To
add a role on page 11.

Assigned Users—Lists the users assigned to this particular role.
ct the Permissions tab.

Il down the list to see what the users in this role are allowed to do.

CONFIDENTIAL
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Check marks indicate the activities the users are allowed to do; otherwise, the activities
are grayed out. See the following example of the permissions of a Mass Notification
Operator role. (See also Reviewing Role Types and Permissions on page 235.)

New US SQA Account (Account Admin) ¥

Welcome Lucy Kaiimoto (lucykajimoto) | Help & Support | Logout

g @
everbridge ; - ol =

Notifications Contacts Users Roles. Settings

Roles @

(O This account (New US SQA Account)
(® An organization in this account | Susan Stoba Test Organization

X Permissions Grid Edit Role

Select an Everbridge role type, then edit the resources to customize it.

View roles information for

Search Q  zAdvanced Search
Role Type
Role Type

Mass Motification Operator
w Organization Admin(1)

Organization Admin Role Name
« Data Manager(1) Mass Nofification Operator
Dala Manager
~ Dispatcher(1) Permissions Resources Assigned Users

Dispatcher - Chemical Spills

What are users in this role allowed to do?

~ Group Manager(2) Default Landing Page: Organization's ‘Notifications’ tab

Group Manager
Access
Group Leader

User/Role management
-+ Incident Administrator(1)
Incident Administrator Dashboard

-« Incident Operator(1)

Incident Operator
Universe

« Mass Nofification Operator(1)

Mass Notification Operator
v
‘ 3 Add Role |
Use sel
Notification
Pubi
~  Mobile Website
C edil and d
Incident
nch and manage incidents
v
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Create, edit and delete information variables

Contact

Schedule Management
Create, edit and delete schedules

Contact Management
View Name and Exiernal ID ONLY
View and download ALL contact information
View, download and edit ALL contact information
Upload contacts
Create contacts
Delete contacts

Group Management
Create, edit and delete Groups
Add contacts to Groups
Move and Remove contacts from Groups

Rule Management
Create, edit and delele rules

Report
View Quick Reporis
Create, edit and delete Incident Custom Reports
Create, edit and delefe Incident Notification Custom Reports
Create, edit and delete Nofification Custom Reporis
Create. edit and delete Contact Custom Reports

Organization Settings
Organization - Edit base information and login message
Secure Meszaging
GIS - Edit defaull map views, manage shape library and import region files
Interactive Visibility - Turn weather/Twitter/mobile aleris/NC4 alerts on/off, and create new alers
Broadcast - Edit the default settings (sender info, delivery methods, etc.) applied 1o all notifications across the arganization
Contact and Groups - Create record types, additional information questions and subscription fields
Member Porial - Edit the setup, design and conlents of the organization’s Member Porial
Custom Map
Point-Address Geo-Coding

Mobile Manager
Send a notification

~  Send a nofification using a template
+  Rebroadcast a notification

Send a notification Follow-up

~  Stop an Active nofification

Privacy Terms ofUse ® 2014 Everbridge, Inc. 0 S0l 8 e

8 Logout when you are done.

CONFIDENTIAL EVERBRIDGE SUITE
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To add arole

1 Loginto the system as an Account Administrator.
2 Click the Roles tab.

The Roles page is displayed. The default view is the Account roles.
3 Select the desired radio button: View roles information for:

e Thisaccount name.

«  Anorganization in this account.

Select the organization from the drop-down list. The Role Types that have
been added for the selected organization are listed on the left-hand side of the

page. A new organization contains only the Organization Administrator role, as
shown below.

Roles

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout -~

(fgﬂ

Notifications

22
Contacts

Users

L]

Settings

Roles @

View roles information for

Dowmload ¥ Permissions Grid

(® An organization in this account Documentation

his account (New US SQA Account)

Assigned Users

Search Q, | Advanced Search
Role Type
» Organization Admin(1)
Organization Admin
» Dispatcher(1)
Dispatcher
» Group Manager(1)
Group Manager
» Mass Notification Operator(1)

Mass Notification Operator

[ Add Role

What are users in this role allowed to do?
Default Landing Page: Organization's ‘Dashboard’ tab
Access
¥l User/Role management
Dashboard
&~ View notification and incident dashboards
Universe
~  Access Twitter alerts

o~ Access weather aleris

+  Use selection tools to highlight contacts on the map

~  Access Mobile Member messages

' Send a nefification from the Universe fo contacts selected on the map

' Nolification button widget

Notification

~ __Publish to Alerius

The right-hand panel displays the role profile: default Permissions (that are
fixed for each role), and Assigned Users (the names of the users assigned to the
role, if any).

For Organization Administrators only, optionally, from the Permissions tab
under Access, select the check box for User and Role management. This allows
your Organization Administrator to be assigned other roles within the
organization. For details about User and Role management, see Chapter 7, User
and Role Management.

EVERBRIDGE SUITE USER GUIDE
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4  Atthe bottom of the Role Type list, select Add Role.

ACCOUNT: New US SQA Account (Account Admin) »

A\ ; g 22 L @ L]
ever brldge Notifications  Contacts  Users NGGUYM  Settings
Roles @

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

View roles information for

Role Type

» Organization Admin(1)
Organization Admin

» Dispatcher(1)
Dispatcher

» Group Manager(1)
Group Manager

» Mass Notification Operator(1)

Mass Notification Operator

E Permissions Grid

Q| Advanced Search

(O This account (New US SQA Account)
(@ An organization in this account | Documentation

Add Role

Select an Everbridge role type, then edit the resources fo customize it.
Role Type
- Select -

Role Name

Privacy Terms of Use @ 2014 Everbridge, Inc.

5 From the Add Role panel, in the Role Type field, select a role type from the drop-down
list of Everbridge default roles. You will use the selected role type as the basis for your
new role.

6

In the Role Name field, type a name for your new role.

NOTE: The role name cannot include a pipe character (|). The pipe character is used
solely as a separator.

CONFIDENTIAL
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The role type becomes a “folder” that contains all the custom roles you add. The Role

Name can be the same as the role type.

ACCOUNT: New US SQA Account (Account Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

Role Type

» Organization Admin(1)
Organization Admin

» Dispatcher(1)
Dispatcher

» Group Manager(1)
Group Manager

» Mass Notification Operator(1)

Mass Notification Operator

. L N @ W
= brldge Notifications Contacts Users Roles Settings
Roles @

View roles information for

[ Add Role

(O This account (New US SQA Account)
® An organization in this account | Documentation ﬂ

Dovmload fjPermissions Grig ~ Add Role

Select an Everbridge role type, then edit the resources fo customize it.

Search Q Advanced Search

Role Type

Mass Nofification Operator ﬂ
Role Name

MN Operator x ‘
Permissions E Resources

What are users in this role allowed to use/access?
Notification Template

® Accesstoall
) Limited access

f—

Privacy Terms of Use © 2014 Everbridge, Inc.

Depending on the role, there could be two tabs at the bottom of the Add Role panel:
default Permissions (that are fixed for each role), and Resources (notification or incident

templates).

7  Click the Permissions sub-tab to view the permissions for this role.

NOTE: You cannot edit the permissions. However, for the Group Manager role, you
can edit the contact permissions. See To edit the Contact permissions for a Group

Manager role on page 17.

8 Click the Resources sub-tab.

You can limit the templates to which the users in this role have access. By default, all

users in this role have Access to All templates.

9 Select the Limited Access radio button to limit access to one or more specific templates

used by the role.

«  Alist of templates for your organization is displayed. (Open the tree by clicking the

Plus sign (+) next to the template name, as needed.)

- If you have not yet added any templates, the list will be empty.

«  Select the check boxes for the templates you want your new role to be able to

access.

NOTE: If you selected Group Manager or Dispatcher as your template, see also the

procedure To manage dynamic groups on page 19.

10 Click Save.

EVERBRIDGE SUITE USER GUIDE
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Your new role is listed in the left-hand panel of Role Types.

ACCOUNT: New US SQA Account (Account Admin) »

A\ ; g 2L L @ L]
ever bl’ldge Notifications  Contacts  Users [QGGISS  Settings

Roles @

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

" . . (O This account (New US SQA Account)
View roles information for §
(@ An organization in this account | Documentation

fE{Pemissions Gria Edit Role

Select an Everbridge role type, then edit the resources fo customize it.
Search Q| Advanced Search
Role Type
Role Type

Mass Notification Operator
» Organization Admin(1)

Organization Admin Role Name
» Dispatcher(1) MN Operator
Dispatcher
» Group Manager(1) Permissions. H Resources Assigned Users

Group Manzaet What are users in this role allowed to use/access?

Notification Template

» Mass Notification Operator(2)
MN Operator

Mass Motification Operator

O |

Privacy Terms ofUse @ 2014 Everbridge, Inc.

11 Repeat steps 3 through 10 to add more roles.

To change the name and/or resources of a role

1 Login to the system as an Account Administrator.
2 Click the Roles tab.

The Roles page is displayed. The default view is the Account roles.
3 Select the desired radio button to View roles for information for:

«  This account name.

«  Anorganization in this account.

CONFIDENTIAL
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Select the organization from the drop-down list. The Role Types that have
been added for the selected organization are listed on the left-hand side of the

page.

28
Contacts

(!g\)

Nofifications

2

Users

3

Settings

Roles

Roles §

View roles information for

Dowmnload

Search Q

Role Type

» Organization Admin(1)
Organization Admin

» Dispatcher(1)
Dispatcher

» Group Manager(1)
Group Manager

» Mass Nofification Operator(2)
MN Operator

Mass Notification Operator

Add Role

 Permissions Grid

Advanced Search

O This account (New US SQA Account)
(® An organization in this account = Documentation

Permissions Assigned Users

What are users in this role allowed to do?
Default Landing Page: Organization's ‘Dashboard’ tab
Access
[]  usenRole management
Dashboard
+  View notification and incident dashboards
Universe
' Access Twitter alerts
~  Access weather alerts
~  Use selection tools to highlight contacts on the map
~  Access Mobile Member messages
+~  Send a nefification from the Universe to contacts selected on the map
+  Notification button widget

Notification

" Fublish to Alertus

The right-hand panel displays the role profile: default Permissions (that are fixed for
each role), and Assigned Users (the names of the users assigned to the role, if any).

From the Role Type panel on the left-hand side of the page, select the role you want to
modify.

You might want to change the name of the role or change the access to templates for
the selected role.

«  To change the name of the role, from the Role panel, in the Role Name field,
rename your role.

NOTE: The role name cannot include a pipe character (|). The pipe character is used
solely as a separator.

«  Tochange the access to templates for the selected role, at the bottom of the Add
Role panel, select the Limited Access radio button.
A list of templates for your organization is displayed. (Open the tree by clicking the
Plus sign (+) next to the template name, if needed.)

EVERBRIDGE SUITE USER

GUIDE CONFIDENTIAL
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5 Select the check boxes for the templates you want to this role to be able to access.

Role Type

» Organization Admin(1)

Organization Admin

» Dispatcher(1)

Dispaicher

» Group Manager(1)
Group Manager
» Mass Nofification Operator(2)

Mass Nofification Operator

MN Operator

View roles information for

Download X Permissions Grid

(O This account (New US SQA Account)
® An organization in this account | Documentation

Edit Role
Select an Everbridge role type, then edit the resources to cusiomize it.

Q, | Advanced Search

Role Type

Group Manager

Role Name

Group Mgr-School Districts

Permissions Resources Assigned Users

What are users in this role allowed to usefaccess?

Groups

@ Limited access

5 a1 Groups.
[] 222 Administrators
[] 222 Employees
[] 224 Hart School District
[ 224 Managers
[Z] 24 Newhall Scheol District
aa Newhallt School District

[S—

[v]

Dynamic Group  Manage

@ Limited access

[ a2 Dynamic Group
(& 11 Dynamic Group Glendale

6 Click Save.

NOTE: You can provide Group Managers access to Dynamic Groups, as well as
privileges to create and edit static Groups. If contacts accessible through a Dynamic
Group are added to any other Group, and those same contacts later fall out of the
Dynamic Group, they are not automatically removed from the other Groups. They

must be removed manually.

Your edited role is listed in the left-hand panel of Role Types.

CONFIDENTIAL
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. . . () This account (New US SQA Account) A
View roles information for
@ An organization in this account  Documentation ﬂ
o) fHPemissions Grig ~ Edit Role
Select an Everbridge role type, then edit the resources to customize it.
Q, Advanced Search
Role Type
Role Type
Group Manager
» Organization Admin(1)
Role Name
Organization Admin
» Dispatcher(1) Group Mgr-School Districts
Dispatcher
» Group Manager(1) Permissions Resources Assigned Users
Group Mgr-School Districts A s
Pt What are users in this role allowed to use/access?
» Mass Nofification Operator(2) -
Groups Dynamic Group  Manage
Mass Notification Operator
® Limited access @ Limited access
MN Operator
=) a2 Groups [ ata Dynamic Group
3 Add Role [] aaa Administrators (® a1 Dynamic Group Glendale
[ a2e Employees
s Hart School District
[] e Managers
[#] a4 Newhall School Disirict
[¥] axe Newhallt School District
[I— v

7 Repeat steps 3 through 6 to edit additional roles.

To edit the Contact permissions for a Group Manager role

1

2

Login to the system as an Account Administrator.

Click the Roles tab.

The Roles page is displayed. The default view is the Account roles.

Select the radio button: An organization in this account.

Select the organization from the drop-down list. The Role Types that have been added
for the selected organization are listed on the left-hand side of the page.

Select Group Manager.

EVERBRIDGE SUITE USER GUIDE
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6 Select the Permissions sub-tab.

View roles information for

O This account (New US SQA Account)
(® An organization in this account | Documentation

Dovnload fPemissions Grig =t Role

Role Type
} Organization Admin(1)
Organization Admin
} Dispaicher(1)
Dispatcher
} Group Manager(1}
Group Mgr-School Districts
} Mass Notification Operator(2)
Mass Notification Operator

MN Operator

[ Add Role

Select an Everbridge role type, then edit the resources to customize it
Search Q| Advanced Search

Role Type
Group Manager
Role Name

Group Mgr-School Districts

Permissions Resources Assigned Users

What are users in this role allowed to do?

Default Landing Page: Organization's ‘Dashboard’ tab

Edit contact permissions

+~  View nofification and incident dashboards

~  Access Titter alerls

~  Access weather alerts

~ Use selection tools o highlight contacts on the map

~  Access Mobile Member messages

+~  Send a nofification from the Universe to contacts selected on the map

Select: Edit contact permissions.

The permissions for Contacts - Contact Management, Group Management, and Rule

Management - are displayed.

CONFIDENTIAL
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8 From each Contact category, select each check box that you want your custom Group
Manager role to have.

OO0 & O

o O

Create, edit and delete schedules

View Name and External ID ONLY

View and download ALL contact information
View, download and edit ALL contact information
Create contacts

Delete contacts

Create, edit and delete Groups
Add confacts to Groups

Move and Remove contacts from Groups

Create, edit and delete rules

View Quick Reports

Create, edit and delete Nofification Custom Reports

9 Scroll and select Save.

Dynamic Groups

Account Administrators (or Organization Administrators) assign dynamic groups to Group
Managers and Dispatchers to allow them access to contacts that might not be in a “group”.
Dynamic groups update while “groups” stay static. Dynamic groups do not display as a
“group” in Everbridge Suite. Rather, it allows the Group Managers and Dispatchers to view

and/or select individuals who meet the criteria at the point of notification.

To manage dynamic groups

1

2

Login to the system as an Account Administrator.

Click the Roles tab.

The Roles page is displayed. The default view is the Account roles.

Select the radio button: An organization in this account.

Select the desired organization from the drop-down list: View roles information for.
The Role Types for the selected organization are listed on the left-hand side of the page.

Select the Role Type: Group Manager and the role you added under this role type (for
example, Group Leader).

EVERBRIDGE SUITE USER GUIDE
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The right-hand side of the page shows sub-tabs:

«  Permissions—Scroll down the page to see the permissions of this particular role.
The permissions are locked because the new role is based on a default role.
Permissions for default roles are locked.

«  Resources—Displays the groups to which the users of this particular role have
access restrictions.

«  Assigned Users—Lists the users assigned to this particular role.

6 From the Resources sub-tab, under Groups, select the check boxes of the Groups you
want your Group Manager (or role under Group Manager) to be able to access.

7 From the Resources sub-tab, under Dynamic Group, click Manage.
The Dynamic Groups dialog appears.

Add
Name Color Last Modified Date -~ Last Modified By
ra Global Crisis Team - 2013-10-24 07:39:00 PDT Lucy Kajimoio
ra Communications - 2013-10-24 07:39:00 PDT Lucy Kajimoio
Page 1 of1 2 View 1-20f2
n Cancel

8 Click Add (or to edit an existing dynamic group, select the group name from the list and
click the Pencil icon).
The Add Dynamic Group dialog appears.

Add Dynamic Group ~

Dynamic Group Name

*Name

Color @

Custom Filters

Field Condition Value

Add Filter Search: Select Field

E Cancel

9 Type a name for the new dynamic group.

CONFIDENTIAL EVERBRIDGE SUITE
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10 From the Color field, click the round color icon and select a different color for this

dynamic group.

The color you choose here will be used on the map of the contacts in this dynamic group.

Add Dynamic Group

Dynamic Group Name

*Name HazMat Team

Color - O

Custom Filters

Field

Add Filter Sea;

#0000CC

m Cancel

Co [

Dynamic Groups L

~

11 In Custom Filters, select a Field name from the drop-down list.

12 Select a Condition from the drop-down list and type a Value to meet the condition.

Add Dynamic Group

Dynamic Group Name

*Name HazMat Team
Color - (¥

Custom Filters

Field Condition Value
contains ﬂ |NewYork City t | @
Add Filter Search: Select Field ~]

~

13 Repeat steps 11 and 12 to add more filters.

EVERBRIDGE SUITE USER GUIDE
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14 Select Save.
Name Color Last Modified Date - Last Modified By
/' i Local Crisis Team 2014-03-03 10:12:14 PST Lucy Kajimoto
Global Crisis Team - 2014-01-27 07:15:47 PST Lucy Kajimoto
Communications - 2014-01-27 07-15:46 PST Lucy Kajimoto
ra @ HazMat Team - 2014-01-27 07-15:45 PST Lucy Kajimoto
Page 1 of 1 25 View 1- 4 of 4
m| Cancel |
15 Click OK to see the new Dynamic Group in the Limited Access list.
This account (New US SQA Account) “
View roles information for ® An oeganization in this account  Susan Stoba Tes! Organzation [v]
Drownioas G Edit Role
Selecl an Everdndge role ype, then edit the resources 1o customae
' Role Type
Lo Group Manager
» Organzabon Admin(1}
Role Name
» Data Managee(1) Group Manager
Data Manager
» Dispatchee1) Permissions Resources Assigned Users
— What are users in this role allowed to use/access?
» Growp Manager|
Groups Dynamic Group  Manags
P m";“ ® Limited access W Limited access
» Incident Admini = ada Grougs A 2 e Dynamic Group
Caat () ama Local Crisis Toam
[P ) ake Global Crisis Team
DOanzz () ata Communications
Daazz 00 ama HazMat Team
a6
Oain
Claats
Camt7
Oaun
[0 Ak Roke E::dmn
# [] st Employees
] aau Finance W
Maaait
=N ol
16 For this particular role, select the single desired dynamic group name from the list and
click Save.
Preview Results display the contacts who are a part of the group.
17 Communicate to your Group Managers that they will see contacts from this dynamic
group.
CONFIDENTIAL EVERBRIDGE SUITE
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Managing Users from the Users Tab

From the Account Level, only the Account Administrator can add, edit, or delete users for an
account and its organizations.

NOTE: Atthe Organization Level, only if given permission, the Organization
Administrator can manage users and roles. See User and Role Management on page 221.

To add a user from the Account Level
1 Login as an Account Administrator.

2 Select the Users tab.

3 Select the Users sub-tab.

4 Click Add User.
The Add User page appears.

ACCOUNT: New US SQA Account (Account Admin) b ‘Welcome Lucy Kajimoto (lucykajimeto) | Help & Support | Logout

g E @ %
Jﬁ bridge Notifications  Contacts e Roles  Settings

Users > Add User @

General information

*First Name Owner New US SQA Account v
Middle Initial

*Last Name

Suffix Select. [v]

*Email Address.

SSO User ld

Contact Link with an existing contact record

Role information

Default Organization Role Type Role Name

Account Level ﬂ Account Admin ﬂ @ Add Role

E Cancel

Privacy Terms ofUse © 2014 Everbridge, Inc.

In the General Information pane, type the user name and email address.
6 If you have Single Sign-On functionality, type the user’s SSO User ID.

7  Optionally, click the link: “Link with an existing contact record” to link the user record
with a contact record. This link is useful if you want to send messages just to your users,
and/or if you plan to allow users to edit their contact information via the private portal.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL
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This contact record must already exist in order to link the record with the user.

ACCOUNT: Miw US SOA Account (Ascount Admin) b

Wetcome Lucy Kapmito Reckajemoto) | sk 8 Supeort | Lesoul

Ascyerbridge ) - W=

Mobfications  Cortacta Holes  Settings
ors > Add User @
Link with an existing contact record »
General information Search Comacts | pocumantation - a
* First Hame
Eisl Mame Last Name - Lxteenal I
Middile Initial
Cindy Kok BrnsTTII02 ~
*Lant Mame
Sutnx Salart = Shana hacigan asTrIG
e () Cutries sumsTrIIn
S50 Usor id Seom oy asTrIaIe
Contact ik vt g sccisting
L Li Len ©eimar B10sTTI208
Crag Harnek srnsTTII0n
Rale information
Snaron Bannatt 3127818 v
Detauit Organization
Page 1 L | View 1- 10 6 10
Account Level ] Account Admen v © Agd Ross
_— =
Ervacy JemmoiUse © 2014 Everbricge, inc .- -

a Select the organization in the account where the contact record has been added.
b  Search for the name of the contact (the user name).
¢ Select the record.
d Click Link.
To break the link between the record and user, in the Contact field, click the Trash
Bin.

8 Inthe Role Information pane:

a Select the organization level for the role from the drop-down list: Account Level or
Organization Level. For details, see Roles on page 5.

b If you selected the Organization Level, select the organization name from the drop-
down list.

¢ Select the Role for this user from the drop-down list.

9 Click the link: Add Role.

CONFIDENTIAL EVERBRIDGE SUITE
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The role has been assigned to the user.

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

A : g 2 L
ever bl’ldge Notifications ~ Contacts Roles  Seftings
Users > Add User @
General information
“First Name Lemon Owner New US SQA Account
Middle Initial
*Last Name Tu
Suffix Select.
*Email Address Lemon.Tu@Everbridge.com
S$80 User ld
Contact Link with an existing contact record
Role information
Default Organization Role Type Role Name
Documentation Organization Admin Organization Admin fi
Organization Level Documentation Dispatcher @ Add Role
A user can only have one role in an organization
=
Privacy TemsofUse © 2014 Everbridge, Inc. -0 -

T New LIS 80A Account (Accound Admin) »

10 Repeat steps 6 and 7to add more roles for this user.

S bridge

g

Notifications

aL
Contacts

Welcome Lucy Kalimoto fucykaimoto) | Melo & Supood | Logoul

@

Roles

e

Sattings

Users » Add User

General information
*First Name

Micidbs Initial

* Last Name

Suffix

* Email Address

S50 User b

Contact

Role information

Organczation Leved [+]

Cancel

-

Default Ovganization Role Type Robe Name
- Documentation Organizason Admin Drganization Ademin
Documentation Mass Notification Operabor Mazs Nolification Operalor

Lemen Hew US S04 Account -
Tu
Salect

e

Lemon Tu@Everbeidge.com

| EndSling ContRct record

Documentation ~] Dspatcher ~| O Aod Ho

Prvacy Iemsof Use © 2014 Everticgs, Inc

NOTE: The user can have multiple roles in an organization and/or across
organizations.

11 Click Save.
The User Management page is displayed. See also Ownership on page 226.

EVERBRIDGE SUITE USER GUIDE
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The new user is now on the list of users. You might need to scroll to see the new user.

NOTE: To upload a batch of users from the Account Level, see Uploading Files on
page 238.

IT: New US SQA Account (Account Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
i) 2 @ %
br’ldge Notifications Contacts Roles Settings
Users Uploads
User Management o L
- Send Invite Download Add User Search Q, | Advanced search Reset
=) Registered First Name Last Name - Role Last Modified Date Last Modified By
B # Yes Rostom Aghanian Account Admin 2014-03-10 12:00:41 PDT  Yelena Petrova
0 # = Chris Chaulk Drgan.zation Admin - Chs CRAUICTESt M 50140120 02:47:20 PST  Susan Stapa i
B # Yes Weicheng Cheng oy aanization Admin - Rods Testing OraaE 5913.07-16 12:25:00 PDT  Yelena Petrava
0 s Yes CMAS_D Dispatcher Dispatcher or CHAS -YelPeliowa Test 00 2013.06-11 16:02:27 PDT  Yelena Petrova
wAS_
B # Yes CMAS_GrL Goodwell Group Leader - Yelena Petrova Test Org 2013-08-29 16:25:16 PDT  Yelena Petrova
= /' = Lucy Kajimoto 2 2014-03-03 08:27:16 PST Lucy Kajimoto
= /' =i Lucy Kajimato Group Manager 2014-03-03 08:06:31 PST Lucy Kajimoto
[} I Yes ® Lucy Kajimoto Account Admin 2014-03-04 07-58:00 PST Yelena Petrova
B #& Yes Evie Kennedy 3 2014-02-12 09:18:50 PST Lucy Kajimoto
] /' = Ralph Lemmon Account Admin 2013-04-0512:10:83 PDT eb admin -
User Status Description
Envelope Send Registration Email. The user is not yet registered.

=&

Select the check boxes in the rows containing the users’ names and then
click the Send Invite button. (Or, if the Send Invite button is not displayed,
select *“Member registration” from the Send Invitation Email drop-down list.)
Or, click the Envelope icon in the row containing an individual user’s name.
When the user receives the email, he or she can select the link to go directly
to the Registration page. Once registered, the user becomes active and can
use the system.

CONFIDENTIAL
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Description
Send Mobile Device Registration.

Select the check boxes in the rows containing the users’ names and then
select “Mobile device registration” from the Send Invitation Email drop-
down list. Or, click the Device icon in the row containing an individual user’s
name. When the user receives the email, he or she can select the link to go
directly to the Registration page. Once registered, the user becomes active

and can use the Member Portal.

NOTE: You see the Device icon and the “Mobile device registration”
selection only if the following three conditions are met:

1

The user is active, but not currently logged in.

Your Everbridge representative has selected Mobile Member in the

Account/Organization pages of EBAdmin.

There is a Mobile Member delivery method identified in Settings >
Organization > Notifications > Delivery Methods.

The Private portal type is selected in Settings > Member Portal > Portal

Options.

The user is active, and currently logged in.

To use Advanced search

You can use the Search feature to find a user by First Name or Last Name. To search by other
filters, use the Advanced search feature.

1 From the Users tab, click the link: Advanced search.
The Advanced Search pane appears.

ACCOUNT. New US SQA Account (Account Admin) b

Welcome Lucy Kajmoto (lucykagmota) | Help & Support | Logout

A bridge ko - a = - bl

“nld Hothications Contacts Koles Settings

Users Upicads

User Management

- Send nvite Downiosd [ A0 User Q
L1 Renlstersd First Name Last Name - Role Last Modified Date Last Mosiified By
O # Yes Rostom Aghanian Account Admn 2440310 120041 POT Yelena Petrova
r = chins Chauk Sganaztion AGMIN - Chits Chalk Test QrI2N22 3n14.01.20 18 47 20 PRT Susan Slobia

[ # i Wiicheng Ching Cnganization Adrmin - Ruds Testing Organization  2013.07-16 18 25 00 POT Yehona Petiova
0o # Yes CMAS D Dispateher gt;{"‘e"'.""'” far CMAS - YelPolrova Tost Org_CMA 30130611 15:02:27 POT Yelena Petrova
O # Yot CMAS_GrL Goodwell Group Leader - Yelena Petrova Test Urg 201M3-08-29 16:25:16 POT Yelena Petrova
[ # = Lucy Kajimalo 2 2014-03.03 08 27 15 PET Lucy Kajmota
o # = Lucy Kajimoto Group Manager 2014-03-03 09:06: 11 PST Lucy Kajmoto
O # el & Luy Kajimte Account Admn 2(M4-03-18 16:33:00 POT Yelena Petrova
& = Lucy Kajimalo 2 20180311 102112 POT Lucy Kapmota
L # Ve Lucy Kajimalo 2 20120311 11.08.02 POT Lucy Kamoto
o # Yes Eviur Kennedy 3 2014-02-12 02018:50 PET Lucy Kagmoto
M # = Raioh Lemman Account Admn 2UN3404-08 12:10:53 POT b admn
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2

From the Add Filter Search field, select the desired field from the drop-down list.

Hsoverbridge & - E
i Hotications  Contacts Roles  Settngs
Users Uploads
User Management
Advanced Search
Ficld Condition Value
Add Filter Search:
-
: Middle Initial
Suffx
Email
Linked Contact
Cregled Oule pioad Add User
Last Upeateed Dike
0 R o won Sucrass bate  [HiMame Last Name - Role Lozt Modified Date Last Mostiliedd By
Cresalend By
[ e Last Lipdatad &y Rastom Aphanian Account Admin 20180310 12:00:41 POT Yelena Petrava
Role
Regrstration -
0O # 2| stanes Chris Chausk Organczation Admin - Chrs Chauk Test OrO2nza 314 41.29 bg:a7:20 P31 Susan Stoba
Org
User Name
o+ Yesr Waichang Cheng « Admin - Rods Testing C 2UNFAT-16 18:25:00 POT Yalena Petrava
L & Yies CMAS_D Displchar gj&::"‘”“‘ CMAS - YelPalrova Test Or_CMA 213 0611 1802 27 POT el Pty
o # Yes CMAS_Girl Goodwell Group Leacer - Yelena Petrova Test Org 2013-00-29 16:25:16 POT Yelena Petrava
0o« = Luey Kajimoto Fi 2014-03-03 082716 PST Lucy Kagmota
[ # = Lucy Kajimalo Group Manages 20140303 02 04 31 PST Lucy Kafmota
0o # Yes ® Lugy Kalimato Account Admin 20180318 16:33:00 POT Yelena Petrava
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Depending on the field you select, a Condition drop-down list and Value (either a text
box or list from which to choose.

a Select the Condition.

b  Type orselect the Value.

Click Search.
The users matching your filtered search are displayed below the Advanced Search pane.

iy

£ Y
Notifications  Confacts

Welcome Lucy Kaj

@

Roles  Settings

0 (ucykafimoto) | Help & Support | Logout

Users Upleads

User Management

Advanced Search X
Fiuld Condition Value
contiing - @
Susan Stoba Test Organizabon - Organczal™
Chris Chaulk Test Organization - Organizal
Documentabion - Data Marges
Decumentaton - Dispatcher
Documentation - Group Mor-School wa
Documentation - Incident Adminstrator
Dincumentition - Incident Qperator - Adrsid
Documentation - Incident Operatar - ntemi
Add Filter Search: Select Field 52
- Send invile Downioad £ A wser Q| zfdvinced sesch  Resel
L1 Renistered [irst Name Last Name - Role Last Modified Date Last Modified By
et arean LCouN| man 00 ‘alana rova
rd ¥ Rostom Aghi Account Ad 240310 12:00:41 POT Yalana Pt
ra = Chiis Chauk Lrganaation Admin - Chiis Chaulk 1851 Organiza a1 4.01.0 na 47 20 PET Susan Sloba
[ # Ve Wiicheng Ching Cnganization Admin - Rods Testing Organization 2013.07-18 1225 00 POT ek Peliova
o # Yes CMAS_D Dispatcher gj"":f'” for GMAS - YelPolrova Test Org_CMA 20130611 16:02:27 POT ‘Yelena Petrova
b
= e "
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To edit a user profile from the Account Level
1 Login as an Account Administrator.

2 Select the Users tab.

3 Select the Users sub-tab.

4 Click the Pencil icon next to the user's name that you want to modify.
The Update User page is displayed.

5 Make your changes.
See step 5 through step 11 of the procedure To add a user from the Account Level on
page 23.

6 Click Save.

To delete a user from the Account Level
1 Login as an Account Administrator.

2 Select the Users tab.

3 Select the Users sub-tab.

4  Click the check box in the row containing the specific name, and click Delete. (Or, you
can edit the user's profile, then click Delete from the Update User page.)

5 Click Yes to confirm the deletion.

To temporarily disable a user at the Account Level

To disable users so they cannot log in, but without deleting their records, perform the
following steps. Use this procedure to enable a disabled user as well.

1 Login as an Account Administrator.
2 Select the Users tab.
3 Select the Users sub-tab.

4 Click the Pencil icon next to the user’s name that you want to modify.
The Update User page is displayed.

Click Enable/Disable.

6 Confirm the inactivation.
The user’s name is grayed out on the list.

To return to Active status, return to the user’s Update User page and click Enable/Disable. Be
sure to confirm the change.

If users forget their passwords, they can request help from the Everbridge Manager Portal
login page.
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Registering Your User Profile

Your Account Administrator adds a user account for you in the system. Whatever your role in
the Everbridge Suite system, you must first register. You will receive an email inviting you to
register. Follow the link in the email to the Registration page and complete the process.

To complete the Registration

1 Onthe New Member Registration page, give yourself a Username.
You will use this username to login to the Everbridge Manager Portal.

«  User names are case sensitive and must be a minimum of 4 characters.
«  Acceptable characters are:
— uppercase and lowercase letters
— numbers
— period (.)
— dash (-)
— underscore (_)
— atsymbol (@)
No other characters or symbols are permitted at this time.
2 Type apassword.
+  Passwords must be 8 to 64 characters long.
«  Passwords must not contain user name, First Name, or Last Name.

«  Password must contain at least three of the following four items:
— Uppercase letter
— Lowercase letter
—  Number

— Special character (for example,! @ # $)

3 Confirm your password.

NOTE: Your password expires in go days, where you will need to provide a new
password. (The new password cannot be any of the past three passwords.) If you
change your password during the go-day period, the counter resets to zero (o) and
starts a new go-day cycle.

4 From the Question drop-down list, select a security question that only you will know.
If the system needs further information about you, it asks this question.
In the Answer field, type the answer to the question.

6 Click Continue.
You have successfully registered.

7  Click the link: Click here to sign in with your username and password to login for the first
time.

8 Bookmark the page.
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Logging in to Everbridge Suite

1 Access the link to the Everbridge Manager Portal.

HMover bridge

English (United States) | v

Username

Password

Use © 2014 Everbridge, Inc.

2 Type your username that you entered when you registered and go directly to step 3. If
you forgot your username, perform steps 2a and 2b, next.

a Click the link: Forgot Your Username?

Hsover bridge

Forgot my username @

‘Your username will be sent to the email address you provide. If more than one account is linked to this address, you may receive multiple emails.

Email Address

Privacy Terms of Use © 2014 Everbridge, Inc.

b  Type your email address and click Continue.
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Your username will be sent to the email address you provide. If more than one
account is linked to this address, you might receive multiple emails.

Press TAB to advance to the next field. (Or, click the mouse button in the next field.)

4  Enteryour password information and go directly to step 5. If you forgot your password
or become locked out of the system, perform steps 2a and 2b, next.

a Click the link: Forgot Your Password?

A bridge

Forgot Password

Your temporary password will be sent to the email address that you provided during the registration process

Username

‘© 2014 Everbridge, Inc.

b Type your Username and click Continue.
A temporary password will be sent to the email address that you provided during

the registration process.

5 To change the application language from English (United States), select the desired
language from the drop-down list to the right of the Sign In pane.

6 See the Everbridge Suite page that appears.
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Depending on your permissions, you might not see all the Navigation tabs that are in the
following example. In this example, the Dashboard tab is shown.

Navigation tabs

— n
A \ @D ® 0 = 24 ¢ e ¢
bridge (ENTNSTYE  universe  Notifications  Incidents  Contacts  Reports  Settihgs  Accbss
e
Contact Records by Record Type (-)=] Notification Report Overview oo Event Overview (-]=]
Organization: Airport Operations Vot dliooellEee el
ven P
Message Title: Test Message from Nelson Organization: Aimort Operations
Start Date: 2013-08-28 17.09:51 CDT vent. Office Closure - June
ant bate Message Title: THIS IS A TEST - Office Closure -
) : Severe Weather
Confirmed: 0 Start Date: 2013-06-06 16:01:10 GDT
| 0 emloyes: 12 | B Confimed Late: 0
B unreachable: 0 —
B ot Confirmed: 1 Confirmed: 3
h g B8 Confirmed Late: 0
Unreachable: 0
B not Confirmed: 1
75.00 %
Notification Count en
In Progress [[J Last7 davs [ Show Details
(0] Organization: Airport Operations Show Details
Event: Office Closure - June 7
Message Title: THIS IS A TEST - Office Closure - Sever
& Weather Event name: Office Closure - J... More
e
Confirmed: 3
Confirmed Late: 0
B Unreachable: 0
B not Gonfirmed: 1
‘ v

7 Review the following information about each Navigation tab:

Tab Description

Dashboard The Dashboard displays customizable panels of information about
the activities in your Everbridge Suite organization.

Universe The Universe allows you to select contacts for a notification in a
geographic area.

Notifications The Notifications tab begins with displaying the status of
notifications in the Active/History sub-tab. Other sub-tabs include
Schedules, Templates, and Message Templates. You can also add a
New Notification from this tab.

Contacts This is the Contact Management tab where you can add and
maintain contacts. Administrators can upload Contacts, and add
Groups and Rules. Administrators and Group Managers, if given
permission, can manage calendars from the Scheduling sub-tab.

Reports The Reports tab allows you to view Quick Reports (for example,
Notification Analysis and Event Analysis). Administrators can add
Custom Reports.

Settings The Settings tab is provided for Administrators to configure settings
specific to your organization.

Access The Access tab is displayed only if Organization Administrators
have been given permission to manage users and roles.
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8 Click the navigation tab on which you need to work.

9 Ifyou are assigned multiple roles, see the procedure To select your organization and role

on page 233.

To make changes to your user profile

Once you have logged in to the Everbridge Suite system, you can make changes to your user

profile, your password, your security question, and/or your site language.

Hover bridge

®

D

“gd i= 28 ¢ £

Contacts  Reports  Settings

[ ]
Py Lucy Kajimoto @

My Profile
Change Password
Change Security Question

Language

General information

~First Name
Middle Initial
~Last Name
Suffix

~Email Address
Contact

Time Zone

Role information

Organization

=

Lucy

Kajimoto

lucy.kajimoto@everbridge.com

( GMT -8:00)Pacific Standard Time(America/Los_Angeles) [w]

Role Group

Account Admin

Privacy Terms of Use @ 2014 Everbridge, Inc.

To change your profile

1 Click your name, located in the top right-hand corner of the page.

Your user profile is displayed.

2 Edit yourinformation, as needed, and click Update.

To change your password

1 Click Change Password from the left-hand panel.

EVERBRIDGE SUITE USER GUIDE
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The Change Password panel is displayed.

@ g = 2 < &

A
< R
A* W brldge Dashboard Universe Notifications Incidents Contacts Reports Settings
[ ] Lucy Kajimoto @ Change Password
Flease enter your naw password
Username:
My Profile T s
Current Password:
Change Password >
New Password:
Change Security Question L]
Confirm New Password:
Language

=3

Privacy Terms of Use @ 2014 Everbridge, Inc.

2 Enterthe password information in the fields and click Save.
(The new password cannot be any of the past three passwords.)

To change your security question

1 Click Change Security Question from the left-hand panel.
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The Change Security Question panel is displayed.

Agtwsrnbridge

-y L 2 @ %

Hotifications ~ Contacts  Users  Roles  Setfings

‘?. Lucy Kajimoto @

My Profile
Change Passwaord
Change Security Question >

Language

Change Security Question
Please select your new question.
Question:
What is the city or town where your mother and father met?
Answer:
Los Angeles
Password:

Privacy Terms of Use @& 2014 Everbridge, Inc.

2 Select a new question from the drop-down list.

3 Type the answer to the question.

4 Type your password and click Save.
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To change the Language from US English

1 Select Language from the left-hand panel.

, ® Ly = Y e T 9
A eve "br|dge Dashboard Universe otifications Incidents Contacts. Reports Settings Access
Tl
B (EHE)

° N I (SR

anguage English (Canada)
Ah Lucy Kajimoto (2] English (United Kingdom)

Select:

Frangais (Canada) I}

Francais (Europe)
Deutsch
My Profile Italiano
A5
Pycckunit
Change Password Espafiol (Europa)
Espafiol (Latinoamérica)
Dutch

Change Security Question

Language >

Privacy Terms of Use © 2014 Everbridge, Inc.

2 Select your desired language from the drop-down list.

3 Click Update.
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Help & Support

In the main navigation bar of the application, you can select Help & Support menu for:

0 Online Help
o Everbridge University

¢ Contact Support

Documentation (Organization Admin) »

Welcome Lucy Kajimote (lucykajimoto)

| @ ({E‘) = = c -ﬁ °~ Online Help
'brldge Dashboard  Universe  Hotiications  incidents [EiNSP Reports  Seftings  Accesis | 001008 Uniersit
Contact support '\.
Contafts @
Conta Uploads Groups Rules Scheduling 0
Download Add Contact Q =Advanced search Reset
First Name M. Last Hame « Suffix External ID Record Type Last Modified Date Last Modified By
/ Craig Barrick 8185772201 Employee 2014-06-10 10:50:49 PDT Lucy Kajimoto
.O' Sharon "W Bennett 3.22E+18 Employee 2014-04-02 10:09:00 PDT Lucy Kajimoto
f Scott Colby 8185772220 Employee 2014-07-28 08:19:37 PDT Lucy Kajimoto
ra Brad Currier 8185772321 Employee 2014-04-02 10:06:54 PDT Lucy Kajimoto
ra Yvonne Gallegos 8182309748 Employee 2014-08-03 10:35:23 PDT Lucy Kajimoto
ra Lucy Kajimoto 8182308732 Employee 2014-04-02 10:06:54 PDT Lucy Kajimoto
ra Cindy Kwak 3185772382 Employee 2014-04-02 101416 PDT  Lucy Kajimata
ra Happily Li Beijing03 Member Portal 2014-06-19 10:32:32 PDT Lucy Kajimoto
ra Sheila Morgan 8185772219 Employee 2014-04-02 10:14:16 PDT Lucy Kajimoto
ra Lemon Tu Beijing01 Employee 2014-06-09 17:27:55 PDT  Lucy Kajimota
/ Linder Wang Beijing02 Opt-in 2014-06-09 17:20:.02 PDT Lucy Kajimoto
f Lori Williams 8185772205 Opt-in 2014-04-02 10:06:54 PDT Lucy Kajimoto
Daco s £l o -

Help & Suppor: | Logout
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Online Help

Selecting Online Help provides help for the Everbridge Suite system. In addition, you can
click any Help (?) button on a page to access context-sensitive help.

2] Welcome Home > Welcome

@ Everbridge Suite User Guide
@ Incident Managemant User Guide

Interactive Visibility User Guide

M — é‘&everbridge

Welcome

This 1s your reference to the Everbridge Suite. It provides information about the Everbridge Suite to enable you to quickly set up configuration
options and then use the system.

Click here to start with the Introduction. Or, open a topic from the Table of Contents to the left, by clicking the Contents tab in the upper left-hand
corner, then clicking the book you want to open. Finally, select the topic you are interested in reviewing.

From the Search tab, you can type a word or words to find topics. Your word can be a partial word. For example, if you type "off", the search
might find all words with "office” and "off". To search for a phrase, enclose the phrase in quotation marks.

From the Glossary tab, you can select the glossary term from the list to see the definition of that term.
Select the Back tab to return to the previous page.

To view and/or print the PDF-formatted guides, visit Everbridge University. From the Help & Support link, select Everbridge University. Login to
the Everbridge Client Portal, and select the Everbridge University tab or click the Watch Everbridge University Courses icon. From the My
Learning tab, select the product category (such as Everbridge Suite). Select the documentation category (such as MN - IV Documentation).
Then, click Launch (or Review If previously opened) to see the list of PDFs. Click Open (or Continue if previously opened) to view the desired
PDF. Optionally, once the PDF has downloaded, to print, right-click anywhere on the PDF and select Print. You can print the PDF in duplex (2-
sided) mode to save resources.

Copyright © 2013-2014. Everbridge, Inc. All rights are reserved. Everbridge, Aware, SmartGIS, Act-SaaS, One Call-Reaches All, Emergency
Notification in the Cloud, Everbridge Matrix, Instacom, Interactive Communications Visibility, and Interactive Visibility are trademarks of
Everbridge, Inc. All other registered or unregistered trademarks and service marks are property of their respective companies and should be
treated as such.

- N
(& Overview of Contacts - Windows Internet Explorer =

[@ https://portal-qal everbridge.net/statics/WebHelp/MN_User/MN_User 05_Contacts/Overview_of Contacts.htm#CSH_L a2

Overview of Contacts

The Contacts tab is where you can create and maintain Contacts. See Roles for an understanding on who can perform Mass
Motification activities such as manage contacts, send notifications, and create groups and rules

Some examples of your system of record for your contact data follow

m

= Business, health care, and higher education organizations cen load employee contact infermation from a Human Resources
system

Vendors and customers can be loaded from a Contact system.
Higher education organizatiens can bring data from a Student Information system

Regional and local governments can use emergency and non-emergency residential and business phone lists.

Gowvernments can open a public portal where citizens can register with their contact information and opt-in to receive
notifications.

An organization sends notifications to its own contacts. The contacts in an organization can be assigned to one or more
groups. You can select one or more groups to receive a notification. An account administrator can create a Group Manager
for a group within an organization

The Main Contacts Page

8@ w = N e o

A e ;
Z50VerDNAge muskbosrd  Univesse  Wodbcagons  cideats [RONNENN Repots  Settngs

Cortrts §) L
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Everbridge University

Selecting Everbridge University launches the Everbridge Client Portal Sign In dialog. Type
your User Name and Password to access the Everbridge Client Portal.

Help & Support

%everbridge

CLIENT PORTAL

Everbridge University

Service Advisories.

Quick Links

# Support Services Guide
& Implementation Stakeholders Form
® MHN User Guide

‘e

My Everbridge University Reports

# My Training Report

Find Knowledge Base Articles

L 1
ot |

Find Cases

]

il
O
S

Knowledge Cases Contact

Watch Everbridge University Courses
Get up to speed on how to use the Everbridge solutions by
watching these on-demand training courses

Search Knowledgebase Solutions
Find answer to frequently asked questions, best practices
release notes and other resource documentation

View Service Advisories
Be aware of upcoming maintenance, product releases, and other
important Everbridge solution information

Submit & Manage Support Cases

The fastest way to get support! Submit a case and it will be
added directly into our support triage queue. Cases are worked
on in the order of priority and the order in which they are
received

Contact Everbridge Support
Unable to find what you are looking for? Have an urgent issue?
For additional assistance, please contact us

Logout

Everbridge training & support
right at your fingertips.

All information contained on the Everbridge Client Portal is privileged, confidential andior exempt from disclosure under applicable law.
Any disclosure, copying, distribution, or use of the contents or information in this document is strictly prohibited and requires Everbridge’s written permission

Z
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When the Client Portal appears, select the Everbridge University tab or the Watch
Everbridge University Courses icon. You can view the video tutorials according to your
organization’s training plan. From the My Learning tab, select the desired category. In this
case, select the product name, Everbridge Suite. You can choose to watch lessons by

Feature and/or by Role.

My Everbridge University Reports

® Wy Training Report

Find Knowledge Base Articles

L ]
=N

Find Cases

L 1
=9

Everbridge Suite

Everbridge Suite New Release Training (2)

MN and IV by Feature
MN-IV Notifications (8)
MN-1V Publishing Options (6)
Contacts (5)
MN-IV Reports (1)
MN Accounts, Roles, and Users (2)
MHN-IV Settings (8)
IV Widgets (5)
Mobile Apps (8)

MN-IV Documentation (3)

MN and IV by Role
Account Administrator (36)
Organization Administrator (35)
Group Manager (18)
Dispatcher (Message Sender) (17)

MN Operator (1)

Mobile Apps for Managers and Members (7)

Data Manager (3)

1)
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In addition, you can view and/or print the PDF-formatted user guides. Select the
documentation category: MN-IV Documentation. Then, click Launch (or Review if previously
opened) to see the list of PDFs. Click Open (or Review if previously opened), then click the
Attachment button (looks like a paper clip) in the playbar and select the desired filename.
Finally, select the link: Click to Download. Optionally, once the PDF has downloaded, to
print, right-click anywhere on the PDF and select Print. You can print the PDF in duplex (2-
sided) mode to save resources.

é&everbridge

Contact Support

Selecting the Contact Support link launches the Everbridge Client Portal. Sign In dialog.
Type your User Name and Password to access the Everbridge Client Portal. When the Client
Portal appears, select the Contacts tab or the Contact Everbridge Support icon.
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Dashboard

This chapter provides information about the Dashboard.

The following topics are covered:

0

Overview of the Dashboard
Notification Count

Notification Report Overview
Contact Records by Record Type
Event Overview

Customizing the Dashboard

EVERBRIDGE SUITE USER GUIDE
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Overview of the Dashboard

Depending on your user role, after logging in, the first page you see is the Dashboard. The
panels display summary information about notifications, events, and contacts. You can use
these displays to view a quick snapshot of current and recent activity. You can drill down into
detailed information about your notifications from this Dashboard tab. You can customize

the arrangement of the panels on the page to make it convenient for you to monitor your
status.

The panels on the Dashboard tab allow you to track a number of items, including.

Notification Count

In Progress [

¢ the number of active and recent notifications
0 the number and type of contacts in your database
0 summaries of recent notifications
0 summaries of recent events
4&\ verbridge Dasard Ungrse .f‘,’%‘) E c - Rec ﬁ =
In ports Settings Access
e
Contact Records by Record Type (= Y(m]] Notification Report Overview (= Nm]] Event Overview (= Nl
Organization: Airport Operations v Event name: Office Closure -J.... wlis

Ewent
Message Title: Test Message from Nelson
Start Date: 2013-08-28 17:09:51 CDT

Organization® Airport Operations

Event: Office Closure - June 7

Message Title: THIS IS A TEST - Office Closure -
Severe Weather

Start Date: 2013-06-06 16:01:10 CDT

75.00%

Confirmed: 0
B Confirmed Late: 0
Bl unreachable 0
| B Not Confirmed: 1|

| Employee: 12 |

Confirmed: 3
B8 confirmed Late: 0
Bl Unreachable: 0
W ot Confirmed: 1

(1=

Last 7 days [

Show Details

Organization: Airport Operations

Event: Office Closure - June 7

Message Title: THIS IS A TEST - Office Closure - Sever
e Weather

Start Date: 2013-06-06 16:01:10 CDT

Show Details

» Event name: Office Closure - J... “ More

More events
Confirmed: 3

B8 confirmed Late: 0
B8 Unreachable: 0
| E Not Confirmed: 1|
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Notification Count

Depending on your user role, you may see only counts for your role’s notifications or counts
for all notifications. The Notification Count panel shows you how many notifications:

0 are currently active
0 have been initiated in the last 7 days

0 have been initiated in the last 30 days

HNotification Count (- J=]

In Progress n Last 7 days n

Click the count to drill to the Notification History for that time period. For example, clicking
the count on Last 7 days causes the Notifications tab to appear showing the Notifications
History for the last 7 days.

A ! ® g = 22 ¢ £
= b”dge Dashboard Universe Notifications Incidents Contacts Reports Settings
Notifications §)
@ New Notification In Progress [J Last7 days [ (1]
Active/History Scheduled Templates Message Library
Status Published Title Event Name Sent On ~ Sent By Sent To Charts
O Actions w 2 Way SMS Test from Rod 2014-01-10 11:44:25 PST Rod Lemmon 1 0
Scheduled for 9:10 am Updated
Actions Scheduled for 2110 am Undated 2013-10-25 09:10:29 PDT  Rod Lemmon 1 0
Actions w Scheduled for 8:10 am 2013-10-25 09:10:00 PDT Rod Lemmon 1 0
O Aclions v SMS NZ 2013-08-29 14:34:54 PDT  Rod Lemmon 1 0
o Aclions SMS UK 2013-08-29 14:33:47 FDT Rod Lemmon 1 0
Actions v Philipines SMS 2013-08-28 14:32:30 PDT  Rod Lemmon 1 o
v

EVERBRIDGE SUITE USER GUIDE
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Notification Report Overview

The Notification Report Overview displays summaries of your most recent notifications. For
each notification in the panel, you can see the message name and when the message was
sent. If it was part of an event, you will see the name of the event as well. You will see a pie
chart showing the confirmation status of the contacts.

Notification Report Overview ° \E'

Organization: Airport Operations

Event: Office Closure - June 7

Message Title: THIS IS A TEST - Office Closure - Severe Weather
Start Date: 2013-06-06 16:01:10 CDT

Confirmed Late: 0
B unreachable: 0

‘ Confirmed: 3
B Not Confirmed: 1

75.00 %

Show Details
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Click Show Details from the desired Broadcast Report to view the full report.

Rebroadcast

Status Method

Delivery Details Settings

Confirmed  Contact Hame
Y Nelson Daza
M Dave Brown

Y Gaylene Kelly

MNotifications > ActiveiHistory » Details (@)

@0 THIS IS A TEST - Office Closure - Severe Weather

Send Follow Up

Confirmed: 3

B confirmed Late:

Unreachable: 0

W ot Confirmed: 1

Confirmed Method

Work Email

Work Email

Details

Notification Type: Standard

Priority: No

Recurring: Mo

Sent From: Mabile URL

Start: 2013-06-06 16:01:10 CDT
End: 2013-08-06 17.01:10 CDT
Sent by: MassMotification Dispatcher1
Sent to: %)) 4 contacts

Voice Recording: Maone

Event:

Office Closure - June 7

Message Format: Text

Confirmed Method Value

nelson.daza@everbridge.com

gaylene kelly@everbridge.com

Confirmation Time

2013-08-06 18:01:58 CDT

2013-06-06 16:15:38 CODT

1D:4402341490632

Message

THIS IS ATEST - Office Closure - Severe Weather

THIS IS OMLY A TEST OF OUR EMPLOYEE ALERT SYSTEM
All staff is advised that our office will be closed tamorrow due
to the impending severe weather for this area. Remain at
home and contact your supervisor at your regularly scheduled
start of the day to report your status. Office closure
procedures will be in effect until further notice. THIS HAS 2
BEEN ATEST OF QUR EMPLOYEE ALERT SYSTEM.

First Attempt Time

2013-06-06 16:01:21 CDT

2013-06-06 16:01:21 CDT

2013-06-06 16:01:21 CDT

If needed, from the Dashboard tab, scroll down to the bottom of the list of notifications. At
the bottom of the list, click More. The complete Notifications History from the Notifications
tab appears.

bridge

Dashboard

@

Universe

(i)

Notifications )

3 New Notification

@ Actions v

& Actions »

@ Actions v

@ Actions »

@ Actions v

Active/History Scheduled Templates
Status Published Title
o Actions = Test Messaqge from Melson

THIS IS A TEST - Office Closure -

Severe Weather

THIS IS A TEST - Office Closure -

Severe Weather

Test Polling Notification

[ Cross org test

Test MN Notification from QA1

Message Library

Event Name

Office Closure - June 7

Office Closure - June 6

Notifications

- ¢ &
Incidents Contacts Reports Settings
In Progress [J Last7days [[J Last30
Q
Sent On ~ Sent Sent To Charts
2013-08-28 17:09:51 CDT  Nelson Daza 1 .

2013-06-06 16:01:10 CDT

2013-06-06 13:42:35 CDT

2013-05-16 19.04:34 CDT

2013-03-12 14:15:53 CDT

2013-03-07 16:16:16 CST

MassNotification Disp..

MassNotification Operator1

Nelson Daza

Dave Brown

Nelson Daza

IS ™S
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Under the Status column, the green icon indicates the notification is Active. The gray check
mark indicates the notification has been sent. the red X indicates the notification has been
stopped. Respective actions are Stop (if Active), Rebroadcast, or Send Follow Up.

Under the Published column, hover the mouse over the P to see which publishing option was
used.
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Contact Records by Record Type

Account Administrators define various Contact Record Types that are available when adding
members to the system. Typically, they would do this to filter their target population or to
segment different types of contacts from others. Some examples include:

0 Employee

0  Contractor

0 Visitor

0 Partner

0 Internal Personnel

0  Citizen

Contact Records by Record Type ° E’

@B cEmployes: 7
new: 1

B Ecucation Secter Emp...: &
Qsa: 1

The chartin the Contact Records by Record Type panel shows the number and percentage of
contacts with each record type. Hover the mouse over the pie chart to see the count and
percentage of each section.

Contact Records by Record Type ° @

B ducation Sector Emp..- &
W Employee: 7
new: 1

When contacts are added to the system, the Record Type is part of the information. Your
organization added record types that are meaningful in your business.
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Event Overview

The Event Overview panel displays the summaries of recent events. From here, you can drill
into the details of those events. Locate an event (scroll down if needed). To view the
notifications in an event, click the arrow next to the name of the event to expand it. There is
a summary for each notification in the event. Drill down to the Event Analysis by clicking
More in the title bar for this event.

On the Dashboard tab, drill down to a Notification Report by clicking Show Details in a
notification that is part of the event. To see a list of all events, not just the most recent ones,
click More Events at the bottom of the Event Overview panel.

Event Overview g

v Event name: Office Closure - June 7 More
Organization: Airport Operations
Event: Office Closure - June 7
Message Title: THIS IS A TEST - Office Closure - Severe Weather
Start Date: 2013-06-06 16:01:10 CDT

Confirmed: 3
B confirmed Late: 0
B8 Unreachablz: 0
I ot Confirmed: 1

75.00 %

Show Details

» Event name: Office Closure - June &

More events

|!

Event Overview

o
o

!

p Event name: Office Closure - June 7

=
E]
B

w Event name: Office Closure - June &

Organization: Airport Operations

Event: Office Closure - June &

Message Title: THIS IS A TEST - Office Closure - Severe Weather
Start Date: 2013-06-06 13:42:35 COT

Confirmed: 3
B confirmed Late: 0
B Unreachable: 0
B 1ot Confirmed: 1

75.00 %

Show Details

More events
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Customizing the Dashboard

If your user role permits you to have access to the Dashboard, when you first view the
Dashboard tab, the panels are arranged in three columns. The panels are open for viewing.
You can customize the layout of the Dashboard panels for your convenience.

Close a panel by clicking the Collapse icon (-). Click the Expand icon (+) to open the closed
panel for viewing.

Click the Maximize icon to enlarge the panel for full-page viewing. Click it again to return the
panel to the default size.

® - = =2 ¢ £

j§ bl’ldge Dashboard Universe Notifications Incidents Contacts Reports Settings

Notification Report Overview @

Organization: Airport Operations

Event:

Message Title: Test Message from Nelson
Start Date: 2013-08-28 17.09:51 CDT

Confirmed: 0

B9 confirmed Late: 0
BB Unreachable: 0
M Kot Confimed: 1 |

Show Details

Organization: Airport Operations

Event: Office Closure - June 7

Message Title: THIS IS A TEST - Office Closure - Severe Weather
Start Date: 2013-08-06 16:01:10 CDT

B9 confirmed Late: 0
8 unreachable: 0

‘ Confirmed: 3
B Hot Confimed: 1 |
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Change the order of the panels by dragging the title bar of a panel to its new location. Click
the desired title bar panel and while holding down the mouse button, drag the panel. You

can also drag the panels between

columns.

r & (egh =

everbridge WEENNEICE  Universe  Notifications  Incidents

1y ¢
Contacts  Reports

E e

Settings

Contact Records by Record Type o @ Event Overview

Organization: Airport Operations
Event: Office Closure - June 7
Message Title: THIS IS A TEST - Office
P Start Date: 2013-06-06 16:01:10 CDT
| I Employee 12

75.00%
Notification Count en

In Progress [ Last7days [ Last30 days (@)

More events

og

~ Event name: Office Closure - J More

Closure - Severe Weather

Confirmed: 3
B9 Confirmed Late: 0
Unreachable: 0
| I Not Confimmed: 1

Show Details

» Event name: Office Closure - J

Notification Report Overview

Organization: Airport Operations
Event

Message Title: Test Message from Nelson

Start Date: 2013-08-28 17:09:51 CDT

Organization: Airport Operations
Event: Office Closure - June 7

Message Title: THIS IS A TEST - Office Closure - Severe Weather

Start Date: 2013-06-06 16:01:10 CDT

W not Confirmed: 1

og

Confirmed: 0
B Confirmed Late: 0
Unreachable: 0
B not Confirmed: 1

Show Details

Confirmed: 3
B8 Confirmed Late: 0
B Unreachable: 0
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Universe

This chapter provides information about the Universe tab. The Universe tab allows you to
select contacts for a notification in a geographic area.

The following topics are covered:

0 Overview of the Universe

0 Using Search from the Map

0 Understanding Shapes

0 Adding and Sending a Notification
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Overview of the Universe

From the Universe tab, the default map location appears. It is your virtual workspace. You
can find contacts using the Select Contacts drop-down menu, or see existing Contact
information by clicking a Contact symbol (a dot) on the map.

= N
BIC @ () = s @ 0
=t "'-”bndge Dashboard [INITICTM Notifications  Incidents  Contacts  Reports  Settings  Access
Saddle Rrve;: N Na;fpun
Find Contacts County Par L Vi ew
Elmwood e7) yiMernen Rochelle St tloyd Huntington
Search Park - Woodsi E Harbar
Lo (13) Englewood Riverdele ik - Theodare Py =
Filter contacls e P! Hackengack A Edenwald pL Roosevelt S yi Halesite i
o g Garfield Lodi 3 = Memarial Park SnoLE 9 Mt
Highlighting contacts 3 G B Williamisbridge 3
£ Sands Point Valley
% @ gl el Preserve OysterBay - %, Huntington Lk
Draw shapes Clif ) Ridgefield Leonia I Glen Cove A %
AN Passaic (@) Park f Morris: 0 & b, J Huntington
My Shapes Fortlees - s Sea Cif RCC I AR T Station
) Bronx Manorhaven o Norwich %
Exclude Contacts (0 7R Ridgefield o ianhasset Glen Head & ®
T g Bay Port =
Map Layers Nutley gt () @C‘gr:lfe Mal:\g\f;('an SUB:M‘;I(EW Thioggs. Washington (1o7) M”"““"‘g grosaet:¥ocdbiey Hux‘;:\wn
irretlo; Neck (25 i 106,
Display Layers nfield Lyndhurst é«}"’ North Harlem et Park g T (258 Brookyile - (1%) ()
& o]
e Al Bergen 1678 S 255 Great Neck = Roslyn : w\s\aﬁdfm e
s b " secaiicus Manhattan Whitestone Geatheck |  Fosim o Jericho o5 e
Change map A lion ci Plaza g Heghts o Westhuy A
{55 Upper East %4 bern i Plainview L
EastOrange.  Keamy Weshawken 'ys’ef,pE““s‘de EMAUE Eshing Douglaston z (@5 % Hicksville e Sl
& a 7 astoria ) Hushing — (50)  Bayside i Westhi %%; ool R fe
s South e g & Midtown Lt Woodside C”"““,‘;"“k Alley otk Mineola seipls Bethpage ik
roime (T Hobakent & Bimdtiy b e Pond Park oo () tisenhauer % Bethpage  State Park
™ Maplewood . Spera e 23 G, Holls Hils Park Farmingdale
b Ivington & Jersey City, Nevpe! e ey L35 Queens el Pa Gartlen City Levittown
Vaushall = 7l Forest Hills Queens East | ) s O
Weequahic 95 ™ New York L Ridgewood o Village Franklin 5 o Meadow 220 (13e) (119 B
kel ; 3 reemile % Biooklyn War b it Mo, Jamaica Eimont  Square et Nariheag(107) North @
ip Union  pilside 33 ¢ Memorial Wyt A Bushuwick 2 Wentagh Amityville
@ y Bedford-Stuyvesant ikl Sabms Narth Valley southen S Wantagh Lindenht
Keniworth g f Red Haok Fultn Gzone Park slteam o Rovsevel g Amityville
/ . & Bayonne,, URP°8ax Crown ® Bellmare (a7
Elizabeth & ! %, Heights gronmavile Belt Phwy ;«‘;I\:rn Sl Seaford ()
ranford S Howard Rosedale 2" @ t * Freeport
Roselle -;; Brooklyn Beach Centre i
ol - SungetPark % Hewe South
73 9 H ™ Borguh LA e Oceanside ‘é Wantagh Qyster Bay.
. £t Eim Park 5 Stapl i) rkg Ganarsie Woodmere ; ] Park
QI tapleton A Flatlands Park Baldwin g :
S inden alin - (L & Iowacd Harbor: <.,  Mandata €2014 Google: Jesmeabisg Reportamapa
£ >
You can search any location, including foreign country locations. You can change the map
views (such as Google Maps, Bing Road, ESRI Streets, and so forth) and map zoom levels:
0 Level1-World
0 Level 2 - Country
0 Level 3 - State
0 Level 4 - County
0 Level 5- City
0 Level6-Town
0 Level7- Neighborhood
0 Level 8 - Street
Select Filter Contacts to remove any unwanted Contact symbols from the map. (You can use
an existing Rule.)
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Using Search from the Map

The Search feature in the Universe is for locating the reference for the event. You can search
by address or by contact name. When the search results are displayed, you can choose to
show them on the map. The Search feature is case-insensitive.

. W ¢ = a2 e ©
= brldge Dashboard Universe Notifications Incidents Contacts Reports Seftings  Access
Select Contacts 4 |You've selected 0 contaci(s) _
Find Contacts | search R (vt vernon  New
@ Rochelle: gl Loyd, S
Search = Harbor untington
| ol 5 Theadore: Bay -]
Filter contacts i Edenwald 18 Roosevelt Halesite (
vee®'S5 \temorial Park,  Sagamore Hil ot
e i O By Address @ By Contact el oout: o Al
ighlighting contacts el Sands Point Valley
Addres: ayelesis Preserve OysterBay % Huntingtan Greer|
Draw shapes Glen Cove %
& Bs, Huntington
My Shapes OTTCeE Sea Olff R East Station
Bronx Manorhaven o Norwich 2
o Exclude Contacts (0 Ridgefield Al Manhasset clentiead S @
Ray
= Rutherford U; 2 S 1 W South
Mo Nutley utherfor o] c|ggs;‘:¢ Man:[:ﬂ[an S;zndv:w Truoqfs ‘Washington (107) | Muttontown ~ SYOSSet Woadbury H“n«mwn
7 ’ rretto. ec! 08
Dispiay Lavers rfield Lyndhurst ¥ & R Harlem - Park Lo Brookville (196 @
o ;|
Contact Layers T & pergen E7 -t e sy oy Meliill
o St ¥ Secaucus Manhattan ‘Whitestone Great Neck E;".K{; WPE‘ISU Jericho @ el ew_m o
Change map & M Plaza o e estbury N
oc) Upper East 6 Abertaon Plainview s
EastOrange  [Keamy & Weehawken iy%ymts‘de EImAUSE E|yshing Douglaston E 4, Hicksville o a1 wheat
£ }JI‘ Midt i fatona Gy Flushing ~ (@0 Bayside i Westbury %%J Bethpage Heigh
South 7 3 Lt} Woadsid Meadows I % Wya
s Faimount & § Lo At cornalbark Alley Mineola Bethpage
o T oz orond Pel North New g
/73 Newark S R G Hyde Park (22) Eisenhower & Bethpage  srate park
& Newarl 3 Park i
S Mapléwcod: .. £ &) Bereay Gty Yienpan & & e ST Hollis Hills 20 Farmingdale
Irvington & ) y Lty Al Greenpoint 4195 Floral Park Garden City Levittawn
Vaushal il Forest Hills Queens Fast &
Viesquahie [55] s New York et idgewood Village Franklin | Meadow 5
b i - Greenvitie % {BiooklynWar, I sl Myt e Jamaica Elmont  Square AL North North
P Union pjigside 8 Memorial e & Bushwick gt Wantagh Amityyile
74 ‘Woodnaven St Albans North Valley sputhern ste® firetrt
Bedford-Stuyvesant o Wantagh indenhy
Futon g Dzone Park ream @ Roosevelt Amityville
Keniwarth Red Hook 3
5 Bayonne,. /Peréay o vall Bellmore i
2 Elizabeth & V! o Heighs grownsvile o Belt Plowy =/ S(fe;?’r\ Roclvlle % Seaford
e i Ag el o Brooklyn Beach | = T Centre Freeport
% z
= SunsetPark 2 @ Hewlett South
& @ = | St 0eoe g Canarsie tewiet pEE 'l’% W;makgh Oyster oy,
Gitiole EmPark & crapleron Par Flationds A3 e s Baldwin| || & ¥ v
F NS inden B o M aan, £l I Harbor 3 Map dsts £2014 Google - Tems:0tise: Report map &t
£ >

By Address—Note the following when searching By Address:

0 The address does not need to be in your Contacts database because the Search is not.

0 Be precise for geo-coding.
0 Otherthan a specific street address, you can search the following:

«  Points of Interest such as landmarks—type the landmark name. For example,
Disneyland, where you select the address from the Search results.

» Intersections—type street intersections. For example, N Brand Blvd and E
Lexington Dr, where you select the address from the Search results.

«  Postal codes—type the post code for the country you are searching.

— In Great Britain, type the post code (between 5 and 7 alphanumeric characters
with a space before the last 3 alphanumeric characters). For example,
EC1Y 8SY.

— Inthe United States, first type the words ZIP code, then the actual 5-digit
postal code. For example, ZIP code 91203. If you type only the 5-digit postal
code, the search could find matching post codes in different countries.

Select one of the results, then select the Show on Map button if you are satisfied.

NOTE: Everbridge does not provide shapes for postal codes.
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0 By Contact—Note the following when searching By Contact:

Searches your Contacts database.

The Search retrieves only the records that have a geo-coded address (because you
are in the Universe view).

If your Contacts database includes all fire stations in Glendale, CA, for example, you
could search for them (all fire stations in Glendale, CA) by Filter Contacts > Use
filters.

— Select the Location Name field, Contains condition, and type Fire in the Value
text field.

— Select the City field, Equal to condition, and type Glendale in the Value text
field.

—  Click Search.
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Understanding Shapes

You can draw the following types of shapes from the Universe tab.

® g = ” (4 L=
Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Select Contacts 4 You've selecied 0 coniaci(s) _
Find Contacts j Draw shapes MtV New : Be
@ @ emonft o elie = Boyville Uy T
Search | G Freefom Woodside i Theodor Harvor < ien
i 5 » Ed Id Lif t.
= : s Polygon oy r°'S emonalpark, * Sagemore Hi <
= Filter contacts il v &S n Ha‘emwﬁ\ (
Highlighting contacts 4 (e oad SR Lo
& Ccircle Baychester G, Huntington Greer|
Draw shapes g Glen Cove Oyster By o
¥z, & % Huntington
My Shapes € Rolate Sea Gl & East %, Station
T Bronx Manorhaven P jarwich 2
Exclude Contacts (0) ioen - Manhasset Glen Head ff‘)\ @
Bay Port %) o
Map Layers g Nutiey 5;:::‘:’" Trosgs Washington Muttontown—~ SYOSSet Woodbury Hu;:';:;m
Display Layers Park \af ~. ] e ()
678 ) 295} Great Neck Rosl d
Contact Lavers Remove I \elend i -
el Whitestone T Rosiyn old Jericho & Poemy | Melville
Change map i Plaza S Heights Westhury,
o Snentiy Upper East % Plainview
% Alberts &
East Orange.  (Keamy & Wesawien| 7 £261 Side SINVEL Flushing Dougaston 7 o &) Hicksville R
£ g‘g Midluv;n o Fr"sg‘"g Bayside *as Westbury Bethpage H‘;\Qh
South ; Woodside Meadows Aley Mineol 2 Betly z
¢ e R, £ G0 8 dobokent & andigity: 3, P e Gadeark e ra) e Fisenhower 8 Bethpage  Siate park
& 7 £7El 3t
" Maplewood | . g e @ ity Mewport Gl Holls Hills Raik Farmingdale
koot ington ¢ defoey ity Newalilrt & 0 0 s poi b Queens FloalPers Garden Gty Levittown
fauxhal ad Forest Hills Queens. East
@ e Yotk et W [ 7 p
i ; 'Ol v resruite % BiooklynWar Gt Wil 5, Jamaica Elmont  Square Shneied North North
ip Union jillside 5 Memarial Tyt A2 Bushwick el Wantagh Amityville
@ i T Woodhaven St, Albans North Valley cnuthem s .0 lincas)
Keriilworth o] Red Hook Fuiton & Ozone Park Stiean %b Roosevelt o Amityville
Upper Bay. Crown
Elizabeth & T Sy e gouncuile o s Rockvile % BRI seaford o
et , ot o ST SR proepon
sl 2 Cl
el 5t George suseipak & BrOOKiyR @ Hewlett 3 o South
- ol Borough B e Deedneide % “Fane R "
Gieiegle EmPark & srapleton Park Fer e el s kiers Boldwin| || &
< Linden Rlnimfiaine. (220} 2 iR Hastiory 2, Map dsts 82014 Boogis s Terms:oftise: Report a map et
£ >
0 Free form: Used to draw free-form shapes. For example, to draw borders of a county.
Click the mouse at the starting point of your shape and while holding down the mouse
button, drag the mouse to add your free-form shape. Release the mouse button. (Think
of it as using a pencil to draw without lifting the pencil.)

Polygon: Similar to drawing a free-form shape, except the polygon only paints straight
edges. Click the mouse at the starting point of your shape and while holding down the
mouse button, drag the mouse to the next point, and click the mouse button. Continue

to drag the mouse and click until your polygon is complete. When complete, double-
click the mouse.

o Circle: Click the center of the circle and while holding down the mouse button, drag the
mouse to resize the circle. Release the mouse button. Alternatively, click Search and
enter an address that will be the center of the circle. From there, you can resize the circle
manually or set a marker on the map with a specific radius.

To draw shapes

1 From the Universe tab, select the link Draw shapes from the Select Contacts menu in
the upper left-hand corner of the map.
A Draw shapes menu appears.

2

Select the desired shape: Free Form, Polygon, or Circle.
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3

Click the mouse button as described in Understanding Shapes.

NOTE: If you draw a shape on the map while a contact upload is in progress or as an
individual contact is updated, the application selects contacts whose records are in
the database even if the map tile server has not been refreshed. The map tiles for the
contact layers are refreshed when the upload is complete. The dots on the map are

visual representations from the database.

To rotate a shape

1

2

Select Rotate from the Draw Shapes dialog.

Select the shape on the map.
The shape changes color on the map.

Look for the “rotation handle,” a round yellow dot.
The rotation handle is located close to the shape, but not on it.

Select a rotation handle and drag the mouse to the new location.

Release the mouse button.

To stretch a shape

1

2

Select Stretch from the Draw Shapes dialog.

Select the shape on the map.
The shape changes color on the map.

Look for the “anchors,” round yellow dots.
Each shape type has a different number of anchors.

Select an anchor and drag the mouse to the new location.

Release the mouse button.

To move a shape

1

2

Select Move from the Draw Shapes dialog.

Select the shape on the map.
The shape changes color on the map.

Look for the + sign located in the center of the shape.
Click the + sign and drag the mouse to the new location.

Release the mouse button.

To delete a shape

1

2

Click Remove from the Draw shapes menu.

Select the shape on the map.
The shape changes color on the map.

Click the X in the shape.
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You can save shapes that you draw on the map or upload the shapes from the Settings tab.
You save the shapes as “shape files” in your library, My Shapes. You can retrieve the shape
files from My Shapes.

NOTE: If you upload shapes to My Shapes, make sure there are only shapes, and not
nested folders, contained in the compressed file (zip file). In other words, the zip file can
only contain the shapes.

My Shapes is a library of previously uploaded or saved shapes, KML (Keyhole Markup
Language) files, or shape files (well-defined polygons).

My Shapes is located in Organization > Map. You can add folder names for your shapes from
Settings > Map. This way, you can find the desired shapes quickly rather than scrolling a
lengthy list of shape names.

To use files in My Shapes

1 From the Universe tab, select My Shapes from the Select Contacts drop-down list.
Your shape might be organized in a folder.

2 Select the desired folder to open it.

3 Click Load for the shape you want to load.
The shape appears on the map. You can use any of the shape tools on this shape. You
can draw other shapes on the map to include more contacts or exclude contacts from
this shape.

4 View the contacts in the shapes by selecting the link: You've select NN contact(s), where
NN is the number of contacts.
If needed, you can remove shapes by clicking the Trash Bin in the row of the shape to be
deleted. To remove all shapes, select Clear All.

5 Tosave the shapes to My Shapes:
a Click the link: You've selected NN contact(s).
b  Select the check box of each desired shape.
Click Save to My Shapes.
d Type a name for the shape.

e Optionally, in the Folder field, select the existing folder name from the drop-down
list or type a new folder name.

f  Click Save.
6 Clickthe X in the upper right-hand corner of the My Shapes dialog.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



A

62 Chapter 3 —Universe

To exclude contacts by name or address

1 From the Universe tab, select Exclude Contacts from the Select Contacts drop-down list.
The Exclude Contacts dialog is displayed. You can exclude by name (step 2) or by

address (step 3).

2 Toexclude by name:

a Make sure that Full Name is selected from the Search contacts by drop-down list.

b  Type the first and last name (or just the first name) of the contact to exclude.

¢ Click Search.
d Proceed to step 4.

3 Toexclude by address:

a Select Street Address from the Search contacts by drop-down list.

b  Type the address you want to exclude.

¢ Click Search. Contact names are displayed who list that address for one of their

locations.

d Proceed to step 4.

4 Select the check box next to each contact name you want to exclude. (To exclude all the
contacts, select the check box in the column heading row.)

Click Exclude.

6 Click the Excluded List sub-tab to view the excluded contacts.

To remove a contact from the “excluded” list, select the check box next to each contact
name you want to remove. To remove all contacts from the “excluded” list, select the check
box in the column heading row and click Include. The contacts will be included for

notification.

My Shapes User Messages

The following table lists the My Shapes user messages and their possible root causes.

Message

Possible Root Cause

The file you have uploaded is empty.

The file does not contain the expected objects.

The file does not contain valid shapes.

The file is not empty, but contains invalid content
(for example, an image file, more than one folder,
the folder name contains a space, and so forth).

One or more shapes cannot be loaded {plus
additional detail if available}.

The file contains a shape that is not a closed, single
loop polygon; for example, an open polygon, nested
polygons (multiple loops), self-intersecting
polygons, and so forth.

One or more circle shapes in this file are
missing a center or a radius.

One or more circle polygons in the file are missing
information needed to draw the shape.

File size exceeded 100 MB.

The file is larger than 100 MB.

Only.ZIP or .KML files are supported.

The file has an extension other than .ZIP or .KML.

File import failed.

The file is empty, the shape object is empty, or
detailed root cause could not be identified.
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Map Layers

Display Layers

There are two types of map layers in the Universe tab: Display Layers and Contact Layers.

Adisplay layer is any type of shape that you want to overlay on the map. It is a way for you to
lay reference information on top of the map. For example, it could be a county or city
boundaries, a school district, or even school buildings.

In the Settings tab, under Map > Display Layers, you can add display layers or import shape
files in a compressed file (zip format).

NOTE: If you upload shapes to Display Layers, make sure there are only shapes, and not
nested folders, contained in the compressed file (zip file). In other words, the zip file can
only contain the shapes.

For example, you might have a display layer showing areas in a water district. By combining
this display layer with a contact layer of citizens who have opted in to be notified of hydrant
flushing, you can target the correct contacts.

To use Display Layers

1 From the Universe tab, select Display Layers from the Select Contacts drop-down list.

« The Display Layers dialog is displayed. The list displays the layers that have been
loaded by your organization.

2 Select the check box of a layer to display it on the map. (Clear the check box to hide the
display layer.)

Display Layers User Messages

The following table lists the Display Layers user messages and their possible root causes.

Message Possible Root Cause

The file you have uploaded is not a shapefile.  The file is not empty, but contains invalid content
Please check it and try again. (for example, an image file, more than one folder,
the folder name contains a space, and so forth).

Please enter a value with a valid expression. The file extension is not .ZIP.

The file you have uploaded is empty. The files does not contain the expected objects.
One or more circle shapes in this file are One or more circle polygons in the file are missing
missing a center or a radius. information needed to draw the shape.

File size exceeded 100 MB. The file is larger than 200 MB.
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Contact layers are potential message recipients. The contact layers depend on your
organization. The contact layer is uploaded, or the contact records are added manually or
through the Member Portal by citizens who opt-in for notification. Any record with a geo-

coded address is loaded in the contact layer. See also the procedure To manage dynamic
groups on page 19.
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To select contacts with contact layers
1 From the Universe tab, select Contact Layers from the Select Contacts drop-down list.
«  The Contact Layers dialog is displayed. The items you see in the Contacts Layer
dialog are determined by the permissions granted to your role in the organization,
as well as how the contacts in your organization have been configured. The names
of the items are custom to your organization.
2 You can select contact layers in All Contacts or Specific Contacts.

«  All Contacts—The All Contacts section of contact layers lists all of the contact types
defined by your organization. If the check box is selected, the contacts from a
contact layer are indicated on the map by the color preceding the contact layer
name. Clearing the check box removes the contacts from the map.

«  Specific Contacts—Specific Contacts have contact layers for groups and dynamic
groups. Administrators assign contacts to groups by name and maintain the list of
contacts who are in a particular group. Administrators create dynamic groups by
configuring filters that automatically select contacts with certain characteristics. If
groups are nested, select the + sign next to the desired group name.

3 Select the desired Contact Layer check boxes.
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The contacts in the selected contact layers are displayed on the map. (Clear the check
boxes to remove contact layers.)

Use shapes to select contacts for the notification once you have the contact layers
displayed.

Change Map

You can change the type of map from the default by choosing a different radio button. You
will see a Custom Map offered if it has been uploaded and published.

) = Y
Aoverbrid ) i a ¢ % 9
= eVeror 99 Notifications Incidents Contacts Reports Seftings  Access
Find Contacts LMt Vernon New = sr.
) 417 Rochelle & i A i
Seard Woodside ; Ern Hasto Bay |
. Edenwald Aoosevelt
Filler conlacts s P8 ool Park, © Sagamore il VS s "
: ) Locust i
Highlighting contacts Williamsbridge SR Valey.
@ ESRI Streets Baychester iy oyetl By s Huntington Greer
Draw shapes Glen Cove ®,
{4 3 G, Huntington
My Shapes Heights Sea Clff o0 East T Station
Bronx Manorhaven ) Narwich. 3
Exclude Contacts (0 Ridgefeld Lo Manhasset Slnbead ®
Bay Port
Map Layers Nty pgnererd (Dot Uoter Soungven” €1 B orsion Mutontown ~ SY9SS€t Woadbury ot
et Barrett
Dt ) Lyndhurst & P Haremiic el parce U ek : Brookyill @)
imfield & art L U Flower Hill
Contact Lavers P parosy s Greatbeck oy, o ey Melvill
S " secaticus Manhattan I fE- Great Neck Rosiyn Old Jericha 1 A
Change map Yl pri g Heihia . estoury e
&= Union City. %
od P et % e i e X oo
East Orange Kearny ,f ¢ Weehawken b 5 Flushing Dauglasten §; Hicksville ol ) Whneat
£ T ) Astoria Fllshing: () Bayside R ol Bethpage Heigh
: South £l i & JAidiowr) Woodside Meadows Aley Mineola e Bethpage L
3 aimoun Corona Park
Grange £ Hoboken o« Hiumddiy 5 Lo Pond Park ol Mo o Bethpage  Siate park
m & Newark a § B Hollis Hill Park Farmingdale
Maplewood; \J £ Jersey City, Newport™ = © o) Queens i 2
Irvington £ . City) oA Greenpoint w ) Floral Park Garden City Levittown
Vaushall 2 Forest Hills. Queens
‘ Weequanic S New York A Ridgewood Village Eankinfa ot 2o 5
filliams oure 7S empstea
£ i reenvile P Brookiyn Har L Mk e T Jamaica Elmont  Square B North
P nion iillside Memorial e 51 Bushwick Amityville
A y
Woodhaven st Albans North Valley Lindenti
Bedford:- Stuyvesant e Wantagh
Kenifworth 0] Red Hock Fulton g Ozone Park o Roosevelt Amityville
Upper B
Elizabeth & Bayonnem 2y Helghts erommenil Belt vy Valley AT Bellmore  sobord
rommsile o Srehn Rockvile %
ranford Rosedale Freeport
Roselle " Bro oklyn Beach | = Centre. i
= SunsetPark 2 w
L st.o Hewlett South
A o] = corge o Ganarsie R "% s, N
Gitcele EmPark & stapleton Park o R iooders Bldwin| | & &
ST inden Bnnmiabe () & Invicod  <F Harborg. J<_ ./ Map dsta €2014 GoogleoTemmaotlss Reportamsp o
< b

EVERBRIDGE SUITE USER GUIDE

CONFIDENTIAL



A

66 Chapter 3 —Universe

Adding and Sending a Notification

You have all the fields you need on one page to send a notification. As needed, use the scroll
bar to see the parts of the page on which you want to work.

There are a few ways to send a notification. One way is from the Notifications tab. Click New
Notification. The New Notification page appears. (To send a notification from the
Notifications tab, see the procedure To create a notification from the Notifications tab on
page 8s.) If you are going to send a notification to contacts from the map, you do so from the
Universe tab. From the Universe tab, click New Notification. A New Notification panel
appears, identical to the one from the Notifications tab.

The following procedure shows an example of sending a notification from the Universe tab.
Suppose there is a chemical spill at the Wall Street location. You need to notify the
Hazardous Materials handling team to go to that location. Anyone around that location
needs to evacuate, and the Fire Wardens need to monitor the evacuation. Managers and any
individuals need to be notified as well.
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Adding and Sending a Notification

To add a notification from the Universe tab

Z

67

For detailed descriptions of each field on the New Notification page and if those fields are
required, see Notifications Fields on page 83 in Chapter 4, Notifications. On-screen, required
fields have a red asterisk (*) next to their labels.

1

From the Universe tab, select New Notification.

A notification appears from which you can fill in the fields and send immediately (or save
the notification as a template).
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2 Select the check box if this is a high-priority message; that is, an emergency situation.
(Leave the check box clear if this is a low priority, or standard message.)
High-priority notifications are placed higher in the outbound queue before any non-
priority notifications.
3 Type a title for this notification. For example, Chemical spill at Wall St.
If this message is sent by email, fax, or SMS, the title becomes the subject line of the
email.
4 Add your message.

a

If you have an existing message template, perform the following steps. Otherwise,
skip to step 4b.

template.

Click the link: Use a message template.
Select the desired message and click OK.

check box: Save as message template.

The Title and Body fields are pre-filled with information from the message

Optionally, edit the Title and Body text to make it unique for this situation.
Optionally, save this information as its own Message Template by selecting the
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Optionally, select the check box: Include a separate message for email notification.
Use this option to create a separate message for email delivery methods. When
selected:

— You can customize the email with text formatting. images, color, tables, and so
forth. The custom email is delivered to Mobile Member users as an attachment.

— Textentered in the Body will only go to non-email delivery methods (for
example, SMS text, fax, or pager) and will be used for text-to-speech
conversion.

For details, see Including a Separate Message for Email Notification on page 89 in

Chapter 4, Notifications.

Optionally, select the check box: Include a Voice Recording. Then, select the
desired Voice radio button, as needed. Otherwise, skip to step 5.

— Ifyouwantto use an Everbridge recorder, see the procedure To add a new voice
message template using a computer microphone on page 116 in Chapter 4,
Notifications.

— If you want to use a telephone, see the procedure To add a new voice message
template using a land line telephone on page 117 in Chapter 4, Notifications.

— If you have a recorded voice message, you can upload the file. See the
procedure To upload a message on page 118 in Chapter 4, Notifications.

Add a message by typing it in the Body text box.
The message will be used for email and text devices, and the text-to-speech engine will
read it for voice delivery to phones.

Select a Message Type:

Standard—A Standard message is simply a notification of the text.

Polling—In a Polling message, add options to solicit responses to the message. The
contact can choose one of the options, and you will see them in Broadcast Results.

NOTE: For your Polling message type, in Settings, know that the Voice Mail
Preference and Confirm panes are replaced with the SMS Call Back pane. In this
pane, when the SMS Call Back check box is selected, the SMS recipients are provided
with a number to call and make their polling selection. If the SMS Call Back check box
is clear, the SMS recipients are presented with a menu to select their polling choice
directly from the device.

Quota—If you select Polling, then select the check box: Use quotas, you can add
options for contacts to respond to a list of choices and then you send a Follow-Up
with the results. For example, if you need five volunteers to work the graveyard shift
on Saturday and Sunday, you can type Need volunteers to work graveyard on
Saturday with #needed as 5 and Need volunteers to work graveyard on Sunday
with #needed as 5. Broadcast Results show which contacts are willing to work. You
can then send a Follow-Up letting everyone know who is working (the first five
contacts to volunteer).

Conference Bridge—In a Conference notification, the message is to join a
conference call. This could be an emergency where contacts need to discuss the
situation immediately. Or, it might be a convenient way to pull everyone together
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for the weekly status meeting. Contacts who are reached by phone can push a
button to connect to the conference bridge. Contacts who receive a text message
will see the instructions for joining the call.
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Attach up to 5 files, as needed. (If this message will be delivered via email, fax, or
Everbridge Mobile Member, you can optionally attach files to it by selecting the Attach
files link and selecting your files.)

Select your Publishing Options.

For more information, see step 7 on page 87 of the procedure To create a notification
from the Notifications tab.
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9 Scroll down the left-hand pane to see the remaining sections of the New Notification
form.
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10 Select contacts in two ways:
a Onone page, by Individuals, Groups, or Rules.

— If you are an Account Administrator using the Account’s Notifications tab, you
can select the organization name from the drop-down list. This allows you to
select contacts across organizations.

— Toselectindividuals, click link: Individuals.

The Select Contacts page appears.

— One by one, select the check box of the desired contact names. In the example,
one individual senior manager will be selected.
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The individuals are listed in the right-hand panel.
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— Toselect groups, from the Select Contacts page, select the Groups sub-tab. (To
learn about Groups, see Groups on page 143.) In the example, one group, the
Managers, will be selected.

The Select Groups page appears.

— One by one, select the desired group names (which could be nested).
The groups are listed in the right-hand panel.
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— Toselect Rules, from the Select Contacts page, select the Rules sub-tab. (To
learn about Rules, see Rules on page 151.)

The Select Rules page appears.

— Select the rules (advanced search filters) you want to use in this template. In
the example, two rules, Fire Wardens and the Hazardous Materials team, will
be selected.

The rules are listed in the right-hand panel.

— Click OK.

You will see the count for each contact category.
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b From a different page, by Map location, to add contacts who have an address near
the location of the notification.
There are many ways to use the map to select contacts. See Understanding Shapes
on page 59. For example, you can draw a circle around the location that includes the
contacts in the database who have an address in the circle.

— Tostartdrawing the circle, from the Select Contacts menu, select Search, enter
an address that will be the center of the circle. In this example, it is the address
of the Wall Street location.Click the Search (magnifying glass) icon to the right
of the address you just typed.
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Set a marker on the map with a radius (in this example, a 1000 foot radius), and
click Show on Map. Then, click the Close (X) button in the Search overlay and
the Up arrow next to Select Contacts to close that menu.
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First Name

Craig

Sharon

Scott

Brad

Lucy

Cindy

Sheila

11 Optionally, select the link: Preview contacts. From the All sub-tab, you see the names of
all the contacts you have selected, whether as Individuals, from a group, a rule, and/or
from the map. Or, select Preview from the individual sub-tabs to see the specific
contacts you have selected.

Select Contacts

Select | Preview

Al Individuals Groups(1) Rules(2)

8 unique contacts

1]

Q
Last Name Suffix External ID
Barrick 8185772201 =
Bennett 322E+18
Coloy 8185772220
Currier 8185772321
Kajimato 8182300732
Kwok 8185772382
Margan 8185772219
Page|1  of1] 10 M View 1-8 of 8
o JIEE

12 Review your Settings.
These are the default values set by your Organization Administrators.
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Documentation (Organization Admin) »
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Confirm:
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Send & Save
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If you have permission, you can edit the Setting
Make your changes, as needed.
Scroll to see all the settings.

confirm receipt of the message.
Click Hide to close the settings.

Settings Hide
*Sender E-Mail Display:

Sender E-Mail Display: rod.lemmon@gmail.com

*Sender caller ID:

United States 8185001258
=Default=
Inmarsat (Ships At Sea) 81231234

Delivery Order:

(i}
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| Work Email

®

Mobile Member App
| Work Phone
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| TAP Pager

| Home Email

I TTY A

Mobile Member App Settings:

rod.lemmon@gmail.com

Contact Preferred r

Please select

View
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As an example, select the Confirm check box to give the contacts the ability to
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13 Inthe Send & Save section, select one of the following Send commands.
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«  Now—to send the notification immediately.

o Later—to schedule a later date and time to send the notification. When the Date field
appears, click the Calendar icon to select the desired date and time (using 24-hour format).

«  Recurring—to configure the schedule and how often to send the notification. Click
the Calendar icon to select the date ranges and click the Clock icon to select the
time.

«  Save as a Notification Template—to save this notification as a template so it is
ready for you to send when you need it. You can save it in a Category to make it
quicker for you to find when you want to broadcast it. Select from the drop-down
list or type a new category name directly into the text box.

14 Optionally, select the check box: Include as part of an event.
This way, if you associate the notification with an event, you can view the event and see
the history of the notifications, all in one place. Select from the drop-down list or type a
new event name directly into the text box. See Events on page 79.

15 Depending on your Send & Save selection, click the Send button, the Schedule button,
or the Save button, as appropriate.
After the notification is sent, you can monitor the results. See Active/History on
page 119.
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Notifications

This chapter provides information about Notifications. The Notifications tab begins with
displaying the status of notifications in the Active/History sub-tab. Other sub-tabs include:
Schedules, Notification Templates, and Message Templates. You can add a New
Notification from this tab (as well as from the Universe tab).

The following topics are covered:

o Overview of Notifications

o New Notifications

0 Active/History

0 Notification Templates

0 Scheduled /Recurring Notifications

0 Message Templates
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Overview of Notifications

From the Notifications tab, you can send a notification or see the history of notifications
previously sent. By selecting other sub-tabs on the page, you can view and maintain
scheduled notifications, notification templates, and message templates.

Susan Stoba Test Organization (Organization Admin) ¥ Welcome Lucy Kaimoto (lucykajimoto) | Help & Support | Logout
: ® g = - < =] Q
I bridge Dashboara  Universe [INSUISUSUNM incidents  Contacts  Reports  Seftings  Access
Notifications €
B New Notification in Progress [}  Last7 davs [BJ (0]
ActivelHistory Scheduled Notification Templates Message Templates e
Q
Status Published Title Event Name SentOn ~ Sent By Sent To Charts
@ scions> B 2013-04-26 09:36:14 PDT  Susan Stoba [
@ sctions = check box setio No 2013-04-24 12:0456 PDT  Susan Stoba 2 0
@ actions ¥ T 2013-04-24 12:01:31 PDT  Susan Stoba 2 a
@ actions ~ Il chemical spill at wall St 2013-04-24 11:25:46 PDT  Lucy Kajimoto T 0
@ Actions ¥ E test 2013-04-23 14:36:00 PDT Susan Stoba 3 y
@ Actions = testoflong event name DSSSSSSS5555595555555.. 2013-04-23 13:0248 PDT  Susan Sloba & b
A message could be about an emergency situation, such as a hurricane warning, or a serious
problem such as “there is a wildfire west of the I-295.” The message could also be just a
regular part of doing business, such as "We need three people to work second shift.”
Notifications

A notification is the sending of a message to a contact using the notification settings and
delivery methods specified in the contact record.

You can configure the notification to require confirmation from the contacts to record when
they have confirmed receipt of the message. Once the person confirms receipt of the
message, the application stops sending the message to this contact.

Optionally, you can send a notification with a high priority status. A high priority message is
dispatched by the system before messages without the high priority status. By default, the
application uses a different greeting for voice messages when you send a notification with
high priority.

When the notification is sent, it is an active notification. When you configure the notification,
you set a duration. The notification ends when it has reached the end of the duration.
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When the notification starts, all contacts are in the non-confirmed state. When they confirm
they are receiving the message, they move into the confirmed state. If there is no contact
path defined for a contact for any of the delivery methods used by this notification, they are
marked as unreachable. If they confirm after the notification ends, they move into the
confirmed-late state. You can monitor all of this activity using Notification Results and
Notification Reports.

NOTE: Unlike the Organization level, at the Account level, the Account Administrator:
1 Cansend notifications across organizations.

2 Cannot add a schedule/recurring notification.

3 Has no publishing options and no map from which to select contacts.

There may be several notifications as the result of a single incident. For example, a storm
may require warning notices and specific evacuation or preparation notifications. A chemical
spill might require: an evacuation message, a notification to Hazardous Materials
responders, a status update, and an all-clear message. By using an event name, you can
group the notifications for the same incident or event in your organization.

When notifications are assigned to an event, it makes it possible to track multiple
notifications that were all part of the same event or incident; follow the progression over
time; and analyze the results of an event a single report.

To add a notification to an event, while you are configuring the notification, select the check
box: Include as part of an event at the bottom of the Add or Edit Notification page, then
either select a previously used event name from the drop-down list or type a new event
name in the text box.

From the Active/History sub-tab, you can see the notifications that are part of a specific
event. Clicking the Event Name from the Active/History sub-tab launches the Event Analysis
page.

NOTE: Only Account Administrators and Organization Administrators can access the
Event Analysis page.
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nization Admin) ¥ Welcome Lucy Kajimoto (lucykajimota) |

@ g = I8 e a

Dashboard Universe Notifications Incidents Contacts Reports Settings Access

Help & Support | Logout

Notifications @

3 New Notification

nProgress [f] Last7days [[] Last30days [

ActiveiHistory | | Scheduled Motification Templates Wessage Templates 2]
Q
Status Published Title Event Name SentOn - Sent SentTo Charts
Title of message of the web o
< & postraonie 2013-04-22 18:12:39 PDT  Susan Stoba Published Only  Published Only
(] a Alertus Desktop Test 2013-04-22 16:55:12 PDT  Susan Stoba Published Only  Published Only

[ FETITR N - | Test again of Alertus 2013-04-22 11:06:24 PDT  Susan Stoba [

@ rctons > Earthquake Preparedness Training

in Santa Clarita, CA 2013-04-22 07:56:08 PDT Lucy Kajimoto 9

Rebroadcast

Send Follow Up

G CCEC

@ Actions ¥ Il chemical spill atwall St 2013-04-22 07:41:50 PDT  Lucy Kajimoto
@ rcons> B Test3 of Alertus 2013-04-22 06:18:00 PDT  Susan Stoba [
@ rcons> B Test2 of Alertus 2013-04-22 06:15:42 PDT  Susan Stoba [

To view an event report, go to the Reports tab and select Event Analysis. From the drop-
down list, select the event name and click View Report. The Event Summary for the named
event is displayed.

nization Admin) b Welcome Lucy Kajimoto (lus

(i) Y
Ascverbridge ® - i ¢ B

Dashboard Universe Notifications Incidents Contacts Reports Settings Access

ajimoto) | Help & Support | L

—
Renorts > Event Analysis @

Event Analysis

Event name: Flood Warning
Notification ID(s): 4402341485424 4402341485423

Total Confirmation Status No results yet

Confirmed: 0
@ confirmed Late: 0
@ Unreachable 0
Not Confirmed: &

Notification ID Start Date Message Title Contacts Confirmation Status Confirmations by Method

Confirmed: 0
M confirmed Late: 0
Unreachabiz: 0

2013-03-26 1
ot Confirmed: 4 Ho resuits yet

\ -
4402341485424 1:24'31 POT Flood Warning - Cancelled 4

See Event Analysis on page 208 for further details about the Event Summary.
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New Notifications

You have all the fields you need on one page to send a notification. As needed, use the scroll
bar to see the parts of the page on which you want to work.

1 Addthe message.

2 Select the contacts who are to receive the notification.
3 Configure the settings.

4 Send the notification.

There are a few ways to send a notification.

0 One way is from the Notifications tab. Click New Notification. The New Notification
page appears. See the procedure To create a notification from the Notifications tab on
page 8s.

0 The other way is from the Universe tab. If you are going to send a notification to
contacts from the map, from the Universe tab, click New Notification. A New
Notification panel appears, identical to the one from the Notifications tab. See the
procedure To add a notification from the Universe tab on page 67.
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® b

Aseverbri ;
e Crbl’ldge Dashboard  Universe [REritoi Tl Incidents

Welcome Lucy Kajimoto
LY
“ [ w9
Contacts  Reports  Setfings  Access

moto) | Help upport | Logout

Iotifications > New Notification @

Create Message

[ High priority message @)
* Title

Body [] Include a separate message for email notifications

Notification Heade!

[ Include a Voice Recording

[ save this as a message template

Message type:
tandard [£] o g8=  OC Bridge &

Attach Files ()

Publishing Options

[ Everbridge Network [ ] CMASWEA [ Alertus

Select Contacts [[] Use notification escalation €

*Click to add contacts
0 0 0
Inaiviguals Groups Rules
settings Edit

* Sender E-Mail Display:

* Sender caller ID:

Delivery Order:

* Delivery methods:

Mobile Member App Settings:
Apply voice delivery throttiing rules:
Broadcast duration:
Contact cycles:

Interval between cycles:

Interval batween delivery methods:
Voice mail preference:
Confirm:

Language:

Send & Save

Send: (@) Now (O Later (O Recurring

-0r-() Save as anotification template

[ Include as part of an event

| Cancel |

Privacy Terms ofUse © 2014 Everbridge, Inc.

Use 3 message template

[ Web Posting

Preview contacts

Map

rodlemmon@gmail.com

view

Contact Preferrad
Wobile Member App

View

No

1 hr(s)

1

Omin(s)

ominis)

No Message

Yes

English (US)
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New Notifications

The following table describes each field on the New Notification form.

83

Field Name

Required?

Description

High priority message

N

Select this check box if this is an emergency situation. Otherwise, leave
clear this check box to indicate it is a low priority, standard message.

Use a message template

Message Templates allow you to view messages that are ready to be used,
or view existing messages that are partially built and can be edited to be
used.

To use a message template, click the link. Then, select the desired
message template title and click OK.

Title

Type a name for this notification. The title is included in messages sent to
email, fax, and SMS delivery methods.

Body

1 If you have already added and saved a message for this type of notification,
you can select it from the Message Template list. See Message Templates on
page 130.

2 You can add the message by typing it in the Body text box. The message will be
used for text delivery to email and SMS devices, and a text-to-speech engine
will read it for voice delivery to phones.

Include a separate
message for email
notification

Use this option to create a separate message for email delivery methods. When
selected:

0 You can customize the email with text formatting features such as images,
color, text sizes, tables, and so forth. See the procedure To include a separate
message for email notification on page 89.

0 If you use this option, the text entered in the other fields will only be sent to
plain text delivery methods (for example, SMS text, fax, or pager) and will
be used for text-to-speech conversion.

Include a Voice Recording

N

Select the check box, then select the desired radio button:

0 Use Everbridge recorder (see the procedure To add a new voice message
template using a computer microphone on page 116).

0 Use atelephone (see the procedure To add a new voice message template using
a land line telephone on page 117).

0 Upload a file (see the procedure To upload a message on page 118).

Save this as a message
template

Select this check box to reuse this message for future notifications. The
application will save the content in Title, Message Body, and Voice
Recording as a message template.

Message type

Select from:
0 Standard—a basic alert message.

¢ Polling/Quota—includes options for contacts to respond to a list of choices;
you see the answer in the Broadcast Results.

0 Conference Bridge—the contact is able to connect to a conference bridge upon
receiving the notification.

NOTE: The Conference Bridge message type is not available for messages sent
from the Account level.

Attach Files

Attach files to the message if the notification is sent via email, fax, or
Everbridge Mobile Member. You can attach up to 5 files.
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Field Name Required? Description

Publishing Options Select the desired check boxes:

N ¢ Everbridge Network—Share the notification with the organizations you have
indicated. Optionally, you can use a shape to specify the impacted area to your
network.

Y ¢ CMAS/WEA—Send a smaller version of your message via the IPAWS WEA
hosted by FEMA.

N 0 Alertus—Relay important emergency alerts through Alertus, an
Everbridge Partner providing desktop alerts, alert beacons, and digital
sighage

N 0 Web Posting—Send the message to partner systems or client-side web sites,
you can provide one or more URLs. Optionally, provide a corresponding
username and password for each URL.

NOTE: Publishing Options are not available for notifications send from the
Account level.

Select Contacts N Optionally, select the check box: Use notification escalation.

For more information about Escalations, see Notification Escalations on
page 109.

Click to add contacts Y A contact is a recipient of the notification. You can select contacts by
Individual, Group (contacts in a group), and/or Rules. (This is a targeted
population within your database. It is dynamic in nature. The rule is
stored, not the results.). At the Organization level, you can also select
contacts by map location.

NOTE: Selecting contacts from a map is not available for notifications sent from
the Account level.
For more information about Contacts, see Contacts on page 133.

Settings Y (Senderemail  The default settings (configured via the Settings tab) are displayed. If you

display, Sender  have permission, then you can change the Settings values for the

caller ID, and notification by clicking Edit, changing the desired settings, and clicking

Delivery Hide.

methods)

NOTE: If you are sending notifications from the Account, ensure you have the
same delivery methods in the Account and the Organization. For example, if the
Account has three organizations, and the Account Administrator wants to send a
notification across the organizations to "Email Address 1", each organization
must have an "Email Address 1" delivery method.

For more information about Settings, see Organization Settings on
page 333.
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Field Name Required? Description
Send & Save Select the desired Send option:
N 0 Now—To send immediately.
N 0 Later—to schedule the notification to automatically launch at a later date and
Y (Start Date) time. Click the Calendar icon, then select the future date and time for the
N notification.

¢ Recurring—to configure how often to send the notification. Click the Calendar
icon to select the date ranges and click the Clock icon to select the time.

0 Save as a Notification Template—to save this notification as a template so it is
ready for you to send when you need it. You can save it in a Category to make it
quicker for you to find when you want to send it. Select one of your previous
Category names from the drop-down list or enter a new category name
directly into the text box.

Unlike the Organization level, at the Account level, Account
Administrators cannot select Schedule or Recurring.

Include as part of anevent N Select this check box if yes. Then, select an existing event from the drop-
down list or type an event name in the text box. See also Events on
page79.

Send (Schedule or Save) Y Click the Send (Schedule or Save) button to complete the process.

To create a notification from the Notifications tab

The following procedure shows an example of sending a notification from the Notifications
tab. Suppose there is a chemical spill at the Wall Street location. You need to notify the
Hazardous Materials handling team to go to that location. Anyone around that location
needs to evacuate, and the Fire Wardens need to monitor the evacuation. Managers and any
individuals need to be notified as well.

For detailed descriptions of each field on the New Notification page and if those fields are
required, see Notifications Fields on page 83. On-screen, required fields have a red asterisk
(*) next to their labels.
1 From the Notifications tab (or Universe tab), select New Notification.
A blank notification appears from which you can fill in the fields. You can send the
notification immediately, schedule the notification for a later date, schedule a recurring
notification, or save the notification as a template.

2 Select the check box if this is a high-priority message; that is, an emergency situation.
(Leave the check box clear if this is a low priority, or standard message.)
High-priority notifications are placed higher in the outbound queue before any non-
priority notifications.

3 Type a title for this notification. For example, Chemical spill at Wall St.
If this message is sent by email, fax, or SMS, the title becomes the subject line of the
email.

4 Add your message.

a If you have an existing message template, perform the following steps. Otherwise,
skip to step 4b.

— Click the link: Use a message template.
— Select the desired message and click OK.
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— The Title and Body fields are pre-filled with information from the message
template.

— Edit the Title and Body text to make it unique for this situation.

— Optionally, save this information as its own Message Template by selecting the
check box: Save as message template.

Optionally, select the check box: Include a separate message for email notification.

Use this option to create a separate message for email delivery methods. When

selected:

— You can customize the email with text formatting features such as images,
color, tables, and so forth. The custom email is delivered to Mobile Member
users as an attachment.

— Text entered in the other fields will only go to plain-text delivery methods (for
example, SMS text, fax, or pager) and will be used for text-to-speech
conversion.

NOTE: You are required to enter at least one character in the Body field even if you
want to send only Custom Email content to email address delivery methods.

See To include a separate message for email notification on page 89 and then return
here. Otherwise, skip to step 4c.

Optionally, select the check box: Include a Voice Recording. Then, select the

desired Voice radio button, as needed. Otherwise, skip to step 4c.

— Ifyou have a recorded voice message, you can upload the file. See the
procedure To upload a message on page 118 and then return here.

— Ifyouwantto use an Everbridge recorder, see the procedure To add a new voice
message template using a computer microphone on page 116 and then return
here.

— If you want to use a telephone, see the procedure To add a new voice message
template using a land line telephone on page 117 and then return here.

Add a message by typing it in the Body text box.
The message will be used for email and text devices, and the text-to-speech engine
will read it for voice delivery to phones.

5 Select a Message Type:

Standard—A Standard message is simply a notification of the message.

Polling—In a Polling message, add options to solicit responses to the message. The
contact can choose one of the options, and you will see them in Broadcast Results.

Message type:

Standard @ Polling Conference Bridge gg8

*Text Response Use Quotas
1

©@Add Another
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NOTE: For your Polling message type, in Settings, know that the Voice Mail
Preference and Confirm panes are replaced with the SMS Call Back pane. In this
pane, when the SMS Call Back check box is selected, the SMS recipients are provided
with a number to call and make their polling selection. If the SMS Call Back check box
is clear, the SMS recipients are presented with a menu to select their polling choice
directly from the device.

+ Quota—If you select Polling, then select the check box: Use quotas, you can add
options for contacts to respond to a list of choices and then you send a Follow-Up
with the results. For example, if you need five volunteers to work the graveyard shift
on Saturday and Sunday, you can type Need volunteers to work graveyard on
Saturday with #needed as 5 and Need volunteers to work graveyard on Sunday
with #needed as 5. Broadcast Results show which contacts are willing to work. You
can then send a Follow-Up letting everyone know who is working (perhaps the first
five contacts to volunteer). You can also stop the quota.

+  Conference Bridge—In a Conference notification, the message is to join a
conference call. This could be an emergency where contacts need to discuss the
situation immediately. Or, it might be a convenient way to pull everyone together
for the weekly status meeting. Contacts who are reached by phone can push a
button to connect to the conference bridge. Contacts who receive a text message
will see the instructions for joining the call.

Message type:
Standard Polling @ Conference Bridge g

bridge Conference Bridge 1 [=]

ge Conference Bridge 1

mmum el m

ge Conference Bridge 3
ge Conference Bridge 4

6 Attach up to s files, as needed. (If this message will be delivered by means of email, fax,
or Everbridge Mobile Member, you can optionally attach files to it by selecting the
Attach files link and selecting your files.)

7  Select your desired Publishing Options.
TIP: When sending to any publishing option, the following fields on the Notification
form must be populated:
0 The Body field must contain text or include a voice file.
0 Select Contacts must have at least one contact from the database.
o Delivery Methods and Sender Information cannot be empty.
»  Everbridge Network—This notification will be published to the organizations you

have indicated. Optionally, you can use a shape to specify the impacted area to your
network.

«  CMAS/WEA—For only Organization Administrators, Group Managers, and
Dispatchers, the fields are as follows:
— Training Mode - Message will not be sent: Select this check box to train your

users on how to make selections. The message will not be sent to CMAS. If you
are also sending to contacts, the message is sent to them.
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— Private Key* and Keystore Password*: Type the required Client IPAWS
passwords in these fields provided by FEMA. Typing in these passwords
ensures that you cannot unintentionally access this page and send a message
to CMAS.

NOTE: The FEMA-provided values in the drop-down lists cannot be modified.

— Thefollowing fields are displayed if your administrator has allowed you to
make a selection:

Sender Agency Name*: A single Sender Agency Name is displayed in read-
only format. If there are multiple Sender Agency Names from which to
choose, select one. For example, Police Dept or Sheriff’s Office.

Event Name*: Select the Event Name from the drop-down list.
Message Status*: Select the Message Status from the drop-down list.

Message Category*: Select the Message Category from the drop-down
list.

Urgency*: Select the Urgency from the drop-down list.
Severity*: Select the Severity from the drop-down list.
Certainty*: Select the Certainty from the drop-down list.

Expires in*: Select the number of hours from the drop-down list in which
the message expires.

Affected Region SAME Code(s)*: A single SAME Code is displayed in read-
only format. For multiple codes, select the desired codes, and separate
them with a comma (for example, 406037,806037).

— Message to Public*: Type the Message to the Public in the text box to be sent
to WEA-capable mobile phones. Imposed by FEMA, you can use a maximum of
90 characters.

The Schedule and Save options are unavailable. When you click SEND, Everbridge

sends the message to IPAWS. The message should pop up on all WEA-capable

mobile phones in the broadcast area.

«  Alertus—Provides a way for personnel to relay important emergency alerts through
Alertus, an Everbridge Partner providing desktop alerts, alert beacons, and digital

signage

«  Web Posting—To initiate notifications to partner systems or client-side web sites,
you can provide one or more URLs. Optionally, provide a corresponding username
and password for each URL.

NOTE: Unlike the Organization level, at the Account level, Account Administrators
do not have publishing options.
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Create Message

[[] High priority message &‘] Use a message template

* Title
Chemical spill at Wall St

Body [ ] Include a separate message for email notifications @

There is a chemical spill at our Wall Stlocation. HazMat team report there. All others evacuate until you receive all clear
message

i)

[] Include a Voice Recording

[[] Save this as a message template

Message type:

(")Standard [] .]Pulhngi,E (@ Conference Bridge {2
Everbridge Canference Bridge 1 ﬂ

Altach Files @)

8 Scroll down the page to see the remaining sections of the New Notification form.

Including a Separate Message for Email Notification

As you add or edit a message, you can optionally include a separate message for email
notifications and use the other text fields for plain text delivery methods such as SMS text,
fax, pager, or text-to-speech conversion.

To include a separate message for email notification

1 Select the check box: Include a separate message for email notifications.
The application displays a large text field below the existing text fields.

2 Scroll down until you see “"Email only”.

/ Email only @ ClearContents | Expandwegff—— Expand link
Email only

‘ @ Please make sure email delivery paths selected for this notification.

Ll abe 56,5 [T 1T B Ty T B = ]
Y

0=

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



A

90 Chapter 4 — Notifications

3 Atanytime, select the Expand link to expand the field. If you use the expanded version,
then click Close when you are done.

B Clear Cantents
‘ @ Please make sure email delivery paths selected for this notification ‘
B J Udex x T-1FH-Tg T EIEEEESEESE=ER® £ i

4 Clickin the Email Only field to activate the formatting tools in the toolbar above the
field

5 Enter your email-only message.
Considerations:

« InIncident Templates, you can insert Information Variable tokens in your custom
email content.

«  The maximum amount of content that can be saved and/or used in the Custom
Email field is 1 MB; the application does not currently display a character/content
counter. You see a message only when you have more than 1 MB of content when
you attempt to Save, Schedule, or Send the notification. (Image file sizes are
excluded from the maximum Custom Email content size of 1 MB.)

= You can copy and paste items from an external source, such as a Web site or
Microsoft Word.

— Pasting content from an external source into the Custom Email field may not
produce the same results as in Microsoft Office.

— Notall content copied from Web pages may be preserved in the original format
if the source uses custom or proprietary HTML tags.

— Notall fonts, bullets, numbering, and indentation are supported when pasting
content into the Custom Email field. See the supported fonts, bullets,
numbering, and indentations at Refer to the following examples.
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— Except forimages, you can copy and paste content from Microsoft Word. To
insert images in your custom email content, use the Insert Image tools to
upload them. See the procedure To upload an image into your custom email on
page 97.

- You can copy and paste a table from another source to the Email Only field, or
you can use the Insert Table tool (see About Custom Email Tables on page 99).

Alternatively, you can type your message directly into the Email Only field.

— Only the US English keyboard was tested.

— Inserting text by typing characters using native-language keyboards has not
been fully tested.

You must enter at least one character in the plain-text Body field even if you do not

want to use those delivery methods.

—  Only the content of the plain-text field will appear in the Message Body
element of all reports; the content of the Email Only field will be available on all
reports in a separate field.

Content created in the Email Only field may not be preserved in its original format
when copied to a third-party application.

1 Ensure you select one or more Email Address delivery methods for this notification; otherwise,
the Everbridge Suite application will not send the content of your "Email Only" field.

2 If your Organization uses a custom email header and footer (in Settings > Organization >
Notification > Email Header and Footer), then do not include a header and footer in the Email
Only field. The Everbridge Suite application will automatically insert your custom header and
footer when sending the email message.

6 Click OK.
The following is an example customized email.
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Title:Severe Weather Warning!

CRITICAL COMMUNICATIO

Severe Weather Warning!

Evacuate now!

There is a major storm expected tomorrow. The coastal area will be very dangerous with 10-foot
swells at high tide resulting in significant flooding. The storm will produce windws of 40-50

mph.

For emergency situations, go to higher ground or dial 911.

L
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Using the Custom Email Formatting Tools

The formatting tools are available from the Email Only field (in collapsed or expanded

mode). Hover the mouse over each tool to see the bubble label. From left-to-right, each tool

is described in the following procedures.

n¥
]
I
[l
il
(1]

=W W < OR

Although the toolbar appears similar to those in standard word processing applications, be

aware that it offers minimal functionality compared to the formatting tools available in

applications such as Microsoft Word. See Considerations: on page go.

NOTE: Only Microsoft Windows-based laptops and an Apple Mac mini were used to test

the Email Only formatting tools. The functionality of the rich text tools was not tested on

tablets.

To format your custom email
1 Type your text in the Custom Email window.

NOTE: Review the Considerations: on page 9o.

2 Select the text and click the desired formatting tool.

3 Referto the following examples.

B [ Udex, X T-1TH-Tg T 1 == EE==

il
]
|
-
&
&

& @\
Bold

Italic

Underline

Strikethrough

Fontsize:q,2, 3,4, 5, 6 7
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B 7 Uae x, x! T-1FH-Ty T

=ER% - OH
H1: Paragraph

H1: Header 1

H1: Header 2

H1: Header 3
H1: Header 4
H1: Header §

H1: Header &

B I Uae x x T-1FH-Tz T

ed item (Indented four times)
ed item (Indented four times)
item (Indented four times)

1. Numbered item (Indented four times, then Qutdented one time)
2. Numbered item {Indented four times, then Qutdented one time)

3 Numbered item (Indented four times, then _Q:ut___ehte:d one time)

TIP: Before sending your
custom email notification,

B J/ Uaex x* T-1FH-Ty T I = = =E=s=EMm% < M@
Everbridge recommends _

Align Text Left
that you send a “test Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
notification” to a small paragraph paragraph paragraph paragraph paragraph.
number of recipients to Center
ensure that the Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph

. i paragraph paragraph paragraph paragraph paragraph.
notification looks and
Align Text Right

YVOI’kS the way you Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
intended. paragraph paragraph paragraph paragraph paragraph.

Justify

Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph.paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph paragraph paragraph.

£

Insert Horizontal Rule
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NOTE: Content created in the Email Only field might not be preserved when copied
to a third-party application.

To remove formatting from your custom email
1 Select the text from which you want to remove formatting.

2 Select the Remove Formatting tool.

B 7 Uske x, ¥ T-1TH-Ty T T ==

: 3
Align Text Left
Paragraph paragraph paragraph paragrapmparagrapmparagraph paragraph paragraph paragraph

paragraph paragraph paragraph paragraph paragraph.

Center
Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph.

Align Text Right
Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph.

Justify

Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph.paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph paragraph paragraph.

The formats return to the default custom email, Align Flush Left and Paragraph style.

B I Uabex x T-FH-Tg BT S iZ

Align Text Left
Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph.

= @ m® e [0 6

Center
Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph

Align Text Right
Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph

Justify

Paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph.paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph paragraph
paragraph paragraph paragraph paragraph paragraph paragraph paragraph.
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3 Tochange the Hi style, select the desired text, then click the H1 tool and select a

different style.

B 7/ Uadex, * -FH-Tg B L iSiSEEEEE===@m@%SdeDH

Paragraph I})
Header 1

Header 2
Header 3
Header 4

Header 5

H1: Paragraph Header &

H1: Header 1
H1: Header 1 (should be Paragraph)

H1: Paragraph

H1: Paragraph

4 To clear the contents of the custom email field, click the Clear Contents button located
at the top right-hand side of the Email Only section of the notification or the expanded

Custom Email dialog.

Email only

Clear Contents

Expand

Clear Contents

B L Udex, *x T.7FH-Tg B I iSiZEEss==s=mRs
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To upload an image into your custom email

There are three ways to insert an image into your custom email.

o By copying/pasting from an external source (except for Microsoft Word)

0 By using one of the following Insert Image tools:
« entera URL address to retrieve an image from an Internet-accessible server
«  choose a file from your computing device

1 Select one of the Insert Image tools as described above.

B J U ae x. x T-1-HI-Tg T

=

L= b
Enter URL:

http:if

Submit

B I Uakex, < T-TH- Tz B

(1l
I

141
L]
¥
L]
[
[T}
Tl
1]

Il

Insert an Image

Choose File | No file chosen

Submit

2 Depending on the Insert Image tool you selected, do one of the following:
« Entering a URL—Type or paste the URL, then click Submit.

»  Choosing a File—Select the Choose File (or Browse) button. From the Open dialog,
navigate to the desired image and click Open. Click Submit.

NOTE: The Internet Explorer browser may display images differently from other
browsers. The image may display “handles” with which you can resize the image. For
large images, the “handles” might be seen on the notification form page as illustrated
in the image below.

Message type:

& Standard Polkng i = Coeforence Bridge

—F A —
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To insert a hyperlink into your custom email
1 Select the text to be associated with the hyperlink.
2 Click the Insert Hyperlink tool.

3 Enterthe URL in the field and click Submit.
Your text is displayed as a hyperlink.

BIUx xT-FH-FHLEEEEESSTSS=l 8¢ B

Enter URL:
hitp:ifwww.everbridge.cor |

Submit

=m M TR

T~

4 Toremove a hyperlink, select the hyperlinked text and click the Remove Hyperlink tool.

BIgabex,x‘TvTFmvjhyziféféii?%%E;%-1{;%ﬁ\?_@
Ly
To learn more about Everbridge, click here. Remove Hyperlink

To copy content into your custom email without characters or formatting
tags

If you do not want hidden characters or formatted text in your custom email when you copy/
paste from an external source, you can use the Paste as Text tool.

1 Select the Paste as Text tool.
2 Copy the desired text from your external source.

3 Rather than pasting directly into the Custom Email window, paste the copied text into
the Paste as Text tool.

Clear Contents

B 7 Daex, x T-TH- LI SiEEEsss==s=mgns T5

Paste your content here and click submit.

Submit

4 Click Submit.
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About Custom Email Tables

The most straightforward way to enter a table in the Email Only field is to copy/paste from
an external source such as Microsoft Word. Alternatively, insert a table directly into the
Custom Email field.

To copy/paste a table from an external source

1 Place the mouse cursor where you want the table.

2 Copy/paste the entire table from an external source.

NOTE: From the external source, make sure that the table column widths are the
desired size because they cannot be resized once the table is pasted into the Email
Only field.

3 Optionally, use the formatting tools to change the content of the table (see Using the
Custom Email Formatting Tools on page 93).

To insert a table directly into the custom email

1 Place the mouse cursor where you want the table.

2 Select Insert Table.

Clear Contents

B/ Usex x T-TH- B SiEEE=====3K%

0ls Rows:
2 J [+

Cell Spacing: Cell Padding:

2 2
Border: Style (CSS)
1

Submit

3 Review the following descriptions of the table fields.

Table Field Description

Cols The number of columns in the table.

Rows The number of rows in the table.

Cell Spacing The number of pixels around the table cells.

Cell Padding The number of pixels between the cell wall and the cell content.
Border The line width of the table border.

Style (CSS) Optionally, paste CSS (Cascading Style Sheet) code into this field to

change the look-and-feel of the table.

4  Configure your table as desired, then click Submit.
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The default table is shown next.

| ciearcontents |

il
]
i
]
&
&
a
2]

B 7 U abe x. x T-1FH-Tg T 1 = = 3

5 Optionally, select an edge of the table and use the “handles” to resize the table.

Custom Email

Clear Contents

.Wlli.
1]
7]

(l
2|
5

B U abe x, X' T+ 1-HI-|Tg T L |:=

a————a |1

6 Paste content or click in each cell and type the new content.
You can also use the Left and Right arrows to move to the different cells. Using the TAB

key does not advance to the next cell.
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The following is an example table (2 columns and 2 rows) with content.

‘ Clear Contents |

Z

101

x, x*|T- I Hi-| Ty T, T

Severe
Weather

A Severe Thunderstorm Warning has been issued for your location. Please see local media for

details.

Flood Warning

A Flood Warning has been issued for your area. Get to higher ground.

To use CSS code to change the default appearance of a table

1

2 Select Insert Table.

Email only

Place the mouse cursor where you want the table.

‘ Clear Contents ‘

I}
]

Rows

B I U abe x,

x T-1FH-Tg T T =

ols:

n
Cell Spacing: Cell Padding:
2 2
Border. Style (CS3):
1
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3 Copy/paste the CSS code into the Style (CSS) field.

| Clear Contents |

B 7 U ake x, x* T-rFH-Tg § L = i= = =EE=E== = W e s M H

Example CSS code pasted into the Style (CSS) field: (ims F:JWS
border: 2px solid #000000; SwE e Soispadng: CalPaddng
padd!ngio; _ Border: Style (CSS):
margin:0 auto; 1 border: 2px
border-collapse collapse,

font-size: 12px; Submit

padding: 3px 3px 3px 8px;

color: #000000;

[N—

NOTE: To edit the code, make changes to the CSS code, then copy/paste all of it
again into the Style (CSS) field.

4 Click Submit.
The new table is displayed with the CSS styles.

| Clear Contents |

= = = = W 3 @

B 7 U abe x, x T-tFH-Tg T L iS i= = &=

===

[S—

5 Goto step 6 on page 100 to add content to your table.
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To change the number of rows and/or columns in an empty custom email
table

You can change the number of rows and/or columns of a table only when the table has no
content in the cells.

1 Select the entire table.

‘ Clear Contents |

EEESEEE=EE®/EOH

2 SelectInsert Table.

| Clear Contents |

B [ Uae x. x T-1FH-Ty T, L iZiZ &

=@ W6 TR

Caols: Rows:

[l 4

Cell Spacing: Cell Padding
z z

Border: Style (CSS).
1

3 Change the numbers in the corresponding table fields (refer to step 3 on page 99) and
click Submit.
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In the following example, the table now has 2 Cols and 2 Rows.

| clearcontents |
BI U ¥ T-Th|lghLliciEEEs==ss=gm% | TH
[
[
—

To remove a table from the Email Only field

1 Select the entire table.

‘ Clear Contents |

= | % =8 ¢ [0 i

2 Click the Delete button on the keyboard.
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Contacts

1 Select contacts in two ways:
a Onone page, by Individuals, Groups, or Rules. (To learn about Groups and Rules,
see Groups and Rules on page 143.)

— If you are an Account Administrator using the Account’s Notifications tab, you
can select the organization name from the drop-down list. This allows you to
select contacts across organizations.

— Toselectindividuals, click the link: Individuals.

The Select Contacts page appears.

— One by one, select the check box of the desired contact names.

The individuals are listed in the right-hand panel.

Attach Files )
Select Contacts o

Select | Preview

Individuals Groups Rules Manage Contacts
Advanced Search indriduals
Remove
[ Eirst Hame L Last Name » Suffix External ID [ Craig Barrick(3185772201)
Craig Barrick 8185772201 ~
[J sharon W Bennett 3.22E+18
Groups
[ scott Colby 8185772220 P
Remove
[ Brad Currier 8185772321
] vvonne Gallegos 8182309748
O Lucy Kajimoto 8182309732
Rules
[ Cindy Kwok 8185772382 v

Remove

Page 1 of 2 »> =i |10 v

Interval between delivery methods: Omin(s) [¥]

Fanfirm: vaz

< >

— Toselect groups, from the Select Contacts page, select the Groups sub-tab. (To
learn about Groups, see Groups on page 143.)
The Select Groups page appears.

— One by one, select the desired group names (which could be nested).
The groups are listed in the right-hand panel.

— Toselect Rules, from the Select Contacts page, select the Rules sub-tab. (To
learn about Rules, see Rules on page 151.)
The Select Rules page appears.

— Select the rules (advanced search filters) you want to use in this template.
The rules are listed in the right-hand panel.

- Click OK.
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You will see the count for each contact category.

~
Select Contacts [] Use notification escalation &
= Click to add contacts
—_— > 1 2 2 0
Individuals Groups Rules. Map Floreliii:
Settings Edit
= Sender E-Mail Display: rod lemmon@gmail.com
*Sender caller ID: View
Delivery Order: Contact Preferred
* Delivery methods: Mobile Member App
Mobile Member App Settings: View
Apply voice delivery throttling rules: No
Broadcast duration: 1 hris)
Contact cycles: 1
Interval between cycles: Omin(s)
Interval between delivery methods: Omin(s}
Confirm: Yes
Language: English (US)
Send & Save
Send: (@) Now () Later () Recurring
-Or-() Save as anotification template
v

b From a different page in the Universe tab, by Map location, to add contacts who
have an address near the location of the notification.
There are many ways to use the map to select contacts. See Understanding Shapes
on page 59 in Chapter 3, Universe. For example, you can draw a circle around the
location that includes the contacts in the database who have an address in the

circle.
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Find Contacts

Change map

*
Topangs
State Park

*
Will Rogers.
State Beach

Google

javascriptvoid(0) |

Map data ©2013 Google - Terms of Use
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— Tostart drawing the circle, from the Select Contacts menu, select Search, and
type an address that will be the center of the circle. In this example, it is the
address of the Wall Street location.

- -
Select Contacts 4 You've selecied 0 contact(s) E
La Crescenta-Montrose
La Cariada F
170 Verdugo ;"”“"’ge AN
= | Mountai rcacia
North v S = Altadena Wildsmess
Hollywood Burbank ; New Yoy | P:m
Valley Euf’ Bungalow Sierra
village Heaven Med s
Toluca Lake 2104
Pasadena =
Studio City CRiRaE ol Arcadia Duarte | AC |
. Eagle Rock zu =
Griffith Park!
Hallywood Atwater South  San Marino Mayflower.
L405 ) Hills Village Northeast Pasadena Terple City Village:
@ BelAir Los Angeles bl
!g Hollywood . Alhambra EMene &5
S Echo Park = Rose
% Beverly Hills & il Park hoeamet i West
gl Central LA a,, Monterey ErMonis S Covina
B:;"'w"w Century City Wrio g, Los Angeles Lo} w Park Sﬁlsl;eEl Basselt B
e Valinda
Ce D o e out Avacado
i Boyle e Heights
Santa w Culver Gi Heights East Los
Monica avEn ity Angeles  pigntebello . La Puente Sout
il ose
2 o Ve Rose Hills
%%% Parkcnasor i ey WP Memorial Park - Hacienda ¢
Hills South Los Hunti K R Heights
WMarina untington o
DelRey Angeles Park Bell &' Pico Rivera # Whittier Row
Flaranca firaham Bell L & -118.53434752417547, 2<Feparbasarratay

— Click the Search (magnifying glass) icon to the right of the address you just

typed.

— Select the radio button of the address you want to use.

EVERBRIDGE SUITE USER GUIDE

CONFIDENTIAL



A

108 Chapter 4 — Notifications

Set a marker on the map with a radius (in this example, a 1000 foot radius), and
click Show on map.

Select Contacts &

Select Contacts 4  You've selected O contact(s)
Find Contacts
Address RedAEm
14 Wall St, New York, NY 10005
Set Marker 7]
Exclude Con 0 b
Set Marker with radius: Arcadia
Map Layers Wildemess
Park
%
Vilage e
Toluca Lake (139). Pasadena e
134 3
Oaks Studio City Glendale palt  Arcadia Duarts | & -
Griffith Park ot Rock w 2 1
- Hollywood Anwater South  San Marino Mayflower.
{10 Hills. Village Pasadena Village:
- LNﬂRhEEISi Terple City
el Air os Angeles Wincent
a gE (z)  Hollywood - Alhambra El Monte
Echo Park m=  Rose
S, 5 Beverly Hills @ Hwea el e West
by Central LA ¥, Monterey EliMonte b-RCr Covina
Sremweed Ry Gentury ity Wewy o, LosAngeles @ @ " ety Bt u
-ﬁ,j‘a o Y o Mante e Valinda
oy \wacado
4 e w Boyle (@) pomemn®¥] Heighis
Will Rogers. Santa L405) et cn Heights  East Los
State Beach
FEE Monica ety Angeles  pontebalio ~ La Ruente. sout
= @ Vi _£ __Rose Hills [
.,(%% w e eman Commerce P  Memonal Park  Hacienda ¢
ark-Windsor i
South Los ; Ll Heights
Gowale M i Huntington ico Ri & o
Cogle e O Angeles Bark. . Bal S o Rece Whittier Row
Map data 82013 Google - Terms of Use Flaranca.Graham Bell & & -118.14845275879148,3475peTb3 MsROUDE

Close the Search overlay by clicking the Close (X) button.

Notice that contacts within your shape have been selected.

You've selected 5 contact(s)
C East Vilage
Find Contacts e A o 5? ] Bed & Coffes '™ 4
% KD & Seto & g
The E B o B A «
s erfront & 5 g ""0«%,’&
Filter cont; Tnbeca e e & [ ]
Skatepark %O THatelon
Highlighting contacts Exchange. ~ m & Op Rivingtan
Place North I 3 Littie Itaky
Draw shapes . () G& o
East River
(5] ) e ec = 7 & Seward o L
k Hook L o i £ Pak Q East
Exclude Contacts (0 ek § o i < £
algate: Lower ;
€ Broadway [
Map Layers Cante 02 o = i East Side Witig,,
South P o n;-’f E: o !
outh Pool = n
e . m = o ToBndges = 2 satist !
Contact Layers S REL Zuccott, * @ ﬁ
- Paik q 2] Wag-sbwi
Change map )
1ange map ol | 72
> & B Wallabaut =
= & ‘h% Channel
[l & ﬁa‘
| g o & Q;‘fb
. = \ & Bumbe Vinegar Hill
Zip Aviat 28 il
i LGt P BrookmNavy % Steine:
EX & Fron) Yard Cogenération/ i, Studios
Ellis [sland 2 i e
) &
£ = S Flushing Ave
e 3 L4
£ LE Brookln 5
2 [273] Heights ¥ Brooklyn Queens
= o
e Pier6 & Packer P Myrte Ave L
Monument “}'r"mm Lo R B g
£ 7 &
om (27] Gy, @ £
3 ki £ Govemors Cobble Ar@% =
Qw&lz: Liberty Island Hil Park A gy i
&) el Y ] o
Map dala 82013 Google - Terms of Use & 74.020291481529, 20REROTbARPREU0E

Click Select to return to the Notification page.
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2 Optionally, select the Preview tab. From the All sub-tab, you see the names of all the
contacts you have selected, whether as Individuals, from a group, a rule, and/or from the
map. Or, select Preview from the individual sub-tabs to see the specific contacts you
have selected.

Select Contacts *

Select | Preview

Al Individuals Groups(2 Rules(2

8 unique contacts

First Hame ML Last Name =

£
=
<

External ID

Craig Barrick 8185772201 ~
Sharon M Bennett 3.22E+18

Scott Colby 8185772220

Brad Currier 8185772321

Lucy Kajimoto 8182309732

Cindy Kwok 8185772382

Sheila Morgan 8185772219 W

Page 1 of 1)10 v View 1-8 of 8

Notification Escalations

You can add notification escalations to your incident template if you want to contact
recipients in a specific order. You can define a primary set of contacts and an unlimited
number of escalation levels. You also configure the number of required responses and the
escalation wait time before the application escalates to the next set of contacts. When the
application receives the required number of responses to the notification, the escalation
stops.

To use notification escalations

1 If available and needed, optionally, select the check box: Use notification escalation.
Otherwise, skip to Settings on page 112.

NOTE: Escalations can be used in the following message types: Standard, Polling,
and Conference.

The same message type and settings are used for all escalations in a notification. For
example, each escalation level has the same Broadcast Duration. It is feasible that
the broadcast duration of the escalations could overlap.
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Two contact levels are displayed by default. The Primary Contacts level is the first
notification before triggering escalations.

Select Contacts Use notification escalation i@

Total Responses Needed

Primary Contacts &
*Click to add contacts

0 0 0 0

— Preview contacts
Individuals Groups Rules Map

Escalation Level 1  #

J If | don't have 0 response(s)in 15 minutes | v| ESCALATE to

*Click to add contacts

0 0 0 0

£ + Preview contacts
Individuals Groups Rules Map == ———

@Add another Escalation Level

2 InTotal Responses Needed, type the number, which cannot be 0 (zero), of required
responses needed from the primary contacts before escalating the notification beyond
the Primary Contacts. This is a required field.

3 Use the steps outlined in Contacts on page 105 to enter your Primary Contacts.

4 Inthe Escalation Level 1 pane, type the specified time you want to escalate to another
set of contacts if you do not have the expected number of responses from the Primary
Contact level. For Minutes, the minimum allowed number is “1” and the maximum is
“1440". For Hours, the minimum allowed is “1” and the maximum is “24". Then, select
Minutes or Hours from the drop-down list.

NOTE: If you enter a number less than “15” minutes, note that the time starts once
the notification is sent. This escalation may be triggered before all confirmations are
received from the previous notification depending on the number of contacts, the
delivery methods, and confirmation requests in the previous notification.

5 Use the steps outlined in Contacts on page 105 to enter your Escalation Level contacts.

CONFIDENTIAL EVERBRIDGE SUITE



Z

New Notifications 111

6 Click the link: Add another Escalation Level to add another escalation. When you click
the link, the number of the Escalation Level increments by one. You can add as many
escalations as you need. Repeat step 4 through step 6, as needed.

Select Contacts Use notification escalation @

Total Responses Needed 1

Primary Contacts  #

* Click to add contacts

3 0 0
Individuals Groups Rules

Escalation Level 1 #

{0 It donthave 1 response(s) in 15

minutes| v | ESCALATE to

* Click to add contacts

0 1 0
Individuals Groups Rules

Escalation Level2  #

minutes| ™| ESCALATE to:

{3 it donthave 1 response(s) in 15

* Click to add contacts

0 0 0
Individuals Groups Rules

@Add another Escalation Level

Preview contacts

Preview contacls

Preview contacts

7 Optionally, rename the levels by clicking the Pencil icon next to the name, typing its new
label, and clicking the Edit icon. For example, you can rename “Primary Contacts” to

“Select Primary On-Call.”

Select Contacts # Use notification escalation §)

Total Responses Needed 1

‘Selam Primary On-Call ‘ B

*Click to add contacts

3 0 0
Individuals Groups Rules

Escalation Level 1 ¢

fﬁ:lﬂﬂumhavu response(s)in 15 minutes v ESCALATE ta

*Click to add contacts

0 2 0
Individuals Groups Rules

Escalation Level 2 ¢

[ If1 dont have 1 response(s) in 15 minutes ¥ ESCALATE to:

*Click to add contacts

0 0 0
Individuals Groups Rules

© Add another Escalation Level

Preview contacts
Map

Preview contacts
Map

Preview contacts
Map
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Settings

1 Review your Settings.

These are the default values set by your Organization Administrators.
a If asetting has a View link, hover the mouse over the link to see the details.

Select Contacts Use notification escalation

* Click to add contacts

Ereview contacls
Individuals Groups Rules Mag
Settings Edit

*Sender E-Mail Display:

susan stoba@everbridge com

*Sender caller ID: View
Delivery Order: Contact Preferred
* Delivery methods: Primary email
Phone 1
Primary SMS
Tap
1 Way
Wobile Member
Mobile Member App Settings: View
Apply voice delivery throttling rules: No
Broadcast duration: 1hi{s)
Contact cycles: 1
Interval between cycles: Omin(s)
Interval between delivery methods: Omin(s)
Voice mail preference: MNo Message
Confirm: Yes
Language: English (US)
Send & Save

2 If you have permission, you can edit the Settings.

« Make your changes, as needed.

»  Scroll to see all the settings.
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« Asanexample, select the Confirm check box to give the contacts the ability to

confirm receipt of the message.

Settings Hide

* Sender E-Mail Display: rod.lemmaon@gmail.com

Sender E-Mail Display: fed.lemmon@gmail.com

*Sender caller ID: View
United States 8185001258 <Default=
Inmarsat (Ships At Sea) 81231234

Delivery Order: ContactPreferred || @)

* Delivery methods:

1 Work Email
Mabile Member App
[0 WaorkPhone

[ TextMessage

[ TAP Pager

] Home Email

[ Trvd
Mobile Member App Settings: View

[ Regquesticcatan I} Requastimags

[# Regquest adational information ¥ Enanle Snaring Options
Apphy volcs deirvary (Rrotiing neles: o

[ Apeily wtice datmty Biomng rules for Biis nebficatien
EBroadcast duration: 1 ruts)

Drosteast surasen [1 ~] hris
Contact cycles: 1

Comtactoyoes [1 [w]
Intorval betwown cycton: Oeninin)

Interval between cycies [0 |~ minds)
Interval between delery methods: Oeminiz}

Intercal betwesn demvery metnocs [0 ] menis)
oice mail preference: o Massage

) Masasge Only [~ Uessage wen Confirmation () Mo MaRssge
Contirm: Yas

I T

Language: English (US)

Language [Engish 1s) -

Send & Save
Send: @ MNow Lt (o Reduming

-Ov-(7 Save 35 anodficaion template

[ include as part of an event
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+  Click Hide to close the settings.

Settings H\-:gj
“ Sender E-Mail Display:
Sender E-Mail Display: rodlemmon@gmail.com

“Sender caller ID:

United States 8185001258
Inmarsat (Ships At Sea) 81231234

Delivery Order:

“ Delivery methods:

[] Work Email

Wobile Member App

3 Inthe Send & Save section, select one of the following:

Send & Save
Send: (g) Now () Later () Recurring
-0r-() Save as anotification template

[] Include as part of an event

Se ‘ Cancel

«  Now—to send the notification immediately.

<Default=

rod.lemmon@gmail.com

Contact Preferred |~ @B
Please select... ~

« Later—to schedule the notification to automatically launch at a later date and time.
Click the Calendar icon, then select the future date and time for the notification.

»  Recurring—to configure how often to send the notification. Click the Calendar icon
to select the date ranges and click the Clock icon to select the time.

«  Save as a Notification Template—to save this notification as a template so it is
ready for you to send when you need it. You can save it in a Category to make it
quicker for you to find when you want to send it. Select one of your previous
Category names from the drop-down list or enter a new category name directly into

the text box.

4 Optionally, select the check box: Include as part of an event.

This way, if you associate the notification with an event, then you can view the event
and see the history of the notifications, all in one place. Select from the drop-down list
or type a new event name directly into the text box. See Events on page 79.

5 Depending on your Send & Save selection, click the Send button, the Schedule button,

or the Save button, as appropriate.

After the notification is sent, you can monitor the results. See Active/History, next.
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To monitor results

In the Active/History list, you see one line per notification, showing the basic information of
active notifications and those notifications that have ended.

1

If the sender selected the Confirm check box, as a notification continues, refresh your
page so that you can see the status of your contacts as they listen to details on their
devices and the stages of confirming receipt of the message.

NOTE: Atthe Account level, the Active/History shows only the Account
Administrator’s results. Unlike the Organization level, the Account level includes an
Organization column.

Drill into the results by clicking the title of the notification.
The report shows the settings that were used to send the notification.

Click Delivery Details to drill further into this notification.

You can see detailed information for each contact you tried to reach. You can continue
to monitor the results until the end of the event, including rebroadcasting and additional
information.

In the Results Chart section, you can see the contacts who confirmed, confirmed late, or
those who were unreachable.

As needed, you can Stop an active notification in case the notification has changed, has
been resolved, or you made a mistake. Click Yes to stop the notification.

Stopping a notification does not affect messages that have already been sent, but stops
the system from sending more messages.

Optionally, from the Actions menu, click Send Follow Up to send a unique follow-up
message about the next stage of this notification. (For details, see the procedure To
send a Follow-Up on page 123.)

Optionally, from the Actions menu, click Rebroadcast.
A rebroadcast resends the original message to contacts who have not yet confirmed
receiving it. (For details, see also the procedure To rebroadcast on page 124.)

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



A

116 Chapter 4 — Notifications

Including a Voice Recording

To add a new voice message template using a computer microphone

1

From the Message Templates sub-tab, click Add.
The Add Message Template page appears.

Type a title for this message.

Type the Body of the message.

When you send this message to a text path like email or SMS, this is the message text
that is sent. If you are only going to deliver this message over voice paths, the body text
is not required, but it is still a good idea.

Select the check box: Include a Voice Recording.
Select the radio button: Use Everbridge recorder.

Click Record (the green circle) and record the message to be played on the voice paths.
If a Camera and Microphone Access dialog appears, click Allow.

Begin speaking into your microphone. (Your recording must be less than 5-minutes in
length.)

Click Stop (the red circle) when you are done.
You see your recording listed with your name, date, time stamp, and size.

Create Message

[ High priority message 0 Use a message template

* Title
Chemical spill at Wall St

Body [] Include a separate message for email nofifications ﬂ

There is a chemical spill at our Wall Stlocation. Hazlat team report there. Al others evacuate until you receive all clear message.

0

Include a Voice Recording
(@ Use Everbridge recorder () Use atelephone () Upload afile

EVERERIDGE RECORDER

Ll ops

Uploaded

P 1: Lucy Kajimoto, 2014-06-06 13:34:02 PDT, 1428 KB
Of

[ save this as a message template
Message type:

@Standard (=] .j_FuIMngEE (Conference Bridge 7

Attach Files ()

9 Tolisten to your recording, click Play (the red symbol next to the Trash Bin).

10 If you are satisfied with your recording, record it again by repeating steps 4 through g.
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11 Optionally, assign the template to a Category to make it quicker to find in the list.
Select from the drop-down list or type the Category name directly in the text box.

12 Click Save.
The template is on the Message Templates list and ready to be used in a notification as a
Voice message.

NOTE: Atthe Account level, the Account Administrator sees only the messages
saved in the Account level.

To add a new voice message template using a land line telephone

1 From the Message Templates sub-tab, click Add.
The Add Message Template page appears.

2 Type atitle for this message.

3 Type the Body of the message.
When you send this message to a text path like email or SMS, this is the message text
that is sent. If you are only going to deliver this message over voice paths, the body text
is not required, but it is still a good idea.

4 Select the check box: Include a Voice Recording.
Select the radio button: Use a telephone.

6 Click the link: Open recording instructions.
The Telephone Recording Instructions are displayed. An example is shown next.

| Telephone Recording Instructions |

1. Call +1-626-340-4664 (US) +44-20-3322-9226 (UK)
2. When prompted, enter this personal identification number: 7199

3. Follow the prompts on the phone to record {and if necessary delete and re-record)
your message.

4. When you are happy with your message click Save Recording.

If you get disconnected from the call or this website for any reason before finalizing your
message, re-dial the number and enter the pin above to start again.

f ][ cancel

7 Follow the instructions to record your message and click Done.

If you are using a poll, set up your poll first, then record to allow for poll responses over
the phone.

8 Optionally, assign the template to a Category to make it quicker to find in the list.
Select from the drop-down list or type the Category name directly in the text box.

9 Click Save.
The template is on the Message Templates list and ready to be used in a notification as a
Voice message.

NOTE: Atthe Account level, the Account Administrator sees only the messages
saved in the Account level.
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To upload a message

1

10

From the Message Templates sub-tab, click Add.
The Add Message Template page appears.

Type a title for this message.

Type the Body of the message.

When you send this message to a text path like email or SMS, this is the message text
that is sent. If you are only going to deliver this message over voice paths, the body text
is not required, but it is still a good idea.

Select the check box: Include a Voice Recording.
Select the radio button: Upload a voice recording.

Make sure the file you want to upload matches the technical specifications for a file.
(See the specifications on-screen.)

Click the link: Upload a voice recording.

Select the file to upload.

NOTE: The file cannot exceed 2.4 MB; otherwise, you must reduce the file size and
upload it again.

When the progress bar is full, the file has been uploaded. If you need to change the file,
click the Trash Bin.

Optionally, assign the template to a Category to make it quicker to find in the list.
Select from the drop-down list or type the Category name directly in the text box.

Click Save.
The template is on the Message Templates list and ready to be used in a notification as a
Voice message.

NOTE: Atthe Account level, the Account Administrator sees only the messages
saved in the Account level.
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Active/History

After sending your notification, you can monitor the results and status of the notification.
From the Active/History sub-tab, you can see how many notifications:

0 are currently active
0 have been sent in the last 7 days

0 have been sentin the last 30 days

Click the number in the notifications according to the view you want to see.

Corporate Security (Organization Admin) p Welcome Lucy Kajimoto (Ikajimoto) | Help & Support | Logout [kl
: @ i= 2 € B9
Aover bridge

Dashboard  Universe Incidents  Contacts  Reports  Seftings  Access

Notifications )

Hew Notification InProgress [J Last7days [J Last30days ()

ActiveMistory | Scheduled | Notification Templates Meszage Templates

Q
Status Published Title Event Name SentOn ~ Sent By Sent To Charts
o f Escalated EOQC Drill - 7 April 2014-04-07 14:46:44 COT Nelson Daza 10 ('

@ zcions -

2014-03-1313:39:10 COT Nelson Daza 2

O Actions w Everbridae TestMessage 2014-03-13 13:30:01 COT Nelson Daza 2

0 Actions » TEST EOC Drill 2014-03-1313:14:21 COT Nelson Daza 1 0
O Actions v TEST EQC Drill 2014-03-1313:11:28 COT Nelson Daza 1 0
o * Escalated Chemical Spill 2014-02-0122:32:18 CST Nelson Daza B .'
o 4 Escalated EOQC Drill 2014-01-31 23:45:57 CST Nelson Daza 10 0 |
o 4 Escalated TEST - Mursing Shift Available 2014-01-31 16:40:58 CST Nelson Daza 4 ‘.
0 Actions = Building Evacuation - GO1 Evacuation GO10618 2013-06-18 14:08:50 COT CorporateSecurity Operator 4 a
o Actions w Custom Header/Footer 2013-04-08 16:21:02 CDT Nelson Daza 1 0
Page |1 of2 »> w1 | 10 v View 1-100f17

Privacy Terms ofUse © 2014 Everbridge, Inc. * . -
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The fields on the Active/History sub-tab are described in the following table.

Field or Area Description

Search Use a string that is from the Title column. This search feature uses the “contains” condition. For
example, to find all notifications with the name “Office”, you could type the full word or the partial
word, Office or off. When you click the Search (magnifying glass) icon, the application finds all
notifications whose names include “Office” or “off”. To clear the search, delete the search term,
and click Search again.

Status Indicates the status: Active (a green icon), Sent (a gray check mark), or Stopped (a red “X").

Actions The Actions drop-down menu offers the actions that you can perform: Stop (if Active), Rebroadcast,
and Send Follow Up. (These actions are also available from the Notification Details page.)

An Up arrow indicates the notification has escalations. This Up arrow replaces the Actions drop-down
menu.

Published If you used a Publishing Option, a "P” icon appears in the row of the notification. Hover your mouse
over the “P” to see which publishing option: Everbridge Network, Alertus, CMAS/WEA, or Web
Posting.

Title The name of the notification. Clicking the title opens the Notification Details page for that
notification.

Event Name The name of the event of which your notification is a part. Clicking an event name launches the Event
Summary.

Sent On When the notification was sent.

Sent By The full name of the user who sent the notification.

Sent To Shows the number of contacts sent the notification. Click the link to see the names of the contacts,
the attempt times, path types, paths, if the contact confirmed, the time of the confirmation, call
results, and location. This report is a Microsoft Excel spreadsheet that you can optionally rename and
save to your desktop.

Charts Hover the mouse to see a quick view of the number of contacts confirmed, confirmed late,

unreachable, and not confirmed. Click the pie chart for a larger view. Hover the mouse over the chart
to see the percentages. From the larger view, you can also print the chart or save as a PNG or JPEG
image, a PDF document, or a SVG vector image.

The notifications are listed in order of their Send date; the most recent at the top of the list.
You can sort the list by any of the columns. Click a column heading on which to sort. Click the
column heading again to reverse the sort order.

Use the Page Controls at the bottom of the page to view the records. Use the drop-down list
to set the number of records to display on each page. Step through the pages using the page
controls (First Page, Previous Page, Next Page, Last Page).
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Notification Details

In Notification Details, the application automatically groups all the notifications for an event
into a single view and a single report. This way, your organization can review the
notifications and other artifacts, in chronological order.

nization Admin) b Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

® Ly n ¢ £Q

ever brldge Dashboard Universe Notifications Incidents Contacts Reports Settings Access

—
Motifications > ActiveiHistory > Details ]

Auto Refresh [:m
fication 1D:4402341507990

[IEE0 Chemical spill at Wall St 4+

w Escalation Summa Confirmed Responses Needed: 1
'@Es:alatlon Summary

Escalation Name Status Sent Confirmed Hot Confirmed  Start Time End Time HNotification ID
@ 1) Primary Contacis Sent 2 o 1 2014-02-13 07.33:22 PST 2014-02-13 08:33.22 PST 4402341507990
2) Escalation Level 1 Sent 4 o 4 2014-02-13 07:38:20 PST 2014-02-13 08:38:30 PST 48382806595785
3)Escalation Level 2 Sent 5 0 4 2014-02-13 07:43:40 PST 2014-02-13 08:43:40 PST 92363271706615
Rebroadcast | | Send Follow Up Details Message
Status Method Motification Type:  Standard TR e
) There is a chemical spill at our Wall Stlocation. HazMat team
Confirmed: 0 Priority Greeting: Mo report there. All others evacuate until you receive all clear
message!
B confirmed Late: 0
@8 Unreachable: 1 Recurring: Mo
- Mot Confirmed: 1
S | Sent From: Web Manager Portal
Start: 2014-02-13 07:33:22 PST
End: 2014-02-13 08:33:22 PST
Sent by: Lucy Kajimoto
Sentto: &) 2 contacts

Voice Recording:  None

Message Format:  Text

Escalation: Yes
Delivery Details Settings
Confirmed Contact Name Confirmed Method Confirmed Method Value Confirmation Time First Attempt Time Re: nse
+ N Allison Kajimoto
+ N Lucy Kajimoto 2014-02-13 07:33:27 PST
Page 1 of 1f25 [+ View 1-20f2
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The Settings sub-tab displays the contact and notification settings of this notification.

Delivery Details Settings

Sender E-Mail Display: susan.stoba@everbridge.com

Sender Caller ID: United Kingdem 122784897

Germany: 236642920

Australia: 384004175

New Zealand: 36692114

United States: 2186414421

China: ‘20000000000000000000
Delivery Order: Contact Preferred
Delivery Methods: Frimary email

Primary Day phone
Primary Mobile Phone
Primary SMS

Apply Voice Delivery Throttle Rules: No

Notification Duration: 1hr(s)

Contact Cycles: 1

Cycle Interval: Omin(s)
Delivery Method Interval: 0Omin(s)
Voicemail preference: Message Only
Confirm: Yes

Mobile Member App Settings: View
Language: English (US)

—

Privacy Terms of Use © 2014 Everbridge, Inc.

]
Contact: Group(s). Managers
Rule(s): ZIF code 10005, Location NY, NY
Contact Polygon(s):
- g sEIUG S ()
25 £ o
TRIBEGA &
Conrad & L
NewYork “ NEW "+£3
@ _ YORK [
aarreny B m
PARK CITY
o
ful
oo 4
&
(2] o P
pr:
Museumof o 81
Jewish Heritage [l v
il (2]
o British Darden at
A janover Squate
Fu
* o
Battery Park {1}
Google 3
N Msp Dats - Tefms of Use Report a map error
W

To view a notification report, click its title from the Active/History list.The following table
describes the fields in the report.

Field Name

Description

Escalation Summary

If the check box: Use notification escalation was selected, in the
upper left-hand corner of the Details page, you see the Escalation
Summary. You see each escalation level. When you select an
escalation, the Status sub-tab displays the corresponding chart.

Status and Name

Under the Escalation Summary, if there, you canimmediately see the
notification name and its status.

Action buttons

Depending on the status, action buttons are provided for quick
access. If the status is Active, you see a Stop button. You also see a
Rebroadcast and Send Follow Up button if the status is not Stopped.

ID

Notification Type

If you need to contact Everbridge about this notification, you must
provide this ID number.

Standard, Polling, or Conference.

Priority

Recurring

Yes = High Priority.

Yes = Recurring.

Start
End

Sent by

Date and time messages began broadcasting.

Date and time messages stopped broadcasting. If the notification ran
its duration, you will see the corresponding times in the Start and End
fields. If the notification was stopped by a sender, the End time would
be before the length of the duration.

Message sender’s name.
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Field Name

Description

Sent/Stopped on

Voice Recording

Date and time sent or stopped. If stopped, you see the name of the
person who stopped the notification.

The type of voice recording, if any.

Message Format

Event

The format of the message, such as Text.

Event name with which this notification is associated, if any.

Attach Files

Names of any attached files sent to email, fax, or Everbridge Mobile
Member recipients.

Conference Bridge

If used, the name, numbers, and access code of the conference
bridge.

Message Title and Message

The message that was sent. If the message contained a recorded
voice file, there is a link to the file. You can click the link to listen to
the message.

Status

By default, the Results Chart shows confirmation status: Confirmed,
Not Confirmed, Confirmed Late, and Unreachable. The pie chart
shows the percentage of contacts in each of the statuses. From
Active/History, hover the mouse over the chart to view the
percentage of contacts in each status.

You can also chart confirmations by delivery path. Use this to find the
delivery paths that your contacts actually used to receive and confirm
the message.

Delivery Details

To find out about individual contacts, click this tab. From this page,
you can see information for each contact selected to receive the
notification.

For all contacts, you can see if they confirmed receiving the message
and the time they confirmed. By default, the list is displayed in
alphabetical order by the Contact Name. You can change the sort by
clicking a column heading. To see an individual's details, click the Plus
(+) sign in the row next to the specified name; click the Minus (-) sign
in the row next to the specified name to close the individual’s details.
This is where you see the history of each attempt to reach each
contact and the results of each attempt.

Settings

The Settings show the contacts, groups, and rules used in this
notifications, as well as any contact polygons.

The Notification settings section shows the key settings used to send
the notification.

Print

Click Print to print this report for distribution or archival purposes.

To send a Follow-Up

1 From the Notification Details page, click Send Follow Up.
The targets of this notification are the contacts to whom you sent the original message.

2 Select the check boxes corresponding to the people who should get the follow-up
message: Confirmed, Confirmed Late, Unreachable, and Not Confirmed.
For example, you will want to select all check boxes if everyone should receive an “All

Clear” message.

3 Click Next.
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The original notification is displayed. You can change this in full or partially by adding a
few words to the title. Using the example above, you could add Cancelled to the title
and a sentence at the end of the body: This warning has been cancelled.

4 Ifthereis an uploaded Voice for the original message, delete it by selecting the Trash
Bin and record your update message.

Or, you can allow text-to-speech to be generated instead of recording or uploading an
updated follow-up voice message.

5 Review and edit the Settings, as needed.

6 Click Send.

To rebroadcast

1 From the Notification Details page, click Rebroadcast.
The Rebroadcast Confirmation appears.

Rebroadcast Confirmation L]

Rebroadcasting this nofification will re-send it to all recipients with a
status of Unconfirmed at the fime of selecting "Rebroadcast Now”™.

Click Rebroadcast Now to resend this nofification

\I \ Cancel

2 Readthe note.

3 Click Rebroadcast Now.

Event Summary Reports

To view the notifications that are associated with an event, look at the notifications history
from the Active/History sub-tab. For each notification, you see the event name associated
with it next to the Notification title, if any.

To view an Event Report, see Event Analysis on page 208.
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Notification Templates

The Notification Templates sub-tab contains the notifications that you predefined and pre-
filled while planning for emergencies and other events ahead of time. From this list, you can
select the template to which to add additional information before sending or the template
that is already predefined and ready to be sent immediately.

Once you have configured a notification, you can save it as a template, including the:
0 message
0 contacts who will receive it

0 settings for the notification
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From the Notification Templates sub-tab, you can launch a new notification and you can see
your organization’s notification templates. You can also add a new notification template
from this page. An organization can have an unlimited number of notification templates.

The fields on the Notification Templates sub-tab are described in the following table.

Field or Area Description

Search Use a string that is from the Name column. This search feature uses the “contains” condition. For
example, to find all templates with the name “Office”, you could type the full word or the partial
word, Office or off. When you click the Search (magnifying glass) icon, the application finds all
templates whose names include “Office” or “off".

Check box To select an individual template.

Pencil icon Click the Pencil icon in the row of the template to edit. The Edit Notification Template appears. The

fields are pre-filled and you need only modify the necessary fields.
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Field or Area Description

Delete Click the Trash Bin in the row of the template to delete. Use this button to permanently remove the
selected template from your Notification Templates sub-tab.

Published If you used a Publishing Option, a "P” icon appears in the row of the notification. Hover your mouse
over the “P” to see which publishing option: Everbridge Network, Alertus, CMAS/WEA, or Web
Posting.

Title The name of the template as your operators will see it in their list of notifications. If the notification is
a high-priority notification, a red exclamation icon precedes the title.

Type The message type: Standard, Polling, or Conference Bridge.

Category Displays the name of the category or folder to which you assigned your template. You are not
required to place a template in a category.
If there is more than one category already in your library, click the Down arrow to either add your
template to a category or change the category for the template. If you select a different category,
your template is moved. If you do not want y our template in a category anymore, select *No
Category”.

Created On The time stamp when the notification template was added.

Created By The full name of the person who added the template.

Contacts? A check mark indicates contacts were added to the template.

Settings? A check mark indicates options were set in the settings for the template.

From the Notification Templates sub-tab, you can view or edit an existing template by
selecting the Pencil icon in the row of the desired template. You can send the template “as
is” or edit it and then send. Optionally, include the notification as part of an event, then click
Send.

To save a scheduled or recurring notification as a Notification Template, select the Pencil
icon in the row of the desired notification. The Edit scheduled/recurring page appears. Scroll
to the bottom of the page. In the Send & Save panel, select the Now radio button. Then
select the radio button: Save as a notification template and click Save.

NOTE: The Account Administrator (Account level) sees only the templates saved at the
Account level, although Account Administrators can see any template that is created in
the entire account, including its Organizations. Likewise, the Organization
Administrators can see any template that is created in their organization. For other roles
at the Organization level, the templates are role-specific. If a role is allowed to create
templates, then others in that role can use that template. For example, Dispatchers can
see/use only templates created by other Dispatchers. However, if your organization has
five different Dispatcher roles, then each will see only the templates for their specific role
and not the templates for the other four Dispatcher roles. Only Mass Notification
Operators are 'assigned' templates.
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Adding Notification Templates to the Role

If you have assigned your users to a Mass Notification Operator role, you must edit the role
configuration to add this template to the role. Otherwise, your operators will not see this
template in their lists of incident types.

Adding a Notification Template to the Mass Notification Operator Role
1 Login to the system as an Account Administrator.

2 Click the Roles tab.
The Roles page is displayed. The default view is the Account roles.

3 Select the desired radio button to View roles for information for:
«  This account name.

« Anorganization in this account.

— Select the organization from the drop-down list. The Role Types that have
been added for the selected organization are listed on the left-hand side of the
page. A new organization contains only the Organization Administrator role.

— Theright-hand panel displays the role profile: default Permissions (that are
fixed for each role), and Assigned Users (the names of the users assigned to the
role, if any).

4 Select the Role Type: Mass Notification Operator (or any respective nested role type).
Select the Resources sub-tab.

6 If your Mass Notification Operator does not need Access to All, select the radio button:
Limited access.
The incident templates for your organization appear. (Open the tree by clicking the Plus
sign (+) next to the template name, if needed.)

7 Select the check box next to the notification template names that you want your Mass
Notification Operator role to be able access.

+ Inthe following example, the Team 1 - External operator (based off the Mass
Notification Operator role) has access to XX notification templates. The Team 2 -
Internal operator (also based off the Mass Notification Operator role) has access to
a a different set of notification templates.

8 Click Save.
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Scheduled / Recurring Notifications

The Scheduled sub-tab contains the notifications that you predefined and pre-filled while
planning for emergencies and other events ahead of time. From this list, you can select the
template that has been scheduled to be released on a specific date or the recurring (or
repeating) notification.
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Under the Scheduled column on the right-hand side of the list, for Scheduled notifications,
you can see the date and time of scheduled notifications. For Recurring notifications, hover
the mouse to see the start and end dates, how often the notification will repeat, and the
number of days.
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Message Templates

When you are sending a notification, you will need to provide the message, or body of text.
You can select from existing messages, type the text of the message, or upload a voice
recording from your desktop. Any method will get your message to your contacts, butitis a
best practice to use existing messages.

Whenever possible, plan and record the message in advance, while you are not under stress
to send the notification. This allows you to provide a higher-quality message.

About Text Messages

To make sure that your SMS text message is passed through the carrier without error, keep
the following guidelines in mind when typing the message:

0 Only use characters that you find on a standard keyboard.

0 Do not paste text from a word processing application or a web page that may add
special formatting characters, even if they are invisible.

0 Avoid special characters, such as an ampersand (&) or percent sign (%).

If you use the message in a notification that includes voice devices, but do not include a voice
recording, the system can use text-to-speech to add the voice message. Make sure that the
text you entered can be properly converted by the text-to-speech engine. That is, be careful
of abbreviations, acronyms, and words that may not be clear. If you are adding this message
in advance, send a test notification to yourself to make sure the output is clear.

A bridge
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TIP: For further details about text-to-speech, contact your Everbridge implementation
representative.

To add a new text message template

1

From the Message Templates sub-tab, click Add.
The Add Message Template page appears.

Type a title for this message.
If this message is sent by email, fax, or SMS, the title becomes the subject line of the
email.

Type the Body of the message.

When you send this message to a text path like email or SMS, this is the message text
that is sent. If you send this message to a voice path like a phone, a text-to-speech
engine reads this message to the contact.

Optionally, assign the message template to a Category to make it quicker to find in the
list.
Select from the drop-down list or type the Category name directly in the text box.

Click Save.
The template is on the Message Templates list and ready to be used in a notification as a
Text message.

NOTE: Atthe Account level, the Account Administrator sees only the messages
saved in the Account level.
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Maintaining Your Message Templates

From the Message Templates sub-tab, you can search using the Message Template name or
Category name. To clear the search, delete the search term, and click Search again.

You can sort the list by any of the columns. Click a column heading on which to sort.

Use the Page Controls at the bottom of the page to view the records. Use the drop-down list
to set the number of records to display on each page. Step through the pages using the page
controls (First Page, Previous Page, Next Page, Last Page).
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To edit a message template, select the Pencil icon in its row. Make your changes to the
template, then click Save.

To remove a message template from the list, select the Trash Bin in its row. Confirm the

deletion.
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Contacts

This chapter provides information about Contact Management.

The following topics are covered:

0

Overview of Contacts

Searching for Contacts

Groups and Rules

Managing Your Contacts

Managing Contacts Individually

Preparing to Upload Contacts

Uploading a Contact Data File Manually
Uploading a Contact Data File Via Secure FTP
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Overview of Contacts

The Contacts tab is where you can add and maintain Contacts. See Roles on page 5 for an
understanding on who can perform Everbridge Suite activities such as manage contacts,
send notifications, and add groups and rules.

Some examples of your system of record for your contact data follow:

0

Business, health care, and higher education organizations can load employee contact
information from a Human Resources system.

Vendors and customers can be loaded from a Contact system.
Higher education organizations can bring data from a Student Information system.

Regional and local governments can use emergency and non-emergency residential and
business phone lists.

Governments can open a public portal where citizens can register with their contact
information and opt-in to receive notifications.

An organization sends notifications to its own contacts. The contacts in an organization can
be assigned to one or more groups. You can select one or more groups to receive a
notification. An account administrator can add a Group Manager for a group within an
organization.
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The Main Contacts Page
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Viewing the Contacts List

The list of contacts is sorted alphabetically by Last Name. Click the desired column heading
to sort on that value instead. Click the column heading again to reverse the sort order.

At the bottom of the list, the page counter shows you which page you are viewing and how
many pages contain the entire list. The drop-down field shows how many contacts are
currently displayed per page. The record counter shows the records currently displayed and
the total number of records in the organization.

Use the arrow buttons — First Page, Previous Page, Next Page, and Last Page — to step
through the pages. Or, to go directly to a page, type the page number in the Page field, and
press ENTER.
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NOTE: You see the Device icon and the "Mobile device registration” selection from the
Send Invitation Email drop-down list only if the following three conditions are met:

1 Your Everbridge representative has selected Mobile Member in the Account/
Organization pages of EBAdmin.

2 Thereis a Mobile Member delivery method identified in Settings > Organization >
Notifications > Delivery Methods.

3 The Private portal type is selected in Settings > Member Portal > Portal Options.
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Managing Contacts

From the Contacts tab, to view a contact record, click the name. All of the information for
the selected contact is displayed. Click Contacts in the upper left-hand corner of the page to
return to the Contacts list.

To edit a contact’s record, click the Pencil icon in the specified row. The fields are enabled to
so that you can change the information. Click Save when you are done. To delete a contact
record, click the Trash Bin in the specified row. Confirm the deletion.

For more details, see About Contact Data on page 159.

Downloading Contact Records
You can download your contact records in a Comma-Separated Values (CSV) file. Use the
CSV file as a starting point for making changes or restoring the contact data.

0 Todownload a CSV file containing all contacts, make sure all check boxes are clear for all
records, then click Download. Save the file to your local computer resource.
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0 Todownload a CSV file containing only some of the contacts, select the check box in the
row next to each desired contact.

NOTE: The selections must be from a single page, so you might first need to adjust
the number of contacts per page. Use the Page Controls to adjust the number of
contacts per page.

Click Download. Save the file to your desktop.

Using Search or Advanced Search

See Searching for Contacts for information on using Search or Advanced Search.
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Searching for Contacts

From the Contacts tab, in the Search field, you can find a contact by First Name, Last Name,
or both. Narrow your search by typing more characters in the Search field.

Documentation (Organization Admin) b Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
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For example, in the First Name field, typing Jo finds contacts with the first names of John,
Jon, Jonathan, and Joni. If you search First Name only, the matches are sorted by first name;
if you search Last Name only, the matches are sorted by last name; if you search both First
Name and Last Name, matches are sorted by last name. To clear the Search field, click
Reset.

Filtering Your Search

You use the Advanced Search function to:
0 locate contacts from the Contacts tab

0 selectindividuals to receive a notification

In either case, you search in the same way. Advanced Search is also used as custom filters in
the Rules sub-tab.

To use one filter

1 Do one of the following:

= Ifyou are sending a notification, from the Notifications tab, click New Notification.
In the Select Contacts section, click Individuals. Click Advanced Search.

« If you are managing contacts, from the Contacts tab, click Advanced Search. The
Contact Information fields are available, including General Information, Locations,
Contact Paths, Additional Information, Subscriptions, and Contact Record Type.

2 Select a field from the drop-down list on which to search.
The list displays the contact fields. The fields include ones for contact management,
such as whether a contact’s address is geo-coded.

3 Select the condition on which you want to search.
The conditions depend on the type of data in the field. For example, a Name field is a
text field. A text-formatted field may have different conditions than a date-formatted
field.
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4  Type the value in the correct format for the data type.
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« ADate data type must be in YYYY-MM-DD format. This field offers a Calendar icon,
from which you can select the desired date. The String data type can be any
alphanumeric characters, and the Number data type can be numeric characters.

« Ifthe field type offers a single-select list, choose one value. If the field type offers a
multi-select list, choose one or more values by selecting the first value, then
pressing and holding down CTRL while selecting the other values.

« Toselect a range of values, select the first value, then press SHIFT while selecting
the last value in the range.

5 Click Search.

Your list is filtered to show only contacts from your Advanced Search.

Example Using One Filter

To see all my contacts assigned to a specific group, and then download that list, | can use one

filter.

1 From the Contacts tab, select Advanced Search.

The Advanced Search pane is displayed.

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

'S . ® - T ¢ 9
brldge Dashboard Universe MNotifications Incidents Contacts Reports Settings Access
Contacts §

Contacts Uploads Groups Rules Scheduling 0

Advanced Search X

Field Condition Value

Add Filter Search: Select Field v
Save as arule

Clear
Download Add Contact Q >=Advanced search Reset
First Name ML Last Name = Suffix External ID Record Type Last Modified Date Last Modified By
ra Craig Barrick 8185772201 Employee 2014-06-10 10:50:49 POT Lucy Kajimota
ra Sharon W Bennett 322E+18 Employee 2014-04-02 10:09:00 POT Lucy Kajimota
ra Scott Coloy 8185772220 Employee 2014-07-28 08:19:37 POT Lucy Kajimota
[' Brad Currier 8185772321 Employee 2014-04-02 10:08:54 POT Lucy Kajimoto
Y Yvonne Gallegos 8152309748 Employee 2014-08-03 10:35:23 POT Lucy Kajimoto
Y Lucy Kajimoto 8182300732 Employee 2014-04-02 10:08:54 POT Lucy Kajimoto
[" Cindy Kwok 8185772382 Employee 2014-04-02 10:14:16 POT Lucy Kajimoto
[" Happily Li Beijing03 Member Portal 2014-06-19 10:32:32 POT Lucy Kajimoto -
EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



A

140 Chapter 5 — Contacts

2 From the Condition drop-down list, select the desired field for the filter.
In this example, Associated Group(s) is selected.
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] f Happily Li Beijing03 Member Portal 2014-08-1810:32:32 POT Lucy Kajimoto -
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3 Locate and select the value you want to query and click Search.
In the Value field, in this example, the application displays the list of contact records
assigned to the selected group from which to choose.
Documentation (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
- L}
- ® ® W o= ¢ © 9
Il ge Dashboard Universe Notifications Incidents Reports Settings Access
Contacts §)
Contacts Uploads Groups Rules Scheduling 0
X
Field Condition Value
= []sae All Contact Groups @
[] s« Administrators
[] s« Castaic School District
[] saa Employees
[] saa Hart School District -
Add Filter Search: Select Field v
Save as arule
Clear
Download [ Add Contact Q, =Advanced search Reset
First Name M.L Last Name « Suffix External ID Record Type Last Modified Date Last Modified By
rd Craig Barrick 8185772201 Employee 2014-06-10 10:50:48 PDT  Lucy Kajimato
rd Sharon W Bennett 3.22E+18 Employee 2014-04-0210:09:00 PDT  Lucy Kajimato
rd Scott Coloy 8185772220 Employee 2014-07-28 08:19:37 PDT  Lucy Kajimato
ra Brad Currier 8185772321 Employee 2014-04-02 10:06:54 PDT  Lucy Kajimato
ra Yvonne Gallegos 8182309748 Employee 2014-06-0310:35:23 PDT  Lucy Kajimato

4  Click Download to download the contact records for all the members in the group to a
Microsoft Excel spreadsheet.
Or, select the check boxes of the individual contact record(s), then click Download. (You
can also view or edit an individual contact record.)

Using Multiple Fields and Conditions in a Filter

You can use multiple fields and conditions to locate your specific contacts. Suppose you
wanted to find the Fire Wardens in Building 1.

To use multiple fields and conditions in a filter

1 Using the example, locate the Fire Wardens.
Follow the procedure To use one filter on page 138 to select the field (Certifications) and
condition (is equal to) with the value (Fire Warden).

2 Click Add Filter Search.

3 Locate the contacts who are in Building 1.
Follow the procedure To use one filter on page 138 to select the field (Location Building)
and condition (is equal to) with the value (Building 1).

4  Click Search.
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When you use more than one filter, all conditions must be true. In this example, the
contact must both be certified as a Fire Warden and have an office in Building 1.

5 Onthe Contacts tab, after you have configured a search matching your selected criteria,
you can save the filters as a rule. Do this by selecting the check box: Save as rule.
You can use the rule to locate contacts for a notification. See Groups and Rules on
page 143 for more information.
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Groups and Rules

Groups

Preparing messages, lists of recipients, and other aspects of the notification in advance
reduces the chance of human error in sending and responding to notifications. Groups and
Rules are two ways to organize your contacts for quick selection. You can configure Groups
and Rules for selecting contacts.

Groups are static, or fixed, lists of contacts that you can maintain. Group Managers can
manage contact profiles and send notifications to contacts in their own group.

When you are going to send a notification, you can select groups as targets rather than
select contacts individually. You can add a group for any set of contacts that have something
in common. A contact can be in more than one group. This allows you to target exactly the
contacts who should receive the notifications. For example, a manager might be in the
“Sales” group in addition to a "Managers"” group. Individual contacts and groups can be
nested within a group, such as “Joe Hamilton” individual and the “Fire Department” and
“Police Department” groups nested in a “Public Safety” group.

By adding a set of groups before you need to send a notification, you will be ready to
respond quickly.
To add a new group

1 From the Contacts tab, select the Groups sub-tab.

A bridge

Dashboard

@

Universe

g =

KN

Settings Access

¢

Notifications Incidents Reports

22
Contacts

Contacts §

Contacis Uploads

4 Add Group 0

a4 All Contact Groups
st Adminisirators

s Employees
at Hart School District
aaa Managers
s Newhall School District
aaa Newhallt School District

Groups

Rules

Scheduling o

22

Select a group

P

Privacy Terms of Use © 2014 Everbridge, Inc.
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2 Onthe left-hand panel, select All Contact Groups or the desired group name if you want

to nest a group within a group.

3

Asover bridge

Contacts @

Dashboard

@

Universe

)

Notifications

¢

Reports

L= IS

Incidents Seftings ~ Access

Select Add Group.

Gontacts Uploads | = Groups

4 Add Group @

aa All Contact Groups
au Adminisirators

s Employees
st Hart School District
ala Managers
ata Newhall School District
s« Newhallt School District
e New Group # i

Rules

Scheduling

o

New Group 2014-04-02 10:01:40 PDT, Lucy Kajimoto,

qQ

[ Add Contact

[

[] Eirst Name

Last Name = External ID

Record Type

There are no items to display in this table

Page 1 0f 1 wx o1 |25

Privacy Terms of Use © 2014 Everbridge, Inc.

4  Type a name for your new group and press ENTER. (If needed, first click the Pencil icon

&'\"\"")' brldge

Contacts @

Dashboard

@

Universe

(g

Notifications

= (4

Reports

o

Settings

Q

Incidents Access

next to "New Group”.) |
I’ s
Contacts

Contacts Uploads Groups Rules

B Add Group o

s All Contact Groups
a2 Adminisirators
s Employees
aa Hart School District
s Managers
s Newhall School District
ata Newhallt School District
1 Castaic Schigol District # i

Scheduling

e
Castaic School District

[ Add Contact

2014-04-02 10:03:00 PDT, Lucy Kajimoto
Q

[ Eirst Name

Last Name - External ID Record Type

There are no items to display in this table.

Page 1 of 1 s> »1 25
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5 From the Contacts tab, select check boxes of the contacts you want as a part of the this

new group.
@ (g ¢ u 9
Dashboard  Universe  Notifications  Incidents Reports  Settings  Access
Contacts @
Contacts Uploads Groups Rules Scheduling 0

‘ Delete ‘ | Add o group ‘ | Download ‘ | Add Contact Q >Advanced search Reset

O First Name M. Last Name » Suffix External ID Record Type Last Modified Date Last Modified By

7] / Nicholas Allison MP-0002 Opt-in 2014-01-22 09:33:58 PST Lucy Kajimoto

O ra Craiq Barrick 8185772201 Employee 2014-01-2109:27:23 PST Lucy Kajimoto

[¥i] / Sharon M Bennett 322E+18 Employee 2014-01-21 09:27:23 PST Lucy Kajimoto

] ra Scott Colby 8185772220 Employee 2014-01-2109:27:23 PST Lucy Kajimoto

%] ra Brad Currier 8185772321 Employee 2014-01-2109:27:23 PST Lucy Kajimoto

7] / Lucy Kajimoto 8182309732 Employee 2014-03-11 11:01:24 PDT Lucy Kajimoto

=] ra Cindy Kwok 8185772382 Employee 2014-01-2109:27:23 PST Lucy Kajimoto

7] / Sheila Morgan 8185772218 Employee 2014-01-21 09:27:23 PST Lucy Kajimoto

O / Allison Nicholas MP-0001 Opt-in 2014-01-22 09:31:15 PST Lucy Kajimoto

%] ra Lot Williams 8185772205 Qpt-in 2014-01-2109:27:23 PST Lucy Kajimoto

Page 1 of1 25 View 1-100f 10
Privacy Terms of Use @ 2014 Everbridge, Inc.
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6 Click Add to Group.

everbrid @ -y % ¢ Q,
cverorage Dashboard  Universe  Notifications  Incidents eV FMEM Reports Access
Contacts @
Contacts Uploads Groups Rules Scheduling 0
‘ Delete ‘ | Add 1o group ‘ | Download ‘ | Add Contact ‘ Search Q =Advanced search Reset
O First Name M. Last Name Add to Group ” Last Modified Date Last Modified
7] / Nicholas Allison Select Group 2014-01-22 09:33:58 PST Lucy Kajimoto
[=-aa All Contact Groups
O ¢  Craig Barrick 2 Administrators 2014-01-21 09:27:23 PST Lucy Kajimoto
aa Castaic School District
M f Sharon M Bennett auEmployees 2014-01-21 09:27:23 PST Lucy Kajimoto
adaHart School District
M ra Scott Colby st Managers 2014-01-21 09:27:23 PST Lucy Kajimoto
aaaNewhall School District
M &  Bm Currier +4aNewhalt Schoo! District 201401-2109:27:23 PST Lucy Kajimoto
7| / Lucy Kajimoto 2014-03-11 11:01:24 PDT Lucy Kajimoto
7| ra Cindy Kwok m |ﬁ 2014-01-21 09:27:23 PST Lucy Kajimoto
ancel
M f Sheila Morgan TEITTZZTY EMPUyeE 2014-01-21 09:27:23 PST Lucy Kajimoto
| ra Allison Nicholas MP-0001 Opt-in 2014-01-22 09:31:15 PST Lucy Kajimoto
| ra Lot Williams 8185772205 Opt-in 2014-01-21 09:27:23 PST Lucy Kajimoto
Pager  [of1 View 1- 10 0f 10
Privacy Terms of Use @ 2014 Everbridge, Inc. W et

7 Select the group and click OK.

8 From the Groups sub-tab, select the group name you just added.
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The list of contacts is displayed.
A [t = L)
s orbridge 8 @ = gy e # 9
T e g Dashboard  Universe  Nofifications  Incidents [eWIFIMCM Reports  Settings  Access
Contacts €
Contacts Uploads Groups Rules Scheduling 0
¢ Add Grou o Castaic SCh00| District 2014-04-02 10:06:54 PDT, Lucy Kajimoto
[0 Add Contact v Search Q
e All Contact Groups
ke Administrators
s Castaic School District #° ff] [] Eirst Name ML Last Name » External ID Record Type
Employess —
at Hart School District [ Nicholas Allison MP-0002 Opt-in
a Managers
s Newhall School District [ sharon M Bennatt 3226418 Employee
ax Newhalit School District
[ Scott Colby 8185772220 Employee
[] Brad Currier 8185772321 Employee
[ Lucy Kajimoto 8182309732 Employee
[] Cindy Kwok 8185772382 Employee
[ Sheila Morgan 8185772219 Employee
[ Lori Williams 8185772205 Optin
Page 1 of1 2 [v] View 1-80of8
Privacy Terms of Use @ 2014 Everbridge, Inc

To rename a group, select the group name from the left-hand panel and click its Pencil icon.
Type the edited name and press ENTER.

To delete a group, select the group name from the left-hand panel and click its Trash Bin.
Confirm the deletion.

NOTE: You cannot delete a dynamic group from the Contacts tab. Instead, the Account
Administrator deletes a dynamic group from the assigned role (using the Roles tab).

To move contacts from one group to another
1 From the Groups sub-tab, select the desired group name.

2 Intheright-hand pane, select the check boxes of the contacts you want to move from
the group.

3 Click the button: Move.
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The Move to a Different Group dialog is displayed.

(g = n
Aoverbrid ® ) = ” ¢ * 9
/ErDrI ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Contacts @
Contacts Uploads Groups Rules Scheduling 0
8 Add Grou o Castaic School District 2014-04-02 10:06:54 PDT, Lucy Kajimoto
[ Add Contact Move: Search Q
i All Contact Groups = Move to a different Group
ak: Administrators : Select Group
. Castaic School District #° fi [] Eirst Name External ID Record Type
2 Employees A All CunI?cIGroups
2« Hart School District [ Nicholas s Adminisiators MP-0002 Opt-in
s Managers s Castaic School District
N aaa Employees
s Newhall School District ] Sharon i Hart Sthool Distict 3.22E+18 Employee
e Newhallt School District
am Managers
[ scott axNewhall School District AT EnuiEs
am Newhallt School District
[] Brad 8185772321 Employee
[ Lucy 8182309732 Employee
[ cindy m| Cancel | 8185772382 Employee
[] Sheila Morgan 8185772219 Employee
[ Leri Williams 8185772205 Opt-in
Page 1 oi 1| 25 View 1-80f 8
Privacy Terms of Use @ 2014 Everbridge, Inc. + . - - -

4 Select the group name to which to move the selected contacts and click OK.
The selected contacts are moved to the other group and are no longer contacts in the
current group.

() = >
-~ e @ = Ml e = o
everori ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Contacts @
Contacts Uploads Groups Rules Scheduling 2]
8 Add Grou o Castaic School District 2014-04-02 10:06:54 PDT, Lucy Kajimoto
s a
aa All Contact Groups
ata Adminisirators
s Castaic School District #° i [] Eirst Name ML Last Name - External ID Record Type
aa Employees =
a1 Hart School District [ Scott Colby 8185772220 Employee
s Managers
4« Newhall School District ] Braa Currier 8185772321 Employee
2 Newhallt School District
O Lucy Kajimoto 8182309732 Employee
[ Cindy Kwok 8185772382 Employee
[ Sheila Morgan 8185772219 Employee
[ Leri Williams 8185772205 Opt-in
Page 1 of 1 25 View 1-60i6
Privacy Terms of Use © 2014 Everbridge, Inc. bt L ¢ s
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Aever bridge

@ Ly = S ¢ #  %
Dashboard Universe Notifications Incidents Contacts Reports Settings Access

Contacts @

Contacts Uploads Groups

a8 Add Group o

ada All Contact Groups
ala Administrators
ata Castaic School District
aa Employees
i Hart School District #° i
s Managers
ata Newhall School District
ata Newhallt School District

Rules Scheduling

Hart School District

Add Contact -
[] Eirst Name M.L Last Name - External ID
[ Nicholas Allison MP-0002
[ Sharon M Bennett 322E+18
[ Scott Colby 8185772220
[ Cindy Kok 8185772382
[ Sheila Morgan 2185772219

Page 1 of 1 25

Privacy Terms of Use @ 2014 Everbridge, Inc.

2014-01-21 09:27:45 PST, Lucy Kajimoto

Search Q

Record Type
Opt-in
Employee
Employee
Employee
Employee

View 1-50i5

(2]

To remove contacts from a group or a group and its sub-groups

1 From the Groups sub-tab, select the desired group name.

2 Inthe right-hand pane, select the check boxes of the contacts you want to remove from

the group or the group and all its sub-groups.
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3 From the Remove contacts drop-down list, select either “from group” or “from group
and all subgroups”.

Privacy

Terms of Use © 2014 Everbridge, Inc.

i @ Ly T ¢ & 9
il ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Contacts @
Contacts Uploads Groups Rules Scheduling 2]
44 Add Grou 0 Castaic School District 2014-04-02 10:06:54 PDT, Lucy Kajimoto
Add Cenlact Move Remove & Q
aaa All Contact Groups
ala Administrators from this Group
e Castaic School District ¢ fif [] Eirst Name Last Name External ID Record Type
s Employees from this Group and its subgroups
s Hart School District [ Scott Colby 8185772220 Employee
ama Managers
aaa Newhall School District [ Brad Currier 8185772321 Employee
am Newhallt School District
[J Lucy Kajimofo 8182309732 Employee
Cindy Kwok 2185772382 Employee
Sheila Morgan 8185772219 Employee
[ Lori Williams 8185772205 Opt-in
Page 1 of 1 25 View1-60of6
Privacy Terms of Use @ 2014 Everbridge, Inc. -
4  Click Yes to confirm you want to delete the records.
5 Look at the list of contacts.
The selected contacts are removed from the group.
brid ® iy 2 U - B
rage Dashboard ~ Universe  Notifications  Incidents [GLIGMCE Reports  Settings  Access
Contacts §
Contacts Uploads Groups Rules Scheduling 0
e (T Castaic School District 2014-04-02 10:06:54 PDT, Lucy Kaiimoto
3 Add Contact - s Q
ata All Contact Groups
a1 Administrators
b Castaic School District #° i} [] First Name M.L Last Name - External ID Record Type
ala Employees
a2 Hart School District [ Scott Colby 8185772220 Employee
s Managers
i« Newhall School District [ Brad Currier 2185772321 Employee
a2 Newhallt School District
[ Lucy Kajimoto 8182308732 Employee
[ Lori Williams 8185772205 Optdin
Page 1 of 1 25 View 1-4of4
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Rules
When you send a notification, you can apply a rule based on characteristics of the contact
who will receive the message. Rules can be added on Name, Location, Contact Paths, and
the other contact data fields.
Rules are a dynamic way of selecting contacts using multiple filters based on their contact
information, such as Name and Address or Additional Information, that is custom to your
organization. So, even if new contacts have not yet been added to the “Fire Department,”
group, they could still be located at a Fire Station address where they are located.
If the data content in a contact record is current, then the rule is up-to-date whenever you
send a notification — you do not have to "maintain” the list.
To add dynamic groups, see To manage dynamic groups on page 19.
To add a new rule
1 From the Contacts tab, select the Rules sub-tab.
' @ ) = Pal ¢ & 9
J\\* brldge Dashboard  Universe  Notifications  Incidents [EeLiGl-CE Reports  Settings  Access
Contacts @
Contacts Uploads Groups Rules Scheduling 0
0 Add Q
Rule Name Last Modified Date ~ Last Modified By
¥4 Employees in Santa Clarita 2013-09-27 11:47:49 PDT Lucy Kajimoto
O & Employees in Glendale 2013-09-19 09:20:53 PDT Lucy Kajimoto

Page o1 25 v

Privacy Terms of Use © 2014 Everbridge, Inc.

View 1-20f 2
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2 Click Add.

R id @ g = POW € N 9
everori QE Dashboard Universe Notifications Incidents Contacts Reports Settings Access

Contacis > Add Rule @

Rule Name

*Name

Custom Filters

Field Condition Value

Add Filter Search: Select Field

e "o [N

Privacy Terms of Use © 2014 Everbridge, Inc. * B - -

3 Type a name for your new rule.
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4 In Custom Filters, select a field from the Add Filter Search drop-down list.

(i) = Y
Asoverbridge ® A i= TE ¢ & 9

Dashboard  Universe  Nofifications  Incidents [EoVIGiM Reporfs  Seftings  Access

Contacts > Add Rule @

Rule Name

*Name Glendale ZIP Code 91203

Custom Filters

Field Condition Value
Add Filter Search: Select Field
Linked User A

Contact External Id
Contact First Name
Contact is Geocoded
Contact Last Name
Contact Middle Initial
Delivery Method
Delivery Method Value
Contact Suffix
Created On
Last Modified By
Last Modified On
Location Apt/Suite/Unit
Location City
Location Country
Localion Name
Location Postal Code %
Localion State/Province
Location Street Address
Record Type
Registered
Registered Email
Registered On
Associated Group(s)

DeliveryMethod-Pager Service Privacy Terms of Use @ 2014 Everbridge, Inc. + Wi & + -
Hire Date
Company v

Department
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5 Select the Condition from the drop-down list and type the Value. In this example, the
Location City field must be equal to “Glendale.”

&’b " & g i= % ¢ £ a,
= everori ge Dashboard Universe Notifications Incidents [e)5TeC] Reports Settings  Access

Contacis > Add Rule

Rule Name

*Name Glendale ZIP Code 91203

Custom Filters

Field Condition Value
ation Postal Code Is equal to [v] ‘91203 x | it
Add Filter Search: Select Field

Privacy Terms of Use ® 2014 Everbridge, Inc.

6 Repeat steps 4 and 5 for each additional filter you need to use.
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7  Optionally, click Preview to see the contacts matching your new rule.

Z
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r\
é‘&m erbrid @ g £ 13 ¢ o Q
b everpri gE Dashboard Universe Notifications Incidents [&TETEE] Reports Seftings  Access
Contacis > Add Rule @
Rule Name
~Name Glendale ZIP Code 91203
Custom Filters
Field Condition Value
Location Postal Code is equal to 91203 i
Add Filter Search: Select Field
Preview Results
First Name Last Name * External ID Record Type Last Modified Date Last Modified By
Craiq Barrick 8185772201 Employee 2014-01-2109:27.23 PST  Lucy Kajimoto
Sharon Bennett 3.22E+18 Employee 2014-04-02 10:09:00 PDT  Lucy Kajimoto
Scott Colby 8185772220 Employes 2014-04-02 10:06:54 PDT  Lucy Kajimoto
Brad Currier 818577231 Employee 2014-04-02 10:06:54 PDT  Lucy Kajimoto
Cindy Kwok 8185772382 Employes 2014-04-02 10:14:16 PDT  Lucy Kajimoto W
8 Click Save.
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The new rule is listed in the Rules list.

@ ) iE el ¢ & 9

brldge Dashboard Universe  Notifications Incidents Contacts Reports Settings Access
Contacts
Contacts Uploads Groups Rules | Scheduling 2]
Add Search Q

O Rule Name Last Modified Date ~ Last Modified By

O [' Glendale ZIP Code 91203 2014-04-02 10:22:00 POT Lucy Kajimoto

O /’ Employees in Santa Clarita 2013-09-27 11:47:49 PDT Lucy Kajimoto

O [' Employees in Glendale 2013-09-19 09:20:53 POT Lucy Kajimoto

Page 1 of 1| 25 v View 1-30f3

Privacy Terms of Use @ 2014 Everbridge, Inc.

To edit a rule, click the Pencil icon in the same row. The Update Rule page appears from
which you can make changes. Click Save after you have modified your rule.
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Contacts » Update Rule o

Rule Name

*Name Glendale ZIP Code 91203

Custom Filters

Field Value

21203
Select Fisld

Condition

Location Posta is equalto

Add Filter Search:

[ | e R

Privacy Terms of Use ® 2014 Everbridge, Inc. L AL SEE +
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To delete a rule, select the check box next to its name, and click the Delete button. Confirm
the deletion.

g = »
Aever bridge ® L = e ¢ & 9

Dashboard Universe Notifications Incidents [eFTeC] Reports Settings  Access

Contacts

Contacts Uploads Groups Rules Scheduling e
= a

il Rule Name Last Modified Date ~ Last Modified By

= / Glendale ZIP Code 91203 2014-04-02 10:22:00 PDT Lucy Kajimoto

O /' Employees in Santa Clarita Lucy Kajimoto

a ,. Employees in Glendale e Are you sure you want to delete this record? Lucy Kajimolo

View 1-30f3

o)

Privacy Terms| - -
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Managing Your Contacts

Once the configuration options are completed, you can begin adding contacts to the
Everbridge Suite system. Contacts can be added individually or through an upload process.
The following sections provide more detail:

0 Managing Contacts Individually—To add a new Contact individually, To edit a contact
individually, or To remove a contact individually.

0 Preparing to Upload Contacts—To upload a list of Contacts using the web-based interface,
To submit a Contact data file via Secure FTP, and To see the upload results.

You can also edit and delete contacts individually or through an upload process.

About Contact Data

General Information

The General Information section of the contact record contains the name and ID information
for the contact.

Required fields have a red asterisk (*) next to the field label.

The External ID must be unique in the organization. The unique ID prevents duplication of
records and customizes individuals with the same name. Your organization might use
Employee ID numbers or some other plan that contains unique IDs.

Records types in the drop-down list are configured by the administrator for this particular
organization.

Address Information

The Address Information section of the contact record allows you to define up to five
locations for each contact. These locations can be used to include the contact in a
notification sent using map addresses. Click the link: Enter Address Information.

Location Name can be used when you send a notification; for example, “Work" or *Home."”
Verify the correct Country is selected. Enter address information, up to the Postal Code field.
The system tries to convert this address into a standardized format from the list. Note that
the selected address is automatically geo-coded so that you can notify this contact using the
map. (See New Notifications on page 81 for information about the map.) Add another
address link, as needed.

You can remove a location by selecting the Delete icon (X).
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Delivery Methods

The Delivery Methods section of the contact record contains the message delivery
information for the contact. This is the section where you configure the device details to
deliver a notification to this contact, including phone numbers, email addresses, and so
forth. The delivery methods in the list are configured for your organization.

Select a delivery method from the list. For each method, supply a device address. Add more
delivery method device addresses for this contact. The more ways that the notification can
be delivered means that it is more likely the message will get through as quickly as possible.

0  For email addresses—Use SMTP format. That is, username@domain.

0 For phone numbers—Confirm the Country to ensure the system uses the correct dialing
instructions and that the message is sent from the correct location. Then enter only the
digits of each phone number.

If the system calls a phone number and reaches an answering machine or voice mail, it
will wait a short time for the announcement to play before leaving a message. You can
change the default Wait Time if you need more time for the device. Call the line and
time how long to wait before starting the message to know the value to type in the Wait
Time field.

NOTE: To add a Satellite phone to your delivery methods, in Settings > Notifications
> Sender Information, use the Country: Inmarsat (Ships At Sea). The system starts
the number with an "8” so you do not need to add it to the dialing string. For
example, if the complete phone number is "881231234,” enter “81231234". The
system does a look-up for the Inmarsat country and adds the additional 8" to the
beginning of the string.

When a message is sent to this contact, Everbridge tries the delivery methods, one after
another, until the contact responds or until it has tried all the methods. The system uses the
order of the list. To reorder the delivery methods, use the Up and Down arrows to move
them accordingly.

It is a good idea to put text paths, such as SMS and email, higher in the order than voice-
based methods. In the event of an emergency, a voice message might be difficult to hear,
while a text-based message will be clear.

NOTE: The Mobile Member App is not on the list of delivery methods until the contact
downloads the application and logs in. You do not need to add it to the list.

To remove a delivery method, select the Trash Bin.

Additional Information

The Additional Information section of the contact record contains custom fields configured
by your organization. An Additional Information field can be a:

0 text box, where you type a value

o date field, where you select a date by clicking the Calendar icon and selecting the date
0 single-select list, where you select one value from the drop-down list

0 multi-select list, where you select one or more values from the drop-down list
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If configured for your organization, select a field to add for this contact. Example custom
fields are: Office Location, Floor or Building, Certifications or Training, Specialties, and
Special Assistance Needed.

For multi-select lists, from the Values/Possible Values, select the desired one and click the
Right arrow (>) to move the selection to the “Selected” list on the right-hand side of the
panel. Continue to assign values, as needed, and click Save.

To remove a value, select it from the right-hand “Selected” list, and click the Left arrow (<) to
return it to the Values/Possible Values list. The double arrows (<< and >>) move the entire list
of values from one side to the other.

To remove Additional Information field, click the Trash Bin.

Alert Subscriptions

The Alert Subscriptions section of the contact record displays the number of weather
subscriptions, if any, and a link for you to manage subscriptions for a particular contact. The
subscriptions must first be added by an Administrator from Settings > Contacts and Groups
> Alert Subscriptions.
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Managing Contacts Individually

Perform the following procedure to add contacts individually.

To add a new Contact individually

1 From the Contacts sub-tab, click Add Contact.
The Add Contact page appears.

‘Susan Steba Test Organization (Organization Admin) » ‘Welcome Lucy Kajimoio (lucykajimoio) | Help & Support | Logout

PN crbrid & - = n ¢ F e Q
= =everpriage Dashboard  Universe  Notifications  Incidents [EewyIEletM Reports  Settings  Access

Contacls > Add Contact @

General information

*First Name \:I 0 *Last Name

M.L

Suffix

*External ID

*Record Type Select... ]
Country Select... I~

Address Information
Enter address

Delivery Methods

Everbridge will go down this list, in the order specified here, when attempting to reach this contact

Order Delivery Method Device address Country
| (a1 1 Way Pager Service @
American Messagmh MyAirMail
v [«] 2 Numeric Pager Pin Advanced 3rsnsr£aug‘n.4;ssaging - Skytel *| United States >~ @
Add a delivery method: | Select. [~]

Additional Information

Add an Additional Information: | Select. [+

Alert Subscriptions
0 Weather Subscription(s)
Manage Subscriptions

“. “Save ‘ | Back

Privacy Terms of Use @ 2014 Everbridge, Inc.

2 Under General information:
«  First Name—Type the first name of the contact and press TAB.
« Last Name—Type the last name of the contact and press TAB.
- Middle Initial—Optionally, type the middle initial of the contact and press TAB.
«  Suffix—Optionally, type the suffix for this contact and press TAB.
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«  External Id—Type the external ID (a unique identifier for Contacts) and press TAB.

NOTE: External IDs can include email addresses, telephone numbers, login IDs,
employee IDs, or other unique items within your organization.

« Record Type—From the drop-down list, select the record type.

«  Country—From the drop-down list, select the Country.

3 Under Address Information, click the link: Enter address.

+ Location Name—Type a name for the location being stored.

»  Country—Select the country from the drop-down list.

+ Address—Type the street address.

«  Apt/Suite/Unit—Type the apartment, suite, or unit, if applicable.

«  City—Type the city name.

+  State/Province—Select the State from the drop-down list if United States is the
country. Type the State/Province name if the country is international.
The system begins geo-coding the address. The Select Geo Address field allows you
to select from a list of locations to which the address matches. If further refinement
is needed, add the Postal Code.

NOTE: Review the following about geo-coding.
0 You can geo-code any location, domestic or international.

0 You can define up to five addresses for any given contact in the system (such as a
place of business, point of interest, home location, spouse’s work address,
children’s schools, and so forth). Do this by clicking the link: Add Another
Address.

0 The geo-coding process supports foreign language characters, making geo-
coding global locations quick to locate.

0 Each location that is defined for the contact displays on the Universe view.

0 When you enter an address, it could be geo-coded. That is, the latitude and
longitude of the address are verified to be a location on earth. If you enter your
own latitude and longitude, the geo-coding is not verified.

+  Postal Code—Type the postal code of the address.
— Inthe United States, type the 5-digit postal code.
— In Great Britain, type the post code (between 5 and 7 alphanumeric characters
with a space before the last 3 alphanumeric characters).

+  Select Address—Select the address from the drop-down list that matches your
address.

« Location—Once a geo-coded address is selected, the Latitude/Longitude
information is populated into the corresponding fields.

4 Under Delivery Methods, define the contact information for the devices.
a Add a delivery method—Select a delivery method from the drop-down list.
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You can configure the delivery methods enabled for your organization, but you do
not have to define the contact information for every delivery method. The priority
of the devices will be in the order in which they are added/populated in the profile.

NOTE: The Mobile Member App must be downloaded, and then it is automatically
added to the list.

b
c
d

Device address—Type the device address.
PIN—If a Pager, type the PIN.

Advanced—Click the Advanced link to see the Pager Service field. Select your pager
company from the Pager Service drop-down list. This field is displayed for the
following delivery methods: Numeric Pager and Plain Text Email - 1 Way. If you
select a Pager Service, then Everbridge sends your messages to the pager company
using the Wireless Communication Transfer Protocol (WCTP). If you do not select a
Pager Service, then your message is sent to your pager company using the
telephone modem (Numeric Pager) or email server (text pagers).

Repeat steps 4a through 4d for every delivery method you want attempted for this
contact.

Prioritize the delivery methods by using the Up and Down arrows on the right-hand
side of the panel.

Optionally, remove a delivery method from the path by selecting the Trash Bin on
the right-hand side of its row.

Under Additional Information, define the desired information for the contact.

a

Additional Information—Select the desired information from the drop-down list.

b Depending on the format, enter the possible value or values.

C

— A multi-select list allows you to select from a list of values and click the Right
Angle (>) button.

- Asingle-select box allows you to select the value.
— Atext boxallows you to type free-form text.

Optionally, remove additional information by selecting the Trash Bin on the right-
hand side of its row.

Under Alert Subscriptions, view and/or modify the contact’s subscriptions by clicking
the link: Manage Subscriptions.

CONFIDENTIAL

EVERBRIDGE SUITE



Alert Subscriptions
129 Weather Subscription(s)
Manage Subscriptions

Z

Managing Contacts Individually 165

The Edit Subscription dialog appears.

Edit subscription *

[7] = Weather

[F] » FIRE

[£] » WINTER

[C] » HAZARD

[E] » TSUNAMI

[F] » SEVERE

[£] » FLOOD

[Z] » TROPICAL

] » wiND

[F] » NON-PRECIPITATION

[C] » MARINE

o D

a Select the check box for the desired category. This exposes all the alerts in that
category. (Alternatively, you can select the Right arrow to display the alerts.)

b Scroll as needed to see the entire list.

¢ Clear check boxes for the alerts that the contact should not have. (Or, if you chose
the Right arrow to display the alerts, select the check boxes you want the contact to

have.)

Edit subscription x

- Weather

~ FIRE
[F] Fire Weather Watch
Red Flag Warning
Fire Weather Advisary
Fire Warning

[E] » WINTER

~ HAZARD
[F] Ashfall Watch
Ashfall Warning
[F] Ashfall Advisory

[T » TSUNAMI

~ SEVERE

[¥] Severe Thunderstorm Watch

S N

-

m

d Click Save.

7  Click Save.

Notice that the Alert Subscriptions pane shows the number of subscriptions.
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To edit a contact individually

1 From the Contacts tab, select the Pencil icon next to the name of the contact you want
to update.
The Update Contact page appears.

‘Welcome Lucy Kajimoto (lucykajimoie) | Help & Suppori | Logout

Susan Steba Test Organizafion (Organization Admin) »

® g = “ ¢ £ 9

Au\; e fb”dge Dashboard Universe Notifications Incidents Contacts Reports Settings Access

Contacls > Update Contact §

General information Record Information

Created date:

*First Name Raul *Last Name Gonzalez
2014-01-27 06:59:32 PST
M.L Username RGonzalez Created by:
Member Portal
Sl Last updated date:
2014-01-27 07:11:32 PST
*External ID 7030229025426675666
Last updated by:
*Record Type Employee Member Portal
Registration success date:
Country Select... 2014-01-27 06:59:33 PST

Address Information
Enter address

Delivery Methods

Everbridge will go down this list, in the order specified here, when attempting to reach this contact.

Add a delivery method:  Select.

Additional Information

Add an Additional Information: | Select.

Alert Subscriptions

175 Weather Subscription(s)
Manage Subscriptions

Privacy Terms of Use © 2014 Everbridge, Inc. S pe iy 9 T e—

2 Update the desired contact information by following steps 2 through 7 in the procedure
To add a new Contact individually on page 162.
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To remove a contact individually

1 From the Contacts tab, select the check box in the row of the contact you want to
delete.

2 Click Delete.

(mbennett) | Help & Support

Welcome Lucy Kajimoto | Logout

City of Dreams (All Features - WDT) (Organization Ad

A
; @ o = ¢ & 9

ACVO V’brldge Dashboard Universe Notifications Incidents Contacts Reporis Settings Access
Contacts @

Contacts Uploads Groups Rules Scheduling 9
| Delete | ‘ Add to group ‘ | Download | ‘ Send Invitation Email w ‘ ‘ Add Contact Q, | xAdvanced search Reset

O Eirst Name M. Last Name » Suffix External ID Record Type Last Modified Date Last Modified By

O & == E Maeby Bluth Maeby Employee 2014-01-25 22:20:54 CST Leslie Knope

O & == E Buster Bluth 2014-05-07 13:22:28 CDT Leslie Knope

O ra Michael Bluth 2014-05-07 13:22:28 CDT Leslie Knope

O ra Billy Bob 2014-05-07 17:04:03 CDT Member App

O ra Billy Bob ployee 2014-05-07 17.03:46 CDT Member App

Yes | No

O ra Billy Bob TS T Tiip ot e 2014-05-07 17:03:23 CDT Member App

O ra Billy Bob 9168779547323181426  Employee 2014-05-07 16:26:42 CDT Member App

O ra Billy Bob 2833471844943087261  Employee 2014-05-07 17:04:15 CDT Member App

O ra Billy Bob 3258058000093964908  Employee 2014-05-07 16:26:58 CDT Member App

& s Dave Brown 2235641860203310917  Security 2014-04-15 17:00:06 CDT Leslie Knope

O #=8 B Neson Daza Ndaza Employee 2013-11-20 17:32.08 CST Leslie Knope

O ra Bobbie Dee BDMJ3 Employee 2014-05-08 10:06:44 CDT Martello Jones

O & == E Android Device Android Employee 2014-04-14 14:07:45 CDT Leslie Knope v

3 Click Yes to confirm the deletion.
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Preparing to Upload Contacts

Everbridge Suite supports the ability to upload data to the system using the web-based
interface (manually) or through Secure FTP (FTP with SSL connectivity via a CSV, Comma-
Separated Value, file). In either case, you need to prepare a CSV file. (For information about
uploading contacts through Secure FTP, see also Uploading a Contact Data File Via Secure
FTP.)

Highlights of uploading are:
0 Fastrecord upload processing
o Bulkrecord geo-coding based on address information (global geo-coding capability)

0 Upload error reporting within the upload section (loaded without errors/loaded with
errors/not loaded - critical)

0 File upload status emails:

«  Received Contact Data File email (automatically sent to the Administrator’s email
account)

»  Processed Contact Data File email (automatically sent to the Administrator’s email
account)

In many organizations, the file is generated by the HR (Human Resources) system or other
system-of-record. You then upload the file to Everbridge Suite after reviewing and editing
the file. You can also add a file directly. The data file you will upload contains all the personal
and contact information you would enter on-screen for an individual contact: General
Information, Address Information, Contact Paths, and Additional Information.

No matter whether the file is uploaded automatically or uploaded manually, the fields in the
file must use the correct format for the data. You can download the latest from the Client
Portal to help you ensure your data is in the correct format. You can also download the
template directly from the Contacts tab.

The file you upload must be a CSV (Comma-Separated Value) file. In a CSV file, the data
fields are separated by commas. The first row of the file contains the names of the data
fields. You must make sure that there are no extra characters in any line or lines in the file.

First Name,Middle Initial,Last Name,Suffix,External ID,Country,Business Name,
Joe,C,Oliver,,EB-0002,United States,,Employee,Work,2 Journal Square Plaza,,
Juan,,Gonzales,, EB-0003,United States,,Employee,Work,2 Journal Square Plaza,
Mary,M,Briggs,,EB-0006,United States, Employee,Work,14 Wall St,,New York
Nancy,,Cook,,EB-0007,United States,,Employee,Work,14 Wall St,,New York,N

NOTE: If you need to add commas to a phone extension, enclose the Extension Phone
field with quotes. For example, *,,,9732" is one field with the value ,,,9732. Without
quotes, it is four fields where the first three fields are empty and the fourth field is 9732.
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If you have spreadsheet software, like Microsoft Excel, on your system, it will open a
CSV file automatically. The spreadsheet makes it convenient to see and edit the data,
and you do not need to worry about placing the commas.

=9 - CSVTemplate - Microsoft Excel [ =] E [
g H Tneert T Pogeloyout | Formulas || Dote|| Review | View | Acobot A@ o ® =
B i:y caibri BETIRIP N i wrap Tent General O B g g = g E:‘j‘“m' AV &
PEt g romatraii | B 4 U E| &4 Suemeacota- | 8- % o |52 Suie fons o | et ot tenat| g, Zis ok
Clipboard Font Alignment Number Styles Cells Editing
AL - J= | First Name h
A B c D 3 F G H 1 J 3 L ™M N o P =
1 First Name Middle Initial LastName Suffix  External ID Country Business Name Record Type Groups Group Remove  Location 1Street Address 1 Apt/Suite/Unit1 City 1 State/Province 1 Postal Code | |
2
3
a
5
6
7
8
9
10
11
12
13
14 A
= =
16
17
18
19
20
21
22
23
24
25
2
27
28 L]
29
FRaa CSVTemplate ~ #J 41 (0|
Ready | |[EE)CH £ 1003 (=) ! (+)

NOTE: No matter what software you use, make sure that it preserves the CSV file format
and does not add any characters to the file. If you use spreadsheet software, make sure
you save your data as a CSV file without formatting and not as a spreadsheet-formatted
file like an Excel XLSX file. Spreadsheet files will not upload.

TIP: If you are unable to preserve the leading zero in the Postal Code column when
exporting the data from your system of record, then use the Microsoft Excel cell
formatting feature found in “Format Cells > Special > ZIP Code".

(If your implementation uses non-English languages, see also Appendix D, Upload and
Download Guidelines for Non-English Languages.)

Data Dictionary

The following table provides details about the column headings, from left to right, in the
Data Dictionary (also known as the CSV Template). The column headings must not be
changed! If you use your own spreadsheet, make sure your column headings use the exact
case-sensitive spelling and spaces.

Column Heading

Required Data Type Comments

Organization Name

N String ¢ For only Account Administrators using the Account, in one CSV
file, add contacts across different organizations. This must be
the first column.

0 Maximum characters: 40
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Column Heading Required Data Type Comments
First Name Y String 0 When adding contacts to an Organization, this must be the first
column.
0 Maximum characters: 40
Middle Initial N String Maximum characters: 1
Last Name Y String Maximum characters: 40
Suffix N String Maximum characters: 10
External ID Y String 0 Maximum characters: 50
0 Must be unique in the organization
Country N String 0 Must be ISO-2 character or the full name of the country
0 This is the primary country for the contact
Business Name N String Maximum characters: 100
Record Type Y String Must exist in the list
NOTE: Make sure to set up your Record Types in the portal before
uploading contact data.
Groups N String ¢ Maximum characters: 260 per group name

0 The Groups column cannot be repeated. All groups assigned to
the contact must be in this cell. You can have an unlimited
number of groups.

NOTE: If you use a tool to edit the CSV file, that tool might have its
own limitations for the number of characters that can be in one cell
(for example, the maximum characters per cell when using
Microsoft Excel is 32,767 characters); however, if you use a text
editor to edit the CSV file, there are no limitations.

¢ Can contain one or more group names. Each group name cannot
be longer than 260 characters. Separate group names using the
pipe (|) character. For example, for contact Bob Smith, his
Groups cell contains the following: Floor 2 [Nurse. Bob Smith
becomes a member of these two groups.

¢ When performing an update, add a contact to a group, but
never remove them from existing groups when an asterisk (*) is
placed in front of the first pipe. For example, contact Sue Jones
is already part of the CodeBlue group. Her Groups cell contains
the following: *|Floor 1|ER Doctor. Sue Jones is now a member
of three groups.

NOTE: The contact is removed from any groups you do not list or if

you do not use the asterisk and pipe character as the first

characters in the Groups column.
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Column Heading Required Data Type Comments
Group Remove N String ¢ When using the Group Remove column, make sure you remove
the Groups column from the CSV file.
0 Toremove a contact from a group, enter the group name.
Separate group names using the pipe (|) character. For example,
to remove a contact from the “"Employees” group, in the Group
Remove column, type: Employees.
0 Toremove a contact from a group and its subgroups, enter an
exclamation point (!) and the group name. Separate group
names using the pipe (|) character. For example, to remove a
contact from the “Parents” group (and any nested groups under
it), in the Group Remove column, type: !Parents.
NOTE: If a group name begins with an exclamation point (!), such
as "!GroupA", then you must use two exclamation marks (for
example, !'GroupA) to remove a contact from the group and
nested groups. Otherwise, the application searches for "GroupA"
and will not find !GroupA.
Location1a N String 0 Maximum characters: 5o
0 Must be unique per contact
NOTE: When updating, use the same Location # name to replace
the location information. For example, to update the "Home"
address, you must specify *Home" as the location name. If you
change the Location # name, it adds the information and moves
the original location information to the next Location #.
Street Address 1 N String Maximum characters: 100
Apt/Suite/Unit 1 N String Maximum characters: 10
Citya N String Maximum characters: 40
State/Province 1 N String Maximum characters: 40
Postal Code 1 N String 0 Maximum characters: 10
0 If Country Xis “United States” or “"US”, then valid formats are:
99999; 99999-9999; 999999999
0 If Country Xis not “United States” or “"US”, then the value can be
any format
Countrya N String Must exist in the list
Latitude 1 N Decimal 0 Minimum value: -go
0 Maximum value: go
0 If no latitude/longitude is entered, the system automatically
attempts to geo-code
Longitude 1 N Decimal ¢ Minimum value: -180

¢ Maximum value: 180

¢ If no latitude/longitude is entered, the system automatically
attempts to geo-code

EVERBRIDGE SUITE USER GUIDE
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Column Heading

Required

Data Type

Comments

Location 2

N

String

0 Maximum characters: 5o

0 Must be unique per contact

NOTE: When updating, use the same Location # name to replace
the location information. For example, to update the "Home"
address, you must specify *Home" as the location name. If you
change the Location # name, it adds the information and moves
the original location information to the next Location #.

Street Address 2

String

Maximum characters: 100

Apt/Suite/Unit 2

String

Maximum characters: 10

City 2

String

Maximum characters: 40

State/Province 2

String

Maximum characters: 40

Postal Code 2

Z| Z|Zz Z2 Z

String

0 Maximum characters: 10
0 If Country X'is “United States” or “"US", then valid formats are:
99999; 99999-9999; 999999999

0 If Country Xis not “United States” or “US"”, then the value can be
any format

Country 2

String

Must exist in the list

Latitude 2

Decimal

0 Minimum value: -go
0 Maximum value: 9o

0 If no latitude/longitude is entered, the system automatically
attempts to geo-code

Longitude 2

Decimal

¢ Minimum value: -180
¢ Maximum value: 180

¢ If no latitude/longitude is entered, the system automatically
attempts to geo-code

Location 3

Street Address 3

String

String

0 Maximum characters: 5o

0 Must be unique per contact

NOTE: When updating, use the same Location # name to replace
the location information. For example, to update the *Home"
address, you must specify *Home" as the location name. If you
change the Location # name, it adds the information and moves
the original location information to the next Location #.

Maximum characters: 100

Apt/Suite/Unit 3
City 3

String
String

Maximum characters: 10

Maximum characters: 40

State/Province 3

Postal Code 3

Z2 Z 2 Z Z

String
String

Maximum characters: 40
0 Maximum characters: 10

0 If Country X'is “United States” or “"US”, then valid formats are:
99999; 99999-9999; 999999999

0 If Country Xis not “United States” or “"US”, then the value can be
any format

Country 3

String

Must exist in the list
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Column Heading Required Data Type Comments

Latitude 3 N Decimal 0 Minimum value: -go
0 Maximum value: 9o

0 If no latitude/longitude is entered, the system automatically
attempts to geo-code

Longitude 3 N Decimal ¢ Minimum value: -180
¢ Maximum value: 180

0 If no latitude/longitude is entered, the system automatically
attempts to geo-code

Location 4 N String 0 Maximum characters: 50

0 Must be unique per contact

NOTE: When updating, use the same Location # name to replace
the location information. For example, to update the “*Home"
address, you must specify *Home" as the location name. If you
change the Location # name, it adds the information and moves
the original location information to the next Location #.

Street Address 4 N String Maximum characters: 100
Apt/Suite/Unit 4 N String Maximum characters: 10
City 4 N String Maximum characters: 40
State/Province 4 N String Maximum characters: 40
Postal Code 4 N String ¢ Maximum characters: 10
0 If Country Xis “United States” or “US”, then valid formats are:
99999; 99999-9999; 999999999
¢ If Country Xis not “United States” or “"US”, then the value can be
any format
Country 4 N String Must exist in the list
Latitude 4 N Decimal 0 Minimum value: -go
0 Maximum value: 9o
0 If no latitude/longitude is entered, the system automatically
attempts to geo-code
Longitude 4 N Decimal ¢ Minimum value: -180
0 Maximum value: 180
0 If no latitude/longitude is entered, the system automatically
attempts to geo-code
Location g N String 0 Maximum characters: 50
0 Must be unique per contact
NOTE: When updating, use the same Location # name to replace
the location information. For example, to update the *Home"
address, you must specify *Home" as the location name. If you
change the Location # name, it adds the information and moves
the original location information to the next Location #.
Street Address 5 N String Maximum characters: 100
Apt/Suite/Unit 5 N String Maximum characters: 10
City 5 N String Maximum characters: 40
State/Province 5 N String Maximum characters: 40
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Column Heading Required Data Type Comments
Postal Code 5 N String ¢ Maximum characters: 10
0 If Country Xis “United States” or “"US”, then valid formats are:
99999; 99999-9999; 999999999
¢ If Country Xis not “United States” or “"US”, then the value can be
any format
Country 5 N String Must exist in the list
Latitude 5 N Decimal 0 Minimum value: -go
0 Maximum value: 9o
¢ If no latitude/longitude is entered, the system automatically
attempts to geo-code
Longitude 5 N Decimal ¢ Minimum value: -180
0 Maximum value: 180
0 If no latitude/longitude is entered, the system automatically
attempts to geo-code
Extension Phone 1 N Decimal 4-20 digits
If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000
If Country code is not 1, phone length can be 4-20 digits
Extension 1 N String ¢ Maximum value: 10 digits
0 Number only; no commas, asterisks, or pound/hash (#) symbol
¢ Canremain empty
Extension Phone Country1 N String Must exist in the list
International calling code, 2-character ISO country code, or full ISO
country name from 1SO 3166-1
Extension Phone 2 N Decimal 4-20 digits
If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000
If Country code is not 1, phone length can be 4-20 digits
Extension 2 N String ¢ Maximum value: 10 digits
0 Number only; no commas, asterisks, or pound/hash (#) symbol
¢ Canremain empty
Extension Phone Country2 N String Must exist in the list
International calling code, 2-character ISO country code, or full ISO
country name from 1SO 3166-1
Extension Phone 3 N Decimal 4-20 digits

If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000

If Country code is not 1, phone length can be 4-20 digits
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Column Heading Required Data Type Comments
Extension 3 N String 0 Maximum value: 10 digits
0 Number only; no commas, asterisks, or pound/hash (#) symbol
0 Canremain empty
Extension Phone Country3 N String Must exist in the list
International calling code, 2-character ISO country code, or full ISO
country name from 1SO 3166-1
Extension Phone 4 N Decimal 4-20 digits
If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000
If Country code is not 1, phone length can be 4-20 digits
Extension 4 N String ¢ Maximum value: 10 digits
0 Number only; no commas, asterisks, or pound/hash (#) symbol
¢ Canremain empty
Extension Phone Country 4 N String Must exist in the list
International calling code, 2-character ISO country code, or full ISO
country name from 1SO 3166-1
Extension Phone 5 N Decimal 4-20 digits
If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000
If Country code is not 1, phone length can be 4-20 digits
Extension 5 N String 0 Maximum value: 10 digits
0 Number only; no commas, asterisks, or pound/hash (#) symbol
¢ Canremain empty
Extension Phone Country 5 N String Must exist in the list
International calling code, 2-character ISO country code, or full ISO
country name from 1SO 3166-1
Phone 1 N Decimal 4-20 digits
If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000
Phone Country 1 N String Must exist in the list
Phone 2 Decimal 4-20 digits
If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000
Phone Country 2 N String Must exist in the list
Phone 3 Decimal 4-20 digits
If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000
Phone Country 3 N String Must exist in the list
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Column Heading Required Data Type Comments
Phone 4 N Decimal 4-20 digits

If delivery method Country is in the list of NANP (North American

Numbering Plan) countries, then the phone number must be 10-

digits and cannot start with 911, 976, 411, 011, 900, 611, 000

Phone Country 4 N String Must exist in the list
Phone 5 N Decimal 4-20 digits

If delivery method Country is in the list of NANP (North American

Numbering Plan) countries, then the phone number must be 10-

digits and cannot start with 911, 976, 411, 011, 900, 611, 000

Phone Country 5 N String Must exist in the list
Phone 6 N Decimal 4-20 digits
If delivery method Country is in the list of NANP (North American
Numbering Plan) countries, then the phone number must be 10-
digits and cannot start with 911, 976, 411, 011, 900, 611, 000
Phone Country 6 N String Must exist in the list
Email Address 1 N String ¢ Maximum characters: 8o

0 Must be in SMPT format (username@domain. xxx)
Email Address 2 N String ¢ Maximum characters: 8o

0 Must be in SMPT format (username@domain. xxx)
Email Address 3 N String ¢ Maximum characters: 8o

0 Must be in SMPT format (username@domain. xxx)
Plain Text Email - 1-way N String ¢ Maximum characters: 8o

0 Must be in SMPT format (username@domain. xxx)

Plain Text Email - 1-way N String ¢ Enteravalid pager company name: American Messaging -

Pager Service MyAirMail, American Messaging - Skytel, or USA Mobility.
The pager service name is not case-sensitive, but ensure you
type the identical characters (and spaces, if needed).

¢ Contact American Messaging if you do not know the network
for your pagers.

0 The Pager Service must be in the list of valid Pager Service
names. Invalid Pager Service names are not loaded even though
the contact information for the pager is loaded into the contact
record. All other validation rules do not change.

Plain Text Email - 2-way N String ¢ Maximum characters: 8o
0 Must be in SMPT format (username@domain.xxx)

SMS1a N Number 4-20 digits

SMS 1 Country N String Must exist in the list
Numeric international calling code, ISO 2-character code, or full
Country name

SMS 2 N Number 4-20 digits

SMS 2 Country N String Must exist in the list
Numeric international calling code, ISO 2-character code, or full
Country name

FAX 1 N Number 4-20 digits

CONFIDENTIAL

EVERBRIDGE SUITE



Z

Preparing to Upload Contacts 177

Column Heading Required Data Type Comments

FAX 1 Country N String Must exist in the list

Numeric international calling code, ISO 2-character code, or full
Country name

FAX 2 N Number 4-20 digits
FAX 2 Country N String Must exist in the list

Numeric international calling code, ISO 2-character code, or full
Country name

FAX3 N Number 4-20 digits

FAX 3 Country N String Must exist in the list

Numeric international calling code, ISO 2-character code, or full
Country name

TTY1 N Number 10 digits
TTY Country 1 N String TTY Country must be “1”, "US”, "CA”, “United States"” or
“Canada”

Numeric international calling code, ISO 2-character code, or full
Country name

TTY 2 N Number 10 digits
TTY Country 2 N String TTY Country must be “1”, "US”, "CA”, “United States"” or
“Canada”

Numeric international calling code, ISO 2-character code, or full
Country name

TTY 3 N Number 10 digits
TTY Country 3 N String TTY Country must be “1”, "US”, "CA”, “United States"” or
“Canada”

Numeric international calling code, ISO 2-character code, or full
Country name

Numeric Pager N Number 10 digits

z

Numeric Pager Country String Must exist in list

Numeric international calling code, ISO 2-character code, or full
Country name

Numeric Pager Pin N Number Maximum 10 digits

Numeric Pager Service N String ¢ Enter a valid pager company name: American Messaging -
MyAirMail, American Messaging - Skytel, or USA Mobility.
The pager service name is not case-sensitive, but ensure you
type the identical characters (and spaces, if needed).

¢ Contact American Messaging if you do not know the network
for your pagers.

0 The Pager Service must be in the list of valid Pager Service
names. Invalid Pager Service names are not loaded even though
the contact information for the pager is loaded into the contact
record. All other validation rules do not change.

TAP Pager N Number 10 digits

TAP Pager Country N String Must exist in list

Numeric international calling code, ISO 2-character code, or full
Country name
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Column Heading Required Data Type Comments
TAP Pager Pin N Number Maximum 10 digits
One Way SMS N Number 4-20 digits
One Way SMS Country N StringHi | Must exist in the list
Numeric international calling code, ISO 2-character code, or full
Country name
Custom Field 1 N String ¢ Name Maximum characters: 40
0 Must exist in the list
Custom Value 1 N String, Date, or 0 Value Maximum characters: 260
Decimal
Custom Field 2 N String ¢ Name Maximum characters: 40
0 Must exist in the list
Custom Value 2 NTha String, Date, or ¢ Value Maximum characters: 260
Decimal
Custom Field 3 N String 0 Name Maximum characters: 40
0 Must exist in the list
Custom Value 3 N String, Date, or 0 Value Maximum characters: 260
Decimal
Custom Field 4 N String ¢ Name Maximum characters: 40
0 Must exist in the list
Custom Value 4 N String, Date, or 0 Value Maximum characters: 260
Decimal
Custom Field 5 N String 0 Name Maximum characters: 40
0 Must exist in the list
Custom Value g N String, Date, or ¢ Value Maximum characters: 260
Decimal
Custom Field 6 N String ¢ Name Maximum characters: 40
0 Must exist in the list
Custom Value 6 N String, Date, or 0 Value Maximum characters: 260
Decimal
Custom Field 7 N String ¢ Name Maximum characters: 40
0 Must exist in the list
Custom Value 7 N String, Date, or 0 Value Maximum characters: 260
Decimal
Custom Field 8 N String ¢ Name Maximum characters: 40
0 Must exist in the list
Custom Value 8 N String, Date, or ¢ Value Maximum characters: 260
Decimal
Custom Field g9 N String 0 Name Maximum characters: 40
0 Must exist in the list
Custom Value g N String, Date, or 0 Value Maximum characters: 260

Decimal
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Column Heading

Required

Data Type

Comments

END

N

String

Although not required, it is a recommended technique to include
“END” at the end of every row. (In a spreadsheet, it is the last
column heading.)

To prepare your CSV data file

1 From the Contacts tab, click the Uploads sub-tab.

2 Click Download Template.

Depending on your browser, the following message might appear: What do you want to
do with CSVTemplate.csv (or account_contactCSV for Account Administrators to add
contacts across organizations)?

I
= Y
4&"“"' brid & (g) = 22 [ o] Q
cVvel rl ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Contacts @
Contacts Uploads Groups Rules Scheduling 0
Windows Internet Expl =
Refresh Download Template & Upload to portal e e e et
What do you want to do with CSVTemplate.csv?
O Eile Name Batch ID Eile Size ecords Received Records Loaded Upload Option
Size: 178 KB
O 2] AlI3_CA_2.csv 17596481014674 3462 From: portal-qal everbridge.net 7 Update
CSV_ChangingLocation
O <] NamB oy 7506481014673 3655 3 Open 7 Update
The file won't be saved sutomatically.
All5_GroupParentRemov
O 2] o Chosy 17596481014672 3380 < Save 7 Update
All4_AddCraigGroups.cs
17598481014671 3391 7 Updale
H ® v < Saveas g
O P HbCrouRemove CA segigionsero 3450 7 Update
O =] AllZ_CAcsv 17506451014669 3514 e = - 7 Updale
O <] Al2_CA csv 17506481014668 3514 2014-01-21 08:20:47 PST  Lucy Kajimoto Done 7 7 Update
0 2] Alll_CA csv 17506481014667 3226 2014-01-2108:25:26 PST  Lucy Kajimoto Done 7 7 Updale
m| 2] Al_CAcsv 17506481014866 3234 2014-01-2108:22:45 PST  Lucy Kajimote Done 7 7 Updale
O =] All_CAcsv 17506481014665 3235 2014-01-2108:14:37 PST  Lucy Kajimoto Done 7 7 Updale
O <] AlI3_CA_2.csv 17506481014338 3462 2013-12-02 07:24:42 PST  Lucy Kajimoto Done 7 7 Update
O ® ’;‘Z;G'““DRG’“D"E CA_ 17506481014337 3450 20134202 072343PST  Lucy Kajimoto Done 7 7 Update
Vi

3 Save the file to your desktop.
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The CSV template contains the correct column heading names (as described in Data
Dictionary on page 169).

=9~ I CSVTemplate - Microsoft Excel = | @ i)
BE ore | st Pageloyout 2@ =@ =
== % cut . ) = Fam T PR E Autosum v A

e cation Generai B oy = g o *;? 1?5

T e B U [Z 9 A Suemeacota- | 8- % o |52 Suie fons o | et ot tenat| g, Zis ok
Clipboard Font nt Number Styles Cells Editing

AL - J= | First Name h

A B c D 3 F G H 1 J 3 L ™M N o P =
1 First Name Middle Initial LastName Suffix  External ID Country Business Name Record Type Groups Group Remove  Location 1Street Address 1 Apt/Suite/Unit1 City 1 State/Province 1 Postal Code | |
2
3
a
5
6
7
8
9
10
11
12
13
14 A
= =
16
17
18
19
20
21
22
23
24
25
2
27
28 L]
29
FRaa CSVTemplate ~ #J 41 (0|
Ready | |[EE| 3 B 1003 (= L) {(+)

4 Review the following about the data file:

«  Make sure that the column heading names are exactly as they appear in the
template to avoid errors when you upload the file. The column heading names are
case-sensitive, so do not change the capitalization.

NOTE: Only Account Administrators can use the Contacts tab at the Account level to
upload data across organizations. In Column A (so that all other columns shift to the
right), add the column heading, Organization Name. This way, the contacts can be
placed in their specific organization.

«  For some of the sections of the file, the template provides multiple copies of the
data columns. For example, the template provides for multiple locations. You can
safely delete the extra Location fields to simplify your data file. You can also delete
columns from other areas such as Delivery Methods and Custom Fields.

« If you are updating some of the data for a contact, it is unnecessary to use all of the
columns. If a column is not in the file, the values for those fields will not be updated.
For example, if a contact has completed hazardous materials training, you only
need to update his certifications. It is not necessary to include all of the other
contact information — those values will remain unchanged.

«  Toremove a value from a contact during an update, include the column in the
upload file, but leave the value cell empty. For example, to remove a delivery
method for the contact, leave the column headers in the file but remove the device
address information.

- Toremove a contact’s location by updating, enter the name of the location to
remove in the Location Name column, but leave the other cells describing the
location empty.
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« Itisarecommended technique to end each row in the file with "END” to clearly
mark the end of the contact record.

«  Therequired commas are automatically added for you.
5 Review the following regarding the Upload directories and expected behavior:

« Update—The Update options adds new contact records if the External ID is in the
CSV file but not in the database. It updates existing contact records if the External
ID exists in the database. This option does not delete any contact records.

NOTE: For each data element, make sure to also review the Comments in the Data
Dictionary on page 169.

Data Element Category Comments
Personal Information 0 The External ID is the unique identifier for a contact. When
you are updating a file, if the External ID does not exist in
- the database, it adds a record; if the External ID already
= = R T exists in the database, it updates that record.

0 If two records in your file have the same External ID, the
record is updated using the data from the later record. For
example, if External ID EB-0004 exists for Larry Hansen in
row 4 and Larry Hansen in row 7, the data from row 7 is
used.
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Data Element Category Comments

Groups 0 You can add contacts to groups by uploading the group

name with the contact. If the contact lists a group that does
not exist, the group is added and the contact is added to it.

o 2 8 H ¢ o The Groups column can only hold a simple list of group

T X names. That is, you cannot specify the nested structure of
p— — groups. To manage the group structure, use the web
Ry - s - == interface.

e T i ¢ You cannot delete a group name using a CSV file. To
manage the group structure, use the web interface.
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Data Element Category

Comments

Groups (continued)

DA .

AT ERE B Ees

=

0 The Groups column can contain one or more group names.
Each group name cannot be longer than 8o characters.
Separate group names using the pipe (|) character. Do not
add any spaces before and after the pipe character. For
example, for contact Sharon Bennett, her Groups cell
contains the following: Employees|Parents. Sharon
Bennett becomes a member of these two groups.

0 When performing an update, add a contact to a group, but
never remove them from existing groups when an asterisk
(*) is placed in front of the first pipe. For example, contact
Brad Currier is already part of the Hart School District
group. His Groups cell contains the following: *|Newhall
School District|Newhallt School District. Brad Currier is
now a member of three groups.

NOTE: The contact is removed from any groups you do not

list or if you do not use the asterisk and pipe character as the

first characters in the Groups column.
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Data Element Category

Comments

Groups (continued)

-

¢ Toremove a contact from a group, first create a Group
Remove column anywhere in the CSV file if you are not
using the latest template. (In the latest template, the
Group Remove column is next to the Groups column.)

0 When using the Group Remove column, make sure you
remove the Groups column from the CSV file.

¢ Toremove a contact from a group, type the group name in
the Group Remove column. Also enter the group names in
the Groups column that you want to keep. For example,
you would do this to remove Brad Currier from the
Newhallt School District but keep him as a contact in the
Newhall School District and Employees groups.
(Alternatively, you can remove the Groups column from
the CSV file to keep the groups not listed in the Group
Remove column.)

¢ Toremove a contact from a group and all its nested groups,
in the Group Remove column, enter an exclamation point,
the group name, and the pipe character to separate one
group from another. For example, to remove Sharon
Bennett from the "Employees” group and any nested
groups under “Employees”, as well as the “Managers”
group and any nested groups under “Managers”, type the
following:

!Employees|!Managers
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Data Element Category

Comments

Groups (continued)

0 Toremove a contact from only the parent group and not its

nested groups, in the Groups column, type the subgroup
names, each separated by the pipe character. Do not add
any spaces before and after the pipe character. Then, in the
Group Remove column, type the name of the parent group.
For example, to keep the Craig Barrick in the nested
Parents subgroup, but remove him from the Employees
parent group, type Parents in the Groups column and
Employees in the Group Remove column.
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Data Element Category

Comments

Locations

To replace a Location Name:

T g -

0 A contact can have up to five locations, but the location
names must be unique for the contact. For example, a
contact cannot have two “Home" locations, but can have a
“Home"” and a “Vacation Home.”

0 If a contact has an address for a location, but no latitude
and longitude, it is automatically geo-coded for you. This
makes the contact available to you on the map.

¢ If you provide latitude and longitude in the data file, the
system verifies that they are valid latitude and longitude
values. However, it does not verify that these are the
correct coordinates for the address. Therefore, if you
supply the coordinates, ensure that they are correct.

0 To update an address for the location name “Home”, for
example, simply change the address information for
“Home" in the CSV file and upload the CSV file again.

0 To replace a Location Name (for example, the value in
“Location 1”), modify the CSV file in the following manner:

«  Overwrite the original location name with the
replacement location name. For example, in
the Location 1 column, replace “Work” with
“NewWork” and add the Suite number and ZIP
code.

« Inadifferentlocation (for example, in Location
2), type the original Location 1 value, but leave
all of its address fields empty. For example, in
Location 2, type the value “Work”.

Using this example, after you update with your modified
CSV file, the Location Name “"NewWork” has replaced
“Work” in Location 1 and, in Location 2, the Location Name
“*Work” and its Country value are filled in, although the
address fields for “Work” are empty.
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Data Element Category

Comments

Delivery Methods

¢ Theindividual delivery methods in the data file are Delivery
Method fields that are predefined for your organization.
Enter the name of the value under the corresponding
Delivery Method in the CSV file.

NOTE: If you enter a value for a Delivery Method not defined

for your organization, nothing occurs during the upload

process. Unlike Groups and Custom Fields, you cannot enter

multiple values in a single Delivery Method. Only the first

value is used.

Custom Fields

gan

=] o

A mEE BW A

0 Custom Fields in the data file are Additional Information
fields that are predefined for your organization. Enter the
name of the field in “*Custom Field” and the value of the
field in “Custom Value.”

NOTE: If you do not enter a Custom Field/Custom Value, the

Contact Record provides a drop-down list of Additional

Information, from which you can manually select one or more

from the predefined information fields.

¢ If the field is a multiple selection list and this contact has
more than one value, enter the values in a string separated
by the “pipe” (|) character. Do not add any spaces before
and after the pipe character. For example, to list Fire
Warden and CPR-First Aid, in the Custom Value field, type
the following: Fire Warden|CPR-First Aid.

0 The CSV file includes nine pairs of Custom Field/Custom
Value fields. If you need more, simply add them to your
CSV file. You can have an unlimited number of Custom
Field/Custom Value pairs.
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Replace—For the most part (depending on the data element category), the Replace
option replaces all contact records for your organization with the records in the CSV
file that match the Record Type and External ID in the database. It adds new contact
records if the External ID is in the CSV file but not in the database.

CAUTION: Using the Replace option deletes contact records if the External ID

exists in the database, but not in the CSV file.

Delete—The Delete option deletes the contact records from the organization that
match the External IDs in the CSV file.
Fill in the template with your organization’s contacts and their corresponding fields.

From the CSV template, save the file with a new name (that is, perform a “Save As").
See the following example.

= Users-for-doc_2013-03-05 - Microsoft Excel [=] & [t |
m Home | Insert  Pagelayout  Formulas Data  Review  View  Acrobat @ =
cing 1 1 = =, f -
iz:;w Calibri S - A = =[] e S Wrap Text General ij‘ ﬁjﬂ L—;ﬂ jm jf\ E—I ;;::Itfnm ‘%T(' Ea
S-S PR S Mhwossaco | $ 0% 0| W Sostw T g e o o, e e
Clipboard Font Alignment Mumber Styles Cells Editing
Al - Jx | First Name v
B c D E F G H 1 J K L M N o P Q R S T u ;
1 |First Nam.MiddIe Ini Last Name Suffix External IICountry Business I Record Ty Groups  Location 1Street AdiApt/Suite City 1 State/Pro' Postal Coc Country 1 Latitude 1 Longitude Location 2 Street Adt Apt/Suite| |
2 |Alex Russell 3.29E+14 US opt-in Home 1051-1053 Westches Bronx New York us
3 Mike Massie 3.29E+14 US Opt-in Home 1308 East Gunhill Roi Bronx New York us
4 |Ray Cabot EB-2005 US Employee Home 311WlosFelizRd Glendale California us 34.12926 -118.259
5 |Art Kirkland EB-2002 US Employee Home 414 N Central Ave  Glendale California us 34.15206 -118.258
6 Larry Eliot EB-2001 US Employee Home 701 N Brand Blvd Glendale California us 34.15715 -118.256
7 |Jessica Holworthy 3.29E+14 US Opt-in Home 1166 6th Avenue New York New York us 40.75691 -73.9818 Summer 500 N Brar Ste 1000
8 Steve Dimer EB-2006 US Employee Home 611 E Wilson Ave  Glendale California us 34.14342 -118.248 =
9 Eddie winthrop EB-2003 US Employee Home 203 N Glendale Ave Glendale California us 34.14833 -118.246
10 |Frank Leverett EB-2004 US Employee Home 500 N Glendale Ave Glendale California us 34.15308 -118.243
11 Peter Churchill 3.29E+14 US Opt-in Home 75 Main 5t Pine Bush New York us 41.60925 -74.3013
12 Juan Gonzales EB-0003 US Employee IT|Employ Work 2 Journal Square Pla: Jersey Cit New Jerse 7306 US 40.73379 -74.0639 Home 495 Prospect Avenu
13 Joe Hamilton 3.29E+14 US Opt-in Home 3155 Amboy Road  Staten Isle New York us 40.56446 -74.1319
14 Tom Snow 3.29E+14 US Opt-in Home 754 Manor Rd Staten Isl: New York 10314 US 40.60843 -74.1217
15 |John Simmons 3.289E+14 US Opt-in Home 1151 Hylan Boulevar Staten Isl: New York us 40.5983 -74.0811 -
16 Gary Turner 3.29E+14 US Opt-in Home 176-180 Canal Street New York New York us 40.62541 -74.0787
17 |Joe C Oliver EB-0002 US Employee Finance | E Work 2 Journal Square Pla: Jersey Cit' New Jerse 7306 US 40.73379 -74.0639 Home 575 Washington Bou
18 Luis Castillo EB-0005 US Employee Sales | Mar Work 2 Journal Square Pla: Jersey Cit' New Jerse 7306 US 40.73379 -74.0639 Home 270 Park Avenue
19 Barry Kalman 3.29E+14 US Opt-in Home 8515 Fifth Avenue  Brooklyn New York us 40.62192 -74.0258
20 |Larry Hansen Jr. EB-0004 US Employee IT|EmployWork 14 Wall 5t New York New York 10005 US 40.70763 -74.0108 Home 4 New York Plaza
21 |Mary M Briggs EB-0006 US Employee Admin|M Work 14 Wall 5t New York New York 10005 US 40.70763 -74.0108 Home 277 Park Avenue
22 |Ruth Carter EB-0008 US Employee Admin|EnWork 14 wall st New York New York 10005 US 40.70763 -74.0108 Home 125 Chatsworth Aver
23 |Nancy Cook EB-0007 US Employee Wark 14 Wall 5t New York New York 10005 US 40.70763 -74.0108 Home 2125 Nostrand Avent
24 Alan Maxwell 3.29E+14 US Opt-in Home 270 Park Avenue New York New York us 40.73597  -73.976 -
4 4 v ¥ Users-for-doc_2013-03-05 3 1 K T 30|
Ready | | =D 100% [} (%)
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Uploading a Contact Data File Manually

Perform the following procedure to manually update a Contact data file. Step 4 provides the
option for you to add (Update), replace, or remove (Delete) contacts.

To upload a list of Contacts using the web-based interface

1 From the Contacts tab, click the Uploads sub-tab.

[a)
- LY
- o » =fle v o
il ge Dashboard Universe Nofifications  Incidents [EeiIFaiq Reports  Settings  Access
Contacts @
Contacts Uploads Groups Rules Scheduling 0
Refresh Download Template _: Upload to portal
O Eile Name Batch ID Eile Size Upload Date - Uploaded By File Status Records Received Records Loaded Upload Option
O [ ABCA2c 7506481014674 3482 20140121092723PST  LucyKajmoto  Done 7 7 Update
O B SovCnangnglocdlon psgeapinises 365 20140121 084950 ST LucyKamoto~ Done 7 7 Update
0 B AECIUPEEnRAMOY ognagignaer 330 20140121084630PST  LucyKajmoto Done 7 7 Update
0 [ AMANCERGODSE psjeumioien 30t 20140121084411PST  LuyKajimolo  Done 7 7 Update
O A CrouRemove CA rsgaiziotaro 3450 0140121082022 PST  Luy Kajmoto~ Done 7 7 Update
O [P AIZCAcsy 7506481014669 3514 20140121083202PST  LuyKajmolo  Done 7 7 Update
O [ AR_CAcsy 7506481014668 3514 20140121082947PST  LucyKajmoto  Done 7 7 Update
O [0 Al CAcsy 1750648101467 3226 20140121082526PST  LuyKajimolo Done 7 7 Undate
O [0 Al CAcsy 17506481014665 3234 20140121082245PST  LuyKajmolo  Done 7 7 Updale
O [0 Al CAcsy 17596481014665 3235 0140121081437 PST  LuyKajmolo  Done 7 7 Update
O [ ABCAZ2c 7506481014338 3462 2013-1202072442PST  LucyKajmoto  Done 7 7 Update
0 g peGouRemoe CA sy 3450 20931202 072343PST  LueyKajmoto Done 7 7 Update J

2 Click the button: Upload to portal.
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The Upload Contacts dialog appears.

"~y
brid ® ) = 7y ¢ & Q
rori ge Dashboard Universe Notifications  Incidents [RSIIFIE Reports Settings  Access
Contacts g
Contacts Uploads Groups Rules Scheduling 0
‘ Refresh | ‘ Download Template ‘ | & Upload fo portal
File Name Batch ID File Size Upload Date - Uploaded By File Status Records Received Records Loaded Upload Option
@ AlI3_CA_2.csv 17596431014674 3462 2014-01-2109:27.23 PST Lucy Kajimoto Done 7 7 Update
C8V_ChangingLocation .
O @ Name.csv 17596431014673 ki Upload Contacts 7 Update
All5_GroupParentRemov { Choose a file to upload
O L migsstneer2 33 O wload () o eyt e e 7 Update
100
O [ MAACEGOWSE hg0iginiger1 g3y Unload Contadts 7 Update
All5_GroupRemove_CA_ d e
O B S 7506481014670 34 [ Upioad toporat || Cancel | 7 Update
O @ All2_CA csv 17596481014669 351‘4 2014-01-21 08:32:02 PST Lucy Kajimoto Done 7 7 Update
O @ All2_CAcsv 17596431014668 3514 2014-01-21 08:29:47 PST Lucy Kajimoto Done 7 7 Update
O @ Alll_CAcsv 17596431014667 3226 2014-01-21 08:25:26 PST Lucy Kajimoio Done 7 7 Update
O @ All1_CA csv 17596481014666 3234 2014-01-21 08:22:45 PST Lucy Kajimoto Done 7 7 Update
O @ All_CAcsv 17596431014665 3235 2014-01-21 08:14:37 PST Lucy Kajimoto Done 7 7 Update
O @ AlI3_CA_2 csv 17596481014338 3462 2013-12-02 07:24:42 PST Lucy Kajimoio Done 7 7 Update
0 ® ?'Z@G'UUDRE”“‘VLCA* 17596431014337 3450 2013-12-02 07:23:43PST  Lucy Kajimoto Done 7 7 Update
W

3 Click the link: Upload Contacts.
You can upload a .csv file, tar.gz file, or compressed (.zip) .csv file. The maximum .csv,
tar.gz, or .zip file size is 200 MB. When more than 100 MB, use Secure FTP. (See
Uploading a Contact Data File Via Secure FTP on page 200.)

4 Locate your file to upload, and either double-click its filename or select the filename and
click Open.
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| ) = L) A
A ~verbrid ® gh = 22 [ £ Q
N gverori gE Dashboard Universe Notifications Incidents R#TIATeES Reports Seftings  Access
Contacts
Contacts Uploads Groups Rules Scheduling 0
Refresh Download Template j:?“ Upload to portal
Eile Name Batch ID Eile Size Upload Date -~ Uploaded By Eile Status Records Received Records Loaded Upload Option
@ AlI3_CA_2.csv 17596481014674 3462 2014-01-21 09:27:23 PST Lucy Kajimolo Done 7 7 Update
0 e R TPE R Upioad Contacts 7 e
0 g LMSOroupPaenRemOl yigsiginaer2 334 Ch file to upload ‘ 7 Update
4 a ar.gz, or cor er f
TP,
O [o  AAMICEOGIOUSES 17505iaq0ra71 33y Ubload Conadts 7 Update
AllI3_CA 2.csv
0 g pl.GrouRemove CA y7i6ia1014670 34 Complets. f 7 Update
O @ Al2_CAcsv 17596481014669 35 (®) Update (Only insert new contact records and update existing contact records). 7 Update
nd
] @ Al2_CAcsv 17596431014668 35 7 Update
O 1] All_CAcsv 17596431014667 321 ) Replace contacts with Record Type (Replace all contact records with the 7 Update
recordType in
] @ All_CAcsv 17596431014666 32 4 7 Update
O @ All1_CA csv 17596481014665 32 7 Update
you
O @ AlI3_CA_2.csv 17596481014338 34 7 Update
All5_GroupRemove_CA_
O @ ey 17596481014337 34! 7 Update
Upload to portal Cancel
_CA_2.csv pdate
O All3_CA_2 17596481014317 34 7 Updats v

5 Select one of the following directories:

Update

Insert new contact records and update existing contact records. No contact records

are deleted from your organization.

Replace

Replace all the contact record types for your organization with the records in this
file that match the record type. Existing contacts with matching record types and
External ID are updated. (All contacts matching the contact record type but are

excluded from this file will be permanently deleted.)

Delete

Permanently delete all the contact records for your organization included in this

file.

6 To process the file, click the button: Upload to portal.

EVERBRIDGE SUITE USER GUIDE

CONFIDENTIAL



A

192

Chapter 5 — Contacts

An Alert message is displayed.

A . @ UL el ¢ o
'u"-'Cfbrldge Dashboard Universe  Nofifications Incidents [EeGLIEEY Reports Settings
Contacts
Contacts Uploads Groups Rules Scheduling 0
| Refresh ‘ | Download Template ‘ ‘ 2 Upload to portal
O File Name Batch ID File Size Upload Date ~ Uploaded By File Status Records Received Records Loaded Upload Optien
O @ AlI3_CA_2.csv 17506421014674 3462 2014-01-2109:27:23 PST Lucy Kajimoto In Progress 0 0 Update
O g CovCranomglocstonN rgespiniery 3655 7 7 Updete
All5_GroupParentRemov
O ® e . 17586481014672 3380 We have started uploading your file. You should 7 7 Update
- receive an email informing you when it is finished
processing
O @ All4_AddCraigGroups.csv 17596481014671 339 7 7 Update
O g 5 GrouRemoe CA yrsasagtonasn 3460 “ ne 7 7 Update
O @ AllZ_CA.csv 17596481014669 3514 2014-01-2108:32:02 PST Lucy Kajimeto Done 7 7 Update
O @ AllZ_CA.csv 17596481014668 3514 2014-01-2108:29.47 PST Lucy Kajimoto Done 7 7 Update
_CA.csv -01- ucy Kajimoto one pdate
O All_CA. 17596421014667 3226 2014-01-2108:25:26 PST Lucy Kajimot Dy 7 7 Updat
_CA.csv -01- ucy Kajimoto one pdate
O All_CA. 17596421014666 3234 2014-01-21 08:22:45 PST Lucy Kajimot D 7 7 Updat
_CA.csv -01- ucy Kajimoto one pdate
O All1_CA. 17596421014665 3235 2014-01-21 08:14:37 PST Lucy Kajimot D 7 7 Updat
O IE)) AlI3_CA_2.csv 17506421014338 3462 2013-12-02 07:24:42 PST Lucy Kajimoto Done 7 7 Update I}
O 4 OouRemore CA. gsiginazsr 3450 2013-12-02072343PST  Lucy Kajimoto~ Done 7 7 Updete
] @ AlI3_CA_2.csv 17596421014317 3462 2013-11-25 11:09:47 PST Lucy Kajimoto Done 7 7 Update v
7  Click OK.

You are sent two automated emails:

one that the contact data file was received.

another that the contact data file has been processed.
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=Ry > ¥ |5 Everbridge Motification - Processed Contact Data File - Message (Plain Text)

n =R
File Message Adobe PDF

=Nl
A S - 3 > [ 5]
 Ignore x D 3 3 Pl Mesting |1 Luey Stuff M3 Rules (X mark Unread a& 44 Fing R
- - 3 To Manager - Nl onenote B Categorize ~ 2y Related ~
& unk - Delete | Reply Reply Forward & More * | 03 ream £.mail — | Move
All - . h =

Translate Zoom
) Actions - | ¥ Follow Up ~ -
Respond Quick Steps

g select -
Move Tags Editing

Delete

Zoom
From:

Documentation <noreply @everbridge net> Sent: Tue 1/21/2014 9:27 AM
Tor Lucy Kajimota
cc

Subject: Everbridge Motification - Processed Contact Data File

T S S S T | =

Dear Lucy,

Everbridge has completed processing the following contact data file.

Organization Name: Documentation
File Name: AlI3_CA_2.csv

Receive Date: 2014-01-21 09:27:23 PST
Records Received: 7

Records Loaded without Errors: 7
Records Loaded with Errors: 0
Records Mot Loaded - Critical: 0

I

Please log into your account to view the details of the upload results.

Regards,

Customer Support
Everbridge, Inc.

= PO Everbridge Notification - Received Contact Data File - Message (Plain Text) e
File Message Adobe PDF ~ @

o "~ . 3 = ) =

4 Ignore x y | —i& [ Mecting 1 Lucy Stuff 3 =5 Rules (¥ Mark Unread aﬁ &4 Find )

I | e S - % To Manager || N OneNote B Categorize ~ 2 Related - AY
& Junkc - Delete | Reply Reply Forward T More = 0y ream £ mail = ove

Respond Quick Steps

Translate Zoom
S [t Select ~

Move Tags Editing Zoom

[ Actions ~ | ¥ Follow Up ~
Delete

From: Documentation <noreply@everbridge nets Sent: Tue1/21/2014 9:27 AM
To: Lucy Kajimoto

Everbridge Motification - Received Contact Data File

C R S - R

N
Esil

Dear Lucy,

Everbridge received the following contact data file for processing.
Organization Name: Documentation

File Name: All3_CA_2.csv

Receive Date: 2014-01-21 09:27:23 PST

We will notify you when we have completed processing of the file.

Regards,

Customer Support I
Everbridge, Inc.

There are three stages in file processing contact data.

» InProgress—The records are updated or inserted in the database.

»  Geo-coding—Addresses with no latitude and longitude are processed to add the
location; otherwise, if already done, no geo-coding occurs. It could take a while to
process the geo-coding. The contacts that are not map-based are available for
notification. Once geo-coding is complete, contacts can be selected from the map.

Done—The system sends an email. In addition, when the upload is complete, the
map tiles for the contact layers are refreshed if you loaded addresses for contacts.

NOTE: You can click the Cancel icon to cancel the upload. During the In Progress
stage, only data before the cancel is saved. During the Geo-coding stage, only the
addresses are saved, but not their corresponding longitudes or latitudes.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



A

194 Chapter 5 — Contacts

8 Verify/preview the uploaded contacts. See the following procedure, To see the upload
results.

To see the upload results

1 From the Contacts tab, click the Uploads sub-tab.
At the Organization level, the list of uploads is displayed.

: @ @ @ = P ¢ &
brldge Dashboard Universe Nofifications  Incidents [Re(l% i Reporis Settings
Contacts §
Contacts Uploads Groups Rules Scheduling o
Refresh Download Template £ Upload to portal
File Name Batch ID File Size Upload Date ~ Uploaded By File Status Records Received Records Loaded Upload Option
O @ AlI3_CA_2.csv 17506481014674 3462 2014-01-2109:27:23 PST Lucy Kajimeto In Progress. 0 0 Update
O g CE-Changmglocstol egeisioners a6 2014-01-21 084950 PST  Lucy Kajimeto Done 7 7 Update
0 A SouPaenRen yogepinigz 30 20140121 084620PST  Lucy Kajmoto Done 7 7 Update
O @ All4_AddCraigGroups.csv 17598481014671 3391 2014-01-2108:44:11 PST Lucy Kajimeto Done 7 7 Update
O AlooumRemoe CA gegionsno a0 201401:21083922PST  LuyKgjimolo  Done 7 7 Update
O P AR CAcy 7596401014569 3514 201401-21083202PST  LuyKejimolo  Done 7 7 Update
0 B AR CAcy 7596491014668 3514 0140121092947PST  LuyKajmoto  Done 7 7 Update
0 B AN CAc 7506481014567 3226 WI401-21082526PST  LuyKalmoto  Done 7 7 Update
O @ ANCAcy 7506401014565 3234 01401-21082245PST  LuyKajimalo  Done 7 7 Update
O B ANCAcy 7596431014565 3235 0140121031437PST  LuyKajimolo  Done 7 7 Update
0 B AIBCA2csv 759431014338 3462 WIF202072442PST  LuyKalmoto  Done 7 7 Update
0 g pleGouRemo A s 3450 WIF202072343PST  LuyKalmoto  Done 7 7 Update
0 @ ARCAZcs 7540147 34a2 0131125 110947PST  LucyKajimalo  Done 7 7 Update o

NOTE: Check the File Status column. A status of Failed means no records were
received or loaded from the file. (Failed uploads can occur because File Encryption is
ON. Turn OFF File Encryption and upload again.)
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At the Account level, click the plus sign (+) next to the file containing the list of contacts
from different organizations.

Welcom

cy Kajimoto (lucyk:

imoto) | Help & Support | Logout

RS b g a 2 & &
everoriage Notifications [QEeLLIFCN Users  Roles  Settings
Contact Upload 9
| Refresh | ‘ Download Template | | & Upioad to portal
ID File Name File Size Upload Date - Uploaded By Error Message
224304667033800 gal_upload csv 2748 2013-08-19 13:50:55 PDT Rod Lemmon UPLOAD_FILE_DENCRYPT_FAIL: ~
224304667033799 gal_upload.csv 2743 2013-08-19 13:50:24 PDT Rod Lemmon UPLOAD_FILE_DENCRYFT_FAIL:
— 224304667033695 Contacts_ForAccount_QA1.csv 2890 2013-06-12 10:59:13 PDT ‘Yelena Petrova
Batch ID Organization Name Eile Size Status Records Received Records | oaded Upload Option
L @ 21998822490148 Yelena Petrova Test Org 2063 Done 3 3 Update
@ 17596481012157 US_QA_Regression1 2078 Done 3 3 Update
- ACCOUNTUPLOAD_ORG_NOT_IN_ACCOUNT_ERROR: Organization Name
224304667033663 test file csv 8860 2013-05-10 13:33:42 PDT Susan Stoba ACCOUNTUPLOAD_ORG_NOT_IN_ACCOUNT ERROR: Organization Name
— 224304667033667 Mulli-Org.csv 8734 2013-05-10 13:06:57 PDT Anula Mohan ACCOUNTUPLOAD_ORG_NOT_IN_ACCOUNT_ERROR: Organization Name
Batch ID Organization Name File Size File Status Records Received Records Loaded Upload Option
o
@ 21998822490126 Susan Stoba Test Organization 8260 Done 13 13 Update
+ 224304667033666 My org upload.csv 8734 2013-05-10 12:53:31 PDT Anula Mohan ACCOUNTUPLOAD_ORG_NOT_IN_ACCOUNT_ERROR: Organization Name
+ 224304667033665 Mulli-Org.csv 8734 2013-05-10 12:52:54 FDT Anula Mohan ACCOUNTUPLOAD_ORG_NOT_IN_ACCOUNT_ERROR: Organization Name
v
+(774104F\67ﬂ3?ﬁﬁd Mulfi-Ora csv A734 2013-015-10 11-12-07 PDT Anula Mohan ACCOUNTLPI OAD ORG NOT IN ACCOLUNT FRROR- Oroanization Name >
N
- View1-80f8
2 Click the View icon in the row of the file you want to see.
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The Upload Results are displayed. In this example, the sub-tab: Loaded without error
(10) indicates 10 of the records loaded normally. However, note that there are invalid
headings: TTY/TDD and TTY/TDD Country. Return to the CSV file and fix the issues
before uploading again. That is, replace TTY/TDD with TTY 1, and replace TTY/TDD
Country with TTY Country 1.

ACCOUNT: New US SQA Account (Account Admin) b

' (g I 8 2 @ &
A bl’ldge Notifications Users  Roles  Seffings

Contact Upload > Upload Result

‘Welcome Lucy Kajimoto (lucykajimoto) | Help & Suppori | Logout

Refresh

Organization Name Yelena Petrova Test Org

File Name Contacts_ForAccount_QA1.csv

Batch ID 21998822490148

Sender Yelena Pefrova

Status Done

Records Received 3

Loaded without error (3) Loaded with error (0) Not loaded - critical error (0)

First Name . ML Last Name External ID Record Type
© Henry Bommer UP005 Contact
2] Jona Bao UP002 Employee
© Mo Bettah UP0O3 Contact

Page|q |off| 25 v View 1-30f3

Privacy Terms of Use ® 2014 Everbridge, Inc.

3 Select each tab to see the contact names of the upload results.

4 Click the View icon next to the desired contact name to see further details.
The contact records that were received are listed on one of the three results tabs:

« Loaded without error—Records loaded normally.

» Loaded with error—Records that had something incorrect, but there was enough
good information to load them anyway.

»  Not Loaded - Critical—Records that had errors so severe that they were not loaded.

5 See the following example results.
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Loaded without error (nn), where nn is the number of contacts loaded without error.
Clicking the View icon next to a contact’s name displays the contact information.
The following example shows one of the contacts, Ray Cabot, loaded without error.

A
MNover bridge
Loaded without error
General information
First Name Ray
Last Name Cabot
ML
Suffix
External ID EB-2005
Record Type Employee
Country us
Groups
Group Remove
Address Information
Location Name Home
Country us
Address 311 W Los Feliz Rd
Apt/Suite/Unit
City Glendale
State/Province California
Postal Code
Longitude: -118.258667
Latitude: 341202572 ol
Delivery Methods
QOrder Delivery Method Device address Country
1 Extension Phone 1
2 Extension Phone 2
3 Extension Phone 3
4 Extension Phone 4
5 Phone 1 8185550100 us
G Phone 2
1 Phone 3
8 Email Address 1
g Email Address 2
10 Email Address 3
" SMS 1
12 SMs2
Additional Information
Additional Information Value | Possible Vaiues
© 2013 Everbridge, Inc v
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»  Loaded with error (nn), where nn is the number of contacts loaded with errors. The
following example shows four contacts loaded with error. The Error Message is:
UPLOADCONTACT_ATTRIBUTE_NAME_NOT_DEFINED_IN_ORG: Custom
Field 1. Inthis case, configure the Settings > Organization > Contacts and
Groups > Additional Information by adding the Certifications for the four contacts.

-~ o o » =l e =
bridge Dashboard  Universe  Nofifications  Incidents [ROTtl Reporls  Seftings
Contacls > Upload Result
Download Refresh
File Name Users-for-doc_2013-03-05.csv
Batch ID 21998822490118
Sender Lucy Kajimoto
Status Done
Records Received v
Header Errors
Error Code Error Code
HEADER_INVALID_HEADER_IN_CSV_ERROR TTY/TDD, TTY/TDD Country
Loaded without error (10) Loaded with error (4) Not loaded - critical error (23
First Name ~ ML Last Name External ID Record Type Error Message
@ Joe c Oliver EB-0002 Employee UPLOADCONTACT_ATTRIBUTE_NAME_NOT_DEFINED_IN_ORG: Custom Field 1
@ Juan Gonzales EB-0003 Employee UPLOADCONTACT_ATTRIBUTE_NAME_NOT_DEFINED_IN_ORG: Custom Field 1
® Mary M Briggs EB-0006 Employee UPLOADCONTACT_ATTRIBUTE_NAME_NOT_DEFINED_IN_ORG: Custom Field 1
@ Ruth Carter EB-0003 Employee UPLOADCONTACT_ATTRIBUTE_NAME_NOT_DEFINED_IN_ORG: Custom Field 1
Page |1 of1 25 [v] View 1 -40fd
W
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Not loaded - critical (nn), where nn is the number of contacts not loaded from the
CSV file. The following example shows 23 contacts not loaded. The Error Message
is: UPLOADCONTACT_RECORD_TYPE_NOT_FOUND_IN_ORG: Record Type. In
this case, configure the Settings > Organization > Contacts and Groups > Contact
Record Types by adding the “Opt-in” record type.

Loaded without error (10)

First Name ~

Alan

Alex

Bamry

Bob

Chad

Charlie

B B B B B B

Loaded with error (4)

HEADER_INVALID_HEADER_IN_CSV_ERROR

M. Last Name

Maxwell

Russell

Kalman

Pollan

Newman

Park

Not loaded - critical error (23)

External ID

328722374197009

328722374197003

328722374197008

328722374197007

328722374197010

328722374197018

-  w =l e¢e o

bndge Dashboard Universe Notifications Incidents VRS Reports Settings
Contacts > Upload Result

Download Refresh

File Name Users-for-doc_2013-03-05.csv

Batch ID 21993822490118

Sender Lucy Kajimoto

Status Done

Records Received 7

Header Errors

Error Code Error Code

TTY/TOD, TTY/TDD Country

Record Type

Opt-in

Opt-in

Qpt-in

QOpt-in

QOpt-in

QOpt-in

Emor Message

UPLOADCONTACT_RECORD_TYPE_NOT_FOUND_IN_ORG: Record Type

UPLOADCONTACT_RECORD_TYPE_NOT_FOUND_IN_ORG: Record Type

UPLOADCONTACT_RECORD_TYPE_NOT_FOUND_IN_ORG: Record Type

UPLOADCONTACT_RECORD_TYPE_NOT_FOUND_IN_ORG: Record Type

UPLOADCONTACT_RECORD_TYPE_NOT_FOUND_IN_ORG: Record Type

UPLOADCONTACT_RECORD_TYPE_NOT_FOUND_IN_ORG: Record Type

6 Click the Contacts link in the upper left-hand corner of the page to return to the Upload
Results.
If your browser is configured to “open in new tab,” you will see two Contacts tabs in the
browser. The one to close is the right-most one. If your browser is configured to “openin
new window,” simply close that window.
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Uploading a Contact Data File Via Secure FTP

By configuring your computer and Secure FTP (File Transfer Protocol) software to work
together, you can programmatically submit the CSV file containing your contact records.
The computer system needs to add and place the data file in the location configured in the
Secure FTP software. The Secure FTP software is scripted to perform the transfer.

To submit a Contact data file via Secure FTP

1

From the Settings tab at the Organization level, select Contacts and Groups > Security.
Or, from the Settings tab at the Account level, select Contacts > Security.

With your IT department, perform the procedures To use Secure FTP to upload contact
data files on page 386 and To use File Encryption for additional security on page 387.

+ Download the Access Instructions to prepare and test your connection to the
Everbridge Secure FTP Server as well as to encrypt your Contact data at the file
level using PGP or GPG in addition to the standard encryption in transit (SSL or TLS)
provided by Everbridge.

NOTE: The Access Instructions are intended to guide you on exploring and testing
the Everbridge Secure FTP connectivity. They do not provide instructions for
developers since Everbridge does not know which tool your organization uses to
develop your FTP client. Contact your IT department regarding third-party tools and/
or any source code for interfacing with an FTP server.

Prepare your Contact data file. (See Preparing to Upload Contacts on page 168.)

Ask your IT department to configure your computer system and Secure FTP software.
The Secure FTP software is scripted to perform the transfer. (For a description of the
FTP directories, see step 5 on page 191.)

When the Contact data file is transferred, from the Contacts tab, perform steps 5-7 of
the procedure To upload a list of Contacts using the web-based interface on page 189.
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This chapter provides information about Scheduling. You can manage calendars, shifts, and
staff from Contacts > Scheduling.

The following topics are covered:

0 Overview of Scheduling

0 Working in Calendar View
0 Working in Shift View

0 Working in Staff View

0 Managing Staff and Shifts
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Overview of Scheduling

The Scheduling sub-tab offers a calendar interface where you can maintain multiple
calendars in an organization, multiple shifts on a calendar, and manage shift assignments
and staff availability.

Documentation (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

@ & g = n ¢ Lo Q,

é&everbridge Dasnhboard

Universe Notifications Incidents Contacts Reports Settings Access

Contacts §

Contacts Uploads Groups Rules Scheduling 0

£ Calendar

Calendar Name Shifi(s)

Primary On-Call o

I Manage Staff l I £ shift H [ staft

Primary On-Call 3 & M

Jul 27 - Aug 2 2014
Page 1 of 1| 25 v < > foday g week | day

Sun 7127 Mon 7128 Tue 7/29 Wed 7/30 Thu 7131 Fri8M Sat 82

12am
1am
2am
3am
dam
5am

Gam
7am 06:00am - 06:00am - 06:00am - 06:00am - |06:00am - |06:00am - 06:00am -

gam First Shift First Shift First Shift First Shift 'Fi First Shift
9am
10am
11am
12pm
1pm
2pm
3pm
4pm
S5pm
6pm
7pm
8pm
9pm
10pm
11pm

~ Shifts(3) | g3 shit | Delete

= Shift Name Last Modified

o Il A First Shift 2014-06-05 1145 27 POT

o

| s Second Shift 2014-07-28 08:20:29 PDT

o

B~ L Thirdshit 2014-06-05 11:58:58 PDT

Page 1 of 1| 10 v View1-30f3

Privacy Terms ofUse © 2014 Everbridge, Inc. - p— - - -

The first time you access the Scheduling sub-tab, you are prompted to create a Calendar.
The attributes of a calendar are: name, email distribution, and any shifts.

CONFIDENTIAL EVERBRIDGE SUITE



Z

Overview of Scheduling 203

Documentation {

ganization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

~
é&m, rbrid ® (g = 2L [ o] Q
everori ge Dashboard Universe  Nofifications Incidents [eLIGTSES Reports Settings Access
Contacts @
Contacts Uploads Groups Rules Scheduling 9
Calendar Name Shift(s)

There are no items to display in this table.

Page 1 of1es mifzz %] You don't have any Calendar yet.

Create one now

1) Create a 2) Add Shifts 3) Add staff
Calendar to Shfits

P00y

— IIII — ‘_‘L.LL
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Working in Calendar View

Once you have a calendar, you can add shifts, and then add staff to the shifts. Besides the
Calendar view, you can also view by Shift or Staff. This allows you to swap shifts as needed,
and handle understaffed shifts. You can use automated email notifications to monitor
changes (when the calendar is made “active”).

To add a calendar

1

From the Contacts tab, select the Scheduling sub-tab, and click the + Calendar button
(or click Create One Now if this is the first time you have accessed Scheduling).
The Add/Edit Calendar dialog is displayed.

Add/Edit Calendar x|

=Calendar Name: ‘ | (1]

[] When changes are made to this Calendar, email:

Calendar ID: Using API's? Create an Calendar ID or Use an Auto-generated

One.

|| cancel

In the Calendar Name field, type a meaningful name.

Optionally, select the check box: When changes are made to this Calendar, email. Then,
enter email addresses for those who should be notified of changes.
Separate each email address with a comma.

In the External ID field, do one of the following:

« Ifusing APIs, select the link: Using APIs? Create a Calendar ID. From the Calendar ID
field, select the link. A text box is displayed from which you enter the calendar ID.
(Even if the calendar is renamed, it keeps its ID.)

«  Otherwise, skip to the next step. The system will auto-generated an external ID.

Click Save.
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6 Yournew calendar nameis listed in the left-hand pane, while the right-hand pane shows
that you have not yet created any shifts.

Documentation (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

4 : & g = 2 ¢ e Q,
-ALH'-""-J‘ brldge Dashboard u i i i Contacts IEIE Seftings  Access

Contacts @

Contacts Uploads Groups Rules Scheduling 0

Calendar

D | veescie | @

Primary On-Call = Calendar ID: 26414048870444

Calendar Name Shift(s)
Primary On-Call oS m

Page 1 of1 25 v

This Calendar doesn’t have any Shifts yet.
Create some now

Add Shifts Add staff <br>
o Shifts

s
IIII -_— .L‘L

NOTE: The current status of the calendar is INACTIVE. While INACTIVE, you can
build out your shifts and staff without pushing email notifications to the distribution
list. Change notifications are only sent to calendar administrators, if any, if the
Calendar is ACTIVE. The calendar will not appear anywhere else in the organization
until it is ACTIVE. Remember to click the Make Active button when you are ready for
your calendar administrators to receive email change notifications and for the
calendar to be available for notification purposes.
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Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

= ¢ %

Aeverbrldge Dasht ficati i [P Reports  Setiings  Access

Documentation {(Organization Admin) b

e
@
%
(1]

Contacts @

Make Active/Make Inactive toggle

Contacts Uploads Groups Rules Scheduling 9

[ calendar

Calendar Hame Shift{s)

@G | vakehacive | @
Primary On-Call = izisoe s = Calendar ID: 26414048870444

% > today Jun1-72014 week | day

Primary On-Call 3. M

Page |1 of 1] z5 v
Sun 61 Mon 6/2 Tue 613 Wed 6/4 Thu 6/5 Fri 6/ Sat 6/7

12am

1lam

2am

3am

4am

5am

Gam

7am

8am

9am

10am
11am
12pm
1pm

2pm

3pm

4pm

5pm

Gpm

7pm

8pm

9pm

10pm
11pm

7 Proceed to the procedure To create a shift on page 208, as needed. You must create one
or more shifts.

To edit a calendar

1 From the Scheduling sub-tab, ensure that the desired Calendar Name in the left-hand
pane is selected.

2 Click the Pencil icon of the highlighted calendar.
The Add/Edit Calendar dialog is displayed.

Add/Edit Calendar x

*Calendar Hame: Primary On-Call

[ When changes are made to this Calendar, email:

Lucy.Kajimoto@everbridge.com

External ID: 18060000002¢ (x]

=B e

3 Change the fields as needed, and click Save.
(Review the steps in the procedure To add a calendar on page 204 for details about each
field.)
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To delete a calendar
1 From the Scheduling sub-tab, ensure that the desired Calendar Name in the left-hand
pane is selected.

2 Click the Trash Bin of the highlighted calendar.
The Delete Calendar dialog is displayed.

Are you sure you want to delete this Calendar?
All shifts and staff assignments on those shifts will
be deleted as well

3 Click Delete to confirm the deletion.
The calendar, its shifts, and all staff assignments on the shifts are deleted.
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Working in Shift View

Once you have a calendar, you can add as many shifts to it as you need. In Shift view, you can
see the shifts on a calendar, and the individuals staffing each shift. Each staff member is
displayed on the calendar by name (external ID).

Documentation (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Supp | Logout
A bridge ® ' {5!}. ; - ¢ i a
: Dashboard u Contacts Reports Settings Access
Contacts @
Contacts Uploads Groups Rules Scheduling 0

= 8cheduling home

Primary On-Call Staff
Shift
Name Sunday 6/8 Monday 6/9 Tuesday 6110 ‘Wednesday 611 Thursday 6/12 Friday 613 Saturday 6/14

First Shift Cindy Kwok(81857723 | Cindy Kwok(81857723  Cindy Kwok{81857723  Cindy Kwok(81857722 | Cindy Kwok(818577232 | Cindy Kwok(81857723 Cindy Kwok(81857723
82), Sheila Margan(81 | 82), Sheila Mergan(81 | 82), Sheila Mergan(81 |82), Sheila Mergan(81 |82), Sheila Mergan(81 | 82), Sheila Mergan(81 82), Sheila Mergan(81

06:00 AM - 14:00 PM, 7 day 85772219) 85772219) 85772219) 85772219) 85772219) 85772219) 85772219)

Second Shift Craig Barrick(8185772 | Craig Barrick(8185772 | Craig Barrick(8185772 | Craig Barrick(8185772 | Craig Barrick(8185772 | Craig Barrick(8185772 Craig Barrick(8185772
201), Sharon M Benne | 201), Sharon M Benne | 201), Sharon M Benne | 201), Sharon M Benne | 201), Sharon M Benne | 201), Sharon MBenne 201), Sharon M Benne

10:00 AM - 18:00 PM, 7 day #(3.22E+18) #(3.22E+18) 13 22E+18) (3 22E+18) t(3.22E+18) t(3.22E+18) t(3.22E+18)

Third Shift Brad Currier(8185772 | Brad Currier(8185772 | Brad Currier(8185772 Brad Curmier(8185772 |Brad Currier(8185772 | Brad Currier(8185772 Brad Currier(8185772
321), Yvonne Gallegos | 321), Yvonne Gallegos | 321), Yvonne Gallegos | 321), Yvonne Gallegos | 321), Yvonne Galleges | 321), Yvonne Galleges 321), Yvonne Gallegos

18:00 PM - D6:00 AM, 7 day (8182209748) (8182209748) (8182209748) (8182209748) (8182209748) (8182209748) (8182209748)

Privacy Terms of Use & 2014 Everbridge, Inc

To create a shift

1 From the Scheduling sub-tab, ensure that the desired Calendar Name in the left-hand
pane is selected.

2 Select the + Shift button (or click Create Some Now if you have never created a shift).
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The Add/Edit Shift dialog is displayed.

" Add/Edit Shift o)

Calendar Name:

* Shift Name:

Display color:

Days of week:

Hours:

Start Date:

End At:

Time Zone:

Primary On-Call

|0

@

# Entire week (7 days)

#/24 hours
Startat. 00 v a0 v

2014-08-13 ]

Noenddate ¥

Pacific Daylight Time

Minimum staff requirements:

* None Meet certain minimums

Custom

End at 00 v 00 v

3 Entertheinformation as desired. Use the following table as a guide.

Field Name

Description

Calendar Name
* Shift Name

Pre-filled with the selected name from step 1 above.

Enter a name for this specific shift.

Display Color
Days of the week

Hours

Start Date

Click the round color icon to change the color of this shift.
Select one of the following:
0 Entire week (7 days)—Default

¢ Custom—Manually select the days and their time ranges (or select/
clear the 24 Hours check box for each day). If you select Custom,
you can choose custom dates and times for your shifts, as needed.
Use a 24-hour clock and 15-minute increments.

DS Enfire week (7 daps) @ Gustom
Dawys:  Timing
W S 05w W] w ] 00 ] 24 hours
Hlwen 03w b[w] @t B[ 120 vours
B Tue 05| 0fw] m o ] o[ 124 henarn
Hlwea B[] Cl[¥] w o ow[] ) ] 24 bours
B 0] W] b ] 120 vours
Era 0an] e w ]| e 124 hanars
O sar os[m] 0[] W (] w0 124 havars

Start Dunte: ]

Exd AL Mo daa [

Timeeone: Focitc Dayight Tme

Select one of the following:
0 24 Hours—Default.

0 If you clear the 24 Hours check box, select the Start At and End At
time ranges using a 24-hour clock and 15-minute increments. The
default is 00:00 to 00:00 (Midnight to Midnight).

Click the Calendar icon to select the Start Date. The default date is
today.

EVERBRIDGE SUITE USER GUIDE
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Field Name Description
End At Select one of the following:
0 No end date—Default.
0 Specific date, then click the Calendar icon to select the End Date.
Time Zone The current time zone is displayed.

Minimum Staff Requirements Select one of the following:
0 None—Default

0 Meet certain minimums—From the Add Another field, select the
field for a specific type of staff and then select the number
required. (This field is derived from Settings > Contacts and
Groups > Additional Information. Only single-selection lists are
displayed.) For example, select Role = Engineer, Requested #2 if
you must have two engineers on the shift.

Minimuen staff requirements:
Mone  Maed certain minimums

Different types of s2afl for sach Shifl
# Requared
Role Telct M 2 4]

Add another  Select Fissd

If you need additional types of staff, continue to Add Another field
until you have listed all staff types and the number required for
each type. Remember to click Save.

4 Click Save.
Your shift is displayed on the calendar.
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In the following example, the First Shift is comprised of the Entire Week from 06:00 to
14:00 (24-hour clock) in the Pacific Daylight Time zone, starting today with no end date.

There are no minimum staff requirements.

Add/Edit Shift x

Calendar Name: Primary On-Call
*Shift Name: First Shift
Display color: \.J

Days of week: (® Entire week (7 days) () Custom
Hours: )24 hours
Startat: 06 v 00 v Endat |14 v 00 ¥
Start Date: 2014-06-05 =]
End At: Noend date ¥
Time Zone: Pacific Daylight Time

Minimum staff requirements:

®None () Meet certain minimums

Cancel |

The following example shows the Calendar view of this shift named First Shift.

Documentation (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout -
Aoverbrid el S D R N
ever ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Contacts @@
Contacts Uploads Groups Rules Scheduling 0
| [ catendar
[ INACTIVE ] ‘ wake Acive | @
Calendar Name Shifi(s)
Primary Oon-Call ‘ Manage Staff ‘ Calendar ID: 26414048870444
y Jun1-7 2014
Page |1 of 1| zs B3 > today week | day
Sun 61 Mon 6/2 Tue 6/3 Wed 6i4 Thu 6/5 Fri 6/6 Sat 6/7
06:00am - 02:00( |06:00am - 02:00( [06:00am - 02:
—> First Shift First Shift First Shift
25 5 25
Triangle or Link ——————————®» »shitstn) | mosnn \HH
Privacy Terms ofUse © 2014 Everbridge, Inc. » - - -

EVERBRIDGE SUITE USER GUIDE
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5 Repeat steps 2-4 for each shift of a particular calendar.
As you create additional shifts, you can use the Calendar view to ensure you are covering
the time frames as intended. Now you are ready to manage staff for each shift.
6 Proceed to the procedure To add staff to a shift, as needed.
To edit a shift
1 From the Scheduling sub-tab, ensure that the desired Calendar Name in the left-hand
pane is selected.
2 Under the calendar in the right-hand pane, select the triangle or the link: Shifts (N)
where N is the number of created shifts.
The list of shifts is displayed.
Documentation (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout -
' ® fgd = = ¢ & 9
Ae‘g’f;rbrldge Dashboard Ui ] i Reports Settings Access
Contacts @
Contacts Uploads Groups Rules Scheduling 9
| Calendar |
- EELED | veeacie | @
Calendar Name Shift(s)
i = 5 Calendar ID: 26414048870444
—— - Primary On-Call | 1nage siait = | alenas
Fage 1 of 1 2 . £ > today Jun1-72014 week | day
Sun 61 Mon 6/2 Tue6/3 Wed 6i4 Thu 6/5 Fri 66 Sat 6i7

06:00am - 02:00| [06:00am - 02:00( |06:00am - 02

First Shift First Shift First Shift
25 5 £
10pm
11pm
w Shifts(1 | o snit | ‘ Delets |
] Shift Name Last Modified
- s First Shift 2014-06-05 11:09:539 PDT
Fagalt Jefl <o v View 1-1af 1

Privacy Terms of Use © 2014 Everbridge, Inc. - - -

3 Click check box and the Pencil icon of the shift to be edited.
The Add/Edit Shift dialog is displayed.

4 Change the fields as needed, and click Save.
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(Review the steps in the procedure To create a shift on page 208 for details about each
field.)

To delete a shift

1 From the Scheduling sub-tab, ensure that the desired Calendar Name in the left-hand
pane is selected.

2 Under the calendar in the right-hand pane, select the triangle or the link: Shifts (N)
where N is the number of created shifts.

The list of shifts is displayed.
3 Click check box of the shift to be deleted.

4 Click the Delete button.
The Delete Shift dialog is displayed.

Delete Shift

Are you sure you want to delete this shift from this
Calendar?

All staff assignments on this shifts will be deleted
as well

] Cancel

5 Click Delete.
The shift and all staff assignments on this shift are deleted.
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Working in Staff View

When you have a shift, you can add staff to the shift. In Staff view, staff members are listed
along the left-hand side, and their shifts are shown in the calendar.

Documentation (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout -

Aseverbrid @ . . .
everori ge Dashboard ui Contacts Reports Settings Access
Contacts @
Contacts Uploads Groups Rules Scheduling 0
= Scheduling home
Primary On-Call — m
| eysar | < June § - 14,2014 » Week Day
Name Sunday 6/8 Monday 6/9 Tuesday 610 Wednesday 6111 Thursday 6112 Friday 613 Saturday 6114
o Galegos @152309740) EHEm mmn mmn @mEr 2 mEm O mED O meEm
Cindy Kwak (8185772382) n First... First... First... First... First... First... First ..
Sheila Margan (3135772219} u First ... First ... First... First ... First... First... First ..
Bras e 185772221 Em mmn my #mEr o ;mEw O mED O mem o 6
Crele Bemet (1857722010 [~ | == == == seco. | == == ==
SNt Bennet (3 22518) [~ | == == == seco. | == == ==

To add staff to a shift

1 From the right-hand pane, next to the calendar name, select the Manage Staff button,

and select Staff View.

NOTE: Alternatively, you could select a silhouette from a date on the Calendar view,

then click Add staff to this shift.

2 Select the + Staff button (or, if you have no staff members listed, select the link: start

adding them).

CONFIDENTIAL
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The Add/Edit Staff dialog is displayed.
e

Shift: First Shift
(O single day(s) Days: “nn..n Start Date: |
T BT End at: No end date
® Rotation Every: 1 week(s)
Individuals
[] Eirst Name ML Last Name « Suffix External ID Individuals Remove
[ Nicholas Allison MP-0002 ~
[ craig Barrick 8185772201
[] Sharon M Bennett 3.22E+18
[ Scott Colby 8185772220
[] Brad Currier 8185772321
[ Luey Kajimoto 8182300732
[ Cindy Kwok 8185772382 v
Page 1 of 1 10
m | cancel
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3 Optionally, use the Advanced Search feature to your search. Select the field on which to
search, select from the Condition from the drop-down list, then type your value.For
example, to find all contacts who are located in ZIP code 91203, select Location Postal
Code, is equal to, then type 91203.

Add/Edit Staff x
Shift| First Shift

Single d: :

~ OOECEEE - -

Date range

End at: MNoenddate ¥
* Rolation Every: week(s)
Individuals
Individuals -

Advanced Search X HEmove

Field Condition Value

Location Postal Code is equal to v ‘91203 | i }

Add Filter Search: Select Field

[ P

o]
|| First Name ML Last Name « Suffix External ID
[ Craig Barrick 8185772201 -
) Sharon [l Bennett 322E+18
) Scott Colby 8185772220
[J Brad Currier 8185772321
L] ¥vonne Gallegos 8182309748
L) Luey Kajimoto 8182309732
[ Cindy Kwak 8185772382

Page 1 of2 s> w1 | 10
o T

4 Atthe top of the Add/Edit Staff dialog, enter the information as desired for this shift by
individual. Use the following table as a guide.

Field Name

Description

Single day(s)
Date range

Rotation

Single day(s)—click the respective radio button, then click the
Calendar icon to select the day. Click the link: Add another to
continue adding single days.

Date range—click the respective radio button. For Start by, click its
Calendaricon to select the Start by date. For End at, click its Calendar
icon to select the End at date.

Rotation—click the respective radio button. To rotate shift coverage,
you can select individual days, how often (in the Every ___ weeks
field), a Start Date (click the Calendar icon to select the Start Date),
and an End by (No end date or click the Calendar icon to select the
End Date).

Individuals

Select the check boxes of the individuals for this shift.

5 Click Save.

Each staff member is listed in the left-hand pane.

CONFIDENTIAL
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Managing Staff and Shifts

There are different ways to manage your staff and shifts. You can manage by means of the
Calendar view, or the individual Staff or Shift view.

Staff View

From the Staff view, select the Down Arrow of the individual you want to manage.

Documentation {Organization Admin) p Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
= Y

2 overbridae (\2 ] fgh = [ Lo Q,

N =hds g Dashboard Universe Notifications Incidents Reports Settings Access

Contacts @

<Scheduling home link

Contacts Uploads Groups Rules Scheduling 0
= Scheduling home ‘// Staff view
Primary On-Call Shifts
[ Staff <« June -7, 2014 »
Name Sunday 6/1 Monday 6/2 Tuesday 6/3 Wednesday 6/4 Thursday 6/5 Friday 6/6 Saturday 6/7
Cindy Kwok (8185772382) n o Bl B

I} Manage staff schedule

Sheila Morgan (8135772219) Add to other shift First _ First. First _

Make unavailable
Clear all shifts

{ |
. Privacy Terms ofUse & 2014 Everbridge, Inc.

You can select any of the following:
« Manage staff schedule—edit or delete this individual’s schedule.

« Addto another shift— add this individual to a different shift.
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«  Make unavailable—provide dates that this individual is unavailable, for example, on
vacation or holiday. The Calendar view for the individual displays "UNAVAILABLE",
removing the person from any shifts. The individual cannot be added to any shifts
while unavailable.

Documentation (Organization Admin) b Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
= L)
o @ ® ) = 2 %
SVerori ge Ds Unin i i i Contacts Reports Settings Access

Contacts @

Contacts Uploads Groups Rules Scheduling 9

oo o
Calendar Hame Shift{s)
Primary On-Call Calendar ID: 26414048870444
Primary On-Call

;
Jun 8 - 14 2014

Sun 6/8 Mon 6/8 Tue 6110 Wed 611 Thu 6112 Fri613 Sat 614

Cindy Kwok (Unavailable)

Sheila Morgan

Ianage stafing
Add staffto this shift

From the Staff view, select Make unavailable for an individual. The Make
Unavailable dialog appears. Select the dates that the individual is on vacation, for
example, and click Save.

Make unavailable x

Calendar: Primary On-Call
Staff: Cindy Kwok

_)single d: : 06~

v . . I
) Date range

) . End at: Specificdate ¥ 2014-06-12 Q
(# Rotation Every: 1 week(s)

Co =N
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The Staff view displays “unavailable” for the selected time period.

= L)
2 overbrid & gh = Y ¢ o) Q
EVErori ge D d ui i i i Contacts Reports Settings Access

Contacts @

Contacts Uploads Groups Rules Scheduling 0

Unavailable

= Scheduling home
Primary On-Call (In=ctive) sues (R

Staff < June 8 - 14,2014 »

Name Sunday 6/8 Monday 6/9 Tuesday 610 Wednesday 6/1 Thursday 6112 Friday 6113 Saturday 6/14
fuorne Gallsges (E12309748) [~ i s i i s i s i s TR 1]
unavailable unavailable unavailable unavailable

Cindy Kwok (8185772382) n First First First First First First First

Sheila Morgan (8185772219) n First First First First First First First

pres Cumer G1BETEEY K m i s i ] i s i ] i s i ] i |

e Clear all shifts—remove this individual from all shifts on this calendar.
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Shift View

Documentation (Organization Admin) »

Likewise, from the Shift view, select the Down Arrow of the shift you want to manage.

Aoverbrid & lgd = 2L ¢ £ Q
E everorl ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Contacts @

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

Primary On-Call

shift

Hame

First Shift

06:00 AM - 14:00 PM, 7 day

Contacts Uploads Groups Rules Scheduling
= 8cheduling home

<Scheduling home link

2]
‘,/Shlft view
«<
4 June1-7, 2014 » Week = Day
Sunday 6/1 Monday 6/2 Tuesday 6/3 Wednesday 6/4 Thursday 6/5 Friday 6/6 Saturday 6/7

Privacy Terms of Use & 2014 Everbridge, Inc.

You can select any of the following:
0 Manage staffing—edit or delete individuals’ shifts.
0 Add staff to this shift—the Add/Edit Staff dialog is displayed.

o Clear all staff—remove all staff from the current shift. When you select this option, you
must confirm the deletion of staff from the current shift.

Click < Scheduling home to return to the Scheduling sub-tab home page.

CONFIDENTIAL
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Reports

This chapter provides information about the Reports you can view and/or add.
The following topics are covered:

0 Overview of Reports
0 Quick Reports
0 Custom Reports
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Overview of Reports

The Reports tab allows you to view two types of reports:

0 Quick Reports are preconfigured and provide summary information with a few mouse
clicks.
0 Custom Reports allow you to select the fields you want to show and set filters on the
data.
Documentation (Organization Admin) b Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
o @ g = s (L & 9
A" 'brldge Dashboard Universe

Notifications Incidents Contacts Reports Settings Access

Reports @

Quick Reports

Motification Summary
Event Analysis p
Detailed Notification Analysis View Report
Escalation Summary

Addresses Outside Geo-Fence

Notification Summary Report

Custom Reports @

Create Report

B

Created On Created By Last Updated ~

No custom reports
Create one now

Page 1 of 1 s> w1 | 25 v

Privacy Terms of Use @ 2014 Everbridge, Inc.
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Quick Reports

The following quick reports are discussed:

0

0

Notification Summary

Event Analysis

Detailed Notification Analysis
Escalation Summary

Addresses Outside Geo-Fence

Notification Summary

Notification Summary shows the count and type of notifications sent during a time period.
Select the link: Notification Summary and the Notification History Summary page appears.
Select the date range (YYYY-MM format) and click Update. You see the number of
notifications sent by month and by type.

A bridge

@ -y = PO ¢ B
Dashboard  Universe  Nofifications  Incidents  Contacts QUM  Settings

Reporis > Notification History Summary ﬂ

Notification History Summary

Organization Name: Susan Stoba Test Organization
Total Notifications: 49

From: To:

Notifications by Month

34

Count
o
5

3 Pl B
W .4‘\ e
& & &

| I Notification |

Notification Types by Month
40
34
30
-
g
3 20
Q
10
10
5 5
N 0 -
5 g 3 & J
o 7 i N =
& ° ® Ol P

Standard 8 Polling @ Conference ) Quota |

Privacy Terms ofUse © 2014 Everbridge, Inc.
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Event Analysis

Event Analysis shows a summary of information across the notifications that are part of an
event. Select the link: Event Analysis. Select an event from the drop-down list and click View

Report.
Reporis > Event Analysis €
Event Analysis
Event name: Office Closure - June 7
Notification ID(s): 4402341480632
Total Confirmation Status Total Confirmations by Method

Confirmed Late: 0
BB unreachable: 0

‘ Confirmed: 3
W not Confimed: 1

-
£ 3
23
(%]
2
1
0 ;
Work Email
Notification ID Start Date Message Title Contacts Confirmation Status Confirmations by Method
10
Confirmed: 3
Confirmed Late: 0 £
2013-06-061 THIS IS A TEST - Office Clo Unreachable: 0 2 s 3
02341490832 G0190CDT  sure - Severe Weather ¢ ‘ |8 Nol Confimed: 1 d :

Work Email

On the Event Analysis report, you see the Event name and all the IDs of all the notifications
that part of the event. The charts show the total confirmation status and total confirmation
by path across all the notifications in the events. The Total Confirmation Status chart shows
the sum of recipients in each of the confirmation categories. The Total Confirmations by
Method chart shows the delivery methods that reached the contacts who confirmed.
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Hover the mouse over a pie chart to see the percentage in a segment. Hover the mouse over
a bar chart to see the total in a bar.

Reports > Event Analysis @

Event Analysis

Event name: Ofiice Closure - June 7
Notification ID(s): 4402341490632

Total Confirmation Status Total Confirmations by Method

Confirmed Late: 0
BB unreachable: 0

‘ Confirmed: 3
W not Confimed: 1

M
£ 3
5 3
o
Confirmed: 75.00 % I,\\s 2
1
0
Work Email
Notification 1D Start Date Message Title Contacts  Confirmation Status Confirmations by Method
10
Confirmed: 3
Confirmed Late: 0 £
2013-06-061  THIS IS A TEST - Office Clo Unreachable: 0 2 s 3
4402341490632 64940 CDT  sure - Severe Weather 4 ‘ 8 Not Confimed: 1 ¢ -

Work Email

Below the totals, there is a row for each notification that is part of this event. You can see the
summary results for each notification. The notifications are in order with the oldest one at
the bottom of the list, so you can trace the history of the event. Hover the mouse over the
Confirmation Status chart or Total Confirmations by Method to see totals per notification.
Also, if the confirmation status has shows “1/2", click the down arrow to see the second part
of the confirmations. Likewise, if it shows “2/2", click the up arrow to see the first part of the
confirmations.

You can also review Events from the Dashboard tab. See Event Overview on page 52.
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Detailed Notification Analysis

The Detailed Notification Analysis report shows a summary of information for a notification
that you select from the Detailed Notification Analysis list.

Detailed Notification Analysis

Stop - Group Created - 10 cycles

Details
Call Resuits

Hotification ID 4402341500907

Notification
Type

Start Date 2013-09-23
Start Time 14.05:04 CST

Standard

=Y | 5 0(0.00%) Attempted - Confirmed
) 50 (83.33%) Attempted - Not Confirmed
B 10 (16.67%) Attempted - Not Connected
I 0(0.00%) Not Attempted
I 0 (0.00%) Cther

Confirm: Yes

Call Throttling Mo

Duration 1hr(s)

Show details
Voicemail
Pt i Message Only

Attempts Over Time
Delivery Order Contact Preferred 20
Delivery Methods

M-Email

I-Mabile Phone 1-w5
M-One
M-5M8

SH
1

TTY/(TOD 2—#
MKIP
0
& ® & & &
& ol Ni & &
e n nBe N i

Show details

Call Results Summary

The Call Results summary displays a pie chart and the percentage of total calls in six ways:
0 Connected: Voice path made connection to the number.
0 Not Connected: Attempted, but no answer, line busy, no ring-back, or out of service.

0 Not attempted: Duplicate, no contact path defined, or notification expired prior to
attempting this path.

0 Confirmed: Member confirmed receipt of the notification on this path.
0 Attempted: Path has been attempted, but not yet confirmed.
0 Other: Additional call results.
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Call Results Details

Selecting the link: Show details displays the details of the call results summarized in the pie
chart and percentage of total calls.

Details
Call Resuits

Notification ID 4402341500807

Notification

Type Standard

Start Date 2013-09-23 0(0.00%) Attempted - Confirmed

B 50 (83.33%) Attempted - Not Confirmed
B 10 (16.67%) Atiempted - Not Connected
I 0 (0.00%) Not Atternpted

I 0(0.00%) Other

Start Time 14:05:04 CST

Confirm: Yes

Call Throttling Mo

Duration 1hr(s)

Message

Format ren

Hide details

Voicemail

Preforence  "1E55302 0nly

Call Results(per Delivery Path) Total % of Total

Delivery Order Contact Preferred Attempted - Not Confirmed
Delivery Methods

TTYTDD Not Confirmed 10 16.67%
f-Email
[1-Mabile Phone 1-wé SMS Mot Gonfirmed 20 33.33%
H-One SM3
M-SHS 1 E-Wail Mot Confirmed 10 16.67%
TIV/TDD 2—-#
il Wohile Member Not Confirmed 10 16.67%

Attempted - Not Connected
Not Connected — No Ringback 8 13.33%

Mot Connected - No Answer 2 333%

After a notification is sent, you can view the information regarding the status of each contact
attempt for all delivery method types. This is known as the “call result” on the Detailed
Notification Analysis report. If the contact confirms receipt of the message, then the call
result displays the date when the notification was confirmed.

0 Cadence: a successful connection was made, but no subsequent audio was detected, or
undefined sound was detected followed by silence. Detection of live person versus voice
mail could not be determined. This could be the result of either a live person answering
with "hello" and no subsequent interaction, or a very brief voice mail greeting.

0 Voice: the call was answered by a person (positive voice detected).

Call Result Description

0 Connected (Cadence) - Caller hung up A successful connection was made, detection of live
person vs. voicemail could not be determined. The
call was disconnected prior to delivery of the
message.

¢ Connected (Cadence) - Delivered A successful connection was made, detection of live
person vs. voicemail could not be determined. The
message was played, but no confirmation key press
was received.

0 Connected (Machine) - Caller hung up A successful connection was made. No key press
was detected to hear the message. Call was
disconnected prior to delivery of the message.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



A

228

Chapter 7 —Reports

Call Result

Description

Connected (Machine) - Delivered

Connected-Machine - Delivered

A successful connection was made. No key press
was detected to hear the message. Greeting and
Message were delivered.

Connected (Voice) - Caller hung up

Connected - Member hung up

A successful connection was made. A key press was
detected to hear the message. Greeting and
Message were not delivered, or partially delivered
prior to disconnect.

Connected - Message Delivered

A successful connection was made. A key press was
detected to hear the message. Message was
delivered, but confirmation key press was not
received.

Not Connected - No Answer

Not connected (No Answer)

Connection was not successful. The call was
attempted but the ring time duration was exceeded
without connection. Ring duration is 40-90 seconds,
depending on the call destination.

Not Connected - Restricted Number
Not dialed (Bad phone number)

Restricted Number

Call was not attempted. Everbridge restricts calls to
certain exchanges (for example, 911, 900, 555, 0).

Not Connected (Busy)
Not Connected - Line Busy

Call was not successful. A busy tone was detected.

S T OO

Not Connected (Timeout)

Not Connected - No Ringback

Call was not successful. The call was attempted but
the destination phone was unavailable to ring. The
contact phone may be turned off, or out of cell
range.

Not Connected - Out of Service

Not connected (Rejected)

Call was not successful. The call was attempted but
the destination phone provider indicated an out of
service tone.

Connected (Machine) - Not Conferenced

Connected - Machine - Not Conferenced

A successful connection was made. No key press
was detected to hear the message. Greeting and
Message were delivered, including conference
detail if configured by initiator.

Connected - Delivered - Not Conferenced

A successful connection was made. A key press was
detected to hear the message. Message was
delivered; the recipient did not press 1 to join the
conference bridge.

CFRIP

A successful connection was made. The contact is
currently connected to the conference bridge.

Email Not Confirmed

Data transmission was successful. The message was
not confirmed.

SMS Not Confirmed

Data transmission was successful. The message was
not confirmed.

Text Device Not Confirmed

Fax Not Confirmed

Data transmission was successful. The message was
not confirmed.

A successful connection was made. Data
transmission was successful. The message was not
confirmed.
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Call Result

Description

O

Connected - No Fax Machine

Connected - (Machine) - Fax machine error

The call was attempted but the destination phone
did not respond with a fax modem connection.

A successful connection was made. An error
occurred during data transmission.

Numeric Page Not Confirmed

Data transmission was successful. The message was
not confirmed.

TTY TDD Not Confirmed

IM Not Confirmed

Data transmission was successful. The message was
not confirmed.

Data transmission was successful. The message
was not confirmed.

Undeliverable

The contact cannot be notified because they do not
have the delivery methods selected for the
notification defined in their profile.

Not Attempted
Not Attempted - Duplicate Contact

Multiple selections of this contact were found for
this notification and de-duplicated.

NOTE: The Contact may have been selected
multiple times using different criteria (for example,
Rules and Groups).

Not Attempted - Duplicate Contact
Information

Multiple entries were found with matching contact
information for the same delivery method and were
de-duplicated (for example., business phone
numbers shared by multiple contacts).

EVERBRIDGE SUITE USER GUIDE
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Attempts Over Time

The Attempts Over Time section shows, in 5-minute intervals, the number of attempts per
delivery path for all delivery paths used in the notification.

Attempts Over Time Details

Selecting the link: Show details displays the details in 5-minute intervals per path type.

Attempts Over Time
2

N

Hide details

T
Y

Attempt | Delivery Attempt Attempt Attempt Attempt Attempt Attempt Attempt Attempt Attempt

Time  Method

2013-
09-23  M-Email
14:05:09

-
Mabile
Phane
1-w5

W-0ne
SNS
1313
1

T/
oD 2-

m
s

MwP

2013-

1

2

3

4

5

]

7

B

9

Attempt  Attempt Attempt Attempt Attempt Atiempt
10 1 12 13 14 15
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Escalation Summary reports show the escalations used in a notification.

Corporate Security (Organization Adi

Welcome Lucy Kajimoto (lkajimoto) | Help & Support | Logout

231

Privacy

Page 1 of 1) 25

Terms of Use @ 2014 Everbridge, Inc.

B orid ® =~ B0 = o
everori ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Reports 0

Quick Reports

Notification Summary Escalation Summary Report

Event Analysis

Detailed Notffication Analysis Flease select a notication

Escalation Summary TEST - Nursing Shift Available - 2014-01-31 16:40:59 CST
Custom Reports @

O Name Type Created On Created By Last Updated ~
O Notification with Escalations Notifications 2014-03-19 16:19:44 CDT Nelson Daza

2014-03-19 16:19:44 CDT

View 1-10f1
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Select the notification from the drop-down list and click View Report.

:orporate Security (Organization Adi

Welcome Lucy Kajimoto (Ik: 0) | Help & Suppori | Logout
@ -y = 2 ¢ B9
D Universe ] i Incidents Contacts Reports Settings Access
Reports > Escalation Summary o
Escalation Summary % Escalation Summai
Primary Notification: TEST - Nursing Shift Available
Notification ID(s): 4402341507731, 48382806595072
Contact Attempts @ csv
Total Confirmation Status Total Confirmations by Method
5 Escalation Level Contact Name First Attempts Confirmation Time
B 4 Dave Brown 2014-01-31 16:41:27 CST 2014-02-03 07-27:54 CST
. Nelson Daza 2014-01-3117:11:33 CST  2014-01-3117:13:21 CST
same fime: 2 E
S Claudia Dent 2014-01-3117:11:33 CST  2014-02-01 11:15:19 CST
2
Gaylene Kelly 2014-01-3116:41:27 CST  2014-01-31 17.02:28 CST
1
0
>
«
0l
& Page 1 of 1] 25 View 1-4 of 4
Escalation Level Notificaiton ID Start Date Message Titile Contacts Confirmation Status Confirmations by Method
4
Not Confirmed: 0
8 Unreachable: 0 o
1am available o wo. . 1 £ 2
Primary Contacts 4402341507731 2014-01-31 16:40:69 CST  TEST - Nursing Shift Available 2 | already have a shi. Z2
cannot viork: 0 J “
0 W
4
Not Confirmed: 0
B0 Unreachable: 0 >
| am available to wo. - 1 £ 2
Escalation Level 1 48382806595072 2014-01-31 17:11:00 CST  TEST - Nursing Shift Available 2 | already have a shi..- 1 g2
cannot viork: 0 L
]
z W
Privacy Temns of Use © 2014 Everbridge, Inc. S - -

CONFIDENTIAL EVERBRIDGE SUITE



Quick Reports

Z

233

When viewing the report, you can click the Escalation Summary link to print or save the
report as a PDF file. In the report, you can see a list of contact attempts in ascending,

chronological order.

Escalation Summary

Organization: Susan Staba Test Organiation
Confirmed Responses Needed: 1
Total Confirmation Status Mo results yat
contrmed: 0
W Confrmed Late: 0

W Unreachabie: 2
W ot Contemed. o

Escalation Summary

Qrganization: Susan Stoka Test Organizstion

Message
Chemical spill at Wall 5t
There is a chemical <pill at our Wall 5t location.

Hazmat team report there. 4l others evacuate.
unti you receive all clear message!

Escalation Notificalton ID  Start Date
Level

Prmary Contacts 4402341507990 20140213

Escalotion Level 1 4832806595785 20140213

Escalation Level 2 92363271706615

20140213 0

Settings
Sender £-Mall Display:

Sander caller i0:

Delivery Order:

Delivery methods:

Apply Volca Delivary Throttle Rules
Notification Duration:

Cantact Cycles:

Cycle Interval

Delivery Method interval:

Valce mall preference:

Canfirm:

Mabile Member App Settings:

Language: enUs
Message Titlle Contacts Confirmation Status  Confirmations
by Method
Confimec: o
Conirmes Lacs: 0
reach
133:22PST Chemical soll at Wal St 2 hat Cor No results yat

138:30 ST Chemical sl at Wall St 4

14340 PST  Chemical soll at Wal St 5

susan stoba@everbridge com

Unied Kingdom: 22704807

Germany: 236642820

sustralis 00:

New Zealand: 36692114

Unied States: B186414421

China: 0000000000000000000

Contact Preferred

1. Primary email
2. M

o

Lhris)

©min(s)
@ min(s)

No Message

ves

1. Alow Sharetrue

2. Request image:true

3. Request Comment:true
4. Request Location:true
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Addresses Outside Geo-Fence
Use this report if you enabled a geo-fence for your Organization AND you selected the
option "Add addresses even if outside the geo-fence".

The Everbridge Suite application will compare all addresses in your contacts to the geo-
fence enabled for your Organization. The comma-separated-values (CSV) file available via
the "Download" link will contain the contact and any address outside the current geo-fence.

NOTE: If you make changes to your geo-fence, then the report will list only addresses
that fall outside the geo-fence at the time you run this report

In the following example, three addresses are outside the geo-fence.

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

®@ g = 2 ¢ 9

-A‘-' VEIl brldge Dashboard Universe Notifications Incidents Contacts Reports Settings Access

Documentation (Organization Admin) ¥

Reports > Addresses Outside Geo-Fence (@)

Addresses Outside Geo-Fence

Organization Name: Documentation
Total Contact Addresses Outside Geo-Fence: 3 Download

Contact Records by Record Type Outside Geo-Fence

Wember Portal: 1
B Employee: 1
B optin: 1

Privacy Terms of Use @ 2014 Everbridge, Inc.
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Select the Download link to save and open a CSV file (Microsoft Excel spreadsheet) listing
the three individual addresses.

- N
9|+ ¢1d61e28-31d7-4€16-b022-baSa75d4dela [Read-Only] - Microsoft Excel (=[S [
Home Insert Page Layout Formulas Data Review View Acrobat [ 0 = @ B

g% v ShWrap Text General - ij‘ ﬁ g} E- E /i_\ ;:ﬂ [‘ﬁ

EMerge & Center - | § + % s | %3 9 Condiional Format Cell | Insert Delete Format Sort & Find &
Formatting = as Table = Styles - - - ~ Filter~ Select~
Clipboard 1 Font 2 Alignment 7 Number 2 Styles Cells Editing

AL - fe | First Name ~

B C D E F G H 1 J K L M N o P (o} R :

1 |[First Nam.MiddIe Ini Last Name Suffix External IlCountry Business I Record Ty Groups  Location 1Street AdtApt/Suite City 1 State/Pror Postal Coc Country 1 Latitude 1 Longi{ |
2 Happily Li Beijingd3 CN Member Portal Work 53 Dongsi Jiang22 Beijing  Beijing 100007 CN 39.93245 1164
3 Linder Wang Opt-in Work 535 Donglian 22 Do Bel Beijing 100007 CN 39.93242 116.4
Employee Work 275 Donglian 22 Do Beijing  Beijing 100007 CN 39.93186 116.4

4 Lemon Tu

27

20
4 4 ¢ M| cld61e28-31d7-4e16-b022-ba5a75d m< il
Ready \
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Custom Reports

From the Reports sub-tab, select the existing custom report you want to use or add a new
custom report. By adding filters, you limit the report to only the details in which you are
interested. If you do not use a filter, your report will contain all the records in the database.

For example, to filter a report to show only the priority notifications, rather than all of the
notification types, drag a field to the FILTER panel. Then, select a condition for the field. In
this example, the value “is equal to” indicates “true” (versus “false”). Next, enter a Parameter
or value to meet the criteria. In this example, type Priority. Finally, click Run Report to
preview the results.

You can generate a report on members of a specific group from Custom Reports. Or you can
use the Advanced Search feature from the Contacts tab to download a list of members of a
specific group. See Example Using One Filter on page 139.

To add a new Custom Report

1 From the Reports tab, click add Report.
The add Custom Report page appears.

A bridge

@ ) = 2 ENUEN & 3

Dashboard Universe Notifications Incidents Contacts [ET Settings Access

Reports > Create Custom Report 0

Report type: | Notifications

w Notification Details
Notification ID
Conference Access Code
Conference Phone Number
Confirmation Requested
Contact Cycles
Delivery Method(s)

End Date

Message Body
Message Format
Message Language
Message Title

Notification Duration

Build
FIRST: Select a report type, then drag over the DATA (Al the information that will appear in your repor)
fields you want.

Remove All
Field
A Notification 1D

FILTERS (OPTIONAL - Parameters you set that wil limit the data you see)

Remove All

Field Condition Value

Add filters from the list at left

Save this report

Privacy Terms of Use @ 2014 Everbridge, Inc.

2 Onthe left-hand pane, select a Report Type from the drop-down list.

NOTE: When you add fields to the DATA section, they are added at the bottom of
the list. When the fields are displayed in the report, they are displayed left to right.
Make sure to add the fields in the order you want them to appear in the report (left to
right).
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3 Select from the details available for the report type you selected, and while holding
down the mouse button, drag the data field name to the DATA panel. Release the
mouse button.

(If you change your mind, click the Trash Bin next to the undesired field name.)

4 Repeat step 3 for all details you want in your custom report.

5 Setfilters to narrow down the data to the values in which you are interested. The
parameters you set here will limit the data you see. For example, you might only want to
see notifications that were started before a certain date.

a Select from the details available, and while holding down the mouse button, drag
the data field name to the FILTERS panel. Release the mouse button.
Information in the FILTERS panel is optional.

b  Select the desired value from the condition (Equation) drop-down list. Depending
on the data type of the field — String, Number, or Date — your options differ.

¢ Type the value in the correct format for the data type in the Parameter field. For
example, a Date data type must be in YYYY-MM-DD format. This field offers a
Calendar icon, from which you can select the desired date. The String data type can
be any alphanumeric characters, and the Number data type can be numeric
characters.

6 Repeat step 5 for each optional FILTER.
If you change your mind, click the Trash Bin next to the undesired field name.

7  Click Run Report to preview the results.
Use the Page Controls at the bottom of the page to view the records. Use the drop-
down list to set the number of records to display on each page. Step through the pages
using the page controls (First Page, Previous Page, Next Page, Last Page).

8 Continue to add more filters by repeating steps 5 through 7 if you need to reduce or
expand the number of records in the results.
Once the report has been configured and the preview shows you the data you want to
see, you can export the results to a PDF file or a Microsoft Excel file. Many software
applications, including Microsoft Excel, can open a CSV (Comma-Separated Value) file.

9 Select afile type to which to export: PDF or Excel.

10 To save the report, type a custom report name and click Save.
The report is added to the Custom Reports list on the Reports tab. To run the report
from the Custom Reports list, click the report name, and when it opens, click Run
Report. You can save the report with a different name by typing a new name and
clicking Save.
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To delete a single report

1 Click the Trash Bin next to the undesired report name.

2 Click Yes to confirm the deletion.

To delete multiple reports

1 Select the check box next to each of the report names you want deleted.

2 Click the Delete button.

3 Click Yes to confirm the deletion.
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User and Role Management

This chapter provides information about User-Role management using the Access tab.

The following topics are covered:

0 Overview
0 Managing Users from the Access Tab
0 Reviewing Role Types and Permissions

0 Uploading Files

EVERBRIDGE SUITE USER GUIDE
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Overview

A user can be assigned as an Organization Administrator and other roles within the same

organization. The Organization Administrator can switch among the different roles to view
resources.

If your Account Administrator gives the Organization Administrator access to user and role
management, then an Access tab appears in the navigation bar for the organization.

From the Access tab, there are three sub-tabs:

0 Users: Displays a list of users of the current organization. Organization Administrators
can add users, edit users, and delete users. Users can be disabled and enabled.

0 Roles: Displays the roles and their permissions and assigned users of the current
organization.

Select the Permissions Grid link to display a table of all role types and their
corresponding permissions at one glance. Refer to Permissions Grid on page 254.

0 Uploads: Identical to uploading contacts, Organization Administrators can upload
users.
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Managing Users from the Access Tab

From the Organization Level, only if given permission, the Organization Administrator can
add, edit, or delete users.

NOTE: Atthe Account Level, the Account Administrator manages users and roles. See
Roles on page 5 and Managing Users from the Users Tab on page 23.

To add a user from the Organization Level
1 Login as an Organization Administrator.

2 Selectthe Access tab.
3 Select the Users sub-tab.

4 Click Add User.
The Add User page appears.

Documentation (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
o = Y
L. e ® @ = =2 e = K
- g Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Users > Add User @
General information
*First Name Owmer Documentation
Middle Initial
*Last Name
Suffix Selact. v

*Email Address

$80 User ID

Contact Link with an existing contact record

Role information

Default Organization Role Type Role Name
Dispatcher [v] © AddRale
E Cancel

Privacy Terms of Use © 2014 Everbridge, Inc.

In the General Information pane, type the user name and email address.
6 If you have Single Sign-On functionality, type the user’s SSO User ID.

7 Optionally, click the link: “Link with an existing contact record” to link the user record
with a contact record. This link is useful if you want to send messages just to your users,
and/or if you plan to allow users to edit their contact information via the private portal.
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This contact record must already exist in order to link the record with the user.

Documentation (Organization Admin) »

‘Welcome Lucy Kajimoto (lucykajimoio) | Help & Support | Logout

Am ‘erbrid (2] -y = 18 (5 o] Q
everbriage Dashboard ~ Universe  Nofifications  Incidents  Contacts  Reports  Settings RG]
Users > Add User o
f g i i isting x
General information Link with an existing contact record
*First Name Search Contacts Q
L Sl Eirst Name Last Name - External ID
*Last Name
O Nicholas Allison MP-0002 A
Suffix Select. ~]
(O Craig Barrick 8185772201
* Email Address
T (O Sharon Bennett 3.22E+18
Contact Link with an existing contactrecord | < Scot Calby 8185772220
O Brad Currier 8185772321
Role information )
O Cindy Kwok 8185772382
Default Organization Role Type| v
() Sheila Morgan 8185772219
< >
Page1  of1 10 View 1-9 09
Dispatcher @ Add Role
=3 Con [N
Privacy Terms of Use © 2014 Everbridge, Inc. - - S ed -

Select the organization in the account where the contact record has been added.

o o

Search for the name of the contact (the user name).
Select the record.

Click Link.

To break the link between the record and user, in the Contact field, click the Trash
Bin.

Q N

8 Inthe Role Information pane, select the Role for this user from the drop-down list.

9 Click the link: Add Role.
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The role has been assigned to the user.

Documentation (Organization Admin) b

‘Welcome Lucy Kajimoto (lucykajimoio) | Help & Support | Logout

‘brid ® -y s ¢ f o) Q
everbriage Dashboard ~ Universe  Nofifications  Incidents  Contacts  Reports  Settings [V
Users > Add User e
General information
*First Name Lemon Owner Documentation
Middle Initial
*Last Name Tu
Suffix Select. [~]
*Email Address Lemon. Tu@Everbridge.com
$80 User ID
Contact Link with an existing contact record
Role information
Default Organization Role Type Role Name
@] Documentation ‘Organization Admin Organization Admin 1
Dispatcher @ Add Role
=3
Privacy Terms of Use © 2014 Everbridge, Inc. . -

10 Repeat steps 6 and 7to add mor

e roles for this user.

(At the Account Level, the Account Administrator can additionally add organizations

and roles.)

Documentation (Organization Admin) »

‘Welcome Lucy Kajimolo (lucykajimoto) | Help & Support | Logout

- S— ® o = ¢ Ll A
b crori ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Users > Add User @
General information
*First Name Lemon owner Documentation
Middle Initial
*Last Name Tu
Suffix Selact.
*Email Address. Lemen. Tu@Everbridge.com
§80 User ID
Contact Link with an existing contact record
Role information
Default Organization Role Type Role Name
Documentation Organization Admin QOrganization Admin o
@] Documentation Mass Notification Operator Mass Nofification Operator i §
Dispatcher [¥] © AddRole
=3
Privacy Terms of Use © 2014 Everbridge, Inc. . e
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NOTE: The user can have multiple roles in an organization.

11 Click Save.
The User Management page is displayed.

Ownership

If the Account Administrator uploads/creates users, the owner is the account name. If the
Organization Administrator uploads/creates users, the owner is the current organization.
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If a user has a role in more than one organization, it is automatically owned at the Account
Level. Organization Administrators can see these users, but they cannot edit these users, as
they are owned at the Account Level. At any time, the Account Administrator can add new
roles in different organizations and take ownership of this user.

Ascyerbridge

Metifications.

Welcome Lucy Kaimolo (ucykajimolo) | Help & Sepoorl | Logoul

o

AL
Contacts

Users > Update User

General Information

] AOTMAATITTZ
Usemame

* First Nams Michaal

Macidla Inizial

* Last Name Adscander

Sl Salect ~|

* Email Addrass MKhasl Alan s Evertaage. com

S50 User I

Contact
Rols infermation

Defaun Organizaticn Role Typa

Cancel

Dieete

Mew L% S04 Account )

CM

Last updated dat
20140320 1115

e
17 POT

Last updated by:

Registration invites sent
Fxpination dste:

Regisiration success date:

Usar s not registernd

Account Admin

Privary  Tems ofUse © 2014 Everbrioge, nc.

Documentation (Organization Admin) Welcome Lucy Kaimolo (lucyksfimolo) | Halp & Sugeor | Logout A
Aseverbrid @ @ L | a e & a
ik riage Dushboard  Universe  Notifications  mcidents  Coetacts  Reports  Settings IRRRIET)
Uzt > Updste User
Delele Sord lmike
Created date:
General Information 1-20 021991 PST
0 AROFMAATISND Crwmr Documentation
Usemama
Last updated date
20160011 095834 POT
“ Firet Name Lamon e c
Last updated ty:
Micidio Inisiat Luey Kapmoly
Feglstration invites sent:
“Last Nama Tu
Expiration date:
Saffx Suact =] Registration success date:
* Email Addrass Lemon. TEEverbrdge com
Usar is not registernd
S50 User I
Contact
Rols infermation
Defaun ‘Organizanon Role Typs Role Name
Documantation Mass Notication Cparator Mass Notsication Cparator a
L] Documantation Crganizason Admin Organization Admin a
Duata Manager [~] © Ao Hoe
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User Management

The User Management page displays a list of users of the current organization. You can see if
the users are registered, their names, the number of roles per user, the last date modified,
and by whom the record was modified. Organization Administrators can manage users; that
is, add users, edit users, and delete users.

NOTE: To upload a batch of users from the Organization Level, see Uploading Files on
page 256.

‘Susan Stoba Test Organization (Organization Admin) »

Welcome Lucy Kalimoto (lucykajimoto) | Help & Support | Logout

(2] g = 22 ¢ =] a,
J\E bridge Dashboard  Universe  Mofifications  Incidents  Contacts Reports  Settings [0St
Users Roles Uploads
- Send Invits Dovnload Add User Q, | Advanced search Reset
O Registered First Name Last Name - Role Last Modified Date Last Modified By
O # Yes Evie Kennedy 3 2014-02-12 09:18:50 PST Lucy Kajimoto
Page 1 of 1] 25 ~] View 1-10f 1
Privacy Terms of Use & 2014 Everbridge, Inc.
User Status Description
Envelope The user is not yet registered. You will need to send an invitation to the user,
== asking him or her to register.
Select the check boxes in the rows containing the users’ names and click
Send Invite. Or, click the Envelope icon in the row containing an individual
user's name. When the user receives the email, he or she can select the link
to go directly to the Registration page. Once registered, the user becomes
active and can use the system.
Grey circle The user is active, but not currently logged in.
Greencircle The user is active, and currently logged in.
°

To use Advanced search

You can use the Search feature to find a user by First Name or Last Name. To search by other
filters, use the Advanced search feature.

1 From the Users tab, click the link: Advanced search.
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The Advanced Search pane appears.

Privecy TemaolUse © 2014 Everbridge, Inc. o siinm Sos dos

AC verbridge Dunqam uu?m um?mou milim ca:::n Fmeem s-:::n
CCass

Users. Roles Uploads
Advanced Search x

Flakd Condition Valug
Add Filter Search: [Select Feid ||
s JIES

- Send krvle Dowrioad [ Q Advanced search Resel
O Eeqistered [Eirst Hame Last Ham - Robe Last 1 By
O & Yios Luey Kajimate F 2014-03-11 11:05:03 POT Lucy Kagmatn
0 # = Lomen Tu H 2014-00-11 05.50.24 POT Lucy Kafimelo
0 # [=] Lemen Tu 2 2014-03-19 145324 POT Lucy Kaimeto
Page + ol [v] View 1-3.003

2 From the Add Filter Search field, select the desired field from the drop-down list.

port | Logout

Uploads

O Registration invies Sent Last Hame - Rale
Crealed By

a s ol Lazt Undated By Lucy Kajenots Fl
Fiole
Registrat
e Lemon T F]
User Name

= Lemon Tu H

Privacy Yaoms ofUse © 2014 Everbridge, Inc. el @ dam

Last Mudified Date

20140311 11:08:03 POT

20040311 RS2 POT

20140318 145324 FOT

Liscy Kagmoto

Lucy Kapmoto

Lucy Kagmoto

View1-deld

247
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Decumentation (Organization Admin)

Chapter 8 — User and Role Management

Depending on the field you select, a Condition drop-down list and Value (either a text
box or list from which to choose.

a Select the Condition.

b  Type orselect the Value.

4 Click Search.

The users matching your filtered search are displayed below the Advanced Search pane.

Welcome Lucy Kalimeie (lucykajmeto) | Help & Support | Legout

L ® @ = a2 ¢ = K
Zsseverori ge Lashboard Universe Notifications  Incidents Contacts Heports Settings  =<12Y
Users Roles Uploads
Advanced Search x
Freld Condition Value
containg ] Data Manager a

Dispatchy
(Group Mar-Scheol Districts
Incadent A ratar
Incsdant Oparator - Arside
Incident Operator - Imernal
MN Opesattor
Mass Nolification Operator
Organization Admin

Add Fitter Search: Sedect Field ﬂ

- Send levite Dowmisad £ A User Q zAdvanced search Hase!
O RBegistered First Name Last Nawne: = Rusder Lasst Modifies] Dite Last Madificsl By
L # Yes Luy Kajimeto 2 2014-03-11 11:08:03 PDT Lucy Kafimoto
Page of 1 ~| Wiew 1-10f1
Privacy TemnsofUse @ 2014 Everonioge, INC. o deinm &b don b
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To edit a user profile from the Organization Level

1

2

3

Login as an Organization Administrator.
Select the Access tab.
Select the Users sub-tab.

Click the Pencil icon next to the user’s name that you want to modify.
The Update User page is displayed.

Make your changes.

See step 5 through step 11 of the procedure To add a user from the Organization Level on
page 241.

Click Save.

To delete a user from the Organization Level

1

2

3

Login as an Organization Administrator.
Select the Access tab.
Select the Users sub-tab.

Click the check box in the row containing the specific name, and click Delete. (Or, you
can edit the user's profile, then click Delete from the Update User page.)

Click Yes to confirm the deletion.

To temporarily disable a user at the Organization Level

To disable users so they cannot log in, but without deleting their records, perform the
following steps. Use this procedure to enable a disabled user as well.

1

2

3

Login as an Organization Administrator.
Select the Access tab.
Select the Users sub-tab.

Click the Pencil icon next to the user’s name that you want to modify.
The Update User page is displayed.

Click Enable/Disable.

Confirm the inactivation.
The user’s name is grayed out on the list.

To return to Active status, return to the user’s Update User page and click Enable/Disable. Be
sure to confirm the change.
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Susan Stoba Test Organization (Organization Adm

‘Welcome Lucy Kaiimoto (lucykajimoto) | Help & Support | Logout

2 ¢ ) aQ

@ g

HAseve rbridge

Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Users > Update User o
Enable/Disable ‘ ‘ Send Forgot Password Email | | Delete | Record Informa
E = Created date:
General information 2013-10-03 13:01:12 PDT
ID: 4402341479314 Owner Susan Stoba Test Organization Created by:
Susan Stoba
(1] E L
'sername: eviecameron g Llpdﬂled e
2014-02-12 09:18:50 PST
*First Name Evie
Last upgaled by:
Middle Initial Lucy Kajimoto
Registration invites sent:
*Last Name Kennedy 2013-10-03 13:01:59 PDT
Registration success date:
Suffix Select 2013-10-03 13:04:35 PDT
*Email evie cameror il.com
User is offline
Contact Link with an existing contact record
Role information
Default Organization ‘Role Type Role Name
® Susan Stoba Test Organization Organization Admin Organization Admin fl
Q Susan Stoba Test Organization Data Manager Data Manager i |
O Susan Stoba Test Organization Group Leader Group Manager f
Dispatcher - Chemical Spills [v] © AddRole
= (o
Privacy Terms of Use & 2014 Everbridge, Inc. 0 S0 el

NOTE: If you are using Single Sign-On (SS0), you must upload with a role. If you are not
using SSO, you can upload without defining a role.
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To select your organization and role

Users could have multiple roles in an organization. If so, they can perform the following steps

to select an organization and role different from the default.

1 Verify that you are using the desired organization and role.
When you login, the default organization and role appears in the top left-hand corner of

the screen.

2 To change the organization, if you are assigned more than one organization, select the
Right arrow that is located just after the account/organization (role) name.

The Organization(s) menu appears.

‘Susan Stoba Test Organization (Group Manager) “

Notification Count

In Progress [ Last7days ([

Event Overview

‘Welcome Lucy Kajimoto (lucykajimoto3) | Help & Support | Logout

- Organization(s) - | (’E‘) L c
Documentation b [se  Nofifications  Contacts  Reports
‘Susan Stoba Test Organization »
o
QBT T Notification Report Overview [~ Y=] Contact Records by Record Type [-]=]
Last 30 days 0 You have no notifications to display No results yet
()=

No events to display

Privacy Terms ofUse & 2014 Everbridge, Inc.

3 Hover the cursor over the desired organization name.

EVERBRIDGE SUITE USER GUIDE
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The roles to which you are assigned are displayed in the Role(s) menu. The role that you
are currently using is highlighted.

‘Susan Stoba Test Organization (Group Manager) ‘Welcome Lucy Kajimoto (lucykajimoto3) | Help & Support | Logout
é‘& ! - Organization(s) - [ (’E’) L c
: evel brldge Documentation » »orts
-Roles - %
S Test Organtzation b Incident Administrator )
Notification Count QO | Nofifica  Oroznization Admin [~ }(=] Contact Records by Record Type [-]=]
In Progress B Last 7 days u Last 30 days m You have no notifications to display No results yet
Event Overview )=
No events to display
Privacy Terms of Use © 2014 Everbridge, Inc. o - - + ae

4 Select the desired role.
The updated organization (role) is displayed in the top left-hand corner of the screen.

Documentation (Qrganization Admin) »

Welcome Lucy Kajimoto (lucykajimoto3) | Help & Support | Logout
) = n
2N overbrid @ g = n @ FOOC Y
everpri ge Dashboard Universe Nofifications Incidents Contacts Reports Settings Access
(7]
Notification Count @B wotification Report Overview ©M@  contact Records by Record Type (-] =]
In Progress [J] Last7days [J Last3 (0] gﬂlﬂ’t‘ilﬂ““" Documentation
vent:

Message Title: Chemical spill at Wall St
Start Date: 2014-02-21 12:01:24 CST

Event Overview [~ Y] ) -
‘Confirmed: 0 r -
Employee: 7
9 Confirmed Late: 0 = Employee
No events to display BB Unreachable: 0 (U2

B Not Confirmed: 1|

Show Details

Organization: Documentation

Event:

Message Title: This is a TTY Test - Quota
Start Date: 2013-12-09 12:55:13 CST

Mot Confirmed: 1
B unreachable: 0
| I Staff needed to chap_<0 |
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Reviewing Role Types and Permissions

In the Access tab, select the Roles tab and then the desired role to review the its
corresponding permissions for the organization.

[T Y

L T S S N N T Y

LT S S S
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Permissions Grid

From the Roles sub-tab, select the Permissions Grid link to display a PDF of all role types and
their corresponding permissions at one glance. Page 1 shows the Account Level and the
other pages show the Organization Level.

A bridge

Permissions Grid

Cross Organization Notification

‘Send notfications to contacts in any organization

Contact Upload

Upload and view contacts n any organizaton

User Management
Create, egi, delete and enable/isable users in any organization

Role Management

Assign pemissions and resources fo the users createdimanaged under the Lser
Managsment tao

Account Setting
Notifcations: Specéy settings that are appled to 3l broadcasts in all erganizations

Confacts: Specify settings that are applied to al contacts and groups in all
crganizations

Single Sign-On

ACCOUNT ORGANIZATION INCIDENT
ADMIN ADMIN ADMIN

GROU
MANAG!

MASS
NoTE INCIDENT

P DATA
ER DISPATCHER MANAGER oopoaron OPERATOR

- Everbridge, Inc. ©2014

Proprietary & Confidential

. bridge Permissions Grid
ACCOUNT ORGANIZATION INCIDENT GROUP DATA I‘II.UT\F INCIDENT
ADMIN N ADMIN  MANAGER DISPATCHER MANAGER OPERATOR OPERATOR
Access

UsarRok managamant

Dashboard
‘Wiew notification and incklent dashboard

Universe
Acoess Twiter akeris
Acoess weather alerts
Acoess NCA lerts
Use sefection 1005 1o Nighight contacts on the map
Acoess Modle Memoer messages
5210 3 NALME3N0N MM e UNMETSe 1D COniacts Seicted on e mag
Nafication bution wkiget

Notification
Pusish io Alerhs
Pubish to Wed Posting
Puish o Evertridge Network
Pudish to CMASWEA
‘Craate 3 e NOMC0N - 52nd NoW, ECEAUIE, S3VE 35 tempeate, S2nd IIow-sD
Manage aclive/sent nottcatons (ncuding siop, rebroadcast)
Manage seneduied 3na FECUIng NoTMRtons
EtDeiste 3n sxisting notoation tempiate
‘SENE an exIsiNg NEImCtoN tempiae
Eait Notifoallon seftivgs: Message content & Contacts
Motlle Websita
Craate, 20N 300 dsists MEssage BMplates

BRI

H oM M oM M R M M MK R

BRI

H oM M oM M R M M MK R

EIEIEIEIEIEIE

| pe| w e m e me w2 20

EIEIE IR

BB M oM B M M M MM

- Everbridge, Inc. © 2014

Proprietary & Confidential
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A bridge

Permissions Grid

ACCOUNT ORGANIZATION INCIDENT GROUP DATA lone  WCIDENT
ADMIN ADMIN ADMIN  MANAGER DISPATCHER MANAGER o io’l  OPERATOR
Incident
Launen and manage INcioents x x x x
Create, et and delete Incdent tempiates x x x
Creats, et and dslets INOMation Vanadies x x x
Contact
SCHEDULE MANAGEMENT
Creals, edi and celele scheduies X x Configure
CONTACT MANAGEMENT
View name and Extamal ID ONLY x * x * x
View, downicad 3l contact Information X 3 x Configure x
View. downioad and edit all contact Informaticn X 3 x Configure x
Upiaad contaets x x x Conngure x
Creats comacts x X x Conngure x
Desete contacts x x x Conngure x
GROUP MANAGEMENT
Create, edi and delete Groups™ X % x Configure x
Ad contacts to Groups™ x * x Configure x
Move and remove oontacts from Groups™ X 3 x Configure x
RULE MANAGEMENT
Create, edr and gekte nuies. x x x x x
Report
View Guick Reports X 3 3
Greale, et and delete INCKIENt GUSIDM Reports x x x
Creale, edll and delete Incilent Noiification Custom Reports X x x
Creats, et and dslets NOTICIoN CLSIM Reports x x x
Create, eall and delete Contact Custom Reports X x x x x

- Everbridge, Inc. © 2014 Proprietary & Confidential

A bridge

Permissions Grid

ACCOUNT ORGANIZATION INCIDENT GROUR o MASS  nciDENT
ADMIN ‘DM ADMIN  MANAGER DISPATCHER Manacer o MOT - oeeratoR

Qrganization Settings

Crganizstion - Edit base Infomation and login message x ®
Secare Messagng X E3
hiap - Edit defauit map views, custom man, point-address geo-codng, manags x x x
shape DGy 3nd IMpart region flies
Irteracave VisIDty - TUm weather Twiien moDIe/NGS alerts oniofl. and create new X X
aleris
Groadcast - St the default settings (sender Into, deery memods, =iz appled x x
all noffications 3omss e organizatn
Contact and Groups - Create record fypes, additional Information questions and % % X
subscrigtion felds.
MEmber Portal - EIE e S21LD, dSSign 3N COMENts Of 1N ONganiz3non's Memper X x
Pona
Mobile Manager
Send 3 notification x ® X X
Send a nolification using a tempiate X E3 X ® x
REDroancast 3 noMCnon x x x x x
S&na 3 notmeation Follow-up x x x X
Stop an Active natficaion ® ® b X x

- Everbridge, Inc. @2014 Propristary & Confidential
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Uploading Files

You can upload a .csv file, tar.gz file, or compressed (.zip) file. The maximum .csv, tar.gz, or
.zip file is 100 MB. When more than 100 MB, use Secure FTP. The rules and operations of
uploading users are the same as uploading contacts at the Organization level. See the
following sections of Chapter 5, Contacts:

0 Preparing to Upload Contacts on page 168 and Upload File Details next
0 Uploading a Contact Data File Manually on page 209
0 Uploading a Contact Data File Via Secure FTP on page 220

Upload File Details

Field

First Name
Middle Initial
Last Name
Suffix

Email

SSO User ID
External ID

Role Names

END

Organization Level

Organization Administrators can upload users with multiple roles in their organization. The
following table provides details about the column headings, from left to right, in the
org_user_upload_sso_template.csv file. The column headings must not be changed! If you
use your own spreadsheet, make sure your column headings use the exact case-sensitive
spelling and spaces.

Required Comments

Y

N

Y

N

Y

Y, for SSO only Required for SSO only

Y Required for “Link with an existing contact record”

N You must include a role with SSO uploads
You can have multiple role names per Organization. Separate role names
using the pipe (|) character. For example, for Organization Administrator
Bob Smith, his Roles Names cell contains the following: Dispatcher|Group
Manager. Bob Smith has two roles in organization “Airport Operations”.

N Although not required, it is a recommended technique to include "END” at

the end of every row. (In a spreadsheet, it is the last column heading.)

CONFIDENTIAL
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Field

First Name
Middle Initial
Last Name
Suffix

Email

SSO User ID
External ID
External ID ORG
OrgName 1

Role Names 1

Org Name 2

Role Names 2

END

Uploading Files 257

Account Level

Account Administrators can upload users in different organizations with multiple roles. The
following table provides details about the column headings, from left to right, in the
account_user_upload_sso_template.csv file. The column headings must not be changed! If
you use your own spreadsheet, make sure your column headings use the exact case-sensitive

spelling and spaces.

Required

< <X zZz2 < zZz <

for SSO only

z < z2 zZz <

Comments

Required for SSO only

Required for “Link with an existing contact record”

The Organization associated with the contact information.

Required if Role Names 1 is not empty

Required if External ID is not empty

Required if SSO User ID is not empty

You can have multiple role names per Organization. Separate role names

using the pipe (|) character. For example, for Bob Smith, his Role Names 1
cell contains the following: Dispatcher|Group Manager.

You can designate an Organization with no defined role
Required for External ID “Link with an existing contact record”
You cannot have a role without an Organization

You must include a role with SSO uploads

You can have multiple role names per Organization. Separate role names
using the pipe (|) character. For example, for Organization Administrator
Bob Smith, his Roles Names cell contains the following in “IT Division”: Data
Manager|Group Manager. Bob Smith has two roles in “IT Division”.

Although not required, it is a recommended technique to include "END"” at
the end of every row. (In a spreadsheet, it is the last column heading.)

EVERBRIDGE SUITE USER GUIDE
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To download the CSV template

NOTE: At the Organization Level, start from Access > Uploads. At the Account Level,
start from Users > Uploads. The following examples are from the Organization Level.

1

From the Uploads sub-tab, click Download Template.

‘Susan Stoba Test Organization (Organization Admin) » ‘Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
" ® g = - ¢ L] a,
Aﬁ Ver br|dge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Users Roles Uploads
- T &+
Refresh Download Template & Uploadtopodal [ emet Explarer 5T (7]
File Name Batch ID Fil What do you want to do with File Status Records Received Records Loaded
?
org_user_upload LK1 Not org_user_upload_template.csv?
o] e Gt 2w 21008822490115 1g 2 0
Size: 83 bytes
B org_user_upload LK1 csy  21008322400114 1g | From: portal-qal.everbridge.net 1 1
2= org_user_upload_LK1.csv  21998822490113 17 < Open 1 1
The file won't be saved automatically.
View 1-30f3
% Save
| < Saveas |
2 Respond to the question: What do you want to do with org_user_upload_template.csv

(or, at the Account Level, What do you want to do with the
account_user_upload_template.csv)? You can:

Open—Open the file so you can add organizations and users to the template, then

save it. (This procedure continues after you open the file. Go to the next step.)

Save As—Rename the csv file and save it.

Save—Save the csv file with the same name.

CONFIDENTIAL
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=6 ¥ ocut

Paste

FEEGHE

org_user_upload_template [Read-Only] - Microsoft Excel

) )

# %:b |
s o Ty

<g s | Conditional Format  Cel

Formatting = as Table = Styles
Styles

Insert Formulas Data

Review

Page Layout View  Acobat

Calibri 1o AT AT (S wrap Text

S A-

General M
153 Copy =

F Format Painter
Clipboard u

B I U~ - EMergeacenter - | § ~ % »

Font F] Alignment . Number Fl

o =3 0%
a@om@ =

I Autosum +
] Fin -
(2 Clear

g

Sort & Find &
Filter = Select =

Editing

T E‘ e
[==) _|
Insert Delete Format

Cells

A1 - e | First Name

1
2
3
4
5
6
7
8
9

10
1
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27

A B = D E F G H

First Name Middle Initial Last Name Suffix Email 550 User ID External ID Role Names

Details on page 256.

Click Save As and rename the file.

e[

Enter the information, one user per row, using the information from the Upload File

Continue to the procedure To upload your CSV file, next.

EVERBRIDGE SUITE USER GUIDE
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To upload your CSV file

NOTE: At the Organization Level, start from Access > Uploads. At the Account Level,
start from Users > Uploads. The following are examples when uploading from the

Organization Level.

1 From the Uploads sub-tab, click Upload to portal.
The Upload Users dialog is displayed.

‘Susan Stoba Test Organization (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support |

Logout

g = n
A h (2] g i= 22 [ [~ Q
_A{‘ ver brldge Dashboard  Universe  Nofifications  Incidents  Contacts Reports  Settings [EGLMLIY
Users Roles Uploads
Refresh Download Template f_: Upload to porial o
File Name Batch ID File Size Upload Date ~ Uploaded By File Status Records Received Records Loaded
B org usar upload LK1 Not 5100383240011 126 2014-03-03 08:41:02 PST Lucy Kajimoto 2 0
@ org_user_upload_LK1.csv  21998822490114 166 2014-03-03 08:27:16 PST Lucy Kajimoto 1 1
Upload Users

@ org_user_upload_LK1.csv 21998822490113 1 1

s larger than

View 1-30f3

2

Select the Upload Users link.

The Select file(s) to upload by ... dialog appears.

= Select file(s) to u

Lookcin: [ )] Lucy_CSV_Fies - 62 mE-
B Name Date modified Type “
e ] org_user_upload_LKL 3/3/2014 758 AM Micros
Recert Places
] org_user_upload_template 332014 T53AM  Micros =
" EQanz_ca 1/21/2014 831 AM  Micros
Desktap EJan_ca 1/21/2014 8:25 AM  Micros—
— B CsvTemplate 12/2/20137:34 AM Micros
= 5] AlIS_GroupParentRemove_CA 12/2/20137:21 AM  Micros
Libraries L] AlIS_GroupRemove CA_2 12/2/2013703 AM  Micros
il L] AlIS_GroupRemove CA_4 11/22/201310:53 .. Mieros
> EL] AlIS_GroupRemove CA_3 11/22/201310:43..  Micros
ey B AR ca2 11/22/201310:28 ... Mlicros
@ ] All4_RemoveGroup_CA_2 11/22/201310:13..  Micros
. £5] €SV_ChangingLocationhame 10/31/201312:54 .. Micros
:%’]csv Changinalocationhlamel 10/31‘:2013 1252.. Micros ™
Fi name | | Open
Files of type [Zip. csv targz or pap. "2 " csv:tar gz:" apal_v | Cancel | ||
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3 Navigate to the desired CSV file and double-click its upload name.
The selected upload name appears in the Upload Users dialog.

Susan Stoba Test Organi oto) | Help & Support | Logout

Z

261

L,@ org_user_upload_LK1.csv  21998322490114 166 2014-03-03 08:. Lucy Kajimoto X 1 1
Upload Users x

|_‘3@ org_user_upload_LK1.csv  21998822490113 1 1

View 1-30f3

org_user_upload_LK1.csv i §
Complete.

® g Fis o Q,
:\._‘-’Qrbﬂdge Dashboard Universe Notifications Incidents Contacts. Reports Settings Access
Users Roles Uploads
| Refresh | ‘ Download Template ‘ | j; Upload fo porial 9
File Name Batch ID File Size Upload Date ~ Uploaded By File Status Records Received Records Loaded
5] org_user_upload_LK1_Not 450475490115 126 2014-03-03 08:41:02 PST L i
Loaded-Critical.csv a . ) LA 2 g

4 Click Upload to Portal.
You see an Alert dialog indicating the upload of the file has started.

Susan Stoba Test Organization (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

@ ) S [ £ b

C‘-;-’C;r'br'idge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Users Roles Uploads
‘ Refresh ‘ | Download Template ‘ | f__é‘ Upload fo portal 9

File Name Batch ID File Size Upload Date - Uploaded By File Status Records Received Records Loaded

@ org_user_upload_LK1.csv 21998822490116 166 2014-03-11 10:21:09 PDT Lucy Kajimoto inprocess 0 0
org_user_upload_LK1_Not I .

@ Loaded-Crilical.cav. 21998822490115 186 2014-03-03 08:41:02 PST Lucy Kajimoto 2 0

@ org_user_upload_LK1.csv  21998822490114 166 1 1

We have started uploading your file.
@ org_user_upload_LK1.csv 21998822490113 174 1 1
View 1-40f4
Privacy Terms of Use @ 2014 Everbridge, Inc. oy - . -
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Susan Stoba Test C

5

ization (Organization Admin) »

Chapter 8 — User and Role Management

Click OK.
The upload is listed in the Uploads sub-tab page. You can see the File Status.

oto) | Help & Support | Logout

® - = Ty ¢ oS Q
Ar br|dge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Users Roles Uploads
‘ Refresh ‘ | Download Template | ‘ & Upload to portal (7]

Eile Name Batch ID File Size Upload Date ~ Uploaded By Eile Status Records Received Records Loaded

@ org_user_upload_LK1.csv  21998822490116 166 2014-03-11 10:21:09 PDT Lucy Kajimoto inprocess 0 0
org_user_upload_LK1_Not - j

@ Loaded Critical.csv 21993822430115 186 2014-03-03 08:41:02 PST Lucy Kajimoio 2 0

@ org_user_upload_LK1.csv 21993822490114 166 2014-03-03 08:27:16 PST Lucy Kajimoto 1 1

@ org_user_upload_LK1.csv 21993822490113 174 2014-03-03 08:06:28 PST Lucy Kajimoto 1 1

Fage 1 of1 25 View 1-4of4
Privacy Terms ofUse @ 2014 Everbridge, Inc. + . -

Susan Stoba Test Or

6 Click Refresh to refresh the file status.

nization (Organization Admin)

‘Welcome Lucy Kajimoto (luc) | Help & Support | Logout

® ) ° ¢ 2 IS
Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Users Roles Uploads
‘ Refresh | | Download Template | | & Upload to portal (7]

Eile Name Batch ID File Size Upload Date ~ Uploaded By File Status Records Received Records Loaded
@ org_user_upload_LK1.csv  21998822490116 166 2014-03-11 10:21:09 PDT Lucy Kajimoto completed 1 1

org_user_upload_LK1_Not .
@ Loaded-Critical csv 2199882249015 186 2014-03-03 08:41:02 PST Lucy Kajimoto 2 0
org_user_upload_LK1.csv 21998822490114 166 2014-03-03 08:27:16 PST Lucy Kajimoto 1 1
org_user_upload_LK1.csv 21998822490113 174 2014-03-03 08:06:28 PST Lucy Kajimoto 1 1

Page 1 of1 2 View 1-4of 4
Privacy Terms of Use @& 2014 Everbridge, Inc. - - -
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‘Welcome Lucy K: (lucy imoto) | Help & Support | Logout

g

28

Tl

Dashboard  Universe  Notifications  Incidents  Contacts  Reports  Settings [EGW
Users Roles Uploads
| Refresh ‘ | Download Template | | & Upload to portal [~]
File Name Baich ID File Size Upload Date ~ Uploaded By File Status Records Received Records Loaded
org_user_upload_LK1.csv 21998322490116 166 2014-03-11 10:21:09 PDT Lucy Kajimoto completed 1 1
org_user_upload_LK1_Not -
@ Loaded Critical.csv 21998822430115 186 2014-03-03 08:41:02 PST Lucy Kajimoto 2 0
@ org_user_upload_LK1.csv 21998822480114 166 2014-03-03 082716 PST Lucy Kajimoto 1 1
@ org_user_upload_LK1.csv  21998822490113 174 2014-03-03 08.06:28 PST Lucy Kajimoio 1 1
Page 1 of 1| 25 View 1-40f 4
Privacy Terms of Use @& 2014 Everbridge, Inc. - -

1 Click the View icon to the left of the desired File Name.

Susan Stoba Test Organization (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

iy S ¢ & RS

&Q\:Qrbridge Dashboard  Universe  Nofifications  Incidents ~ Contacts  Reports  Settings [NZaa)
User Upload > User Upload Detail o

File Name org_user_upload_LK1.csv

Batch ID 219982322490116

Sender Lucy Kajimoto

Status completed

Records Received 1

Loaded without error (1) Loaded with error (0) Not loaded - critical error (0}

Eirst Name - ML Last Name External 1D Email
@ Lucy Kajimoto Lucy.Kajimoto@Everbridge.com
e I View 1-10f 1
Privacy Terms of Use & 2014 Everbridge, Inc. - -

2 Asneeded, select each sub-tab to see the user names of the upload results.
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3 Click the View icon next to the desired user name to see further details.
The user records that were received are listed on one of the three results tabs:

» Loaded without error—Records loaded normally.

+ Loaded with error—Records that had something incorrect, but there was enough
good information to load them anyway.

+ Not Loaded - Critical Error—Records that had errors so severe that they were not
loaded.

4 See the following example results.

+ Loaded without error (nn), where nn is the number of contacts loaded without error.
Clicking the View icon next to a user’s name displays the contact information. The
following example shows the individual user, Lucy Kajimoto, loaded without error.

General information

First Name Lucy

Middle Initial

Last Name Kajimoto

Suffix

Email Address Lucy Kajimoto@Everbridge com

$80 User ID

Contact

Role information
Role Name

QOrganization Admin|Group Managem

Privacy Terms of Use © 2014 Everbridge, Inc.

+ Loaded with error (nn), where nnis the number of users loaded with errors. The
following example shows one user loaded with error. The Error Message is:
ROLE_NOT_EXIST: Role is not exist. Inthis case, at the Account Level,
configure the Roles > Organization by adding the role or ensuring the CSV file uses
the exact spelling of the role name.
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Stoba Test Organization (Organiz ) Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
® g S ¢ IS

A:\,’Qrbﬂdge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
User Upload > User Upload Detail o

File Name org_user_upload_LK1.csv

Batch ID 21992222490113

Sender Lucy Kajimoto

Status. nuil

Records Received 1

Loaded without error (0) Loaded with error (1) Not loaded - critical error (0)

Eirst Name - ML Last Name External ID Email Ermror Message
@ Lucy Kajimoto :uccuyr.nréaﬂmulu@Euerbﬂdg ROLE_NOT_EXIST: Role does not exist.
Page[1 |of1] 23 View 1-10f1
Privacy Terms of Use © 2014 Everbridge, Inc. ®e poom - -
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»  Not loaded - critical (nn), where nn is the number of users not loaded from the CSV
file. The following example shows 2 users not loaded. The Error Message is:
CELL_CANNOT_BE_EMPTY: Email cannot be empty. (The other error message is
identical to the Loaded with Error message previously discussed.) In this case, add
the “Email” addresses to the CSV file and upload to the portal again.

‘Susan Stoba Test Organization (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

n
2 ¢ # K
Contacts Reports Settings Access

® g =
A bridge Dashboard Universe Notifications Incidents
User Upload > User Upload Detail §)
File Name org_user_upload_LK1_Notloaded-Critical.csv
Batch ID 21998822490115
Sender Lucy Kajimoto
Status nuil
Records Received 2
Loaded without error (0) Loaded with error (0) Mot loaded - critical error (2)
First Name ~ M.L Last Name External ID Email
Sharon Bennett
Sheila Morgan
Page |1 of 1| 25 [v]
Privacy Terms ofUse © 2014 Everbridge, Inc.

Error Message

CELL_CANNOT_EMPTY: undefined
ROLE_NOT_EXIST: Role does not exist.
ROLE_NOT_EXIST. Role does not exist.

CELL_CANNOT_EMPTY: undefined

Refresh

View 1-20f2

5 Click the Close (X) in the upper right-hand corner of the page to return to the Upload

Results.

If your browser is configured to “open in new tab,” you will see two Contacts tabs in the
browser. The one to close is the right-most one. If your browser is configured to “openin
new window,” simply close that window.
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Mobile Manager

This chapter provides information about using Everbridge Mobile Manager from your mobile
device.

The following topics are covered:

0 Overview

0 Getting Started With Mobile Manager

o Initiating a New Notification from Mobile Manager

0 Sending the Notification from Mobile Manager

0 Sending Notification Templates from Mobile Manager
0 Viewing Reports in Mobile Manager

0 Changing Your Settings in Mobile Manager

0 Switching Organizations in Mobile Manager

0 Logging Out from Mobile Manager

0 Finding More Information in the About Section
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Overview

Everbridge Mobile Manager gives you the ability to notify and communicate with your
organization’s contacts. It provides native mobile access to Everbridge Suite for Apple iOS
and Android smart phones and tablets.

Using Mobile Manager, you can send priority and non-priority messages from home, while
on the road, or on site. You can also send Polling, Conference, and Quota notifications.
Whether you are at the incident site, it is after hours, or you are away from your desk, you
can quickly send a notification from your mobile device.

Mobile Manager is synced with your web Manager Portal account. You can access resources
from the Manager Portal, including:

0 Message Templates
0 Notification Templates
0 Groups, rules, and individual contacts

0 Contact locations for map selection

Using pre-configured Notification Templates, you can launch a complete notification in as
few as two taps after logging in. However, you are not limited to pre-configured resources.
You can build an entire notification in Mobile Manager, including recording your voice
message on the device and attaching a photo. You can select groups, rules, and individual
members to receive the notification. You can select contacts within a radius of a location.
You can use shapes from the My Shapes library. In addition, you can track the progress of
active notifications as they are happening. At a glance, you can see how many recipients are
confirming and how many have not been reached. You can also recall historical reports for
notifications that have completed their duration.

The Mobile Manager application is developed for your native device type. The examples in
this chapter show using Mobile Manager on an iPhone. Your screens might not look exactly
like the examples, but the features are the same.

NOTE: For other devices, authorized users can launch and report on notifications from
any mobile browser by visiting http://manager.everbridge.net. You will be redirected to
the mobile version, which is a limited version of the Mobile Manager accessible from any
mobile device that has an Internet browser.
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Getting Started With Mobile Manager

You will find the Everbridge Mobile Manager application at the App Store for your phone or
tablet. Download and install it as you would for any other app for your device. For example,
locate the app and tap Install.

wscoo ATAT = 7:54 AM T a7 - sscco ATAT = 7:54 AM L AT -
everbridge mobile manager t Result € everbridge mobile manager 1 Aesult @
Everbridge Mobile Everbridge Mobile
A Manager 7 A !\Janager =)
%everbridge %&evet’bndge
Mobile Manager Mobile Manager

2. 2

To login to Mobile Manager

1 Find the Mobile Manager app on your device and open it.

*8000 ATAT ¥ 7-54 AM 1 97% .

everbridge mobile manager 1 Aesult &

. everbridge

rgeins Mobile Manager

%evet’bridge

Mobile Manager

Save Username

The Login screen is displayed. Your login credentials for Mobile Manager are the same
as those for the web Manager Portal.

2 Optionally, in the Save Member ID field, tap OFF to ON.

When ON, you will only need to enter your password to login in the future. The app
remembers your username.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



A

270 Chapter g — Mobile Manager

3 Type your username and password.

NOTE: Your password expires in go days. If you change your password during the go-
day period, the counter resets to zero (o) and starts a new go-day cycle. If your
password expires, a link is provided and you must change the password from the
Manager Portal.

4 Tap Login.
If you have permission to use multiple organizations, the Select Organization screen is
displayed.

5 Select the desired organization.

- ATAT = 7:56 AM D6 .

Welcome, Lucy Kajimoto

Documentation 1

Documentation 2

Your Landing Page is displayed. In the following example, the New Notification screen is
displayed. (To change your Landing Page, see the procedure To customize your Landing
Page in Mobile Manager on page 297.)

7:56 AM D6 .

Standard ~ Send

Priority Notification

Menu

Use a Template

Settings

6 Do one of the following:

«  Proceed to the procedure Initiating a New Notification from Mobile Manager on
page 272.
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«  Tapthe Menuicon in the upper left-hand corner of the screen to perform other
Mobile Manager activities. Then go to the corresponding procedure in this chapter
for details.
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Initiating a New Notification from Mobile
Manager

From the Menu, you can perform all the tasks of sending and monitoring notifications. This
section assumes you are familiar with sending notifications from the web Manager Portal.
Example device screens are shown here.

To initiate a new notification from Mobile Manager

1 From the Menu, tap New Notification.
The New Notification screen is similar to the one in the web Manager Portal. The title of
the screen is “Standard,” indicating the message type.

7:56 AM

S -——— Notification Type
Notification Priority —————-| Priority Notification
Use a Template - Message Temp|ates

Settings

By default, the message will be sent as non-priority (blue icon).

2 Optionally, tap the Notification Priority icon (blue icon) to change it to priority (red
icon).

CONFIDENTIAL EVERBRIDGE SUITE



Z

Initiating a New Notification from Mobile Manager 273

The icon becomes a red icon. If you change your mind, tap the Notification Priority icon
again.

10:41 AM

Standard

EmailfFax: 2500, SMS: 140¢1

4 o ~ =1

0 0 0 0
Grps Indv Rules Map
Settings >

3 Tapthe Down arrow next to the “Standard” notification type to select a different
message type. Tap the desired message type.
For now, these steps assume you are sending a Standard message. (Later, step 14
provides the additional information you need for the other message types.)

T:57 AM 26K

Standard = Send

Priority Nof Standard
Polling
Quota >

Conlerence

Use a Temg

Settings >

The title of the notification changes to the notification type you chose.
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4 Touse a message template (otherwise, skip to step 5):

a

b

Tap Use a Template.

- ATAT = 7-58 AM

< Back Message Templates

Unexpected weather

THIS IS A TEST - Fire Drill

Missing Person from Greater Lo...

Chemical spill at Wall St

Tap the desired message template that you want to use. The New Notification
screen is displayed with the message filled in from the template. Then, skip to step
6.

If there is no pre-configured message template in the list, tap Back in the upper left-
hand corner of the screen to return to the New Notification screen. Proceed to step
5, next.

If you did not use a Message Template, in the Message Title, type a title.

6 Inthe Message Body, review and/or type your message.
While you are typing, the character counters show you how many characters are still
available for the message.

7 Optionally, to record a voice message:

a

Tap the Microphone icon.

- ATAT = 7:59 AM

< Back Recorder

Record Clear
Maximum length is 5 minutes

If needed, tap OK to access the microphone.

Tap Record.
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d Speakinto the microphone of the device to record your message.

e Tap Stop when you are done.

- ATAT = 8:00 AM

< Back Recorder

Stop Clear
Maximum length is 5 minutes

f  Tolisten to the voice recording, tap Play.
g Ifyou are not satisfied with the recording, repeat steps a-f.

h  If you do not want to use the recorded message, tap Clear (lower right-hand corner
of the screen) to remove the voice recording.

i When you are done with your recorded message, tap Back in the upper left-hand
corner of the screen.

8:00 AM D5 .

Standard ~ Send

Priority Notification

Use a Template

Play icon——p»

L] (o] » -

Settings

j  Listen to your recorded message from the New Notification screen by tapping the
Play icon.
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8 Optionally, to attach a photo to the message:
a Tapthe Cameraicon.

Camera

Photo gallery

Cancel

b If available, tap the type of photo you want: take a live photo or select a photo from
the gallery. You can send one attachment at a time. The size of the attachment
should not exceed 1 MB.
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¢ Athumbnail of the photo is provided on the New Notification.

.. ATAT =

= 8:04 AM

= Standard ~

Priority Notification

Use a Template

Settings

0

Aules

0

Map

|_— Thumbnail

9 Optionally, to create an event:

a

Tap the Eventicon.

b  Type a name for the event and tap Save.

Z
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10 Optionally, to save the message you just created as a Message Template to use again in
the future:

a Tapthe Save Asicon.

Save as message template?

Save Cancel

Save Asicon

b Tap Save. The message is added as a Message Template.
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11 Select the contacts by Group, Individuals, Rules:

a

| Lucy Kajimoto

Groups—Tap Groups. The groups are listed in alphabetical order. Tap the check box
next to the desired group name or names. Or, tap Select All at the top of the list.
Tap Back in the upper left-hand corner to return to the New Notification screen, or
tap the desired contact button at the top of the screen.

. ATAT = 8:06 AM

< Back Select Contacts
m 1
Indv Rules |
[ Select All
L]
A A
B
c
Admin ?
=
E H
i
S
Employees K
L
M
N
F o
P
Finance g
-1
T
1 u
v
W
%
T ¥
z
M

Individuals—Tap Individuals. To locate an individual, type a first or last name in the
Search bar, then tap the Search icon. Tap to select the desired individual from the
list, then tap OK. Repeat searching until you have selected all the individuals you
want to notify. Tap Back in the upper left-hand corner to return to the New
Notification screen, or tap the desired contact button at the top of the screen.

8:08 AM

Select Contacts

Lucy Kajimoto Q Searct

Lucy Kajimoto
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To see all the members in your organization, tap Search without first typing a
character in the Search bar. However, if you have a large contact database, it could
take quite some time to return the results, especially if you have a low bandwidth at
the time. It is better to narrow the results (search for individuals) as much as

possible before tapping Search.

NOTE: To ensure you send your notification as quickly as possible, Everbridge does
not display all contacts by default. The list of contacts could be very large and thus

take quite some time to populate the list, which would interfere with your ability to
send your notification in a timely manner.

Rules—Tap Rules. The rules are listed in alphabetical order. Tap the check box next

to the desired rule or rules. Or, tap Select All at the top of the list. Tap Back in the
upper left-hand corner to return to the New Notification screen, or tap the desired
contact button at the top of the screen.

- ATAT = 8:00 AM

¢ Back  Select Contacts

Select All

Employees in Glendale

Employees in Santa Clarita

om»n

“MIDTO0ZIrEL-TommMO

g<cC

M€

Priority Notification

Use a Template

Unexpected weather

Today it snowed in Santa Clarita.

Settings

d The count of groups, individuals, and rules you have selected is shown on the New

Notification screen.

12 To select contacts from the map:

a Tap Map. By default, the map display is disabled so you do not have to wait for your
device to render it. (It is not necessary to actually render the map to select contacts

based on their location.)
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b  Tapthe Search barto locate an address on the map. (Addresses you have previously
entered appear on the History list. If the desired address is on the list, tap it.) Locate
a new address by typing the address in the Search bar, then tapping the Search
icon. The search returns standardized addresses that match your string.

wenoo ATAT = 812 AM wenoo ATAT = 8112 AM

Cancel Enter Address Cancel Enter Address

O Bivd, Glendale, CA 91203 Search ), 500 N Brand Bivd, Glen... Search

History Did you mean

500 M Brand Bivd, Glendale, CA 81203

11213415 |6]7|8]9]|0
-1/l slajal”

. . ' ? ! '
o o

¢ Tap the address you want to use. The pin on the map shows the location of the
address.

wecco ATAT 5 8112 AM

¢ Back  Selected Region

{1} 500 N Brand Bivd, Glendale, CA 91203

My Shapes

i Brand Bhd

Map icon——p»+ Clear <fff———— Clear

2

d Enter aradiusto draw a selection circle around the address. Select a scale for the
radius: Feet or Miles. The display shows you how many contacts have been selected

within the circle.

NOTE: You will not see your contacts as dots on the map like you do in the web
Manager Portal.

e Ifyou do not want to use the selected address, tap Clear in the upper right-hand
corner of the screen.

f  Turnthe map display on and off by tapping the Map icon in the lower left-hand
corner of the screen.
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g Optionally, to use a shape from your My Shapes library, tap the My Shapes icon in
the lower right-hand corner of the screen. Tap one or more shapes to select them.

Tap Back. The shape is displayed on the map and the counter displays how many
contacts are selected within the shape.

wecco ATAT 5 813 AM

wenoo ATAT = 814 AM wecco ATAT 5 B14 AM

< Back Selected Region < Back Shape Library < Back Shape Library

Santa Clarita Santa Clarita

Glendale Glendale

Doran St 1 E Doran 5t

PAE PURE N

My Shapes icon

N Brand filvd _

B & Clear

wecco ATAT 5 B14 AM

< Back Selected Region

) 500 M Brand Bivd, Glendale, CA 91203

| 100 Search

Number of selected contacts in the shape

JEanyer
a Clarita
9 Mewhall
b P
e
W A& Clear

h  You see the number of the selected contacts from the shape on the map. Tap Back
in the upper left-hand corner of the screen.
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13 To review and/or change the Settings:
a Tapthe Menuicon in the upper left-hand corner.

=2 Switch Organization Priority)

Use a
% New Notification

Unexpe
Notification Templates

Today |
% Reports

4+ Settings
0 About

x Logout

Settin

b  Tap Settings.

8118 AM

Settings

Customize Landing Page
Use Custom Settings ()
Default Notification Settings

«

Map

¢ Tap asetting to drill to the details. (For details, see Changing Your Settings in Mobile
Manager on page 297.)

d When done, return to the next step.
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14 Asneeded, perform these additional steps for Polling, Quota, and Conference Bridges.
Then, proceed to the procedure Sending the Notification from Mobile Manager on

Chapter g — Mobile Manager

page 287.

Polling—In a polling message, you add options to solicit responses to the message.
The contact chooses one of the options, and you will see them in the notification
results. For example, if the Headquarters is closed for the day, you can ask where

employees will work: Option 1: Home, or Option 2: Satellite Office.

a

b  Addeach item (less than 250 characters per item and less than 5oo characters for all

C

Tap Polling next to Settings.

8186 AM 03% .

Polling ~ Send

Priority Notification

Use a Template

Settings Poling @B

818 AM

Polling

Please add your polling items by enter your
text (Less than 250 characters for each item,
less than 500 characters for all itemns), then
touch "Add".

Add
QIWIEIRITIY U]l JO|P
A/SDFGHJKL

+ Z X CVBNM

123 @ O space return

items) and tap Add.
Tap Back.
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Quota—In a Quota message, you can add options for contacts to respond to a list of
choices and then you send a Follow-Up with the results. For example, if you need
five volunteers to work the graveyard shift on Saturday and Sunday, you can type
Need volunteers to work graveyard on Saturday with #needed as 5 and Need
volunteers to work graveyard on Sunday with #needed as 5. Broadcast Results show
which contacts are willing to work. You can then send a Follow-Up letting everyone

know who is working (perhaps the first five contacts to volunteer).
a Tap Quota next to Settings.

Priority Notification

Use a Template

Settings

Quota

Please add your polling items by enter your
text (Less than 250 characters for each item,
less than 500 characters for all itemns), then
touch "Add".

Add
QIWIEIRITIY U]l JO|P
A/SDFGHJKL
+ Z X CVBNM

123 @ O space return

b Inthe Quota field, add the quota number for this polling item.

¢ Inthe Text field, type the quota item (less than 250 characters per item and less
than oo characters for all items).

d TapAdd.

e Repeat steps b-d until you have added all your quota items.

Tap Back.

EVERBRIDGE SUITE USER GUIDE
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Conference—In a conference message, the contact will be able to connect to a

conference bridge.

a

Tap Conference next to Settings.

818 AM

Conference ~

Priority Notification

Use a Template

Settings

Conference

wecco ATAT 5 819 AM

¢ Back Conference Bridges

Everbridge Conference Bridge 1
us 712-432-1574 ssBaT

Everbridge Conference Bridge 2
us 712-432-1574 8eB47TI
Everbridge Conference Bridge 3
us 712-432-1574 8884741
Everbridge Conference Bridge 4
us 712-432-1574 8684751

Tap the desired Conference Bridge.

Tap Back.
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Sending the Notification from Mobile Manager

To send the notification from Mobile Manager

1 Tap Send.

8:21 AM

Standard -

Priority Notification .\{ )

Use a Template

Unexpected weather

Today it snowed in Santa Clarita.

Settings

The Notification Summary screen is displayed, where you can watch the results. When
the notification is first starting up, the values are all zero since no contacts have yet been
notified.

a Confirmation Status—For each of the confirmation states (Confirmed, Not
Confirmed, Confirmed Late, and Unreachable), a list of the contact names appears.

b  Confirmation Status by Path—The Confirmation Status by Path chart shows the
number of contacts that confirmed by delivery method.

¢ Tap Backto return to the Report screen.

et ATAT = 21 AM 020 -

<€ Back Unexpected weather Stop

Motification Summary

Confirmation status

0.00%
0.00%
o 0.00%
0.00%

0.00%
0.00%
0.00%

Updated: 2014-05-09 08:21

(; Send Follow Up

2 Proceed to Viewing Reports in Mobile Manager on page 2go for details.
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Sending Notification Templates from Mobile
Manager

From Everbridge Mobile Manager, you can launch notifications from templates that you
have previously created. These are the same templates available on the Notifications tab on
the web Manager Portal.

To use Notification Templates from Mobile Manager

1 From the Menu, tap Notification Templates.
The list of existing Notification Templates is displayed.

ATAT = 8:28 AM © o1 -

Notification Templates Send

THIS IS A TEST - Fire Drill
Chemical spill at Wall St
Accident on 1-10 W

Heat Warning

2 Tap one or more check boxes of the notification templates you want to launch. Then,
tap Send.

- ATAT = 8:28 AM 1% .

=  Notification Templates Send Send

THIS IS A TEST - Fire Drill
Chemical spill at Wall St
Accident on 1-10 W

Heat Warning
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3 Optionally, type the Event name and tap Send.

8:28 AM B8:28 AM

Preview Preview

HazMaf

Chemical spill at Wall St Chemical spill at Wall St

QIWIEIRITIY U]l JO|P
A'SDFGHJKL
Z XCVBNM

123 @ g space - retum

4 Tap Send.
Once you launch the notification, you see the notification results. When the notification
is first starting up, the values are all zero since no contacts have yet been notified.

wecco ATAT 5 B:20 AM 1% -

€ Back Chemical spill at W... Stop > Stop
Motification Summary

Confirmation status

M 0 Confirmed 0.00%
W O Not Confirmed  0.00%
W O Confirmed Late 0.00%
B O Unreachable  0.00%

Confirmations by path
B 0 Mobile Mem 0.00%
W © Work Email 0.00%

Updated: 2014-05-09 08:29

Refresh —————— P  senaroiowus | <—— Send Follow Up

5 Optionally, tap Stop to stop the notification.
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Viewing Reports in Mobile Manager

Notification results are also on the Reports screen. You can view Active Notifications,
Events, and Notification History.While the notification is active, you will see it in the Active
Notifications list. When it ends, it will be in the Notification History list. If the list of reports
on any of these screens is longer than will fit, scroll to the bottom of the list and tap More.

If you are viewing an active notification, you can:
0 Tap Stop to stop the notification.

0 The screen automatically refreshes and displays the updated statistics. (You can also
manually refresh the screen by tapping Refresh, located at the bottom left-hand corner
of the screen.)

To view reports in Mobile Manager

1 From the Menu, tap Reports.

8:31 AM

Reports

Active Notifications N

Chemical spill at Wall 5t

Unexpected weather

2 Tapareport to open it.
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For each notification, you can view the notification summary.

Refresh
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wecco ATAT 5 B:20 AM

<B Chemical spill at W...

Motification Summary

Confirmation status

M 0O Confirmed 0.00%
. 0 Mot Confirmed  0.00%
o 0.00%
0.00%
Confirmations by path
B 0 Mobile Mem 0.00%
Il 0 Work Email 0.00%

Updated: 2014-05-09 08:29

P (%, Send Follow Up

¢— Notification Details

3 Tap Notification Summary to review the message and settings for the notification.

(Note the ID if you need to contact Everbridge for support.)

4 Tap Backto return to the Report screen.

The Confirmation Status chart shows the number and percentage of the selected
contacts in each confirmation state.

5 Tap Refresh to view updated confirmation statuses.

- ATAT = 8:36 AM

€ Back Unexpected weather Stop

Motification Summary

Confirmation status

/ef ";.\ B Confirmed 100.00%
I,’,r' ‘-.‘ W0 Not Confirmed  0.00%
W 0 Confirmed Late 0.00%
i"-_,.-.-vj B O Unreachable  0.00%
Confirmations by path
B 0 Mobile Mem... 0.00%
W1 Work Email 100.00%

B © Work Phone 0.00%

Updated: 2014-05-09 08:36
¢%, Send Follow Up
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6 Tap Notification Summary to see the notification details. Scroll to review all the details.

o000 ATRT ¥ 8:36 AM

¢ Back Notification Summary

3522839550384579

= Unexpected weather
Today it snowed in Santa
Clarita.
Lucy Kajimoto

o May 9, 2014, 8:21:32 AM

te May 9, 2014, 9:21:32 AM
NO
YES
Lucy.Kajimoto@Everbridge.c...
United States: 8182309732

Mobile Member App
Work Emall

Work Phonae

1

1

Message Only

YES

English (US)

7 TapBack.
8 Tap the Confirmation Status to see the status details.

9 Slide to the desired heading.

ATRT T BT AM

< Back Status Detalils

Confirmad N 47 HeadlngS

Lucy Kajimato

The status details displays the names of contacts who:

«  Not Confirmed—have not confirmed receiving the message.

«  Confirmed Late—confirmed after the end of the notification duration.
«  Confirmed—confirmed while the notification was active.

«  Unreachable—could not be reached because they did not have a valid delivery
method.

10 Tap Back to return to the Notification Summary screen.
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11 Look at the Confirmation Status by Path. For those contacts who have confirmed, the
Confirmation Status by Path shows which delivery method the contacts used to
confirm.

12 Tap Report in the upper left-hand corner to return to the Report screen.

13 Optionally, from the Reports screen, slide to Events.
If you select Events on the Reports screen, you see the list of events. Tap an event to drill
down. In the individual event, you see a list of the notifications that are part of the event.
Tap any notification to drill down to the details of that notification.

8:38 AM

Reports

Events . Chemical spill at Wall St

HazMat

Chemical Spills

Areal Flood Advisory

Chemical spill at Wall St

Chemical spill at Wall St

ok Chemical spill at Wall St
. CThemical spill at Wall St
Flash Flood Watch Chemical spill at Wall St

Severe Thunderstorm Watch 1 Chemical spill at Wall St

14 Optionally, from the Reports screen, slide to Notification History.
If the notification is no longer active and some of the contacts have not confirmed, you
can send the notification again by tapping Rebroadcast, located at the bottom left-hand
corner of the screen. This sends the original message again to all of the unconfirmed
contacts.

8:30 AM

8:30 AM

Reports "l < Back Wind Advisory

Notification History

Motification Summary

- Chemical spill at Wall St 5 7
al oo Confirmation status

_am. Unexpected weather . —

If- I Wind Advisory

i Confirmations by path
High Wind Warning M 0 Mobile Mem 0.00%
W 0 Work Ernail 0.00%
B © Work Phone 0.00%
. Wind Advisory

ab Fire Weather Warning

Rebroadcast Send Follow Up

- Fire Weather Warning

You can also send a Follow Up message about a notification. In a Follow Up notification, you
can change the configuration of the notification, unlike a rebroadcast, which simply resends
the original notification. (See the procedure To send a Follow Up notification.)
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To send a Follow Up notification

1 From the Reports screen, access the report from either: Active Notifications or
Notification History. (It is the identical report.)

B:40 AM B:40 AM

Reports Reports

Active Notifications @

MNotification History

(;-.-.- Chemical 5pil_| at Wall St . Chemical spill at Wall St

-q— Active Notification

(,r Unexpected wgalr_'\er (,r Chemical spill at Wall St
NOtlﬂcatlon HIStOF} I s Chemical spill at Wall St
f!- Unexpected wea!lj_er

( p. Wind Advisory

f‘ ». High Wind Warning

em  Wind Advisory

2 Tap Send Follow Up.

Motification Summary

Confirmation status

M 0O Confirmed 0.00%
- 0 Mot Confirmed  0.00%
o 0.00%
+ 100.00%
Confirmations by path
B 0 Mobile Mem 0.00%
Il 0 Work Email 0.00%

Send Follow Up
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3 Toselect the contacts to which to send the follow up message, tap Follow up on. (Or, if

you are sending a Follow-Up to a polling notification, you can follow up based on the
polling responses.)

8:43 AM £9% -

Standard ~ Send

Priority Notification

Use a Template

Chemical spill at Wall St

There is a chemical spill at our Wall St
location. HazMat team report there. All

others evacuate until you receive all clear
message!

r @& S H
Follow up on 0 Contactis) >

Settings

4 Select one or more types of confirmation states to send the Follow Up notification by
tapping the desired check boxes. Tap Back in the upper left-hand corner of the screen.
You see the total number of contacts selected to receive the follow up notification.

8:43 AM a9 » - ATAT = 8:43 AM A0 -
Select Contacts € Back Standard ~ Send
Confirmad 0 Contactis) Priority Notification
Confirmed Late 0 Contact(s) Use a Template
Not Cenfirmed 0 Contact(s) Chemical spill at Wall St
Unreachable 4 Contact(s) There is a chemical spill at our Wall St

location. HazMat team report there. All
others evacuate until you receive all clear
message!

r @& 8 H
Follow up on 4 Contact(s) >

Settings

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



A

296 Chapter g — Mobile Manager

5 Make any changes to the message or notification settings, as needed.

wecco ATAT 5 B:43 AM

< Back Notification Settings

Delivery Methods

Sender Information

Confirm

Voice Mail Preference

Delivery Throttling

Publishing Options

Member App Settings
Additional Notification Settings

Save as Default

6 Tap Send.

CONFIDENTIAL
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Changing Your Settings in Mobile Manager

You can change the following from your device:

0 Landing Page

0 Default Notification Settings

0 Map Display

Tap the ONJOFF switch to control settings that do not require configuration.

Tap Additional Notification Settings to configure values that are not on the screen. Tap the
setting you want to change. Make the change and tap Back. When you are done with the
Additional Notification Settings, tap Back again.

If you are accessing your notification settings from the New Notification screen, you can tap
Save as Default to save these settings. Or, from the Menu > Settings, under Default
Notification Settings, if you want to save the current settings as the default settings for
future notifications, tap Save. In either case, these settings are saved as your personal
Mobile Manager settings and does not affect the rest of the organization.

Landing Page in Mobile Manager

It is a best practice of Emergency Notifications to prepare the message in advance of an
incident. This gives you a great opportunity to plan and think through the wording of your
message to make it effective. You can review your list of recipients to make sure you have
selected everyone who needs to receive the notification.

If you create Notification Templates and select Notification Templates as your landing page,
when you login, you are only two steps away from sending a notification. You would:
1 Select the respective template from the list.

2 Tap Send.

To customize your Landing Page in Mobile Manager
1 From the Menu, tap Settings.

2 Tap Customize Landing Page.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL
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3 Tapto choose which page will appear when you first login. Choose from the following:

- ATAT = 844 AM 1 89% N>

£ Back Customize Landing Page

New Notification o
Motification Templates

Reports: Events

Reports: Notification History

Reports: Active Notifications

4 Tap Back.

Default Notification Settings in Mobile Manager

Your organization has configured default notification settings that will be applied when you
configure a new notification. These settings apply to both the web Manager Portal and the
Mobile Manager.

When you are using Mobile Manager, you can define your own defaults to use for
notifications. These defaults are applied instead of the organization defaults. They only
apply to Mobile Manager. (If you use the web Manager Portal, you will use the organization
defaults.) The Mobile Manager defaults only apply to your account; they do not apply to any
other users. They also only apply to the specific app on a particular device. For example, if
you have the app on your iPhone and iPad, the settings would not automatically transfer
from your iPhone to your iPad or vice versa.

When ON, you are using your own Mobile Manager settings and not the organization
defaults. When Custom Settings is OFF, you will use the organization defaults. If OFF, the
Default Broadcast Settings is no longer available since you are not using your Mobile
Manager custom settings.

To use Custom Settings in Mobile Manager
1 From the Menu, tap Settings.
2 Tap the ONJOFF switch for Use Custom Settings to ON.

CONFIDENTIAL
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3 Tap Default Notification Settings to configure your Mobile Manager defaults.

wecco ATAT 5 B:45 AM

€ Back Notification Settings

Delivery Methods
Customize Landing Page

Sender Information
Use Custom Settings (/
Confirm ( )
Default Notification Settings i
Voice Mail Preference
Map (/'

Delivery Throttling

Additional Notification Settings

4 Select and configure any of the notification settings.

- ATAT = 8148 AM

wecco ATAT = 845 AM i U Lzt ATAT = B:46 AM

€ Back Sender Information

€ Back Voice Mail Preference

< Back Delivery Methods Additional Settings

Sender E-Mail
Message Only =4
All Contact Paths w4 Lucy.Kajimoto dge.com Language English (US)
Mo Message
Text Paths Sender Caller ID Duration 1 heis)
United States B18s 732 Message with Confirmation
Voice Paths Contact Cycles 1
Cycle Interval 0 min{s}
Mobile Member App
Path Interval 0 min{s}
Work Email
Work Phone

Tap Back when you are done.

6 Tap Back again to return to the Settings page.
When you are sending a new notification, you can save the current settings as the
default settings for future notifications by tapping Save as Default. This saves the
settings as your personal Mobile Manager settings; it does not affect the rest of the
organization.
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Map Display in Mobile Manager

When you are selecting contacts for a notification based on their location, it is not necessary

to actually render the map. By default the map display is disabled so you do not have to wait
for your device to render it.

As you are selecting contacts, you can turn the map display on and off by tapping the Map
Display icon, located at the bottom left-hand corner of the screen.

To show the map by default in Mobile Manager

1 From the Menu, tap Settings.

2 Tap the ON/OFF switch for Map to ON.
This way, when you select contacts, the map is displayed by default.

844 AM

Settings

Customize Landing Page

-

Use Custom Settings L @

Default Notification Settings

e

Map {_~&—— ON/OFF switch

CONFIDENTIAL
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Switching Organizations in Mobile Manager

If you are registered in more than one organization in your account, you can switch to the
organization you want to manage. (If there is only one organization in your account, you will
not need to do this.)

To switch Organizations in Mobile Manager

1 From the Menu, tap Switch Organization.
The organization you are currently managing is indicated by a check mark.

- ATAT = 847 AM B8% EN>
Back Switch Organization

Documentation 1

Documentation 2

2 Tapthe desired organization.

3 Tap Backin the upper left-hand corner.
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Logging Out from Mobile Manager

When you are done with your session, log out. If you do not log out, you are automatically
logged out after 30 minutes of inactivity.

To log out from Mobile Manager
1 From the Menu, tap Logout.

2 Tap OK to confirm that you want to logout.

Do you want to Logout

OK Cancael

To provide a review of the Mobile Manager App

1 From the Menu, select About > Rate us.

- ATAT = 849 AM i 88% W

e
£ Back (1] =
Everbridge Mobile
Manager
Everbridge, Inc.

|"oren

Raviews

App Store Ratings

Mo Ratings

Write a Review App Support

1. Super easy to use!
----- by saltygx - May 5. 2014

L o

2 Tap Write a Review.

3 Provide your comments.
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To contact Everbridge Support via Mobile Manager

1 From the Menu, select About > Customer Support.
A blank email is displayed.

- ATAT = 848 AM i 88% W

Cancel New Message

Sent from my iPhone

2 Type a subject and the body of your email.

3 Tap Send.
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Finding More Information in the About Section

Also in the About section, you can find the following:

0 Version
0  Terms of Use

0 Privacy Policy

Version

Version ﬂ

Terms of Use

Privacy Policy

Rate us

Customer Support

Terms of Use

- ATAT = 8:52 AM - ATAT = 8:52 AM
< Back Terms of Use < Back Terms of Use

a0ca ATAT 7

< Back

8:52 AM

Terms of Use

CONFIDENTIAL
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Mobile Site

This chapter provides information about using the Everbridge Mobile Site from any mobile
device.

The following topics are covered:

0 Overview

o Initiating a New Notification from the Mobile Site

0 Sending the Notification from the Mobile Site

0 Sending Notification Templates from the Mobile Site
0 Viewing Reports in the Mobile Site

0 Switching Organizations in the Mobile Site

0 Logging Out from the Mobile Site
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Overview

The Everbridge Mobile Site allows users to initiate notifications from any mobile device that
has a web browser. Authorized users can launch and report on notifications from any mobile
browser by visiting http://manager.everbridge.net. Tablets users are directed to the full
web Manager Portal. They can then choose to "Go to mobile site” at any time. Smart phone
users are automatically redirected to the mobile site.

Conversely, users on the mobile site can tap “Go to full site” from the mobile site Sign In
page to access the full web Manager Portal.

Since the mobile version of manager.everbridge.net can be used on a web browser, you can
also access this site from your computer’s browser. You might want to use the mobile
version of the site if you are looking for a simplified user interface with a focused feature set.

Aover bridge

English (United States) |v

Username

Password

@ 2013 Everbridge, Inc.
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To login to the mobile site

Asever bridge

English (United States) [v

Username

Password

fUse @ 2013 Everbridge, Inc.

1 Type http://manager.everbridge.net from your web browser.

2 Perform one of the following, a or b.
a From the web Manager Portal screen on your computer or tablet:

— Fromthe Sign In screen, tap the link at the bottom of the screen: Go to mobile
site.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



310 Chapter 10 — Mobile Site

The mobile site’s Sign in screen appears.

A bridge
Username

Password

Privacy Terms of Use ® 2014 Everbridge, Inc.

Go to full site

b From a smart phone, the Everbridge Mobile Web tab is displayed.

ses00 ATAT LTE 8:34 AM 58% H»

& manager.everbridge.net (o)

Ascverbridge

Username

Password

© 2014 Everbridge. Inc

’
“

The Signin screen is displayed. Your login credentials for the Mobile site are the same as
those for the web Manager Portal.

NOTE: The examples in this chapter are from a smart phone. If you are using a tablet or
computer, the screens are identical to those of a smart phone, but larger.
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3 Type your username and password.

4 TapSignin.
If you have permission to use multiple organizations in your organization, the Select
Organization screen is displayed.

ss800 ATAT LUTE 8:34 AM i 58% W

& manager.everbridge.net &

Logout
Walcome, - Lucy Kajimato

Select Organization
Documentation 1
Organization Admin >

Documentation 2

Organization Admin

Privacy Tarms of Use ©@ 2014 Everbridge. Inc.

< M

5 Tap the desired organization.

6 The New Notification screen is displayed. It is your Landing Page.

weeco ATAT LTE 8:35 AM i 58% W

& manager.everbridge.net ¢
New Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimoto

New Notification

Message Use a messag

(2) High priority message

plate

Message type Standard

7 Do one of the following:

«  Proceed to the procedure Initiating a New Notification from the Mobile Site on
page 312.

«  Tapthe desired link (Templates, Reports, or Orgs) in the upper left-hand corner of
the screen to perform other Mobile site activities. Then go to the corresponding
procedure in this chapter for details.
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Initiating a New Notification from the Mobile
Site

You can send and monitor notifications from the mobile site. This section assumes you are
familiar with sending notifications from the web Manager Portal.
To initiate a new notification from the mobile site

1 Tap New.
The New Notification screen is similar to the one in the web Manager Portal.

weeco ATAT LTE 8:35 AM i 58%

] manager.everbridge.net C
New Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimolo

New Notification

' o Message Lse s messace eolat ~<———————— Use a message template link
High priority message check box ——————————— ) ign priority messag
~—————— Message Title
Message Body ——
Message type  Standard -4 Message type drop-down list
Select Contacts
Select Contacts ——————— =101 0 0
Seltings Edit 4—7 SettlngS Edlt ||nk

Event

Event ——

[ Usa @ 2014 Everbridge, Inc.

<

By default, the message will be sent as a Standard priority message.

2 Optionally, select the check box: High priority message.
If you change your mind, clear the check box.

3 From the Message Type spinner, select the desired message type.
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For now, these steps assume you are sending a Standard message. (Later, step 10
provides the additional information you need for the other message types.)

ssecc ATAT LTE 10:01 AM f 36% W
& manager.everbridge.nat

Message type | Standad

Select Contacts

< > Done

Standard
Polling

Conference

4 Touse a message template, perform the following steps. (Otherwise, skip to step 5.)

a Select the link: Use a message template, located just above the High priority
message check box.

.. ATAT LUTE 842 AM £ 57% W

& manager.everbridge.net (o)
New Templates Reports Orgs Logaut

Welcome, Organization Admin - Lucy Kajimata

Message Templates

O Unexpected weather

20120817 16:30:06 GMT-0700  Lucy Kafimota
2 THIS IS ATEST - Fire Drill

S01308-10 115116 GMT-OT00  Lucy Kafimets
O Missing Person from Greater...

20130814 105054 GMT-07-00  Lucy Kajimota
) Chemical spill at Wall St

2013-08-14 10.55:22 GMTOT.00  Lucy Kajimots

ey Tarms of Use © 2014 Evertridge. Inc.

< hh M
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b  Select the radio button of the desired message template that you want to use, and
tap OK.

Lid ATAT UTE 842 AM 57% H»

& manager.everbridge.net (o)
Mew Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimato

Message Templates

© Unoxpected weather

2013:09:17 16:30:06 GMTOT00  Lucy Kajimota
3 THIS IS ATEST - Fire Drill

2013-08-10 115118 GMT-OT00  Lucy Kajimots
O} Missing Person from Groater...,

20173-08-14 105054 GMT-O7T 00  Lucy Kajimobo
) Chemical spill at Wall St

013.08-14 105522 GMT-OT.00  Lucy Kajimeta

Jue © 2014 Everbridge. Inc.

< hh

¢ The New Notification screen is displayed with the message filled in from the
template. Then, skip to step 6.

d Ifthereis no pre-configured message template in the list, tap Back to return to the
New Notification screen. Proceed to step 5, next.

If you did not use a Message Template, in the Message Title, type a title.

6 Inthe Message Body, review and/or type your message.
While you are typing, the character counters show you how many characters are still
available for the message.

7 Tocreate an event, from the Event field, type a name for the event.

Select Contacts
Settings  Edit
Event
of Uise © 2014 Everbridge, Inc.
1
< n M
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8 Under Select Contacts, select the contacts by Group, Individuals, Rules:

a Groups—Select Groups. The groups are listed in alphabetical order. Select the
check box next to the desired group name or names. Or, select the Select All check
box at the top of the list. Tap OK to return to the New Notification screen.

ss800 ATAT LTE 10:02 AM 6% W

& manager.everbridge.net (o)
Mew Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimato

Seloct All
Admin
Employeas
Finance

T

Q Managers

Sales

of Usg © 2014 Everbridge. Inc

< h

b Individuals—Select Individuals. To locate an individual, type the first or last name in
the Search bar, then tap the Search icon. Tap to select the desired individual from
the list, then Tap Done. Repeat searching until you have selected all the individuals
you want to notify. Tap Back to return to the New Notification screen.

wewoo ATAT LTE Bi46 AM 567 mr ®e0o0 ATAT LTE Bi46 AM 56% W

& manager.everbridge.net (o)
Mew Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimato

Contacts

Luey Q

Done
QIWIEIRITIY|U]I JOIP
A/SDFGHJKL

Z XCVBNM

123 @ O space

& manager.everbridge.net (o)
Mew Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimato

Lucy Q
Seloct All

O Lucy Kajimeto

Jf Une © 2014 Everbridge. Inc

< h

Lid ATAT UTE 846 AM 56% H>

& manager.everbridge.net (o)
Mew Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimato

Lucy Q
Seloct All

®  Lucy Kajimolo

{ Une © 2014 Everbridge, Inc.

< h

To see all the members in your organization, tap Search without first typing a
character in the Search bar. However, if you have a large contact database, it could
take quite some time to return the results, especially if you have a low bandwidth at
the time. It is better to narrow the results (search for individuals) as much as
possible before tapping Search.

NOTE: To ensure you send your notification as quickly as possible, Everbridge does
not display all contacts by default. The list of contacts could be very large and thus
take quite some time to populate the list, which would interfere with your ability to
send your notification in a timely manner.

EVERBRIDGE SUITE USER GUIDE
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¢ Rules—Select Rules. The rules are listed in alphabetical order. Select the radio
button next to the desired rule or rules. Or, select the Select All check box at the top
of the list. Then, tap OK. If there are no rules, tap Back to return to the New

Notification screen.

ss800 ATAT LUTE B:4T AM ¥ 56% W

& manager.everbridge.net &
New Templates Reports Orgs Logoul

Welcome, Organization Admin - Lucy Kajimato

Seloct All
) Employses in Glendale

O Employses in Santa Clarita

| cancal |

Privicy Torms of Line © 2014 Everbridge. Inc.

< M M J

sse00 ATET LTE 8:48 AM ¥ 56% W

& manager.everbridge.net <

New Templates Reports Orgs Logout
{ Documantatan 1 |
Walcome, Ovganization Admin - Lucy Kajimoto
Rules
Select Al
&  Employees in Glendale

@  Employees in Santa Clarita

Privacy Terms of Lise © 2014 Everbridge, Inc

< m @

d The number of groups, individuals, and rules you have selected is shown on the New

Notification screen.

ss800 ATAT LUTE 8:50 AM ¥ 56% W

& manager.everbridge.net &

New Templates Reports Orgs Logoul
[ Documishitatcon 1 |

Welcome, Organization Admin - Lucy Kajimols

New Notification

Massage Lss
8 High priority message

Unexpected Weather

Today it snowed in Santa Clarita.

Message type  Standird

Select Contacts

Number of selected contacts

CONFIDENTIAL
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9 Toreview and/or change the Settings.
a From the Settings pane, Tap Edit.

ss800 ATAT LUTE 8:51 AM ¥ 55% W

& manager.everbridge.net &

Message type | Standard

Select Contacts

Sattings  Edit < Ed|t I|nk
Event

Privascy Tarms of Use © 2014 Everbridge, Inc.
< h M 3
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weec0 ATRT LTE B:52 AM + 55% W
& manager.everbridge.net ¢
New Templates Reports Orgs Logout

b  Change the settings, as needed.

C

[ Documentation 1 |

Welcome, Organization Admin - Lucy Kajimoto

Settings

Sender email display:
Lucy.Kajimoto@Everbridge.com
Sender caller ID:

United States 8182309732

Delivery mathods:

@ Mobile Member App ) Work Email
@ Work Phona

Mobile Member App Settings:

@ Request location

@ Request image

@ Request additional information

@ Enable Sharing Opticns

() Apply voice delivary throttling rules
Duration 1 hris)

Contact cycles 1

Interval between cycles 0 . min(s)

Interval between delivery methods 0 . min(s)

Voicemail preference
Message Only

@ Confirm

Language _ English (US)

Privacy Torms of Use @ 2014 Everbridge, Inc.

When done, tap OK and return to the next step.
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10 Asneeded, perform these additional steps for Polling, Quota, and Conference Bridges.
Then, proceed to the procedure Sending the Notification from the Mobile Site on

page 321.
Polling—In a polling message, you create choices for answers to the message. The

contact chooses from the answers and you see the polling responses in the
notification results. You can also optionally send a Follow Up with the results.

a When your Message Type is Polling, the Polling pane is displayed.

sss00 ATAT LTE 8:53 AM 55% E»
& manager.everbridge.net

Message type Palling
Display 2 Items

Text Response

1
2
Seloct Contacts

1 1 0

Settings  Edit

Event

Jun © 2014 Evortridge. Inc

b From the Display drop-down list, select the number of items you need.

¢ Addeachitem (lessthan 250 characters peritem and less than 5oo characters for all
items).
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Quota—In a Quota message, you can add options for contacts to respond to a list of
choices and then you send a Follow Up with the results.
a  When your Message Type is Quota, the Quota pane is displayed.

ss800 ATAT LTE 8:53 AM 55% E»
& manager.everbridge.nat

Massage type Cuoia

Display 2 Items.
Text Response Quota
1 0
2 0
Select Contacts
1 1 0
Settings  Edit

Event

© 2014 Everbridge. Inc.

b From the Display drop-down list, select the number of items you need.

¢ Addeachitem (lessthan 250 characters peritem and less than 5oo characters for all
items).

d Nextto each line item, type the quota number you need.

Conference—In a conference message, the contact can connect to a conference

bridge.

a  When your Message Type is Conference, the Conference Bridge drop-down list
becomes available.

se800 ATAT UTE B:54 AM 55% H»
& manager.everbridge.nat

Message type Conference

Everbridge Conference Bridge 1

Everbridge Conference Brid...

b  Select the desired Everbridge Conference Bridge from the spinner and tap Done.

11 Proceed to the procedure Sending the Notification from the Mobile Site on page 321.
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Sending the Notification from the Mobile Site

Once your notification is set up, you are ready to send it.

ss800 ATAT LTE 10:03 AM IBH

& manager.everbridge.net (o)

Message type | Standard
Select Contacts

1 1 0
Sattings Ed

Event
Weather

© 2014 Everbridge, Inc.

To send the notification from the mobile site

1 Tap Send.

The Notification Report screen is displayed, where you can watch the results. When the
notification is first starting up, the values are all zero since no contacts have yet been
notified.
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seec0 ATAET LTE 8:57 AM f 54%
& manager.everbridge.net <
Now Templates Reports Orgs Logout

[ Bocumantatan 1
‘Walcome, Organization Admin - Lucy Kajimoto

MNotification Report

Unexpected Weather -

3083034899266347

Confirmation Status

Status. Count e
Confirmad o 0.0
Mot Confirmaed o 0.0
Confirmed Late o 0.0
Unreachable (] 1000
Confirmation Status by Path

Path Count E
Mobile Member App 0 o
‘Work Email o o
Work Phone o o
Notification 1D: 308, DOZEEIT

Massage Tille: Unexpected Weather
Message Text: Today it snowed in Santa Clarita.

::::f’m Standard

Pricity: Yes

Start: 2014-05-12 08:57:00 GMT-07:00
End: 2014-05-12 09:57:00 GMT-07:00
Sent by Lucy Kajimets

Event:

Notification Settings
Sender Email: Lucy. Kajimoto@Everbridge. com

Sender Caller

United States: 5152300732
1D
oie Mobile Membar App
Metm;:_ Waork Emai

3 Work Phona

Apply Voice
Delivory No
Throttie Rules:
Notfication

1 hour(s)
Duration:
Contact
Cycles:
Voicemail

Messaga Onl
preference; Y
Confirm; Yes

Request Image: Yes
Mobile "

Request Comment: Yes
Member App.

% Request Location: Yes

Settings:

Allow Share: Yes
Language: English (US)

4 h O O

«  Confirmation Status—For each of the confirmation states (Confirmed, Not
Confirmed, Confirmed Late, and Unreachable), the number of contacts for each
confirmation state appears.

»  Confirmation Status by Path—The Confirmation Status by Path chart shows the
number of contacts that confirmed by delivery method.

2 Proceed to Viewing Reports in the Mobile Site on page 325 for further details.
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Sending Notification Templates from the Mobile

Site

From the Everbride mobile site, you can launch notifications from templates that you have
previously created. These are the same templates available on the Notifications tab on the

web Manager Portal.

To use Notification Templates from the mobile site

1

2

3

Tap Templates in the upper left-hand corner.

The list of existing Notification Templates is displayed.

ss800 ATAT LTE 8:58 AM 54% W

& manager.everbridge.net (o)
Mew Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimato

Naotification Templates

) THIS IS A TEST - Fire Drill
2013.08.18 11:69:16 GMT.07.00  Lucy Kajimota
) Chemical spill at Wall St
F013-08-14 10:51,27 GMT-OT00  Lucy Kajimeta
) Accident on 110 W
2013.06.28 D&-14:28 GMTOT-00  Lucy Kajimota
) Heat Waming

3013.08-27 1210:34 GMTOT.00  Lucy Kajimeta

Event

Tap one or more check boxes of the notification templates you want to launch.

Optionally, type the Event name.

se000 ATAT LUTE 8:58 AM f 54% Wy

& manager.everbridge.net (A

Naotification Templates

O} THIS IS ATEST - Fire Drill
20130819 115116 GMT-OT00  Lucy Kajimats
) Chemical spill at Wall St
20130814 105127 GMTO7-00  Lucy Kajimota
) Accidenton 1-10 W
20130678 08:14.78 GMT-OT00  Lucy Kajimets
) Heat Warming

2013.06.27 12:16:34 GMTO700  Lucy Kajimota

Event Test 4

Jse © 2014 Everbridge, Inc.

< hh

4 Tap Send.

Event name

EVERBRIDGE SUITE USER GUIDE

CONFIDENTIAL



A

324 Chapter 10 — Mobile Site

Once you launch the notification, you see the notification results. When the notification
is first starting up, the values are all zero since no contacts have yet been notified.

5 Optionally, tap Stop to stop the notification.
You can optionally Rebroadcast the notification or send a Follow Up notification.

6 See Viewing Reports in the Mobile Site on page 325 for details.
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Viewing Reports in the Mobile Site

Notification results are also on the Reports screen. You can view Active Notifications,
Events, and Notification History.While the notification is active, you will see it in the Active
Notifications list. When it ends, it will be in the Notification History list. If the list of reports
on any of these screens is longer than will fit, scroll to the bottom of the list and tap More.

If you are viewing an active notification, you can:

0

0

Stop the notification.

Refresh the screen to display the updated statistics.

To view reports in the mobile site

1

Tap Reports.

ss800 ATAT LTE 8:50 AM 54% W

& manager.everbridge.net (o)
Mew Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimalo
Active Notifications

i Weather

ucy Hagimato

: © 2014 Everbridge. Inc

e | Event 4——

<

Links

You can also tap the link for Notification History or Events. The list of reports under the

selected heading is displayed.

If you select Events, you see the list of events. Tap an event to see a list of the
notifications that are part of the event. Tap on any notification to drill down to the

details of that notification.

Tap areport to open it.

EVERBRIDGE SUITE USER GUIDE
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For each notification, you can view the notification report.

seec ATAT LTE 9:00 AM i 54% My
& manager.everbridge.net ]

Now Templates Rsports Orgs Logout
L n 1

Walcome. Organization Admin - Lucy Kajimoto

Notification Report

Unexpected Weather -

3083034899266347

Confirmation Status

Status Count %
Confirmed o 00
Mot Confirmed 1 14.29
Confirmed Late o 0.0
Unreachable 6 85,71
Confirmation Status by Path

Path Count k]
Mobile Member App 0 (]
Work Email o 0
Work Phone o o

Notification 10; 308

Message Tile: Unexpected Weather
Message Text: Today it snowed in Santa Clarita.

:o::mbon Standard

Priority: Yes

Siart: 2014-05-12 08:57-00 GMT-07:00
End: 2014-05-12 09:57:00 GMT-07:00
Sent by: Lucy Hajimoto

Event:

Naotification Settings
Sender Emaill: Lucy, Kajimoto@Everbridge. com
Sender Caller
United States: 5182300732
o
Mobile Mamber App
Work Email
Work Phane

Delivery
Mathods:

Tap Refresh to view updated confirmation statuses.
Optionally, tap Stop to stop the active notification.

Optionally, tap Rebroadcast.

If the notification is no longer active and some of the contacts have not confirmed, you
can send the notification again by tapping Rebroadcast. This sends the original message
again to all of the unconfirmed contacts.

Optionally, tap Send Follow Up.

In a Follow Up notification, you can change the configuration of the notification, unlike a
rebroadcast, which simply resends the original notification. (See the procedure To send
a Follow Up notification.)
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To send a Follow Up notification

1 From the Reports screen, access the report from either: Active Notifications or
Notification History. (It is the identical report.)

ss800 ATAT LUTE 2:01 AM

& manager.everbridge.net
New Templates Reports Orgs

I
Waelcome, Organization Admin

Active Notifications

ory. | Event:

i 55%ED

c

ss800 ATAT LUTE 2:02 AM

& manager.everbridge.net

New Templates Reports Orgs
1D

Welcome, Organization Admin -

Noti

ation History

i 55%ED

Active Notifications | Events

Unexpected Weather > > L Waather

2014.05.12 08 57:00 GMT-OT.00  Lusy 2014.05-12 08-57.00 GMT-07-00 ’
Wind Advisory >
20140591 15:31:14 GMT-OT.00  System

Privacy Terms of Use © 2014 Everbridge, Inc. Fire Weather Warming 3

20140510 10:1224 GMT-0700  Systom
Fire Weather Warning 5>
2014.05-10 101222 GMT-OT00  Sys
Fire Weather Walch >
0140500 1SZTIT GMT-OT00  Sysiem
Cheamical spill at Wall 5t 3

2014.05-08 083104 GMT-07-00

Chemical spill at Wall 5t

< M

Lusy Kagimeod

EVERBRIDGE SUITE USER GUIDE
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2 Tapthe report to open it.

sessc ATAT LTE 7:54 AM 1 B7% w0
& manager.everbridge.net &

Now Tamplates Reports Orgs Logout
| Documantation 1 |

Walcome, Organization Admin - Lucy Kajimato
Not

tion Report

Unexpected Weather -
3522830550385421

Confirmation Status

Status. Count L
Confirmed o 0.0
Not Confirmed 1 1000
Caonfirmed Late o 0.0
Unreachable o 0.0
Confirmation Status by Path

Path Count ¥
Mobile Momber App 0 o
‘Work Email o o
‘Work Phono o (']

Notification ID; 3522839550365421
Message Title: Unexpected Weathar
Message Taxt: Today it snowed in Santa Clarita.

s
Priority: Yes

Start: 2014-05-13 07:26:41 GMT-07:00
End; 2014-05-13 08:26:41 GMT-07:00
Sent by: Lucy Kajimoto

Event:

Notification Settings
Sender Email: Lucy Kajimoto@Everbridge.com

i United States: 8182308732
Db Mobile Member App
M Nk Enel
i Work Phone
Apply Voice
Delivery Mo
Throtthe Rules:
Notification 3 8
Duration:
Contact 3
Cycles:
Volcemail
Meassage Onl
preference: i
Confirm; Yes
= Request Image: Yes
Viabiat Ao Requast Comment: Yas
Request Location: Yes
Settings:

Alow Share: Yes
Language:  English (US)

Privacy Terms of Usa © 2014 Everbridge, Inc.
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3 Tap Send Follow Up.

wesec ATAET |TE 7:55 AM © B7% .

& manager.everbridge.net ¢

New Templates Reports Orgs Logout

Welcome, Organization Admin - Lucy Kajimoto

New Notification

Message Usearm

High pricrity message

@ template

Unexpected Weather

Today it snowed in Santa Clarita.

Message type Standard

Follow up on
() Mot Confirmed (1 contacis)

Settings  Edit

Event

Privacy Terms of Uisa © 2014 Everbridge, Inc.

4 Make any changes to the message or notification settings, as needed.

5 From the Follow up on pane, choose one or more types of confirmation states to send
the Follow Up notification by selecting the desired check boxes. (Or, if you are sending a
Follow Up to a polling notification, you can follow-up based on the polling responses.)

sssec ATAT LTE 7:59 AM 1 86%
& manager.averbridge.not

Unexpected Weather

Today it snowed in Santa Clarita.

Maossage type Standard

Follow up on pane L o Sy

Settings Edt

Event

¥ Terma of Use © 2014 Everbridge, Inc.

6 TapSend.
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Switching Organizations in the Mobile Site

If you are registered in more than one organization in your account, you can switch to the
organization you want to manage. (If there is only one organization in your account, you will
not need to do this.)

To switch Organizations in the mobile site

1 Tap Orgs in the upper left-hand corner of the screen.
The organization you are currently managing is indicated by the word “current.”.

ss800 ATAT LTE 2:07 AM 53% H»

& manager.everbridge.net &

Logout
Walcome, Organization Admin - Lucy Kajimoto
Select Organization
Documentation 1
Organization Admin et
Documentation 2

Organization Admin

s © 2014 Everbridge, Inc

2 Select the desired organization.
The New Notification screen appears.
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Logging Out from the Mobile Site

When you are done with your session, log out.

To log out from the mobile site

1 From any screen, tap Logout in the upper right-hand corner when you are ready to end
your session. Or, you are automatically logged out after 30 minutes of inactivity.

seeo0 ATET LTE 8:57 AM 545 -

& manager.everbridge.net <

New Tamplates Reports Orgs Logout <@——— LOgOUt | in k
‘Welcome, Organization Admin - Lucy Kajimoto
Motification Report

Unexpected Weather -
3083034899266347
Confirmation Status

Status Count ]
Confirmed o 0.0
Mot Confirmed o 0.0
Confirmad Late o 0o
Unreachable ] 1000
Confirmation Status by Path

Path Count ]
Mobila Member App 0 o
‘Work Email o o
Work Phone o o

You are returned to the Log In screen.

sssec ATAT LUTE 8:00 AM 86% .

& manager.everbridge.net &
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Organization Settings

This appendix describes the configuration options available to you in the Everbridge Suite
system. The Organization tab is provided for Administrators to configure settings specific to your
organization.

The following topics are covered:

0 Overview of Organization Settings
0 Organization

¢ Map

0 Publishing Options

o Notifications

0 Contacts and Groups

0 Secure Messaging

0 Single Sign-On
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Overview of Organization Settings

The Organization tab is provided for Administrators to configure settings specific to your

Base Information

Login Message

QOrganization Details

Organization Name

» Map

¥ Interactive Visibility

¥ Publishing Options

» Notifications

» Contacts and Groups

¥ Secure Messaging

Organization ID
O ization Status
Country

Contact Data Store Location
Account Name

Last Modified Date

Last Modified By

Privacy

Documentation
2800387990194

Active

United States

uscontact

New US SQA Account
2014-02-03 14:30:39 PST

Lucy Kajimoto

Terms of Use © 2014 Everbridge, Inc.

organization.
I : @ g = Y e o Q
= brldge Dashboard  Universe  Notifications  Incidents Contacts  Reports [ECINIE Access
Settings €
Organization Member Portal

CONFIDENTIAL

EVERBRIDGE SUITE



Z

Organization 335

Organization

Base Information

This page displays the Organization Details, as entered by Everbridge:
¢ Account Name

0 Organization Name

¢ Organization ID

o Displays the status of your organization (“Active”). An account can have more than one
organization in it. The Organization Details show you to which organization you are
logged in.

0 The default Country for your organization.

0 The Contact Data Store Location shows where personal information is being stored.
There are contact data stores in several locations around the world. Your data is in one
suitable for your organization.

0 When and who last modified the configuration of the organization.

A : @ ) = ”n ¢ BN 9
X b”dge Dx Universe i Incidents Contacts Reports Settings Access
Settings §)

Organization Member Portal

Organization
_ Organization Details (7]
Base Information Organization Name Documentation
Organization 1D 8300387990194
Login Message
Organization Status Acfive
b Country United States
¥ Interactive Visibility Contact Data Store Location uscontact
Account Name New US 8QA Account
» Publishing Options
Last Modified Date 2014-02-03 14:30:38 PST
» Notifications Last Modified By Lucy Kajimoto

» Contacts and Groups

b Secure Messaging

Privacy Terms of Use ® 2014 Everbridge, Inc
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Login Message

Optionally, you can type a login message for your users to see when they log into the
application. When you finish typing your message, click Save.

For example, it could be the terms and conditions or other legal information about using the
portal. Or, it could be about security, a current situation, or any other topic you want them to
see before gaining access to the application.

From the Organization tab, select Login Message under Organization. You have a maximum
of 2,500 characters to type your message in the text box. You can add messages in advance
that you are not displaying to users when they log in. To make the message appear when the
users log in, select the check box: Display the message to users. Click Save when you are
done.

Settings @

Organization | Member Porta

v Organization
Login Message 9

Base Information ‘Your users will see this message when they log in. They must click through it in order to access the application

Login Message Last Modified Date:
Last Modified By:

» Map

[] Display the message to users
} Interactive Visibility

B/ Usex x TiFH-TBE

» Publishing Options

} Notifications

} Contacts and Groups

» Secure Messaging
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When the users login to the Everbridge system, your Login Message is displayed. The users
must click the Proceed button in order to continue to the application.

A bridge

LN 0

Welcome to Mass Notification! Click Proceed to confinue.

To change the login message, return to the Login Message page. You can clear the check
box: Display the message to users. This message is not shown to users although there is text
in the text box. Click Save.

You can edit or delete the message by typing in the text box, then clicking Save.

HTML Messages

You can use HTML markup in the message, not just plain text. This allows you to control the
appearance of the message, as well as include images.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL
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Map

Map Defaults

This page allows you to configure your map defaults for use in the map widget in the

Manager Portal. The map widget displays a map of the area in which you are interested using
the settings from this page. You can also configure the map projection a contact upload file
will use when you upload a list of addresses.

3]

F Notifications
» Contacts and Groups

» Secure Messaging

A ) ) = 2 e KN A
NS br’|dge Dashboard Universe Notifications Incidents  Contacts Reports Settings Access
Settings
Organization Member Portal
» Organization
Map Defaults o
Map Google Maps ﬂ Default Map Center New York City, NY
Map Defaults
Default Map -~
Zoom Level Level 5 - City v GIS Default Projection | EPSG:4325 v
My Shapes
Display Layers l:
¥ Point Address Data Default Map Preview Update
Custom Map
» Interactive Visibility
» Publishing Options =

These defaults include:

0 Default Base Map — Select one of the available maps to be used in the map widget.
Locations and selection shapes are shown on this map. Choose the base map that your
organization prefers. Users preparing a notification can change the default map.

0 Default Map Zoom Level —Select the Map Zoom Level. This is your starting resolution
level when you view the map. You can set it to start with a high-level (world or country)
zoom or street zoom level. Users can change the default zoom level.

o Default Map Center — Type a default location on which to focus the map. Users will see
this location in the center when they access the map widget. Regardless of the default
center for the map, you can always move to a different location on the map while you

are using it.

CONFIDENTIAL
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0 GIS Default Projection — From the drop-down list, select the default GIS (Geographic
Information System) projection (or coordinate system) to use for Contact addresses.
The GIS Default Projection is only used when:

«  You are uploading a file of contact information to the system.

«  The upload file already contains geo-coding for the addresses. In that case, you
need to select the projection used for the geo-coding values from the list. If your
upload file contains values that are from a projection that is not on the list, leave it
set to the default. After the file is uploaded, check the addresses as they are
displayed on map (in the Universe tab) to ensure the addresses appear in the exact
location.

Click Save after making any changes to your Map settings. Then, click the Universe tab to
see the effect of the default settings.

My Shapes

You can upload polygons into Settings > Map > My Shapes to select contacts from the map
for a notification. The My Shapes library accepts only closed, single-loop polygons; the
application does not accept or load point or line shapes for selecting contacts. Also, your file
can contain multiple polygons, which you will be able to load/hide separately on the map.
This feature does not currently accept polygons with holes (for example, donuts) and multi-
part polygons. In addition, you can export any shapes from the My Shapes library; the
exported shape will be provided in Shapefile format.

= n
P _ e @ = a2 ¢ R~
NS br|dge Dashboard Universe Notifications Incidents  Contacts Reporis LN Access
Settings @
QOrganization Member Portal
» Organization
My Shapes (7]
Map Defaults @ Import reqion file

Circles

My Shapes new fo\dl f
;
Display Layers

P Point Address Data
Custom Map

# Interactive Visibility

» Publishing Options

¥ Notifications

» Contacts and Groups

» Secure Messaging

Privacy Terms of Use @& 2014 Everbridge, Inc.

0 Import Region — You can upload files using one of the following formats:

+  AKML (Keyhole Markup Language) file, which must not be compressed. The
maximum file size is 100 MB.
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« A compressed Shape file. If you upload shapes to My Shapes, make sure there are
only shapes, and not nested folders, contained in the compressed file (zip file). In
other words, the zip file can only contain the shapes. The maximum file size is 100
MB.

In the field: Region name, type a name as it should appear to users in the My Shapes list

in the map widget. Select a folder for the upload, if available. Click Upload to portal.

You can manage the folders and files in the My Shapes library. When you select a file,

you can rename it by clicking the Pencil icon or remove it by clicking the Trash Bin. You

can add folders to your library in advance of uploading files.

Add — You can add folders to contain different libraries of shapes to make it convenient
to organize your shape files. When you select a folder, you can rename it by clicking the
Pencil icon or remove it by clicking the Trash Bin. (Be careful if you delete a folder. Any
shape files in that folder are also deleted.) To move a file to a folder, click the file and
drag it to the folder; this way, you can locate and use your shapes quickly.

Export—You can export shapes from My Shapes. This is useful if you have saved custom
shapes that you have drawn on the map widget. Select the shape you want to export,
and click Export. Click the radio button: Save File, select the location to save the file, and
click Save. The shape is provided in a Shapefile format.

Restrictions

The following are the restrictions for shapes loaded into My Shapes:

0

0

Display Layers

Single loop polygon—no donuts)

Closed loop polygon—does not look like the letter “C"; the polygon start and end
coordinates must match

Non-self intersecting—does not cross over on itself like a figure 8

Single-part polygon—a one-to-one match between a record in the shape record with an
attribute record in the DBF record (instead, create multi-part polygons)

Polygons defined as circles must have a ring, a center, and a radius

You can upload any shape (polygons, points, or lines) into Settings > Map > Displays Layers
that you want to overlay on the map for reference. For example, your Display Layer could be
county or city boundaries (lines), school district buildings (points), or even school buildings
(closed polygons). Shapes loaded into the Display Layers library cannot be used to select
contacts from the map for a notification. This feature currently does not support multi-part
polygons. Your file can contain multiple shapes that you will be able to load/hide separately
on the map.
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@ ® ) = L e 2 BEN
A j':-'bridge Dashboard Universe  Notifications  Incidents Contacts  Reports L Access
Settings @
QOrganization Member Portal
¥ Organization
Display Layers (2]
NN .. w0
Map Defaults @ .Import file
s Cities
My Shapes . School Districts

Display Layers

} Point Address Data

Custom Map

¥ Interactive Visibility

» Publishing Options

¥ Notifications

¥ Contacts and Groups

» Secure Messaging

Privacy Terms of Use & 2014 Everbridge, Inc.

From the Organization tab, under Map > Display Layers, you can:
o Add display layers. The maximum file size is 200 MB.

0 Import the shape files in a compressed file (zip format). If you upload shapes to Display
Layers, ensure there are only shapes, and not nested folders, contained in the
compressed file (zip file). In other words, the zip file can only contain the shapes. The
maximum file size is 100 MB.

The process to manage uploads and process these shapes is the same as the process
described above for My Shapes on page 339.
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Point Address Data

An organization can use this feature to achieve a custom level of geo-coding results for
contact addresses. An administrator can load a master list of reference addresses and geo-
points, and can manage the master list on-line. In order to leverage this feature, an
administrator loads reference data and publishes the data to the Everbridge geo-coding
application. The Everbridge application can use this custom data to geo-code an address
added to any contact record via the REST API, the Manager Portal or the Member Portal.

Published

In order to leverage this feature, you must publish a master list of addresses and geo-points.
Your master list of addresses can contain any number of address records.

You can upload a file containing your master list of addresses, or you can manually add the
addresses to your master list.

‘Susan Stoba Test Organization (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

Map Defaults
My Shapes
Display Layers
¥ Point Address Data
Published
Uploads
Custom Map
} Interactive Visibility
} Publishing Options
» Notifications
» Contacts and Groups

» Secure Messaging

Delete

L

",

"N,

o oo ooo oo o oo
~, ~,

LR Y

Record ID

8812208

as12211

8812213

8812214

8812215

8212218

8812217

8312200

8312210

8812212

[ Add Address
Country
United States
United States
United States
United States
United States
United States
United States
United States
United States

United States

Street Address

31503 Poudre Canyon Highway

31506 Poudre Canyon Highway

31508 Poudre Canyon Highway

31509 Poudre Canyon Highway

31510 Poudre Canyon Highway

31511 Poudre Canyon Highway

31512 Poudre Canyon Highway

31504 Poudre Canyon Highway

31505 Poudre Canyon Highway

31507 Poudre Canyon Highway

Page 1 0f9 s »

10

Apt/Suite/Unit City

100
103
105
108
107
108
109
101
102

104

K

Bellvue

Bellvue

Bellvue

Bellvue

Bellvue

Bellvue

Bellvue

Bellvue

Bellvue

Bellivue

- @ Ly = 2 ¢ KN A
= =cverpriage Dashboard  Universe  Notifications  Incidents  Contacts  Reports Access
Settings
Organization Member Portal
» Organization
Point Address Data: Published Geo-Coding Application | Everbridge Service ﬂ (7]

State/Province

co

co

co

co

co

co

co

co

co

co

Q | zAdvanced Search Reset

Postal Code

80512 View on map
80512 View on map
80512 View on map
80512 View on map
80512 View on map
80512 View on map
80512 View on map
80512 View on map
80512 View on map
80512 View on map

W
View 1-10 0181

You can perform the following tasks on this page:

0

0

View your current master list of addresses

Add an address record

Edit an address record

Delete an address or selection of addresses

View the address location on the map using the geo-point in the address record
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0 Search for an address record or group of address records

0 Setthe geo-coding service

To add an address record

You can add an unlimited number of addresses to your Organization's master list of
addresses. However, Everbridge recommends you also insert the address record to your
system of record to ensure your next upload does not overwrite your changes.

1 Click Add Address.

Add/Edit Point Address Information *
“Record ID | | Preview [7]
E1Van condnde Rochelle
“Country Select g,“-” Par Heiha
Englewood = (o Edenwald. Manar
“Street Address b3 »v‘?"
£ Mt Williamsbridge
. . af -
Apt/Suite/Unit Pony o Baychester, =,-
sfield/ Leonia p Lo ED Gl
ik ~yHudson; g
“City FortiCeesiesands g ol
&P =~c,,, Bronx 5 Manarhaven
* State/Province fidgefeld Sras,, o w&e‘ Manhasset
iy U';pit' ¥ Thraggs, 7 Wasﬁacr‘!tgmn
. anhaitan ]
Postal Code Park i Wi Bt Mok
North _Longwood Flower Hill
“Longitude ergen W 1295 Great Neck Rasly
Manhattan3E? Whitestone Littlel  Great Neck Ros|
“Latitude Neck Bay,  Plaza 2 Heigl
LD F’@- Albe
e FrEest S Flughing Dguglaston >
storia mhurs ; %
Ridtown. BaysideNgmy Rd
Woodside Mil
b o) P North New
A Elmnurst S et Expy: Hyde Park.
5 = Hallis Hills
k = Maspeth
£ Greenpoint ) Gueen s . e Gai
- Forest Hills. o ueens,
o York Will b Ridgewood e 55 illage Franklin
Brooklim o Jamaica Elmont  Sduare
&
Heights ushwick R — T i
Bedford-Stuyvesant
ted Hogk Ozone Park Stream
s Crawmn
Park Slope | T
ol P Heights | Brownsville g JohingF. Kennedy alley) Roc
= z Map data 82014 Go. e’ Terms of Use Reporta map error
= - Be: Map oy P P
2 Populate the required fields.

3 Preview the location on the map.

»

Select Save to close the overlay and save the address to the master list.

To edit an address record

You can edit any address record in your Organization's master list of addresses. However,
Everbridge recommends you also make the same changes to the address record in your
system of record to ensure your next upload does not overwrite your changes.

1 Click the Pencil icon for the desired address.

2 Modify the address record.

3 Preview the location on the map, if necessary.

NOTE: The Preview button refreshes the location of an address only if you have
changed the Latitude and/or Longitude fields.

4 Select Save to close the overlay and save the changes to the address record.
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To delete one or more address records

You can delete addresses from your Organization's master list of addresses. However,
Everbridge recommends you also remove the desired address records from your system of
record to ensure your next upload does not overwrite your changes.

1 Select the check box for the address record(s).
2 Click Delete.

3 Confirm the request to delete the record(s).

To view an address location on the map
1 Select View on Map link for the desired address.
2 Review the address details and the address location on the map.

3 Close the overlay.

To search for an address using the quick search field
1 Enterthe desired search string in the Search field.

2 Selectthe Searchicon.

The application will search the Street Address, City, and Postal Code fields for address
records that contain the search string in any of those fields

To search for addresses using the Advance Search feature
1 Select the Advance Search link.

2 Select the desired fields to search and the search criteria for each field.

3 Click Search.

To set the geo-coding service

If you load non-geo-coded addresses into contact records or collect contact information via
the Member Portal, the Everbridge application can use one of two services for geo-coding
addresses:

0 Setto "Everbridge Service" if you want Everbridge to use its commercial geo-coding API
service.

0 Setto "My Point Address Info" if you want Everbridge to use your Published data for
geo-coding addresses; this application uses an exact match rule for geo-coding
addresses. In other words, every component (Street Address, City, State, and Postal
Code) of the address submitted via the API, Manager Portal, and Member Portal will be
compared to the corresponding address component in your Point Address data. The
submitted address will be geo-coded (the application assigns the Latitude and
Longitude to the address) if every component is an exact match.
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Uploads

You can upload your master list of Point Addresses by means of a CSV file. You can
download the template from this page that contains the required column headers for your

file.
‘Susan Stoba Test Organization (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
- ® g i= 2 ¢ 3 N
= SVE ri ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Settings
QOrganization Member Portal

» Organization

Map Defaults

My Shapes

Display Layers

~ Point Address Data

Published

Uploads

Custom Map

} Interactive Visibility

# Publishing Options

} Notifications

» Contacts and Groups

» Secure Messaging

Point Address Data: Uploads

Refresh

B B B B

Upload to Portal

File Name

Point_Address_Data_LK1.csv

Point_Address_Data_LK1.csv

Point_Address_Data_LK1.csv

Point_Address_Data_LK1.csv

Download Template

Batch ID

21998822490118

21098822490115

21998822490114

21002822490113

Page |1 of 1 10

Privacy TermsofUse © 2014 Everbridge, Inc.

Upload Status

Completed
Completed
Completed
Completed

V]

Status

Unpublished
Unpublished
Unpublished

Published

Uploaded on

2014-06-03 09:32:36 PDT

2014-03-27 14:03:18 PDT

2014-03-27 13:59:01 PDT

2014-03-27 13:28:16 PDT

Received Loaded

Eal

81

Eal

2

81

a1

81

a1

View 1-40f4

Upload Data Elements

The following table provides details about the column headings, from left to right, in the
PointAddressData-Template.csv file. The column headings must not be changed! If you use

your own spreadsheet, then ensure your column headings use the exact case-sensitive

spelling and spaces.

This feature is designed to enable you to achieve the level of precision you need for your
notifications. The Everbridge application will not verify the address records that you submit
are actual address locations. Since you define the Latitude and Longitude for an address, you

can determine the precision of the geo-point and the actual location of the geo-point.
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Field Required

Address Record ID Y

Street Address Y

Apt/Suite/Unit N

City Y

State/Province Y

Postal Code Y

Country Y

Comments

Client-defined unique identifier for the address record.
Maximum Length: 5o

Data Type: String

Cell cannot be empty

Value must be unique in file

NOTE: If two records have the same Address Record ID, then the first record
in the CSV file is loaded to the database. The second record is not loaded to
the database and is listed in the Errors tab.

Includes building number, predirectional, street name, street type, and post
directional

Maximum Length: 100

Data Type: String

Cell cannot be empty

Apartment, Suite, Unit, Floor, and so on

Maximum Length: 10

Data Type: String

City name

Maximum Length: 40

Data Type: String

For US addresses, jurisdiction name below county level
Cell cannot be empty

Administrative level below county level

Maximum Length: 40

Data Type: String

For US addresses, Everbridge recommends full State name, e.g., “California”
Cell cannot be empty

For US Addresses, ZIP Code or ZIP Code + 4

Maximum Length: 10

Data Type: String

Cell cannot be empty
Length 99999 or 99999-9999 or 999999999 if Country is “*United States”
Full 1ISO country name

Maximum Length: 40
Data Type: String
Cell cannot be empty

Country name is in the ISO country list

CONFIDENTIAL
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Field Required
Longitude Y
Latitude Y

Uploading a CSV File

Select the Upload to Portal button. The application displays the following:

Susan Stoba Test Organization (Organization Admin) »

Comments

Longitude value, including negative sign
Data Type: Precision

Not validated for client jurisdiction

Cell cannot be empty

Minimum Value: -180.0000000000
Maximum Value: 180.0000000000
Recommend Spherical Mercator projection
Latitude value

Data Type: Precision

Not validated for client jurisdiction

Cell cannot be empty

Minimum Value: -90.0000000000
Maximum Value: 90.0000000000

Recommend Spherical Mercator projection

347

‘Welcome Lucy Kajimoio (lucykajimoio) | Help & Support | Logout

» Organization

Point Address Data: Uploads

| Upload to Portal

verbrid ® (o = a e BN -~
Srori ge D Contacts Reports Settings Access
Settings @
Organization Member Portal

Map Defaults B
(el Upload a Point Address File @tus s o
My Shapes
=] Point_Address_Da| You can upload a .csv, tar.gz, or compressed (.zip) .csv file npublished 2014-06-03 09-32:36 PDT
B A compressed file must NOT contain folders or multiple other files.
Display Layers I your file is larger than 100 MB, use Secure FTP.
@ Point_Address_Dal npublished 2014-03-27 1420318 PDT
Point Address Data Selectafile
@ Foint_Address_Dal npublished 2014-03-27 13:59:01 PDT
Published
Important: This information will not be available for use until you
Uploads 2] Point_Address_Dal PUBLISH it. You can publish after successfully uploading. blished 2014-03-27 13:28:16 PDT
Custom Map
F Interactive Visibility | upload to Portal || cancel |
» Publishing Options
» Notifications
» Contacts and Groups
» Secure Messaging
Privacy Terms of Use © 2014 Everbridge, Inc. sl il Sl B + -

Received Loaded

81 81

81 81

81 &1

81 81
View 1-40f 4
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Susan Stoba Test Organization (Organization Admin) »

Click the link: Select a file. Then, select the desired CSV file and click Upload to Portal button
at the bottom of the overlay.

Ascverbridge

‘Welcome Lucy Kajimoio (lucykajimoto) | Help & Support | Logout

& g = 22 ¢ Q
Dashboard Universe Notifications Incidents Contacts Reports Access

Settings @

Organization Member Porial

» Organization
~Map

Map Defaults

My Shapes

Display Layers

~ Point Address Data

Published

Uploads

Custom Map

¥ Interactive Visibility

» Publishing Options.

} Notifications

F Contacts and Groups

» Secure Messaging

Point Address Data: Uploads o
[P  upload to Portal
File Name Upload a Point Address File jatus Uploaded on Received Loaded
el Point_Address_Da|  You can upload a csv, tar.gz, or compressed (.Zip) .csv file npublished 2014-06-03 09:32:36 PDT 81 81
A compressed file must NOT contain folders or multiple other files.
If your file is larger than 100 MB, use Secure FTP.
E?  Point_Address_Da npublished 2014-03-27 14:03:18 PDT 81 81
Selecta file
@ Point_Address_Dal npublished 2014-03-27 13:59:01 PDT a1 81
1: Point_Address_Data_LK1.csv m
@ Point_Address_Dal blished 2014-03-27 13:28:16 PDT a1 81
View 1-40f 4

Important: This information will not be available for use uniil you
PUBLISH it. You can publish after successfully uploading

Upload to Portal  JE(ETT]

Privacy Terms of Use © 2014 Everbridge, Inc. P b

Your upload is displayed on the Point Address Data: Uploads page. The application displays
the following information for each upload:

0 File Name (as submitted by the user)

0 Batch ID (system-generated)

0 Upload Status (In-Progress, Completed, or Failed)
0 Status (Published or Unpublished)

0 Uploaded on (date/time)

0 Received

0 Loaded
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nization (Organization Admin)

Welcome Lucy Kaiimoto (lucyl

Map 349

imoto) | Help & Support | Logout

Acverbrid & g = Y ¢ Q,
everori ge Dashboard Universe Notifications Incidents Contacts Reports Access
Settings @
‘Organization Member Portal
» Organization _
Point Address Data: Uploads )
Map Defaults
File Name Batch ID Upload Status Status Uploaded on Received Loaded
My Shapes
@ Point_Address_Data LK1.csv 21998822490119  In Progress Unpublished 2014-06-03 09:41:12 PDT 0 0
Display Layers
@ Point_Address_Data_LK1.csv 21998822490118  Completed Unpublished 2014-06-03 09:32:36 PDT a1 a1
~ Point Address Data
Published @ Point_Address_Data_LK1.csv 21998822490115  Completed Unpublished 2014-03-27 14:03:18 PDT a1 a1
Uploads @ Point_Address_Data_LK1.csv 21998822490114  Completed Unpublished 2014-03-27 13:59:01 PDT a1 a1
Custom Map @ Point_Address_Data_LK1.csv 21998822490113  Completed Published 2014-03-27 13:28:16 PDT 1 1
> Interactive w Page[ fofd[n _ [v] View1-5of5
» Publishing Options
» Notifications
F Contacts and Groups
» Secure Messaging
Privacy Terms of Use © 2014 Everbridge, Inc. - -

Click Refresh to update the status.

Susan Stoba Test Organization (Organization Admin) »

‘Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

orbr i i i= -2 ¢ Q
erpri ge Dashboard Universe Notifications Incidents Contacts Reports Access
Settings @
Organization Member Portal
» Organization ~
Point Address Data: Uploads 2]
Map Defaults
File Name Batch ID Upload Status Status Uploaded on Received Loaded
My Shapes
@ Point_Address_Data_LK1.csv 21093822430119  Completed Unpublished 2014-06-03 09:41:12 PDT a1 a1
Display Layers
@ Point_Address_Data_LK1.csv 21003822430118  Completed Unpublished 2014-06-03 09:32:36 PDT a1 a1
~ Point Address Data
Fublished @ Point_Address_Data_LK1.csv 21993822490115  Completed Unpublished 2014-03-27 14:03:18 PDT a1 a1
Uploads @ Point_Address_Data_LK1.csv 21998822430114  Completed Unpublished 2014-03-27 13:59:01 PDT a1 a1
Custom Map @ Point_Address_Data_LK1.csv 21992822490113  Completed Published 2014-03-27 13:28:16 PDT a1 a1
¥ Interactive Visibility Page 1 of 1/ 10 View 1-5 of §
» Publishing Options
} Notifications
» Contacts and Groups
» Secure Messaging
Privacy Jerms of Use © 2014 Everbridge, Inc. - - —
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Susan Stoba Test Organization (Organization Admin) »

To view the Point Address Data: Uploads Details

1

NOTE: This information will not be available for use until you PUBLISH it. You can
publish after successfully uploading. To publish, see the procedure To view the Point
Address Data: Uploads Details, next.

From the Point Address Data: Uploads page, click the Details icon.

‘Welcome Lucy Kajimoto (lucykajimoto) | Help & Support

| Logout

» Organization

Map Defaults

My Shapes

Point Address Data: Uploads Details
Point_Address_Data_LK1.csv

Unpublished

‘You must Publish these addresses to use them. Only valid addresses will be
Publi

Display Layers

~ Point Address Data

Published

Uploads

Custom Map

» Interactive Visibility

¥ Publishing Options

P Notifications

» Contacts and Groups

} Secure Messaging

Valid(81)

Errors(0)

Record ID  Country

8812208

8812209

8812210

8812211

8812212

8812213

2812214

8812215

8812216

United States

United States

United States

United States

United States

United States

United States

United States

United States

Publish

Street Address

31503 Poudre Canyon Highway
31504 Poudre Canyon Highway
31505 Poudre Canyon Highway
31506 Poudre Canyon Highway
31507 Poudre Canyon Highway
31508 Poudre Canyon Highway
31509 Poudre Canyen Highway

31510 Poudre Canyon Highway

31511 Poudre Canyon Highway

1

Upload Status
Total Records
Publish Date
Upload Date
Uploaded By

Apt/SuitefUnit

100

101

102

103

104

105

108

107

108

& erbrid @ ligh 28 ¢ [ o] Q,
R CVo Tl ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Settings @

Organization Member Portal

Completed
a1

2014-06-03 09:41:12 PDT

Lucy Kajimoto

City State/Province
Belivue co
Bellvue co
Bellvue co
Bellvue co
Bellvue co
Bellvue co
Bellvue co
Belivue co
Bellvue co

Postal Code

80912

80512

80512

80512

80512

80512

80512

80512

80512

The application lists the upload results in one of two sub-tabs on the page:

The “Valid(#)” tab displays a list of the records that passed all data validations tests.

The “Errors(#)” tab displays a list of the records that failed one or more validation

tests. You can correct the data values that caused the errors before publishing the

upload, or you can correct the data errors in your upload file and upload the
corrected file.
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To use the valid addresses in your master list for geo-coding contact
addresses

1 Click Publish.
The confirmation dialog is displayed.

2 Click Yes.
Only valid addresses will be published. The “Published” button for the upload is replaced
by a “Re-Publish” button.

Susan Stoba Test Orgal (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
brid &@ ) = ¢ Q
ovor
everorl ge Dashboard Universe Notifications Incidents Contacts Reports Access
Settings @
Organization Member Portal
» Organization
_ Point Address Data: Uploads Details Upload Status Completed (7]
Point_Address_Data_LK1.csv Total Records 81
Map Defaults Published Publish Date 2014-06-03 09:43:47 PDT
My Shapes You must Publish these addresses to use them. Only valid addresses will be Upload Date 2014-06-03 09:41:12 PDT
Publi: Uploaded By Lucy Kajimoto
Display Layers
Valid{g1) Errors(0)
~ Point Address Data
| Record ID Country Street Address Apt/Suite/Unit City State/Province Postal Code
Published
8812208 United States 31503 Poudre Canyon Highway 100 Bellvue co 80512
Uploads
8812209 United States 31504 Poudre Canyon Highway 101 Bellvue co 80512
Custom Map
} Interactive Visibility 8812210 United States 31505 Poudre Canyon Highway 102 Bellvue co 80512
» Publishing Options 8812211 United States 31506 Poudre Canyon Highway 103 Bellvue co 80512
» Notifications 8812212 United States 31507 Poudre Canyon Highway 104 Belivue co 80512
P e ETs 8812213 United States 31508 Poudre Canyon Highway 105 Belivue co 30512
» Secure Messaging
8812214  United States 31509 Poudre Canyon Highway 106 Belivue co 80512
8812215  United States 31510 Poudre Canyon Highway 107 Bellvue co 80512
W
8812216 United States 31511 Poudre Canyon Highway 108 Bellvue CO 80512

3 Returntothe Point Address Data: Uploads page by clicking Uploads from the navigation
pane.
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Note the Status is “"Published”. Once published, you can Re-Publish as needed.

Susan Stoba Test C imoto) | Help & Support | Logout
| & ) = 22 ¢ Q
everorl ge Dashboard Universe Notifications Incidents Contacts Reports Access
Settings @
Organization Member Portal
} Organization 5
Point Address Data: Uploads )

_ | Refresh | ‘ Upload to Portal | | Download Template

Map Defaults

File Name Batch ID Upload Status Status Uploaded on Received Loaded
My Shapes
@ Point_Address_Data_LK1.csv 21998822490119  Completed Published 2014-06-03 09:41:12 PDT 1 1
Display Layers
@ Point_Address_Data_LK1.csv 21093822430118  Completed Unpublished 2014-06-03 09:32:36 PDT a1 a1
~ Point Address Data
ublished @ Point_Address_Data_LK1.csv 21008822430115  Completed Unpublished 2014-03-27 14:03:18 PDT a1 a1
ublishe:
Uploads @ Point_Address_Data_LK1.csv 21993822430114  Completed Unpublished 2014-03-27 13:59:01 PDT a1 a1
Custom Map @ Point_Address_Data_LK1.csv 21998822490113  Completed Published 2014-03-27 13:28:16 PDT a1 a1
¥ Interactive Vi ity Fage 1 of1 10 View 1-50f5

» Publishing Options

¥ Notifications

¥ Contacts and Groups

» Secure Messaging

Privacy Terms of Use © 2014 Everbridge, Inc. - . —
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Custom Map

An administrator can use this feature to integrate map tiles from an Internet-accessible map
tile server. This feature will enable an administrator to set a custom map tile server as the
default map in the map widget in the Manager Portal.

The following are the system requirements for Custom Maps:

0 Base map (no active layers and no map services)

o Oftype XYZ or ArcGIS

0 Compatible with OpenLayers 2.0 framework

0 Accessible to the public via the Internet

0 Does not require username and password

0 Employes Spherical Mercator projection to ensure map and contacts align in the map

widget

NOTE: Your custom map must be a base map implemented using Spherical Mercator
(EPSG:900913) projection in order for the contact layers and shapes to be displayed
correctly; not a layer or layers on top of a base map. If you want to use "layers", then load
these into the Display Layers library. For details, see Display Layers on page 340.

» Organization
N

Map Defaults
My Shapes
Display Layers
} Point Address Data
Custom Map

} Interactive Visibility

» Publishing Options

} Notifications

» Contacts and Groups

» Secure Messaging

Custom Maps

Delete [ New Custom Wap

Available Hame

& v

OpenCyclehap

Preview

Map Preview: OpenCycleMap

sayvile
Elmwood;Park:

‘owa

Glen Cove
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To add a custom map

1 Click the New Custom Map button to add or edit a custom map.

Add/Edit Custom Map

“Map Type

*Name

“URL

2 Inthe Map Type field, select the corresponding map type.
3 Inthe Name field, type a name for this custom map.

4 Inthe URL field, enter the URL address of the custom map that you want to appear in
the list of maps in the Map Defaults page and the map widget in the Manager Portal.

5 Click OK.

If the integration of the map is successful, then you should see the map in the preview pane
in the lower part of the page. From the Custom Maps page, select the Available check box to
make your custom map available on the map widget and the Map Defaults page.

Susan Stoba Test Organization (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
@ - = 2 € @ 9
Dashboard Universe Notifications Incidents Contacts Reports Settings Access
£ / y State Pat e
Find Contacts 8 { Mt VE"'D"g oy g Al "M’@. Lloyd H
st Van Cortlandt r5 2 = z Harbor s Huntington
Search bt Ak = % E = Bay =
Filt s e 3 & ”ﬁ‘:‘égwm Halesite
ilter contacts Herbor v
| pelham e, . pa
= } Vall
Highlighting contacts Streets § \ /. Bay Park ; L7 o ey Hiitington Gree|
] ) Glen Cove F
Draw shapes ! A Huntingten
I | Sea Cliff Station
by Shapes : | Manorhaven ] et
e A \ Hidgefield P _! Mann::sev k- Glen Head ® e
Exdude Contads {0) \ g L1 g ) : Tt
e o Rutherford (| @ ‘@ i Washington Muttontown  SY0sSel Waodbury Hun:wru‘mm P
Lyndhursi - ! #Runts Point e :
Display L avers ] /' North A Flower Hill 1 o9
) o ' Bergen 1678 Great Neck o . 5 )
3 g y al .
Conlad Layers Belige & secaticus Manhattapi Whiteston€l it Great Neck Rashin Jericho, JE MEle -y 2
& 0\ ’ 7=, eckBay,  Plaza g T ey, iy AN
Change map I & /Lunion city . e \ ol ey e Mot Plainview &
& f 4 o L Albertson | -
- & Side. Imh 20 e | 4 g \
‘East Orange JKearny - /& Weehawken! o £st ‘FFA : EMuStE ) Shing = A Deuglaston 1 # %, Hicksville old Whei
N / SR, " 4/ hstoria T - g % \ e Heigl
ot s e 5 Widtawn Rarsics f > estoury & Yl's
| 3 3 @ y Woadside \ . North New Mineola % Bethpage State
Orange / TRl Hoboken e ] Park Golf Course -
] g o AT gy R & Hyde Park , Voot 32 ]
' Maplewood | . Newall O A 2, ) ;s gf | 1 3 i | | Farmingdale
Invington 7Y Jersey City. W& ) 7 N Queens i Fo ok GardenCity  Fisenhower %\ Levittown |
Y el . { | / Forest HillS p ™ Queens, |Park \
19 Espressny, )= ] New ‘_(grk,-w" Y i Ridgewood lage Franklin 1 = \
f 7 >y lliamsbur 7 - empstea
d 3 : { ) il R 7 & Mittle ave. ), Jamaica leimont  Square P \ North s North
P Uniof™ Fiilsice Newark Libertya, o Bushwick / 5 | | pue Wantagh Amityville
@ (+) International % L ¥ X 4T Woodhaven % 5t Albans Y.Narth Valley P cpthern:Siate Y | lindent
r JAirport Ak, Halsey 5! f e 5 Sheam™ - B A Wn,ﬂagh_ il
Kenitworth NS W 3 COESVEhy ) Sunrise HWY ¥
4 X Upper Bay 2
f Elizabeth v pavodng ; gt Phpa 7] Valley | Belmae sdhior
anford & floward =3 Stear Bockvlle Freeport! g
GreeTs it i & Moot \( Go S Centre port) s
i & o z @
/ 2= [ — St. Ge ) f -l Hewlett 3 % South
- N 4 Seong i % Bardoah Canarsic & Oceanside & % Qyster Bay
@il o Elm Park  Tompkinsyille / p°\k'3 7 &l John F. Kennedy, Woodimere gr 4
o & e [ f L 9 Flatiands ~q1aiavNarianal iis International” | " EENT. £ Map data 82014 Google | TemisofUss |- Report amap en
»

When you select the custom map, from the map options in the map widget, the application

displays your map. The users in the map widget can toggle between any of the available
maps.
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‘Susan Stoba Test Organization {Organization Admin) p
Asever bridge

° Select Contacts 4 You've selecied 0 contaci(s)

Find Contacts
Search
Filter contacls
Highlighting contacts
Draw shapes
My Shapes
Exclude Contacts (0)

&) &) () (0] ¢

Map Layers
Display Layers
Contact L avers

Change map

®

Dashboard Universe

)

Hotifications

Incidents

28

Contacts

¢

Reports

o]

Settings

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout -

Q

Access

Glen Cove

Bayville

74.14787282480527 40 3425052316728

3
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Publishing Options

Everbridge offers the following Publishing Options. An option is visible here only if it is
enabled for your organization.

Everbridge Network

When configured, the notification will be published to the organizations you have indicated.
Optionally, you can use a shape to specify the impacted area to your network.

Organization Identity

(g = )
A " @ U E 2 ¢ 9,
~ brl 95 Dashboard ~ Universe  Nofifications  Incidents  Contacts  Reports Access
Settings @
Organization Member Portal

¥ Organization

Network Effect - Organization Identity 0
» Map Organization Name Doc
¥ Interactive Visbily [ Dspiay oflogo
Category Corporate
v Publishing Options
Area of Responsibility ® None () Uploadshape () My Shapes

~ Everbridge Network
Organization Identity E
Subscribe & Publish
» CMASWEA
Alertus
Web Posting
} Notifications
F Contacts and Groups

» Secure Messaging

Privacy Terms of Use @ 2014 Everbridge, Inc.
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Publishing Options

Subscribe & Publish

@ ) Y
Aseverbridge L Ry ; ol |
CVo g Dashboard ~ Universe  Nofifications  Incidents ~ Contacts  Reports [EENLIEM Access
Settings @
Organization | | Member Portal
¥ Organization Network Effect - Subscribe & Publish Settings
» Map Select Subscription Options
» Interactive Visibility Category
® Al
¥ Publ Options
(O Only those in specific categories
¥ Everbridge Network
Geography
Organization Identity ® Alareas
e (O Only my organization's address(es)
b CMAS/WEA
Publishing
Alertus Your notification will be published to participating Everbridge Network organizations who subscribe to the Corporate category.
Web Posting
¥ Notifications
} Contacts and Groups
» Secure Messaging
Privacy TemmsofUse @ 2014 Everbridge, Inc. . b -

Z
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Aever bridge

You can choose specific categories of organizations by selecting the radio button: Only
those in specific categories. Next, clicking the specific categories link launches the Select
Categories dialog (see the following example). Select one or more categories and click OK.

@

Dashboard  Universe

g E 2 ¢ KN %

Nofifications  Incidents Contacts Reports [JRIIULNEN Access

Settings @

Organization Member Porial

» Organization
» Map
» Interactive Visibility

~ Publishing Options

 Everbridge Network
Organization Identity
Subscribe & Publish
» CMAS/WEA
Alertus
Web Posting
} Notifications
» Contacts and Groups

» Secure Messaging

Network Effect - Subscribe & Publish Settings y
Select categories x

Select Subscription Options
Category
O Al
@ Only those in specific caiegories
+ City/State Government
+ Emergency Services
+ Corporate
» Education
+ Healthcare
+  Utilities

Geography
@® Allareas

() Only my organization's address(es)

Publishing

Subscribe your notifications to the organizations that are in certain categories.
W City/State Government
W] Emergency Services
W Corporate
W Education
W] Healthcare

W Utilities

“ | Cancel

Your notification will be published to participating Everbridge Network organizations who subscribe to the Corporate category.

i
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Publishing Options 359

In addition, you can configure your network Subscribe & Publish settings. Click Save when
you have made changes.

- i ® iy = ”n £ BN
eV Ufbndge Dashboard  Universe  Nofifications  Incidents  Contacts Reports [Raniltdl Access
Settings @
Organization Member Portal
» Organization Network Effect - Subscribe & Publish Settings (]
» Map Select Subscription Options
» Interactive Category
O Al
~ Pul
® Only those in specific cateqories
~ Everbridge Network
- CityState Government
QOrganization Identity « Emergency Services
« Corporate
Subscribe & Publish
- Education
F CMASWEA * Healthcare
= Utilities
Alertus
‘Web Posting Geography
O Allareas
» Notifications
@ Only my organization's address(es)
¥ Contacts and Groups
Address Information
» Secure Messaging
B

*Location Name Everbridge, Inc.

*Country United States

Privacy Terms of Use © 2014 Everbridge, Inc.

v
*Address 500 N Brand Bivd ~
Apt/Suite/Unit Suite 1000
City Glendale
State/Province California
Postal Code 91203
Select Address Please input address information for searching your location
*Longitude -118.254364013672
*Latitude 34 1535453796387
Find location on map
B
*Location Name Home
*Country United States
*Address 28717 Woodside Drive
Apt/Suite/Unit
City Santa Clarita
State/Province California
Postal Code 91390
Select Address Please input address information for searching your location
*Longitude -118.490371704102
*Latitude 34 4611968994141
Eind locafion on map
©AJd another address v
Publishing
Your notificatien will be published to participating Everbridge Network organizations who subscribe fo the Corporate category.
v
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CMAS/WEA

IPAWS (Integrated Public Alert and Warning System) is a planned multi-agency emergency
population warning system in the United States, hosted by FEMA.

CMAS (Commercial Mobile Alert System) is the system interface to the WEA (Wireless
Emergency Alerts) service that wireless carriers use. CMAS is in partnership between FEMA,
the Federal Communications Commission (FCC), and wireless carriers, to enhance public
safety.

Certificate

Everbridge integrates with IPAWS to the WEA system. Everbridge applications use the
clients’ credentials when it sends messages on behalf of the clients.

Susan Stoba Test Organization (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

» Organization
» Map
¥ Interactive Visibility
» Everbridge Network
~ CMAS/WEA
Certificate
SAME Codes
Sender Agency Name
CMAS Fields
Alertus
‘Web Posting
} Notifications
» Contacts and Groups

» Secure Messaging

Aoverbrid ® iy = ” (D 2 IS
= gl ge Dashboard Universe Notifications Incidents Contacts Reports Setfings Access
Settings @
Organization Member Portal

Certificate (2]
Load the non-sensitive credentials provided fo your organization by FEMA._ Please note that Everbridge employees will not ask you for your CMAS/WEA credentials.

Last Modified Date: 2014-03-27 17-55:30 PDT
Last Modified By:  Lucy Kajimoto

Digital Certificate File Browse...

COoGID

COG Alias

Save

NOTE: When sending to the CMAS\WEA publishing option, you do not select a list of
recipients, and the message recipients cannot confirm receipt or reply.

To fill in the fields on this page, type or copy and paste the information from the document
provided by FEMA, then click Save.

In the COG Alias field, enter the COG (Collaborative Operating Group) alias. The current
format of the COG Alias is "IPAWSOPEN_{COG_ID}". You should receive the COG ID in an
email from FEMA when you are granted credentials to send messages to IPAWS.
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The application converts all fields to read-only format and stores the three entries as one
record for the organization. The page displays the audit information: time stamp and full
name of the user who last updated the content of this page. This COG “common name”
value that FEMA sends in the email to alerting authorities is not currently needed when
sending notifications to CMAS\WEA.

An organization can load only one set of IPAWS credentials. If you want multiple agencies to
send CMAS messages, and each agency has their own set of credentials, then each agency
needs their own organization. You are responsible for maintaining the accuracy of your
credentials. The application does not verify the accuracy of the information loaded on this

page.
To update, you must remove all credentials in order to edit any component. Click Remove

All. Confirm the deletion and the values are purged. Enter your update information and click
Save.

You must load these non-sensitive credentials before attempting to send a notification to
CMAS/WEA from within Everbridge Suite.
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SAME Codes

The SAME Code (Specific Area Message Encoding code) is a NOAA-provided code that
extends the 5-digit FIPS code to 6-digits by enabling the first digit (left-most) to be used to
identify a sub-geographical area in a county. The SAME code value must be 6-digits; for
example, 006037. The current list of SAME codes is available at:

http://www.nws.noaa.gov/nwr/indexnw.htm#sametable

An organization that uses CMAS must include at least one SAME code. Only agencies with
permission to send messages to more than one county in a state will have more than one
value in the list. If the list is populated with more than one SAME code, the administrator can
sort the list as desired.

Settings @ Al
Organization Member Porial
» Organization SAME Codes 0
g Sequence Code Description
} Interactive Visibility © Add
= Everbridge Network
Organization Identity
Subscribe & Publish
¥ CMAS/WEA
Cerlificate
SAME Codes
Sender Agency Name
CMAS Fields
Alertus
‘Web Posting
¥ Notifications
» Contacts and Groups
¥ Secure Messaging
Privacy Terms of Use @ 2014 Everbridge, Inc Y

The SAME code field will be used in the message sent to IPAWS. The Geographical
Description enables the administrator to set a label for each code to assist other
administrators with troubleshooting.

Enter the SAME Code and its description. then click Add for each individual entry. If there are
multiple SAME codes, the administrator can click the up or down arrows to re-sequence the
list.
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Administrators can enter one or more Sender Agency names. Type the Sender Agency
Name and click Add. If there are multiple Sender Agency names, the administrator can click

the up or down arrows to resequence the list.

Settings @

Organization Member Portal

b Organization
Sender Agency Name

» Map Sequence

¥ Interactive Visibility v a1
w Everbridge Network
Organization Identity
Subscribe & Publish
~CMAS/WEA
Cerlificate
SAME Codes
Sender Agency Name
CMAS Fields
Alertus
‘Web Posting
¥ Notifications
b Contacts and Groups

b Secure Messaging

Sender Agency Name

Sheriff's Dept

Privacy Terms of Use @ 2014 Everbridge, Inc.
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CMAS Fields

The administrator can hide fields on the CMAS form, as needed. Initially, all fields are
exposed to the user on the notification form.

Settings @ Al
Organization Member Portal
¥ Organization
CMAS Fields (2]
+ Map Field Name Expose Default Value
¥ Interactive Visibility Sender Agency Name ¥ Sheriffs Deptﬂ
IS AT Urgency 7] Immediate [v]
 Everbridge Network
Severity Extreme v
Organization Identity
Certainty Observed 2]
Subscribe & Publish
Expires in 1 9]
~ CMAS/WEA
Affected Region SAME code(s)
Cerlificate
SAME Codes E
Sender Agency Name
CMAS Fields
Alertus
‘Web Posting
} Notifications
» Contacts and Groups
¥ Secure Messaging
. . 4
Privacy Terms of Use @ 2014 Everbridge, Inc.

Clear the corresponding check box to hide a field. In addition, the administrator can
optionally select the Default Values for each field. This eliminates the probability of the user
entering incorrect values on the user form.
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Alertus

The Alertus Profile provides a way for personnel to relay important emergency alerts

through Alertus, an Everbridge Partner providing desktop alerts, alert beacons, and digital
signage.

Click Add. The Add Fields pane is displayed. All fields are required. Click Save when you have
added the Alertus Profile.

Settings §) A
Organization Member Portal
» Organization
Alertus Profile (2]
» Map
Add
b Interactive Visibility
~ Publishing Options B
N Name
~ Everbridge Network
Organization Identity URL Load
Subscribe & Publish “Profie [~
~CMASWEA *Address Mode Group [~]
Certificate *Group
SAME Codes
Sender Agency Name *Duration
CMAS Fields
Alertus
Web Pasting Mame URL Group Profile
» Notifications
» Contacts and Groups
P Secure Messaging
5 v
Privacy Terms of Use © 2014 Everbridge, Inc.
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Web Posting

To initiate notifications to partner systems or client-side web sites, you can provide one or
more URLs. As needed, provide a corresponding username and password for each URL.
When sending your notifications, you can select Web Posting as a publishing option and then
select the check box for the specific URLs.

Settings @ Al

Organization Member Porial

» Organization
Web Posting Settings (2]

» Map

0 Add

¥ Interactive Visibility

¥ Publishing Options

w Everbridge Network

Test

y * Display Name
Qrganization Identity
Usemame
Subscribe & Publish
Password
~CMAS/WEA
Certificate I:I Cancel
SAME Codes
URL Display Name Usemame Password
Sender Agency Name
https:/Wwww_socialtunnel net'send/ali?by=everbridge Al e Pl
CMAS Fields
Alertus hittps: /v socialtunnel netisend/facebook?by=everbridge Facebook Only e Pl
Web Posting hittps: /vy, Z i brid Twitter Only o— £

P Notifications

» Contacts and Groups

» Secure Messaging

Privacy TemmsofUse © 2014 Everbridge, Inc

NOTE: Since each implementation is unique, it is recommended that you work with your
IT department to ensure proper configuration of the Web Posting feature.

Customer Web Service Requirements

The Customer Web Service receives the HTTP POST notification from the Everbridge
system.

In order to set up the Customer Web Service to receive Everbridge notifications, the web
service must meet the following requirements:

1 The web service must exist and be reachable from the Internet.

2 Theweb service endpoint must accept an HTTP POST of content type "application/json"
with a JSON encoded body.

3 The web service may use HTTP Basic Authentication.

4 The web service may use SSL/HTTPS.
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5 The web service must respond with a valid HTTP status code as an acknowledgment for
successful or unsuccessful receipt of the Notification.

NOTE: Response codes returned by external web services are logged by Everbridge
for troubleshooting purposes. They are not currently reflected in the Notification
reports in the Everbridge Notification Reports through the Manager Portal.

Everbridge Notification Format

An Everbridge notification sent to the web service endpoint will be JSON-encoded and will

have the properties shown in the following sample message.
{"title” : "Notification Title", "body" : "Notification Body", *"fileAttachments" : "}

NOTE: fileAttachments will not yet produce the Notification Attachment. This
functionality is coming soon.

JSON parsers are available for most programming languages. Your web service endpoint
should parse the above message. After parsing the message, you can perform whatever
logic you desire using the properties of the message.

Everbridge Configuration

Once the web service endpoint is working as discussed, you can configure the service in your
Everbridge settings.

1 Select Organization >Publishing Options >Web Posting in the Everbridge web interface.
2 Click Add on the right-hand side under Web Posting Settings.

3 Input the following values:
a URL: The URL to which you want to POST an Everbridge Notification.

NOTE: The URL must be accessible by the Internet.

b Display Name: The name this URL POST should have in the Everbridge Ul when
creating a Notification.

¢ Username: IF the URL requires HTTP BASIC Authentication, the username for the

URL.
d Password: IF the URL requires HTTP BASIC Authentication, the password for the
URL.
4 Click Save.

Having followed these steps, you will see the value you set in "Display Name" when you
select the "Web Posting" check box during notification creation. Selecting the option will
send a message to your web service.
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Stopping or Expiring a Web Posting Notification

Customers using the Web Posting Notification feature currently have two options to stop or
expire a Notification:

o Develop logic on the Customer Web Service to remove or replace a Notification based
on your own business requirements (for example, elapsed time, updated HTTP POST,
and so forth).

0 Develop a web service call to Everbridge's REST API for Notification Configuration
element in order to determine if the Notification Title is listed as an active notification.
This call can be executed at an interval of your choosing, but not recommended at less
than 5 minutes from the time of receipt of the original HTTP POST.
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Notifications

The Notifications settings allow you to directly configure many default options within the
Everbridge Suite system. It provides immediate access to the Organization settings so that

you can adjust them specifically to your organization’s preferences.

Default Options

Enter your default options and click Save when you are done. When you are sending a
notification, you can change these settings if needed. Configuring the most commonly used
settings as the default options reduces the chances of human error while sending the

notification.

Organization | | Member Portal

» Organization

» Map

¥ Interactive Visibility

» Publishing Options
Default Options
Sender Infarmation
Delivery Methods
Broadcast Throttiing
Conference Bridges
Phone - Voice Greeting
Email - Header & Foater

» Contacts and Groups

b Secure Messaging

Default Options §

Notification Language

Confirmation Requested

Voicemail Preference

Broadcast Cycles

Broadcast Duration
Interval Between Cycles
Interval Between Delivery Methods

Delivery Order

Hofification Escalations

Allow Separate Email Content

Message Sharing

English (US) A
® Yes
No
lessage Only Message With Confirmation
10 Maximum
1 Default
1 hi(s
0 v min(s
0 v min(s

Cantact Preferred v

#! Incident Management

| Mass Nofification

® Yes

No

) Allow my contacts to share messages with their extanded network AND default notification sharing to ]

o Notification Language—From the drop-down list, select the desired default language.
The Notification Language uses system prompts and messages in that language. It also
chooses the correct text-to-speech engine if you need to convert the text for a voice
path. (The language setting does not translate the text. You must enter the text in the

correct language.)

0 Confirmation Requested—Select the desired radio button: Yes or No. This controls
whether the message will contain a method for the contacts to confirm that they have
received the message. Sending a message is not sufficient; you need to know that your
contacts have actually received the message. For example, in an email message, there is
a link for the users to confirm receipt of the message. In a voice message, users are
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prompted to press a key. The Broadcast Results show you how many contacts
confirmed and who they were. In most notifications, you will want to select Yes as the
default.

0 Voice Mail Preference—Select the desired radio button: No Message, Message Only, or
Message with Confirmation. This controls what happens when the message is sent to
voice mail. You can select whether to end the call (No Message), leave a message
(Message Only), or leave a message with confirmation (Message with Confirmation).

0 Broadcast Cycles—Type the number of cycles you want your notifications to be
repeated. Enter a Maximum number that the notification sender can use and a Default
number setting the default value for sending the notification. Broadcast Cycles controls
how many times the notification will attempt to deliver the message across all of the
device types for each contact. For example, if a contact has four device types and the
Broadcast Cycles is set to 2, the system tries all devices twice.

0 Broadcast Duration—Type the number of hours for notifications. This controls how long
the notification is open to send messages and receive confirmations. Make sure that the
duration is long enough to send all of the messages. If you have a large number of
contacts to whom to send messages and the duration is too short, the notification might
not go to all contacts. The Broadcast Duration also controls the confirmation status. If
the contacts confirmed during the broadcast duration, they are counted as confirmed. If
they confirmed after the broadcast duration, they are counted as confirmed late.

0 Interval Between Cycles—Select the number of minutes between notification cycles
from the drop-down list. This controls how long the system waits before trying the next
cycle. If you leave the number at o (zero), the next cycle begins immediately.

o Interval Between Delivery Methods—Select the number of minutes from the drop-down
list. This controls how long the system waits before moving on to the next delivery
method for a contact. For example, if the contact has four delivery methods, this is the
number that the system waits between delivery methods. If the contact confirms, the
system does not need to send the message to any additional devices. The default
interval is o (zero), so the system tries all devices as quickly as possible.

o Delivery Order—From the drop-down list, select the desired delivery order. Choices are
as follows:

«  Organization Default—The order specified in Settings > Organization at the
Organization level.

« Account Default—The order specified in Settings > Organization at the Account
level.

«  Contact Preferred—If you have enabled it, members can change the delivery order
in the Member Portal. This sends using their customized delivery order, but will use
the Organization Default otherwise.

+  One-Time Custom—This overrides all other delivery orders for this single
notification.

0 Notification Escalations—Select the desired check box or check boxes to enable
Notification Escalations for Incident Management and/or Everbridge Suite.

CONFIDENTIAL EVERBRIDGE SUITE



Z

Notifications 371

o Allow Separate Email Content—Select the desired radio button: Yes or No. This feature
controls whether notifications from your Everbridge Organization can contain a
separate message for email notifications. If you select “Yes,” then all authorized users
can include a separate message formatted for email notifications. Users will be able to
also use a separate plain text message for SMS text, fax, pagers, and text-to-speech.

0 Mobile Member—Message Sharing: Select the check box to allow your contacts to share
messages with their extended network and default notification sharing.

Sender Information

You can define, globally and by country, the Caller ID that Everbridge will use when
deploying notifications to target recipients in international locations. This allows you to
obtain better confirmation rates for international participants. You can specify whether
these settings are alterable when a notification is sent. Click Save after configuring your
Sender Information.

— A
e 3 @ @ = a2 ¢ R
= r ge Dashboard Universe  Nofifications  Incidents  Contacts Reports EEULDE  Access
Settings
Organization Member Portal
» Organization )
Sender Information (7]

» Map Sender E-Mail Display  rodlemmon@gmail.com Edit

} Interactive Visibility Default Country Caller 1D
» Publishing Options Sender Caller ID ® United States 8185001258 P}
Default Options Permission [[] Allow notification sender to edit sender email and sender caller ID

Sender Information \:|

Delivery Methods
Broadcast Throttling
Conference Bridges
Phone - Voice Greeting
Email - Header & Footer
» Contacts and Groups

}» Secure Messaging

Prioer Tems of Use © 2014 Eveibridge Ing g -

0 Sender E-mail Display—You can set an address that is used for email notifications. The
Sender Email Address is used as the "From” address when the message is sent by email.
To change the address, click Edit, type the new address, and click Save.

o Sender Caller ID—You can set the Caller ID for notifications so that the recipient sees a
familiar number.

« Default—If you add more than one Caller ID, choose which one will be the default
CallerID. If a call is placed to a country that does not have a Caller ID configured, the
default Caller ID is displayed.
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« Country—To add a Caller ID, select the country where this will be the number
displayed. Then, type the number and click Add.

+  CallerID—The Caller ID is displayed to the recipient on voice calls.You can configure
more than one Caller ID and the system will use the appropriate one for a
notification. That is, when calls are placed to numbers in the specific country, that
country’s number is displayed as the Caller ID.

If you are sending the message to another country, using a local Caller ID can increase

the response and confirmation rate to the notification. In other words, if the call displays

a familiar ID, the rate of responses from recipients is much higher.

NOTE: To add a Satellite phone to your delivery methods, in Settings > Notifications
> Sender Information, use the Country: Inmarsat (Ships At Sea). The system starts
the number with an "8” so you do not need to add it to the dialing string. For
example, if the complete phone number is "881231234,” enter “81231234". The
system does a look-up for the Inmarsat country and adds the additional “8” to the
beginning of the string.

Click the Pencil icon in the row of the Caller ID you want to edit. Click the Trash Bin in the
row of the Caller ID you want to delete.

Permission—Select the check box if you want the notification sender to edit the sender
information.

You can configure the delivery methods available in the Everbridge Suite system. You can
view the various delivery methods (path codes) by selecting them from the drop-down list.
Selecting the path codes your organization prefers, including selecting the Default check box
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for each path code, reduces the number of options to select to launch a message and can
help reduce human error. That is, the notification initiator does not have to select as many
options for deployment.

- L)
M ) @ (gh i= L ¢ ol Q
= brldge Dashboard  Universe  Nofifications  Incidents  Contacts  Reports [ESuNNEM  Access
Settings
Organization Member Portal
} Organization Delivery Methods 0
} Map Sequence Default Code Prompt
} Interactive Visibility MICIER| W E-Mail Address 1 Work Email ‘6
} Publishing Options
o op vla] 2 O Phone 1 Work Phone 6
v|[a] 3 O SMS1 Text Message P4
Default Options ﬁ
Sender Information MG O — TAP Pager ‘6
E-Mail Address 3 s
Delivery Methods Extension Phone 1 #
vt 5 ad Extension Phone 2 Home Email fi
Broadcast Throtting Extension Phone 3
Extension Phone 4 &
v|[s] & O Extension Phone 5 TTY 1
Conference Bridges Fax1 m
Fax2
Ve Fax3 © Add
Phone - Voice Greefing Moblle Member App Add
Numeric Pager
Email - Header & Footer One Way SMS
Phone 2
» Contacts and Groups Egg:: z
Phone 5
» Secure Messaging Phone 6
Plain Text Email - 1 Way
Plain Text Email - 2 Way
SMS 2
TTY 2 v
Privacy TTY 3 —

You can:

0 Add new delivery methods to the list and set the prompt. When you add a prompt to a
selected method, the prompt is displayed to the contact. There are a number of path
codes from which you can choose. The different path codes will prompt you for different
types of input when you add a contact. For example, choosing:

«  E-Mail Address provides a text box to type an SMTP address
(username@domain.com). An example prompt might be a Business Email or a
Personal Email address.

— The contact confirms by clicking the link: “Please click here to acknowledge
receipt of this message.”

«  Phone allows you to type a phone number. An example prompt might be Business
Phone or Home Phone. Type the digits with or without the hyphens and/or
brackets. (For international phone numbers, provide the Country Code + City Code
+number.)

— Phone—The contact confirms a phone delivery method by pressing a key
requested at the end of the message.
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— Fax—The contacts confirm a fax delivery method by calling the phone number
provided on the fax, entering their contact ID and password, then typing the
PIN provided on the fax.

NOTE: When you edit a Phone delivery method, you can change the prompt. You
can also click the Advanced link to specify the wait time for the notification recipient

W,

to press “1".

«  Extension phone has a text box for a phone number and one for an extension
number.

+  SMS device has a text box for a phone number. An example prompt might be Text
Message. Type the digits with or without the hyphens and/or brackets.

— The contacts confirm an SMS device delivery method by using the device’s
"Reply-to” option.

+  Numeric Pager device allows you to type a pager number. Type the digits with or
without the hyphens and/or brackets.

« TTY device has a text box for a phone number.

NOTE: The Everbridge Mobile Member App runs on iPhones, iPads, and Android
Smart Phones and tablets. It is fully integrated with the Everbridge Suite and turns
notifications into two-way communication. This enables end recipients to become
the “eyes and ears” of the organization during a crisis by responding to surveys,
supplying additional information, and sharing their locations and real-time images
from the scene.

Move delivery methods in the list using the Up and Down arrows located on the left-
hand side of each path code. When you send a notification, the default methods are
already selected for you as delivery methods for that notification. The notification
sender can change the methods for the notification, but setting the defaults for the
most common delivery methods helps to eliminate mistakes. You can edit a method by
clicking the Pencil icon in the desired row. After making changes, click the Save icon to
keep your changes or the Cancel icon if you do not want to keep your changes. You can
delete a method by clicking the Trash Bin in the desired row. Confirm the deletion. (Be
careful that this delivery method has not been used in a template or recurring
notification.)

Broadcast Throttling

You can customize rules that apply to all notifications, are required on all notifications, and/
or show the rules to the notification initiator. When you have configured the throttling rules
and preferences, click Save.

You can define, globally and by country, custom throttling rules based on any desired dialing
pattern. For example, you can slow the rate of making calls to match what the receiving
system can handle.

When you start a notification, Everbridge will try to deliver the message as quickly as
possible. If you are sending phone calls, it is possible that the system receiving the calls will
not be able to keep up. For example, a notification might place 200 calls to an office location
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with a PBX phone system. If the PBX can only handle 125 calls at a time, then 75 calls are
dropped. The Everbridge notification moves on to the next contact method for those 75
contacts.

Using Broadcast Throttling slows down the rate of making calls to match what the receiving
system can handle. It slows the rate of the notification, but does not overwhelm the phone
system causing dropped calls. For example, if the PBX can handle only 125 calls, we might
set the maximum notification calls to 1200. In this case, the notification is sent to the first 200
calls, not the entire 200. It will not send another call until one of the first 100 has ended.

A call ends when:
0 The contact hangs up after hearing the message.
0 The contact hangs up without listening to the message.

0 The call is dropped or recognized as not delivered.

To control the number of calls, set up rules to control the call flow based on the dialed
number. For example, the PBX at the Glendale office might only be able to handle 150 calls
atatime, so set the maximum simultaneous calls to 125. All calls going to this location begin
with 818-230. add a rule that looks for numbers that start with “818230"” and limits them to
125 simultaneous calls.

You can have different rules for different locations. You can also have a default limit for calls
that do not match any of the rules.

- L)
V8 ) @ (gh i= 18 ¢ o Q
= brldge Dashboard  Universe  Nofifications  Incidents  Contacts  Reports [ESuNNEM  Access
Settings @
Organization | = Member Portai

» Organization
Broadcast Throttling (7]
P Preferences
Any change made fo preferences will not be applied to already initiated nofifications. (scheduled or template)
} Interactive Visibility
] Apply to all notifications

} Publishing Options ] Require on all notifications
L ] Show rules to notification initiator
* Notifications
Default Options E
Sender Information Throttling Rules
Throttiing rule change will apply to all notifications

Delvery Method
elvery Metods Maximum number of active simultanaous calls that are not defined by the rules below [N imit Et

Broadcast Throttling
Max Simultaneous

Rule Name Country Throttiing Pattern Calls
Conference Bridges
Select Country v O Add

Phone - Voice Greeting ¥

Email - Header & Footer
» Contacts and Groups
» Secure Messaging

v
PrivaceTermgof Use © 2014 Everbridoe Ing P .
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To define a rule, start by giving it a Rule Name. Then select the country in which the dialed
numbered are located. Type the Throttling Pattern for this rule. If the phone number to be
dialed for the contact matches this pattern, the rule will be used. Using the example above,
the Throttling Pattern would be 818230 and the Max Simultaneous Calls 125. Click Add.
Repeat this process for any additional rules. When done, click Save.

Click the Pencil icon to edit a rule. Make your changes and click the Save icon. Or, click the
Cancel icon to keep the original values. Click the Trash Bin to delete a rule. Confirm the
deletion.

You can set a maximum to be used if the dialed number does not match any of the rules. By
default, there is no limit to the number of simultaneous calls if a throttling rule is not
matched. To set a maximum number of calls, click Edit. Type the maximum number of calls
in the text box and click Save.

When you make changes to throttling rules, the new values are used the next time a
notification is sent, including any notification templates and scheduled messages.

In the Preferences section of Broadcast Throttling, you can configure how the throttling
rules are to be used in a notification.

o If all the check boxes are clear, then the throttling rules are not applied by default, but
the notification sender can turn them on by selecting the check boxes.

o Ifthe check box: Apply to all notifications is selected, but the check box: Require on all
notifications is clear, then the throttling rules are applied by default; however, the
notification sender can turn them off by clearing the check box.

0 Ifthe check box: Require on all notifications is selected, then the throttling rules are
applied by default and the notification sender cannot turn them off.

o Ifthe check box: Show rules to notification initiator is selected, then the notification
sender can view the rules by clicking View Rules.

When you make changes to preferences, they apply to new notifications. They will not affect
any templates or schedules messages you have already configured.

Conference Bridges

You can customize the conference bridges associated with the Everbridge Suite system. If
you are sending a conference notification, you will have a choice of default conference
bridges (by default, Everbridge includes four conference bridges for your use) or bridges that
are custom to your organization. If the selected Contacts exceed g6, the first 96 contacts will
be reached.

NOTE: The Organization’s Settings tab offers Conference Bridges. The Account’s
Settings tab does not offer Conference Bridges.
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brldge Dashboard Universe Notifications Incidents  Contacts Reports Settings LI
Settings @
Organization Member Porial
¥ Organization )
Conference Bridges (7]
PEEm Conference Access
Bridge Name Country Conference Number Last Modified By Last Modified Date

Code
¥ Interactive Visibility
Everbridge Conference Br  United States 7124321574 1963152

¥ Publishing Options =)

i}
Everbridge Conference Br  United States 7124321574 1963162 ]j
i}
i}

Default Options _Everbrmge Conference Br  United States 7124321574 1963172
idge 3
Sender Information Everbridge Conference Br  United States 7124321574 1963182
idge 4
Delivery Methods Whrard
Select Country[ v Hizard © Add
Broadcast Throfting Help me to create an access code string ]
Conference Bridges Conference Wizard Access Code Steps
Phone - Voice Greeting Waitforseconds |1 [v] [>» =
Email - Header & Footer Dial # or 0-9 0 [v] = i}
b Contacts and Groups Access Code (A) =2
# Secure Messaging
( 1 Cancel
\ \ v
Eivacy_TermeoflUce

To add a custom bridge for your organization, start by entering a name for the bridge. This is
the name that the notification senders see when they are selecting the bridge for a
notification. You can select the country where this number is located so the Everbridge
system knows how to dial it, and enter the dial-in number of the conference bridge.

Then, use the Wizard to define the dialing string to successfully connect to the bridge. Often,
entering an access code for a conference bridge requires more than just the code. You might
need to pause before dialing or use special keys such as the pound/hash (#) key. The Wizard
helps you to build the string you need. Enter your information in the Conference Wizard, and
click the >> key next to those fields to move the steps to the Access Code Steps. For
example, to wait 5 seconds for a prompt, from the Wait for seconds drop-down list, select s,
and click >>. It becomes step 1: Wait for 5 second(s) appears. Next, type your Access Code in
the text box and click >>. It becomes step 2: Dial access code 391739. Your access code
requires a hash key after it. From the Dial # or 0-g drop-down list, select # and click >>. It
becomes step 3: Dial #. The Wizard now has the steps to build a dialing string to meet the
requirements of your bridge.

You can change the order of the steps by selecting a step and pressing the Up or Down
arrows. Click the Trash Bin to delete a step. When the access code string is configured, click
OK. Finally, click Add in the row of the custom bridge you just added.

When you send a conference notification, your bridge is available. You cannot edit the
Everbridge conferences bridges. To edit a bridge added by your organization, click the Pencil
icon. Change the name or conference number by typing in the text boxes. Change the access
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code dialing by clicking the number, then making changes in the Wizard. Click OK to save
the changes to the Wizard. Then click the Save icon. Or click the Cancel icon to keep the old
values.

To remove a bridge that you have added, click the Trash Bin in its row. You can delete a
default bridge if you do not want your notification senders to have it available. Confirm the
deletion.

Phone - Voice Greeting

You can customize the Greetings associated with voice calls from the Everbridge Suite
system. When a message is sent over voice paths, the contacts hear a greeting before the
actual message starts. You can use the system default greeting, but it can be more effective
if the greeting comes from a name or voice that is familiar in your organization. You can use
your own recorded greeting files instead of the system defaults.

NOTE: The Organization’s Settings tab offers a Phone - Voice Greeting. The Account'’s
Settings tab does not offer the Greetings Library.

- L)
. o @ =w = 2 ¢ (A~
N brldge Dashboard  Universe  Nofifications  Incidents  Contacts  Reports JEGUGLNCE Access
Settings @
Organization ~ Member Portal

» Organization

» Map

} Interactive Visibility

} Publishing Options
Default Options
Sender Information
Delivery Methods
Broadcast Throttling
Conference Bridges
Phone - Voice Greeting
Email - Header & Footer

» Contacts and Groups

» Secure Messaging

e

Phone - Voice Greeting (7]

Non-Priority Greeting Priority Greeting

@ Default message (®) Default message

Custom message Custom message

() Use Everbridge recorder () Use atelephone (O Upload a file (0 Use Everbridge recorder () Use atelephone () Upload afile

The Phone - Voice Greeting allows you to have separate greetings for non-priority and
priority messages. You can record your greeting directly into the Greetings Library using the
online recorder. When you are ready to start, click the Record button (green circle). Itis a
good idea to wait for a second or two before you start talking to make sure you do not cut of
the beginning of your greeting. It is also a good idea to wait for a second or two before you
stop recording. To stop recording, click the Record button again. If the Camera and
Microphone Access dialog appears, click Allow.
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Or, you can prerecord the audio file and upload it. An uploaded voice file must be 8KHz, 8-
bit, mono audio WAV format and less than 5-minutes in length.

Click Save when you have set a greeting. At any time, you can use the default greeting by
selecting the radio button: Use default greeting under either Greeting Message (Non-
Priority or Priority).

The system uses the default greetings unless you install custom recordings.

Email - Header & Footer

You can customize the Email Header and/or Footer that is displayed with the email-based
notification deployments. When a message is sent by email, the header and footer are
automatically added to it. The header and footer should contain information that belongs
with every message, and not be message-specific.

NOTE: The Organization’s Settings tab offers Email - Header & Footer. The Account’s
Settings tab does not offer Email - Header & Footer

Ascverbridge . ® o = a2 e Q g
ashboard Universe Notifications Incidents Contacts Reports Settings Access
Settings @
Organization Member Portal
» Organization
Email - Header & Footer (7]
» Map Email - Header:
» Interactive Visibility BIUSxxTTa-HREEEEFESS B % el
» Publishing Options
Default Options
Sender Information
Delivery Methods
Characters remaining. 300
Broadcast Throttiing Email - Footer:
Conference Bridges B f Uaex x T-TH-Tyg T T === EE= LI B
Phone - Voice Greeting
Email - Header & Footer
» Contacts and Groups
¥ Secure Messaging
Characters remaining: 300
——— i

You can add a header, a footer, or both. You can use up to 300 characters in each default
header and footer. Type the text in the box, as desired. After typing the custom header/
footer, click Save.
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Contacts and Groups

At the Organization level, all Contacts and Groups are offered. At the Account level, only
Security is offered under Contacts. See Secure FTP on page 385.

Contact Record Types

NOTE: The Organization’s Settings tab offers Contact Record Types. The Account’s
Settings tab does not offer Contact Record Types.

You can define various Contact Record Types that are available when adding members to
the system. Typically, you would do this to filter your target population or to segment
different types of contacts from others.

NOTE: Since the Record Type field is required in the contact record, make sure to define
the Contact Record Types before you add any Contacts to your system.

The system has one record type configured that cannot be deleted. The default value for this
record type is Employee. If Employee is not a record type that your organization needs, you
can edit it to change it to a name you want to use.

Some example record types include:
0 Employee

0 Contractor

o Vendor
0 Visitor
0 Partner

0 Internal Personnel

o Citizen

0 Doctor or Physician
0 Nurse

0 General Staff

0 Faculty

o Professor or Teacher
0 Student

0 Parent
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Documentation (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

Acverbrid @ g = . ¢ Fos a,
riage Dashboard ~ Universe  Nofifications  Incidents  Contacts  Reports WCEGIVEE  Access
Settings @
Organization Member Portal
» Organization
Contact Record Types (2]
> Map Record Types Fill Color
» Interactive Visibility Employee - *
» Publishing Options
o optin - PRl
¥ Notifications
Member Portal il

¥ Contacts and Groups

L4
Contact Record Types -

(]
‘)»
&
&

Additional Information
Alert Subscriptions
Secure FTP

¥ Secure Messaging

Privacy Terms of Use © 2014 Everbridge, Inc.

Names of the record types you use are custom to your organization. Add names that are
meaningful to your organization and how you want to classify your contacts. The following
are some examples:

0 Government—Employee and Citizen
0 Education—General Staff, Faculty, Student, Parent, Alumni

0 Health Care—General Staff, Physician, Nurse

To add a contact record type, type a name in the text box and click Add. To edit the name of
arecord type, click the Pencil icon in its row. Make any changes to the name, then click the
Save icon. Click the Cancel icon to leave the record type unchanged. To delete a record type,
click the Trash Bin in its row. Confirm the deletion.

Once defined in the organization, the record types can be used to:
0 Search and manage contact records based on Record Type
o Filter the target audience of any notification

0 Filter search results and reporting results based on Record Type
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Additional Information

Documentation (Organization Admin) »

NOTE: The Organization’s Settings tab offers Additional Information. The Account’s
Settings tab does not offer Additional Information.

You can define custom data fields for use in the Everbridge Suite system. Additional
Information fields are added to the Contact record that are important to you. These could
be:

0 The location where an employee works
0 Thetitle or department of an employee

0 Aparticular skill or certification someone has

You can use Additional Information fields to manage your contacts. You can also use
Additional Information to select contacts for notifications.

Click Add and the Add Fields pane is displayed. The bottom pane shows the existing
Additional Information.

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

A o @ -y = 22 ¢ £ aQ
ri ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
settings € €

Organization Member Portal

F Organization

» Map

» Interactive Visibility

} Publishing Options

» Notifications
Contact Record Types
Additional Information
Alert Subscriptions
Secure FTP

P Secure Messaging

Additional Information (7]

£ Add

Name
Data Type Text ~

Display Format Single Selection List &

©_Add another item

[ sae I

Name Data Type Display Format

Hire Date Date Textbox il
Company Text Multiple Selection List il
Department Text Multiple Selection List il
Street Name Text Textbox i |
Building Number Number Single Selection List &

There are three data types available for Additional Information fields:
0 Text can hold any text string.

0 Number must contain a number.

0 Date must be in the date format (yyyy-mm-dd).

Display formats from which to choose:

0 Atext box allows any value to be entered.

o Asingle selection drop-down list has a list of possible values, and one can be selected.
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o A multiple selection drop-down list has a list of possible values, and one or more can be
selected.

There are no limits to the number of fields you can define. Click Add and type a name for the
field. Then, select the Data Type and Display Format for the field. Under the selected Display
Format, add the corresponding value. Click the link: Add another item to add more values.
To change the order in which the values appear, click the Up and Down arrows. (To remove a
value from the list, click the Trash Bin in its row.) When your field is complete, click Save.

To edit a field, click the Pencil icon in its row. Make any changes to the name or values of the
field. Note that you cannot change the Data Type or Display Format. Click Update to save
your changes. Or click Cancel to leave the original values. To delete an Additional
Information field, click the Trash Bin in its row. Confirm the deletion. If you already have
contacts that have been assigned a value for this field, they lose that information.

Alert Subscriptions

NOTE: The Organization’s Settings tab offers Subscription Fields. The Account’s
Settings tab does not offer Alert Subscriptions.

You can add types of notifications to which the recipient (contact) can subscribe to receive
notifications. These are available on the Member Portal for a contact to choose. For
example, you could offer to notify contacts about several types of traffic conditions in your
area. On their profile, the contacts would select the conditions for which they want to
receive notifications. Then, when you send the notification, you choose individuals who have
opted-in to that type of notification. Of course for an emergency notification, you can
disregard all opted-in subscriptions and send to anyone.
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Documentation (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

B e orbrd @ gd = a2 ¢ % BN
ri ge Dashboard Universe Notifications Incidents Contacts Reports Setfings Access
St 01: (2]

Organization Member Porial

» Organization
» Map
¥ Interactive Visibility
P Publishing Options
» Notifications
Contact Record Types
Additional Information

Alert Subscriptions

Alert Subscriptions (7]
Add
Add Fields
Type Customized ~ o
Heading - o
*Name

*Value

© Add another item

Secure FTP

» Secure Messaging

Cancel
Heading Name Type
Weather Alerts Only - Weather P}

Privacy Terms of Use © 2014 Everbridge, Inc.

Select the Rules option when adding a Notification and Target Audience. By default, the
values entered for the alert subscription fields are available for use.

To add a new Alert Subscription value
1 Click the Add button at the top of the Alert Subscriptions page.

2 From the Type field, select the type of field to add from the drop-down list:

«  Customized—Can have any values you choose. Type your values, as needed. Select
the link: Add another item to add additional values.

«  Weather—Offers a list of predefined values for different weather conditions.

3 Type a name for the Alert Subscription field.
This name is shown on the Member Portal page when the contacts are making their
selections.

4 Click Save.
To edit a field, click its name in the list. Click in a text box to edit the name or values. Click
Update. Click the Trash Bin next to any value to remove it from the list.

To remove an Alert Subscription, click the Trash Bin from its row in the list.
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There are various ways to add contacts to Everbridge Suite.
0 Anadministrator can fill in a form for a single contact and save it to the database.

o Anadministrator can use a data file containing a number of contacts and upload it to the
database.

0 You can configure another system to automatically add a file containing a number of
contacts and upload it to the Everbridge database.

Most organizations use bulk upload methods to add and manage many contacts at once.
One way to automate the upload is through the Everbridge interface. You configure your
system to add a contact upload file in the Everbridge format. You then script or schedule
software that supports Secure File Transfer Protocol (FTP) to upload your file to Everbridge.

Using an automated system saves time and helps to prevent errors. Note that you can use
the Secure FTP software to manually upload files. This is a good way to test your connection
to Everbridge and make sure that your system is configured properly. However, if you are
going to upload files manually, there is no advantage to using Secure FTP software instead
of simply uploading through the Everbridge Suite interface.

File Encryption provides a standard encryption method (such as PGP) to generate encryption
keys.

Documentation (Organization Admin) b

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

Contact Record Types

Additional Information

Alert Subscriptions

Secure FTP

» Secure Messaging

M brid & (g = 28 ¢ 3 Q
= Il ge Dashboard Universe Notifications Incidents Contacts Reports Settings LTSNS
Settings §
Organization Member Portal
» Organization
Secure FTP (7]
» Map Automate your contact management process.
} Interactive Visibility SFTP Host Name: | q1srmap1.24seven.dc
} Publishing Options SFTP Key: : Generate a New Key
+ Notifications 31 Download Access Instructions
 Contacts and Groups
File Encryption (7]

Encrypt your upload file for additional security.

Encryption Status: @ Off () On

Privacy Terms of Use © 2014 Everbridge, Inc.

By configuring your computer system and Secure FTP software to work together, they can
automatically add contact data updates and install them. The computer system needs to
add and place the data file in the location configured in the Secure FTP software. The Secure
FTP software is scripted to perform the transfer.

EVERBRIDGE SUITE USER GUIDE

CONFIDENTIAL



A

-

~

386

Appendix A — Organization Settings

FTP instructions are not provided in this document. If you have questions about using FTP,
contact your IT department or your Client Services representative.

To use Secure FTP to upload contact data files

1

From the Organization tab > Organization > Base Information, note your Organization
ID and the your Contact Data Store Location.

From the Organization tab > Contacts and Groups < Secure FTP, in the Secure FTP pane,
click the link: Download Access Instructions. Save the file to your desktop.

NOTE: For cross-organizations, perform the Secure FTP procedure from the
Account level (that is, from the Settings tab > Security > Secure FTP) rather than from
the Organization level. Include the column to designate your organization names.

You will need two additional programs to use Secure FTP. Everbridge does not endorse
any third-party software, but has examples using programs that others have found
useful.

From the Secure FTP pane, to download the soft key (.key) file for your organization,
click the button: Download. Save it to your desktop.
This soft key needs to be converted into a format that the Secure FTP software can use.

Following the Access instructions, use the key generating software to take the soft key
(.key) file you downloaded and export it to a key (.pgb) file for the software.

Configure the encryption software, so you can use it to upload contact data files (.pgb).

To connect to the Everbridge server, you need to supply a hostname. Find the hostname
for your Contact Data Source Location in the Access instructions. Your login username is
your Organization ID.

On the server, there are three folders you will use as destinations for your contact data
file, which correspond to the three upload directories from which you choose if you are
uploading the file manually:

- update
« replace
« delete

For more information, see step 5 on page 211 of the procedure To upload a list of
Contacts using the web-based interface.

All Account Administrators and only Organization Administrators for the specified
organization are sent an email when the Secure FTP upload is done.
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To use File Encryption for additional security

1 From the Organization tab, select Contacts and Groups < Secure FTP.

2 From the File Encryption pane, select the Encryption Status radio button: On.

‘Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

» Organization

» Map

} Interactive Visibility

» Publishing Options

} Notifications
Contact Record Types
Additional Information
Alert Subscriptions
Secure FTP

» Secure Messaging

Secure FTP
Automate your contact management process.

SFTP Host Name: | g1srmap1.24seven.dc
Generate a New Key

SFTP Key:
@ Download Access Instructions

File Encryption
Encrypt your upload file for additional security.

Encryption Status: () Off @ On

Encryption Key: m" Generate a New Key

%1 Download Access Instructions

Privacy Terms of Use © 2014 Everbridge, Inc.

P erbrid @ o = 2 ¢ EN A
everpri ge Dashboard Universe Notifications Incidents Contacis Reports Settings Access
Seningsa

Organization Member Portal

3 Click the link: Download Access Instructions.

4 Save the file to your desktop.

5 Follow the instructions from the downloaded file.
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Secure Messaging

Secure Messaging is visible only if it is enabled for your organization. It provides compliance
with industry regulations such as HIPAA (Health Insurance Portability and Accountability
Act). This means hospitals and other health care clients can use the Everbridge Mobile
Member application for their Secure Messaging needs, for example.

Settings

The Secure Messaging settings apply only to the messages in the Mobile Member
application. The Message Expiration feature removes (“wipes out”) all messages sent to and
from the Mobile Member application after the message has been stored on all Mobile
Member applications for the specified period of time. (Select the check box and enter a value
of 1-180 days.)

- h
'S d ® (g = L & e Q
NS bridge Dashboard  Universe  Notifications  Incidents  Contacts  Reports JSWTH Access
Settings §)
Organization Member Portal
» Organization ) i
Secure Messaging: Settings (7]
» Map The following settings apply only to the messages in the Mobile Member application.

¥ Interactive Visibility

» Publishing Options Message Expiration @

[[] Automatically delete messages that are older than days
} Notifications
» Contacts and Groups
 Secure Messaging \:l

Settings

Remote Wipe

Privacy Terms ofUse © 2014 Everbridge, Inc.

The Remote Wipe and Logout feature wipes out all messages sent to and from the Mobile
Member app for the contacts you select. These contacts will also be logged out of the Mobile
Member app and will need to enter their user names and passwords again in order to receive
new messages.
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The Remote Wipe and logout feature removes (“wipes out”) all messages send to and from
the Everbridge Mobile Member app for the individuals you select from Remote Wipe. You
select from individuals that have their credentials logged into at least one instance of the
Mobile Member app. Select your contacts, click OK, confirm that the messages will be wiped
out, and that the contacts will also be logged out of the Mobile Member app.

A bridge

@ () = " ¢ KN

Dashboard  Universe  Nofifications  Incidents  Contacts  Reports EZNOUEN Access

Settings

Organization Member Portal

b Organization

» Map

¥ Interactive Visibility

} Publishing Options

» Notifications

» Contacts and Groups
Settings

Remaote Wipe

Secure Messaging: Remote Wipe (7]
The following settings apply only to the messages in the Mobile Member application.

Remote Wipe @

Remote Wipe and Logout ()

Click "Wipe Now" to wipe out all message for.

0 Wipe Now
Individuals

Remote Wipe

Wiped Date - Total Contacts Successful Contacts Pending

=
[
®
o
®
3
o
(1]
@
o
w
[
5
@
&
o
[

Page|1 [of1s »i|25 vl

Privacy Terms ofUse © 2014 Everbridge, Inc.

The “Successful” column shows the number of messages that were wiped. The “Pending”
column shows the number of messages that are yet to be wiped. That is, the mobile phone
might be off or the Everbridge Mobile Member app might not be launched.
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Single Sign-On

At the Account level only, Account Administrators can create Single Sign-On (SSO) settings
using SAML (Security Assertion Markup Language) version 2.0. The SSO applies to the
Manager Portal only; not Mobile Manager or Mobile Member.

The Single Sign-On workflow is as follows:
0 Your Everbridge representative enables “Single Sign-On” for your account.

0 The Account Administrator configures the settings. (See SAML Single Sign-On Settings,
next.)

0 The Account Administrator downloads the metadata after the SSO is set and imports
the metadata to the Identity Provider (IDP).

0 The Account Administrator uploads or adds users with SSO User IDs into Everbridge
Suite. To use SSO, only users with SSO User IDs are able to log in to Everbridge Suite.

0 Users access the Welcome page by means of the URL provided on the SSO setting:
Identity Provider Login URL.

0 Userslogin to the IDP service provider and are authenticated.

0 Users are redirected and logged in to the appropriate accounts/roles on the Manager
Portal after they are authenticated.

SAML Single Sign-On Settings

ACCOUNT: New US SQA Account (Account Admin) »

From the Account Level, select the Settings tab > Security > Single Sign-On. The SAML
Single Sign-On Settings page is displayed.

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

P Notifications

Secure FTP

Single Sign-On

-~ e 2 12 @ e
- Tl ge Notifications Contacts Users Roles Settings
Settings @

SAML Single Sign-On Settings @
* Name

* APl Name

SAML Version 20

* Identity Provider Metadata Browse.

* SAML Identity Location (@) Identity is in the Nameldentifier element of the Subject statement
) Identity is in an Atiribute element

Identity Provider Login URL
@

Service Provider initiated Request Binding ® HTTP Redirect
) HTTP Post

Privacy Terms ofUse ® 2014 Everbridge, Inc.
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Use the following table to complete the required fields. Required fields are indicated with a

red asterisk (*).

Field Name

Description

Name

Specify a name for Single Sign On settings.

APl Name

The unique name used by the API, we rely on this attribute to
generate "Everbridge Login URL" (below).

SAML Version

2.0

Identity Provider Metadata

SAML Identity Location

Browse to the .xml file that uniquely identifies your SAML identity
provider.

The location in the assertion where a user should be identified. Select
one of the following radio buttons:

0 ldentity is in the Nameldentifier element of the Subject statement

¢ ldentity is in an Attribute element—When you select this radio
button, the required Attribute Name field is displayed.

Identity Provider Login URL

The URL where Everbridge sends a SAML request to start the login
sequence.

Service Provider initiated
Request Binding

Select the desired radio button: HTTP Redirect or HTTP Post.

For assistance with SSO, contact your Everbridge Account Manager.
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Member Portal

This appendix describes the configuration options available to you for your Everbridge Suite

Member Portal. The Member Portal tab is provided for Administrators to configure settings specific
to your organization.

The following topics are covered:

0 Member Portal Settings
0 Information Collection

0 Content

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



2

394

Appendix B —Member Portal

Member Portal Settings

From the Settings tab, select the Member Portal tab. Configure your Member Portal settings

before distributing access to your contacts.

Portal Options

Select the Portal Type: Public - Anyone can access the site or Private - Only invited contacts
can access the site. If Public, from the Contact Record Type drop-down list, also select the

record type that all new sign-ups are assigned.

In the Public Member Portal, members can add new records.

In the Private Member Portal, organizations can offer employees an avenue to augment
their organization’s uploaded data (first name, last name, company email, and work phone
number) with personal data (cell phone, personal email, and home address information) to

ensure successful message receipt.

Documentation (Organization Admin) »

-]
Settings

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

Q

Access

S . &@ g = i e ¢
== brldge Dashboard Universe Notifications Incidents Contacts Reports
Settings @

Organization Member Portal

Access Your Porial

Portal Options
Portal Options

» Information Collection .
Portal Type (® Public - Anyone can access the site

» Content (O Private - Only invited contacts can access the site
Contact Record Type All new sign ups are assigned: Employee [~]

Please configure your Member Portal seftings before distributing access to your contacts

—

Privacy Terms of Use @ 2014 Everbridge, Inc.
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Information Collection

Profile

You can expose user profile settings. If you do, you can make the field editable and/or
mandatory as well. Required fields are already selected. Select Save.

Documentation (Organization Admin) »

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

e e @ = 2 ¢ IR~
E EVe rl ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Settings @

Organization Member Portal

Access Your Portal

Portal Options

Profile (2]
~ Information Collection
Name Expose Editable Mandatory
Profile
First Name
Locations
Last Name
Alert Subscriptions
Middle Initials O [} O
Information
Suffix
Delivery Methods o o o
} Content External ID O [} O

‘Help & Answer" text

=3 A

Privacy Terms of Use @ 2014 Everbridge, Inc.

Link to provide Help to your members
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A bridge

Settings
Organization Memi

Access Your Portal

Portal Options
Profile
Locations
Alert Subscriptions
Information
Delivery Methods

} Content

To aid your portal members, you can provide text regarding the specific page. Click the link:
‘Help and Answer’ Text to display the ‘Help & Answer’ Text dialog. Edit the text per your
organization'’s policies, then click OK.

Documentation (Organization Admin) » Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

Help & Answers

Profile

If editing 'Help & Answer text, remember to keep your information relevant to the spacific page, short and concige. Large amounts of text or more general information can be

addad fo the Overview or Frequently Asked Questions page.

Edit text

Reset fo default

B I U x xX T-1FH-Tyg DL ==

s

E==E= &

check to make sure you have it entered correctly.

Your contact information is how we will try to reach you in the event of an emergency. Please double

L

Live Preview

ndatory

Privacy Terms of Use © 2014 Everbridge, Inc.
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When a member logs in to the Member Portal, his or her individual Profile page appears.

%everbridge

Welcome lucykajimoto

Logout

? Help & Answers

My Profile

*Username

* First Name

+Last Name
Here's how to contact me. |

Move up or down to change the order

& [¥] 1) * Primary email

[»]
.

v| 2) Primary SMS

[»]
“

v| 3) * Primary Day phone

| 4) Phone 1

[+] [*] 5) Email 2

=] (=] 6) Tap

lucykajimoto

Lucy

Kajimato

lucy kajimoto@everbridge.com

United States v

6619938074
United States v
Ext 5
United States v
ail@email
United States v
Pin 5555

Cancel

Powered by

© 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59
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Clicking the blue question mark (located in the upper left-hand section of the screen)

displays the text you added from the link: ‘Help & Answer’ Text link Click the blue X" to close
the Help & Answer text.

%everbridge

Welcome lucykajimoto  Logout

X Help & Answers

Your contact information is how we will
try to reach you in the event of an
emergency. Please double check to
make sure you have it entered
comectly.

lucykajimoto
* First Name Lugy
*Last Name Kajimato
Here's how to contact me. complete at least 2

Move up or down to change the order

« [) 1) Primary email lucy kajimoto@everbridge.com
(4] [+ 2) Primary SMS United States \ 5610930074
[+] [+] 3) * Primary Day phone United States M
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In the section called My Profile, click Edit to change personal information and prioritize how
to be contacted.

%everbridge

Welcome lucykajimoto  Logout

9 Help & Answers

Home

My Profile Edt My Alert Subscriptions
Username:  lucykajimoto 175 Weather Alerts
First Name:  Lucy
Last Name:  Kajimato
Primary email:  lucy.kajimato@everbridge.com
Primary SMS: 6619936074
My Locations it
My Information Edi
Department: Engineering

Powered by

© 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59
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If members need to change their passwords, they must click the Change Password link next
to the Username on the My Profile page.

%everbridge

Welcome lucykajimoto  Logout

2 Help & Answers

My Profile

Change Password link

* Username lucykajimoto
“First Name Lucy

*Last Name ‘ Kajimote
Here's how fo contact me. (complste at feast 2

Move up or down to change the order.

+| [+] 1) * Primary email lucy.kajimoto@everbridge.com
4] [+] 2) Primary SMS United States v 6610938074
2] [+] 3) * Primary Day phone United States v

Ext
(2] [+] 4) Phone 1 United States ¥

~| 5) Email 2 Z

<] [+] 6) Tap United States v

Pin

Save Cancel

Powered by

© 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59

The Change Password page appears. Fill in the fields per the on-screen instructions, then
click Save.
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Passwords are case sensitive, and may contain uppercase letters, lowercase letters, and
numbers. Your password must be 8 to 64 characters long, and contain at least one letter and
one number. Special characters are permitted, but limited to !@#$%"&*().

NOTE: Your password does not expire. However, if you have both a Member Portal
account and a Manager Portal account, then your password expires in go days. If you
change your password during the go-day period, the counter resets to zero (0) and starts
a new go-day cycle.

EVERBRIDGE SUITE USER GUIDE CONFIDENTIAL



2

402 Appendix B —Member Portal

Locations

Displaying/Collecting Address Information

You can use the Locations page to either display pre-loaded addresses to your members or
collect address information from your members.

If you enable this option, then you can also allow your members to edit any pre-loaded
addresses or add addresses.

Use the "Mandatory" option to require your members to add at least one address in order to
save their member profile.

Documentation (Organization Admin) » Welcome Lucy Kajimolo (lucykajimoto) | Help & Support | Logout
Aoverbrid ® g = Y ¢ 2+ N
ri ge Dashboard  Universe  MNotifications  Incidents  Contacts  Reports ERERIIEE  Access
Settings @
Organization Member Portal
Access Your Portal nttps://55p-qa.everbridge netindex/8800367990194
Portal Options
" Locations (2]
Infe tion Collectior
Name Expose Editable Mandatory
Prafle Location 2 v

Locations
r Use a Geo-Fence to control addresses
Alert Subscriptions
Location must be ‘Editable’ (above) for the Geo-Fence to be active in your Member Portal

Information »Edit Geo-Fence | Preview on map
Delivery Methods Help & Answers
Address Entry Page : Help & Answer text

» Content
Address verification page : Help & Answer' text

—

Geo-Fence

A geo-fence is a virtual perimeter for a real-world geographic area you can use to control the
addresses your members may add to their profiles. In Everbridge Suite, you use shapes to
define a geo-fence.

You can enable a geo-fence in three steps:
1 Select one or more shapes for your geo-fence.

2 Select the location handling rule for your organization.

3 Enable the geo-fence.

To select one or more shapes
1 Add the desired shapes to Settings > Organization > Map > My Shapes.

2 Return to Settings > Member Portal > Information Collection > Locations.

CONFIDENTIAL EVERBRIDGE SUITE
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3 Select the link: “Edit Geo-Fence"” to view the list of shapes available for this
organization.

4 Select the check box for the shape.
5 Save your changes.

You can add any number of shapes to your geo-fence at any time. Use the reverse steps to
remove a shape from your geo-fence at any time.

Selecting the Location Handling Rule

By default, the application will not save an address in a member's profile if the Latitude and
Longitude for the address is outside of the geo-fence shape(s). If you want the application to
accept any address, then check the box: "Add addresses even if outside the geo-fence". You
will be able to later review a Quick Report of any addresses outside your geo-fence.

Enabling Your Geo-Fence

You must enable the geo-fence if you want Everbridge Suite to compare the addresses that
your member enters to your geo-fence. Select the check box: "Use a Geo-Fence to control
addresses" to instruct Everbridge Suite to use your geo-fence.

You can temporarily or permanently disable your geo-fence at any time. When you disable
your geo-fence, the application will not compare any new addresses or changes to existing
member addresses to your geo-fence.

NOTE: Your existing member addresses will not be affected if you remove or change
your geo-fence. Any changes you make to your geo-fence will only affect addresses
entered or edited after you save the new geo-fence.
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umentation (Organ

Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout

_ ® .y = 2 Lo
EVErpri ge Dashboard Universe Notifications Incidents Contacts Settings
settings @
Organization Member Portal
| Access Your Portal | https:/issp-qal.everbridge.netindex/8800387990194
Portal Options
i Locations (2]
Infc ition Collection
Name Expose Editable Mandatory
Profile Location 53] 5] o
Locations
[#) Use a Geo-Fence to control addresses
Alert Subscriptions
Location must be ‘Editable’ (above) for the Geo-Fence to be active in your Member Portal
Information v Edit Geo-Fence | Preview on map
Select Geo-Fence from My Shapes
Delivery Methods
[ Add addresses even if outside of fence -
» Content us
[]Glendale
[[]Los Angeles
Help & Answers
Address Entry Page - Help & Answer text
Address verffication page : Help & Answer text
Privagy Terms of Use @ 2014 Everbridge, Inc. - - )
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In the section called My Locations, click Edit. Members can add and edit their own locations.

%&everbridge

Welcome lucykajmoto Logout Home Oveniew FAQs

2 Help & Answers

My Locations

We will use the location information you provide to inform you about events taking place in your area
Location Name Address
Wark 500 W Brand Bivd Edit Delete
Add a Location
*Location Name
This field is required.
+Country United States v

*+Address

Apt/Suite/Unit

City

State/Province — Select—

Postal Code

Verify This Address Cancel

Powered by

© 2014 Everbridge. Inc. V3.1.0-2014-07-23 01:52:59

When you enter or edit a location, click Verify This Address. A map shows locations that are
possible matches. Select the respective radio button and then This is My Location. See the
following example map.
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Verify Your Location

2 Help & Answers

Home

~
>

Spice ry
Alisg, Vincenzo's
.0 )
Y pizza

g
4,,(0 )
PH uofued [|#1SeH

You entered: 27729 Sutter's Pointe
Drive, Santa Clarita, California. United
States

o
&w\kr
&

@

Lisa Gaj

Haskel]
Canyon

sq oondiLiel

Open Crest D
Barrett [

Charles

We found a few possible matches,

o
ﬂoscﬁf'\\
do any of these look right?

@® A-27729 Sutters Pointe Dr, | (3) Albertzons L
Santa Clarita, CA 91350 § a
United States e %ff

)

5
#
o

K aug|
) None of these look right i Carol Sue?
| .

@
i
F
a
g
z
@

o
Appevie”

Mapdata 82014 Google  TemsofUss Reporta map emor

=
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Alert Subscriptions

Alert subscriptions are available for all organizations by default. Any organization can add as
many custom subscriptions as desired. The Account Administrator and/or the Organization
Administrator determine the custom subscriptions.

Weather Alerts

The only subscription type that requires an additional purchase is the Weather Alerts. The
National Weather Service (NWS) sends alerts to the weather providers, who forward the
alerts to Everbridge. Everbridge then automatically sends weather warnings.

On the Alerts page, you can turn off automated weather and hazard alerts. Of the choices for
the alerts, you can expose a field and/or make a field mandatory as well. Under the New
column, you can toggle a new alert on or off, and under the All Clear column, you can toggle
an All Clear alert on or off. Select Save.

Documentation {Organization Admin) » ‘Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
bl @ ) = 2 @€ Q,
‘eroriage Dashboard  Universe  Notifications  Incidents  Comtacts  Reports Access
Settings
Organization Member Portal
Access Your Portal 194
Portal Options
Alert Subscriptions (7]
* Information Collection
[ Tum off automated weather and hazard alerts (Once you have disabled this function, subscribers will not receive any automated weather and hazard aleris
Profil
o Heading Name Expose Mandatory New All Clear
Locations w Weather Alerts Only
Quiet Period Settings O
Alert Subscriptions
Information ~ Marine % O
Delivery Methods Brisk Wind Watch W O EN | Ex )
¥ Content Brisk Wind Warning 7] O m m
Brisk Wind Advisory ¥ O m:] m:]
Gale it @ O ) &N
Gale Waring ¥ O N ) EN )
G Aoy @ D ) &
Hurricane Force Wind Watch ¥ O El | Em |
Hurricane Force Wind Waming ] O mj m v
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Click the link: Quiet Period Settings. Configure your default Member Portal settings and click
Save.

Quiet Periods

This will allow your members to specify a time period during which they do not want to
receive automated weather alerts. The Quiet Period option will be available on your
member portal.

Enable Quiet Periods for my members

Default Settings
Don't send between specified times

09:00[%]  PM[¥]

and

0g:00[v]| AM[¥]
( GMT -8:00)Pacific Daylight Time(Ameriq v |

Quiet Period Override

During life-threatening weather events, you may want Everbridge to deliver a nofification
even if the alert is issued during the member's quiet period

Send alerts for selected weather events, even during a Quiet Period
[] Coastal Flood Waming
[] Flash Flood Warning

Severe Thunderstorm Warmning
Send: ¥ New [¥] Al clear

Tomado Warmning
Send: M New [¥ All clear

e Q@ e Qe

[] Tsunami Warning

o [N

For details about Weather Alerts, see the SMART Weather Alerting User Guide.
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When the member launches the Member Portal, in the section called My Alerts section, click
Edit.

Aeverbridge

Welcome lucykaymoto  Logout Home  Oveview  FAQs

? Help & Answers

My Alert Subscriptions

Choose what you want to be informed about

v & Weather

& City of Santa Clarita

Cancel

Powered by

© 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59
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Click the plus (+) sign to expand the alert list. Members can clear the check boxes for the
alerts they do not want made available.

Aeverbridge

Welcome lucykaymoto  Logout Home Overview  FAQs

? Help & Answers

My Alert Subscriptions

Choose what you want to be informed about

¥ @ Weather

¥l & Marine (40)

¥ & Hazard (3) Weather and Hazard Alerts Settings
vl @ Fire (4) #| Don't contact me between:

¥ G Non-Precipitation (30) 0900 v PM ¥ and 0300 v AM ¥
¥ & Severe (6)

¥l & Tsunami (3) ( GMT -8:00)Pacific Daylight Time{America/Los_Angeles) v

¥ @ Tropical (16)
¥ & Wind (19)
¥ @ Flood (18)
¥ @ Winter (40)

& City of Santa Clarita

“ e

Powered by

© 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59
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In addition, members can specify a "No Contact” time period. In the Weather and Hazard
Alerts Settings pane, select the check box: Don't contact me between. Then, from the drop-

down lists, select the time range and time zone. Select Save.

%everbridge

Welcome lucykajimoto  Logout

? Help & Answers

My Alert Subscriptions

Choose what you want to be informed about
| @ Weather
¥ @ Marine (40)
| @Hazard (3) Weather and Hazard Alerts Settings
| Ashfall Watch «| Don't contact me between:
| Ashfall Warning 0900 Y PW viand 0200 Y AM

Ashfall Advisory
( GMT -8:00)Pacific Daylight Time{America/Los_Angeles

¥ @ Fire (4)
¥ @ Non-Precipitation (30)
¥ @ Severe (6)
& Tsunami (3)
] & Tropical (16)
¥ @ Wind (15)
« @ Flood (18)

¥ @ Winter (40)

& City of Santa Clarita

Save Cancel

Powered by

@ 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59
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Information

Additional Information fields are populated here with the values that the organization has
set up in Contacts and Groups > Additional Information. You can expose this information, or
make the fields editable and/or mandatory by selecting the respective check boxes. Select

Save.
Documentation {(Organization Admin) » ‘Welcome Lucy Kajimoto (lucykajimoto) | Help & Support | Logout
= »
4& orbrid & g = 22 ¢ [} Q,
R SVE rl ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Settings @
QOrganization Member Portal

Access Your Portal

Portal Options

Information (2]
~ Information Collection
Name Expose Editable Mandatory
Profile
Hire Date O O O
Locations
N — Company O
Alert Subscriptions
O Department O
Information
Street Name
Delivery Methods ™ ¥ t
» Content Building Number ]

'Help & Answer text

—

Privacy Terms oiUse © 2014 Everbridge, Inc.

You can expose selected Information fields on the Member Portal. If you do, you can make
the field editable and/or mandatory as well.
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In the section called My Information, click Edit.

%everbridge

Welcome lucykajimoto  Logout ome Overview — FAQs

2 Help & Answers
My Information

Department |#| Engineering

) Quality Assurance

Building Number
Location Type

Company [J Everbridge. Inc.
[_J Mass Notification Group

Save Cancel
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Delivery Methods

You can expose Delivery Methods. If you do, you can make the fields editable and/or
mandatory as well. By selecting the check box: Allow Members to re-order delivery
methods, in the Member Profile, members can reprioritize their delivery methods.

In addition, you can select the minimum number of required delivery methods from the
drop-down list or type the number if it does not yet exist. Select Save.

minimum number of required contact paths 2 ﬂ

—

Privacy Terms of Use @ 2014 Everbridge, Inc.

- ® -y i= 2 ¢ RN S
ri ge Dashboard Universe Notifications Incidents Contacts Reports Settings Access
Settings
Qrganization Member Portal
AccessYourPorlal | hiipsilissp-gal.evel e.netindex/8800387990
Portal Options
Delivery Methods (7]
¥ Information Collection [/ Allow Members to re-order delivery methods ()
Profile Name Expose Editable Mandatory
Locations Work Email ¥ ¥ ¥
Alert Subscriptions
P Work Phone W W O
Information
Text Message [~ M O
Delivery Methods
TAP Pager 7] 1] O
¥ Content
Home Email [ | O
TTY 1 O | O
Mobile Member App O O O
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After selecting Edit next to My Profile, the Here’s how to contact me section displays fields for
the members to fill in their delivery method numbers. They can reorder the delivery method
priority if you selected the check box: Allow Members to re-order delivery methods.
Members can select the Up and Down arrows to re-order their delivery methods. Members
must click Save after entering their information.

+| 1) * Primary email Lucy Kajimoto@Everbridge.com

v | 2) * Primary Day phone United States ﬂ 2182300732
Ext 2207

v| 3) Email 2 LKajimoto@hotmail com

| 4) Phone 1 United States ﬂ

v | 5) Primary SMS United States v]

v/ 6) Tap United States v
Pin

Here's how to contact me.

Mave up or down to change the order.

“ cancel

Powered by

@ 2014 Everbridge, Inc. v3.0.0-2014-06-03 07-33:23
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Content

You can upload a banner to your Member Portal. Banners must be of format: jpg, gif, png, or
bmp. Suggested size is ggo pixels by 120 pixels. The maximum width is ggo pixels.
: @ -y = 2 ¢ By
jﬂ\\: brldge Dashboard  Universe  Notifications  Incidents  Contacts  Reports EEEULNIE
Settings €
Organization Member Portal
Access Your Poral ttps:iissp-qal.eve
Portal Options B )
¥ Information Collection Banner
|
Banner : Opx 1 — :;Z‘-.':e aximum width is 990p
Sign Up

Login
Review
Overview

FAQ

NOTE: Be careful. If you have an existing banner and upload a different banner to the
portal, and then change your mind, you must upload the original banner. In other words,
you cannot cancel your upload.

Browse to your desired banner, then click Upload to portal.
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In addition, you can include an in-portal Help link, which allows your members to contact
your organization. Select the check box and click Save. The following is an example banner.

Welcome Lucy Kajimoto (lucykajimoto) | Help & Suppori | Logout

P Information Collection

Banner

Sign Up

Login

Review

Overview

FAQ

Acverbri ® -y = 2 € Bl A
= -.-‘L,fbrldge Dashboard  Universe  Nofifications  Incidents  Confacts Reports QESillUEN  Access
Settings @
Organization Member Portal
Access Your Portal hitps:/lssp-qal.evel
Partal Options Fmmee Y

Banner

Choose File | EB_Banner_WMK.png

bmp format
120px height. (Maximum width is 990px)

Current Portal banner:

%&everbridge

[ Remove banner, restare default header

The banner appears on all pages of the Member Portal. The following is an example Home
page with the Banner.

EVERBRIDGE SUITE USER GUIDE
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%everbridge

2 Help & Answers

My Profile

Username:
First Name:

Last Name:

Primary email:

Primary SMS:

My Locations

My Information

Department:

Welcome lucykajimoto  Logout

Edit
lucykajimota
Lucy
Kajimoto
lucy kajimoto@everbridge.com
6619938074
Edit
Edit
Engineering

Powered by

My Alert Subscriptions

175 Weather Alerts

© 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59
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Sign Up

Select the items you want to expose and/or make editable on your Sign-up page. Remember
to select the Mandatory check box if you want the Registration Email Address to be required
on the Member Portal.

In addition, you can enter custom Help & Answer text.

() = )
Aever bridge ® A ] FTN 4 Fo)

Dashboard  Universe  Nofifications  Incidents  Contacts  Reporis [EJEulihiy

Settings @

Organization Member Portal

Access Your Porlal

Portal Options
sign Up (7]
» Information Collection
Name Expose Editable Mandatory
Registration Email Address 7 7] O
Banner
Sign Up ‘Help & Answer text
Review
Querview
FAQ

Privacy Terms of Use © 2014 Everbridge, Inc. . =
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New Member Registration

If this is the first time the members have entered the Member Portal, they should click Sign
Up to add their personal information.

é‘&everbridge

Login Sign up Overview FAQs

? Help & Answers

Sign up

Creating a profile takes just a few minutes

your username and password so you can log in and change your information at any time

+Username User Name

Usernames must be a minimum of 4 acceptable characters. Acceptable characters are: uppercase
and lowercase letters, numbers, period, dash (-), underscore (_). and at symboal (@). No other
characters or symbols are permitted at this time

* First Name
*Last Name
+Password

Password must be § to 64 characters long and contain at least one letter and one number. Special
characters are permitted, but limited to [@#3%"&7()

* Confirm Password

+ Security Question Whatis your maternal grandmother's maiden name? v
* Answer
Registration Email

1 accept the Terms of Use

Create Your Account >

Powered by

© 2014 Everbridge. Inc. V3.1.0-2014-07-23 01:52:59

When the member completes the Sign Up page and clicks Create Your Account, the next set
of pages appear, starting with My Profile. Progress indicators at the top of the page show the
member the pages to accept “as is” or change, then click Save & Continue.

NOTE: There is no “"Back” button. These pages can be updated later by logging in and
then clicking Edit on the individual page to be modified.
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Aeverbridge

Welcome AFKajimoto Logout

‘? Help & Answers

My Profile

*First Name
*Last Name

Registration Email

Move up or down to change the order
+| [*] 1) * Primary email

+] [*] 2) » Primary Day phone

__-_ *| 3) Phone 1

4) Primary SMS
[+] [*] 5) Email 2

[2] [*] ) Tap

Here's how to contact me.

(Complete at least 2 )

Alerts Information Review

Allison

Kajimogto

afkajimeto@hotmail.com

afkajimoto@hotmail.com

United States v
Ext 55 -

United States L4 55

United States b

United States v

‘Save & Continue >

Powered by

© 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59
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When the personal information on My Profile is valid, click Save & Continue. My Locations is
displayed.

%everbridge

Welcome AFKajimoto  Logout

2 Help & Answers

Profile

Alerts Information Review

My Locations

We will use the location information you provide to inform you about events taking place in your area

Add a Location

* Location Name Work

* Country United States v
+ Address 693 Exposition Blvd

Apt/Suite/Unit Room 108

City Los Angeles

State/Province California v
Postal Code 90089

Verify This Address Skip this

Powered by
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Fill in the fields and click Verify This Address. A map shows locations that are possible
matches. Select the respective radio button and then This is My Location. See the following

example map.

Verify Your Location

“Tr L 5 thPl W ATstSt
2 Help & Answers 5 o0 %
~ 3
B

< > sferson Blvd
b8 =

15 JaA00H

Work

You entered: 699 Exposition Blvd, Los |@ 3uaﬁ'-h 5t

Angeles, California. United States Lanicin B Weemes

t mentary School
We found a few possible matches, L Wanhst
do any of these look right?

USC School of
Cinematic Arts. i, - Shrine Auditorium
o G ' and Expo Hall

S0y
8y,
(ed

IS RuEEg 5

L3
ey
th 5

W3Tth Pl

BUIEIED] S

® A -699 Exposition Blvd, Los
Angeles, CA 90089 United W3Tth Dr.

States [ Exposition Blvd
o

3AY IUOLWLIAA S

15

u: arshall
& (=) Scigol of
=—W.Expasition Blvd

Natural History
Museum of Los (2!
Angeles County

Naone of these look right W 38th St

any Buo|pny
15 LISUASIY

7]

3Sth 5t I !
= : E371h St
prns;rg
Los Angeles 104>
Memorial
Coliseum

W.39th P

Leightan Ave

MY UMEIPOO

Los Angeles.
Shar O Men?orial
Sports Arena

ANy WOWLIAA §

Browning Bhed

] BOsLB00Y I

15 eosnBId S

W Martin Luther King Jr Blvd
Wanth P

MpEDIT S

i wanhpl = = =
WaTstst Map data ©2014 Google TermsofUse Reportamap amor

This is myLocation [IIRATERY

o U0 e

(SO %
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The location you just verified is listed on the My Locations page. To enter another location,

select Add Another Location. When done, select Save & Continue.

Aeverbridge

Welcome AFKajimoto Logout

Profile Alerts Information Review
My Locations

2 Help & Answers

Location Name Address

Wark 699 Exposition Bivd

+ Add Another Location

Save & Continue >

Powered by
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The My Alerts page is displayed, where you can select the alerts you want to know about.

%everbridge

Welcome AFKajimoto Logout

? Help & Answers

Profile Locations Alerts Information Review
My Alert Subscriptions
Choose what you want to be informed about
& Weather

& City of Santa Clarita

‘Save & Continue > Skip this

Powered by
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Click the plus (+) sign to expand the alert list. Click the alerts you want to know about.
Members can clear the check boxes for the alerts they do not want made available.

%&everbridge

‘Welcome AFKajimoto Logout

? Help & Answers

Profile Locations Information Review

My Alert Subscriptions

Choose what you want to be informed about

v @ Weather
[« @ Marine (40)
w @ Hazard (3) Weather and Hazard Alerts Settings
¥ & Fire (4) || Don't contact me between:

# &2 Non-Precipitation (30) s o = oed gmT o oo
# &2 Severe (6)

# & Tsunami (3) Flease select v
¥ &2 Tropical (16)

@ @ Wind (15)

@ @ Flood (18)

@ @ Winter (40)

(] & City of Santa Clarita
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In addition, members can specify a "No Contact” time period. In the Weather and Hazard
Alerts Settings pane, select the check box: Don't contact me between. Then, from the drop-
down lists, select the time range and time zone. Select Save & Continue.

%&everbridge

Welcome AFKajimoto Logout

? Help & Answers

Profile Locations Aleris Information Review

My Alert Subscriptions

Choose what you want to be informed about

| @ Weather
& Marine (40)
¥ @ Hazard (3) Weather and Hazard Alerts Settings
| Ashfall Watch Den't contact me between:
) Ashfall Waming 0900 v PM v and 0800 Y | AM ¥

#| Ashfall Advisory
Please select v

» @ Fire (4)
#| Fire Weather Watch
« Red Flag Wamning
¥ Fire Weather Advisory

| Fire Warning
¥ @ Non-Precipitation (30)
¥ & Severe (6)
¥ & Tsunami (3)
¥ & Tropical (16)
¥ & Wind 15)
¥ @ Flood (18)

¥ & Winter (40)

| & City of Santa Clarita

Save & Continue > Skip this
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The Information page is displayed. Select your information, as needed. Then, select Save &
Continue.

Aeverbridge

‘Welcome AFKajimoto Logout

9 Help & Answers

Profile Locations Aleris m Review

My Information

Department L) Engineering

| Quality Assurance

Building Number
Location Type

Company [} Everbridge. Inc.
| Mass Motification Group

Save & Continue > Skip this
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The Review page is displayed. If needed, you can click Edit in any pane to change the
information.

é&everbridge

Welcome AFKajmoto Logout

? Help & Answers

Profile Locations Alerts Information

Review the information you entered

You will be able to edit it any time
My Profile Bl My Alert Subscriptions Bl
Username: AFKajimoto 135 Weather Alerts
First Name: Allison
Last Name: Kajimogto
Registration Email: afkajimoto@hotmail com
Primary email: afkajimoto@hotmail com
Primary Day phone: 6619938074
My Locations L
Work: 699 Exposition Blvd
Edit

My Information

Powered by
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Click Finish when done. The following message on your Home Page is displayed: "Success!
Your profile has been created.” Remember to edit My Locations to add one or more
locations you care about.

%&everbridge

Welcome AFKajimoto Logout Home Oveniew FAQs

? Help & Answers
Success! Your profile has been created

My Profile Eil My Alert Subscriptions B
Username: AFKajimoto 135 Weather Alerts
First Name: Allison
Last Name: Kajimogto
Registration Email: afkajimoto@hotmail.com
Primary email: afkajimoto@hotmail.com
Primary Day phone: 6619938074
My Locations 2
Work: 699 Exposition Blvd
Edit

My Information

Powered by

© 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59

CONFIDENTIAL EVERBRIDGE SUITE



Z

Content 431

Login Page

Type your text to be used on the Login Page of the Member Portal. The following example
shows sample text.

Settings §) A

Organization Member Portal

Access Your Portal

Portal Options
o

¥ Information Collection B 7 U e x, x* T- <L H- TI ']b 3; 2 =

Banner

Sign Up

Login

Review Emergency Alert Program

Overview

FAQ
Get alerted about emergencies and other important community news by signing up for our Emergency Alert Program. This system enables

us to provide you with critical information quickly in a variety of situations, such as severe weather, unexpected road closures, missing
persons and evacuations of buildings or neighborhoods.

You will receive time-sensitive messages wherever you specify, such as your home, mobile or business phones, email address, text
messages and more. You pick where, you pick how.

‘Help & Answer” text

—

Privacy Terms of Use © 2014 Everbridge, Inc. + .- »
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When members first launch the URL to the Member Portal, they see this text on the Login
Page. In the following example, the sentence “<sample text only - not suggested for
distribution>" was removed from the default text.

%everbridge

Login Sign up Overview FAQs

? Help & Answers

Emergency Alert Program

Get alerted about emergencies and other important community news by signing up for our Emergency Alert Program. This system enables us to provide you with critical information quickly in a
variety of situations, such as severe weather, unexpected road closures, missing persons and evacuations of buildings or neighborhoods

You will receive time-sensitive messages wherever you specify. such as your home, mobile or business phones, email address. text messages and more. You pick where, you pick how.

Login to your account

Username Forgot usemname
Password Forgot password

Keep me signed in (Uncheck if on a shared computer)

Don't have an account? Sign up

Powered by

@ 2014 Everbridge, Inc. V3.1.0-2014-07-23 01:52:59

NOTE: Usernames are a minimum of four characters, contain a combination of
uppercase letters, lowercase letters, numbers, dash (-), underscore (_), at sign (@), or
period (.).

Passwords are case sensitive, and may contain uppercase letters, lowercase letters,
numbers or symbols.
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Review

You can review and edit your Help & Answer text here.

@ Ly = 2 ¢ R

AC‘-}C[brlng Dashboard  Universe  Nofifications  Incidents  Contacts  Reports [ECEHIDES

Seftings 0

Organization Member Portal

Access Your Porlal

Fortal Options

Review (7]
¥ Information Collection ‘Help & Answer text

Banner
Sign Up
Login
Review
Overview

FAQ

Privacy Terms of Use © 2014 Everbridge, Inc. AR -

— —
‘Help & Answer" Text

If editing "Help & Answer' text, remember to keep your information relevant to the specific page, short and concise. Large amounts of text or more general information can
be added fo the Overview or Freguently Asked Questions page

B 7 Uaex  T-FH-Ty B L s

Return any time to view or update your
5% Lol information

Return any time to view or update your information

Lo e
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Overview

Type your text to be used on the Overview page of the Member Portal. The following
example shows sample text.

e o o w = a2 e B
\,‘.,.w,-rbrldge Dashboard  Universe  Notifications  Incidents  Contacts  Reports [RCatIE]
Settingso

Organization Member Portal

Access Your Porlal hitps:

Fortal Options

Overview (7]

» Information Collection B I U e x, x T-1LH- Ti .]g; T = §E

¥ Content

>

Banner
Csew

Login
e Notification Program Overview

Qverview

FAQ

We have launched a new Mass Notification service that allows us to alert you. You opt-in to enter your contact information and subscribe to notification you care
about based on your location. The information you provide is protected and will not be used for any other purpose.
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When the user accesses the Member Portal URL, the Overview link is displayed on the upper
right-hand area of the login page.

%everbridge

Login Sign up Ovenview FAQs

? Help & Answers

Emergency Alert Program

Get alerted about emergencies and other important community news by signing up for our Emergency Alert Program. This system enables us to provide you with critical information quickly in a
variety of situations, such as severe weather, unexpected road closures, missing persons and evacuations of buildings or neighborhoods.

You will receive time-sensitive messages wherever you specify, such as your home, mabile or business phones, email address, text messages and more. You pick where, you pick how.

Login to your account

Username Forgot username
User Name

Password Forgot password
Password

) Keep me signed in (Uncheck if on a shared computer)
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Click the Overview link to display the customized overview page of the Member Portal. In
the following example, the sentence “<sample text only - not suggested for distribution>"
was removed from the default text.

%everbridge

Login Sign up Overview EAQs

Overview

Notification Program Overview

We have launched a new Mass Motification serice that allows us to alert you. You opt-in to enter your contact information and subscribe to notification
you care about based on your location. The information you provide is protected and will not be used for any other purpose

How It Works

When we issue a notification about a potential safety hazard or concern, you will receive a message on the voice or text communication methods that
you have registered. If requested for the notification, you can confirm that you have received the message and you will not be contacted by any
subsequent metheds regarding that particular notification. If you do not confirm, the system will continue to attempt to reach you at all of the contact
paths that you have registered.

Sign up for Notifications N

Create an account and add your contact and location information into the Mass Notification system. All information you provide will be kept strictly
confidential

Stop Receiving Notifications

You can stop receiving at any time by remaoving your contact information from your profile

Powered by
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Type your text to be used on the FAQs page on the Member Portal.The following example

shows sample text.

® (g = ” ¢ B

o
A\ ‘-:U\bl’ldge Dashboard Universe  Notifications  Incidents  Confacts  Reports Settings

Settings @

Organization Member Portal

Access Your Porial

Whan vall i ha cinadD

Portal Options
i FAQ 0
» Information Collection B 7 U s x, X T- 1T Hi T- .];; T = §E z =E==@g% ®
A
Banner
Sign Up .
\ Emergency Alert Program: Frequently Asked Questions
ogin
Review
Overview
- What is the Emergency Alert Program?
This service allows you to opt-in to receive notifications via phone calls, text messaging, e-mail and more based on locations you care about. You can choose to
receive notifications about events that may affect your home, workplace, family's schools and more.
v

—
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The FAQs link is displayed on the upper right-hand corner of all Member Portal pages.

é&everbridge

Login Sign up

2 Help & Answers

Emergency Alert Program

Get alertad about emergencies and other important community news by signing up for our Emergency Alert Program. This system enables us to provide you with critical information quickly in a
variety of situations, such as severe weather, unexpected road closures, missing persons and evacuations of buildings or neighborhoods

You will receive time-sensitive messages wherever you specify. such as your home, mobile or business phones, email address, text messages and more. You pick where, you pick how.

Login to your account

Username Forgot usemame
User Name

Password Forgot password
Password

) Keep me signed in (Uncheck if on a shared computer)
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Click the FAQs link to display the Frequently Asked Questions and answers. In the following
example, the sentence “<sample text only - not suggested for distribution>" was removed
from the default text.

Aeverbridge

Login Sign up Overview FAQs

FAQs

Emergency Alert Program: Frequently Asked Questions

What is the Emergency Alert Program?

This service allows you to opt-in to receive notifications via phone calls, text messaging, e-mail and more based on locations you care about. You can
choose to receive notfications about events that may affect your home, workplace, family's schools and more.

When will it be used?

This system will be used to notify you about imminent threats to health and safety as well as informational notifications that affect your locations or work
environments. Administrators will send notifications regarding severe weather, flooding, gas leaks, police activity and mare.

Will | still get emergency notifications if | don't sign up?

If you don't create a username and password, you will receive notifications only by the methods that are on file for your Organization.

What if my phone number or email address changes?

The system is only as good as the information you provide. If your contact information changes, you can always visit your profile and update your
infarmation.

Will my contact information be shared with others?

No. The information that you provide will be used only for this Organization for notification purposes. We will not give or sell your contact or location
infarmation to any vender or other organization

Powered by
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Password and Session Expirations

This appendix provides a quick reference of the Everbridge Suite password and session
expirations.

The following topics are covered:

0 Password and Session Expirations
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Password and Session Expirations

The following table lists the password expiration and session timeouts for Everbridge Suite.

NOTE: The Password Expiration and Session Timeout time frames are currently a
platform setting and cannot be customized for an account or organization.

Password Expiration Session Expiration

Manager Portal Every go Days After 30 minutes of inactivity.

Users are prompted to enter re-enter their current
password and enter a new password. (The new password
cannot be any of the past three passwords.) If users
change their password during the go-day period, the
counter resets to zero (0) and starts a new go-day cycle.

Member Portal 0 None if member record is not linked to user record. After 30 minutes of inactivity.

0 9o Days if member record is linked to user record. If
users change their password during the go-day period,
the counter resets to zero (0) and starts a new go-day
cycle.

Mobile Manager App Every go Days. After 30 minutes of inactivity.

If a user's password expires, then a message instructs the
user to change his/her password in the Manager portal.

Mobile Member App 0 None if member record is not linked to user record. After go days.

0 9o Days if member record is linked to user record. If
users change their password during the go-day period,
the counter resets to zero (0) and starts a new go-day
cycle.

NOTE: If Mobile Members see any of the following
codes, then they must either contact their Administrator
or attempt to log into the Mobile Member app:

Client Account disabled (Code: 11031)

User disabled (Code: 11039)

Organization disabled (Code: 11033)

No member path in Org (Code: 20000)
Password expired (Code: 11032)

Temp password cannot login (Code: 11034)
No Member product (Code: 1000)

Token expired (Security Policy) (Code: 401)
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Upload and Download Guidelines
for Non-English Languages

This appendix provides information for implementations using non-English languages when
uploading and downloading contacts.

The following topics are covered:

0 Overview
0 UTF-8no BOM Encoding

0 Glossary of Terms
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Overview

The purpose of this appendix is to provide an understanding of UTF-8, BOM (Byte Order
Mark), and why Everbridge uses "UTF-8 no BOM" encoding for Contact CSV files.

You can continue to use Microsoft Excel, Microsoft Windows Notepad, or any other
Microsoft (or third-party) product to save your CSV files as long as you are using the Latin
character set (English).

CONFIDENTIAL EVERBRIDGE SUITE
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UTF-8 no BOM Encoding

Everbridge uses the most widely used file encoding scheme, known as UTF-8, when
uploading/importing and downloading/exporting Organization Contact files in CSV format.
Using the UTF-8 encoding scheme allows the inclusion of non-Latin (non-English) characters
in the files. This allows customers to use Arabic, Chinese, Japanese, or any other language in
their Organization's Contacts names.

Downloading/Exporting

As noted above, the downloaded CSV file of an Organizations' Contacts will be UTF-8
encoded. This file format is supported by all modern operating systems including Windows,
Linux, Unix, and Mac; users should have no problem opening the downloaded file with any
application that can read a text or CSV file such as Excel, Notepad, OpenOffice, Notepad++,
and so forth.

Uploading/Importing

Things become a little tricky here-especially if you are accustomed to using Microsoft
products, such as Excel or Notepad, to build/save your CSV files. Although Excel can read/

open UTF-8 encoded files, it will not save CSV files as UTF-8* (it saves using an encoding
known as Windows-1252 or something similar depending on the language settings of your
Windows installation). Because of this deficiency, any non-Latin characters in the saved file
will be lost (that is, opening the file again will show garbage characters in place of the non-
Latin characters). Notepad, which ships with all Windows versions, has an Encoding option in
the Save As dialog box, and appears to supports "UTF-8". However, this is a slightly different
variation of the commonly used UTF-8, known as UTF-8 with BOM. Because of this variation,
uploading a CSV file that is encoded using UTF-8 with BOM will not work: the file upload
may succeed, but there is no guarantee that the non-Latin characters will be imported
correctly. Because of these Microsoft product constraints on UTF-8 encoding, customers
should not use Excel or Notepad to save a CSV file if it contains non-Latin characters as part
of the Contacts' fields such as the name, address, and so forth. Instead, customers should
use applications that support the commonly used UTF-8 encoding, also known as "UTF-8
with no BOM", to save their CSV files. Some examples of such applications include
Notepad++, OpenOffice (currently supported by Apache), and Google Docs.

1. Microsoft Excel has an option (Save Dialog ' Tools Button ' Web Options Item ' Encoding Tab) that allows
setting the file encoding when saving files. However, as of Office 2010, this option has no effect when
saving the file as a CSV.
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Glossary of Terms

ASCII (American Standard Code for Information Interchange) is a code for representing
English characters as numbers, with each letter assigned a number from o-127.

Unicode is an international encoding standard for use with different languages and scripts,
where each letter, digit, or symbol is assigned a unique number ("code points") for every
character. This includes characters from nearly all languages, plus many other characters
such as mathematical symbols. There are many ways to encode Unicode strings as bytes,
such as UTF-8 and UTF-16.

UTF-8 (8-bit Unicode Transformation Format) and UTF-16 (16-bit Unicode Transformation
Format) are variable-length character encoding for Unicode. UTF-8 uses 1-4 bytes for each
value (so, for the first 128 characters, UTF-8 is identical to ASCII) and UTF-16 uses 2 or 4
bytes. UTF-8 was designed for backward compatibility with ASCIl and to avoid the
complications of endianness (how bytes are ordered within computer memory) and byte
order marks (BOMs) in UTF-16 and UTF-32.

Again, for every character that has an ASCllI value, the Unicode code point and the ASCII
value of that character are the same. You should prefer to use Unicode strings rather than
ASClII, to allow you to have accented characters and to localize your interface to languages
other than English.

A Non-ASClIl character is a character that does not match any of the 128 code points in the
ASClII character set. Non-ASCll characters include 8-bit characters and multibyte characters.

A Multibyte character is a character that might require from 2-4 bytes of storage. If a
language contains more than 256 characters, the code set must contain multibyte
characters. With a multibyte code set, an application cannot assume that one character
requires only 1-byte of storage.

BOM indicates that the byte order is determined by a byte order mark, if present at the
beginning of the data stream (packets of data). For UTF-8, the byte order is not applicable. In
general, "UTF-8 no BOM" is the common and expected behavior of a UTF-8 file. Most non-
Windows applications refer to this format as "UTF-8" and save the file without a BOM.
Microsoft, however, appends a BOM when saving with UTF-8 encoding, so other Windows
applications (like Excel) add BOMs to UTF-8 files by default.
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Glossary

This Glossary is provided as a reference for common terms and acronyms, and their
definitions as used within the Everbridge Suite system.

event All of the notifications in an event are grouped together to make it convenient to see them
in one place. You could have the initial notification about something like a fire, an update,
and an all clear. When notifications are part of the same event, some of the statistics are
summed over all the notifications in the event.

geo-code When an address is entered, the system begins geo-coding that address to its longitude
and latitude. If you enter your own latitude and longitude, the system does not verify the
accuracy. If your organization is not using geo-coding, enter 00 in both the latitude and
longitude fields or do not enter an address.

hashtag A word or phrase prefixed with the symbol #, It is the Twitter practice of tagging an
individual tweet by using a hash in front of the tag. For example, putting the hashtag #flu in
a tweet about the flu.

message A message could be about an emergency situation, such as a hurricane warning, or a
serious problem such as “there is a wildfire west of the I-295.” The message could also be
just a regular part of doing business, such as “*We need three people to work second shift.”
The message is delivered in various delivery formats: If the message is delivered to a voice
device like a phone or mobile phone, it is played as a voice message; if the message is
delivered to a text device, like email, it arrives as a text message; and if the message is
going to email, it can have data attached as a file.
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metadata

notification

rebroadcast

SMS address

SMTP

threshold

widget

Data about the content on the page. Examples of metadata are as follows: the date and
time a notification was sent, when the notification was last updated, and/or closed.

A notification is the sending of a message to a contact for some specified number of cycles.

After a notification has ended, the Stop button is replaced by a Rebroadcast button. A
rebroadcast resends the original message to contacts who have not confirmed receiving it.
From the Incidents tab, however, you would send an update on the incident, not a
rebroadcast.

An acronym for Short Message Service, the SMS address is usually the 10-digit phone
number of the mobile phone.

An acronym for Simple Mail Transfer Protocol. Email formats must in SMTP format,
Username@domain.

A defined situation on which you want your contacts to be alerted or notified.

An application, or component of an interface, that enables a user to perform a function or
access a service.
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