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Introduction

Everbridge University (EBU)is a comprehensive, 24x7 self-service resource that
will train you and your teams to effectively leverage Everbridge solutions. Our goal
is to save you time and ensure you have the skills necessary to take full advantage
of our software.

Our curriculum is tailored to your needs and includes role-based training,
certification paths, interactive courses, assessments, best practices webinars, and
micro-learning videos. With our resources, you'll gain a deep understanding of how
to use Everbridge to its fullest potential, ensuring your organization is always
prepared to respond to critical events.

Scope
This document is intended for Everbridge University Power Users who will be

managing their learner's activity through Everbridge University. It will guide them
through specific functions broken down by each Power User option available.
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Power User Role and Responsibilities

Everbridge University Power Users have unique capabilities and responsibilities
that set them apart from regular users. These include:

e Enroll users in courses
» Access Learner Progress Dashboard
e Impersonate Learners
e View Transcripts
e View Enroliments
e Message Learners
e Run Consumption Reports
o Learner Activity
o Learner Progress
o Course Activity
o Course Summary
o Curricula Activity
o Certificates
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Getting Started

Power User Dashboard

The Power User Dashboard highlights your Organization's consumption of training
at a high level, mirroring the progress of popular training highlighted on the learner
dashboard. While these bar graphs are not interactive, this data can be reviewed

in the Reports tab.

Everbridge University

EBU Power User Dashboard +

Everbridge Certification*
Learner Progress of Everbridge Certification Curriculum

® Completed @ In Progress Not Started
15

10
. R I

Incident Communications Operator Incident Communi

Role Based Curriculum*
Learner Progress of Role Based Curriculum

@ Completed @ In Progress Not Started

10
05
0
i -
-1.0
‘Account Administrator Data Manager Curriculum Grou
My Activity

*Marked widgets were last updated 2023-09-25 01:16 PM EDT

ications Administrator

Intelligent Assist

Mass Notification Message Sender Visual Command Center Operator

Saved Reports

p Manager Curriculum Organization Administrator

My Generated Reports

Courses 21 hours ago &

Sarah

IT Alerting Operator Certification
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Accessing the Dashboard

Administrators can access the Power User Dashboard from Everbridge University
by clicking on the hamburger menu in the top-right corner, and then selecting
Admin.

Everbridge
.8 University

= @ =

You are logged in as:
Sarah Venezio

A © o

Dashboard

=]

Course Catalog

@

My Courses

@ My Transcript
S Admin

@ Choose your language

+f  Logoff

The Dashboard will appear. Administrators can also access the Dashboard from
any page in the Power User interface by clicking on the icon in the top-left corner.

Everbridge University Intelligent Assist Sarah

U Power User Dashboard =

Everbridge Certification*
Learner Progress of Everbridge Certification Curriculum
® Completed @ In Progress Not Started
15
Incident Communicat tions Operator Incident Communications Administrator Mass Notification Message Sender Visual Command Center Operator IT Alerting Operator Certificatior
Role Based Curriculum* Saved Reports

Learner Progress of Role Based Curriculum

@ Completed @ In Progress Not Started
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NOTE: All Account Administrators in Everbridge will be assigned EBU Power
User access as default. If an Organization Administrator would like EBU
Power User access, please request access through a support ticket.
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Navigating the

Power User Dashboard

The Power User Dashboard is broken into two menus: the Left and Top Panels.

Everbridge University

EBU Power User Dashboard =

Everbridge Certification*

Intelligent Assist

Learner Progress of Everbridge Certification Curriculum

® Completed @ In Progress Not Started
15

10
, I S

Incident Communications Operator

Role Based Curriculum*
Learner Progress of Role Based Curriculum

Incident Communications Administrator Mass Notification Message Sender Visual Command Center Operator

Saved Reports

® Completed @ In Progress Not Started
10

Account Administrator ...

Data Manager Curriculum Group Manager Curriculum Organization Administrator .

Sarah

IT Alerting Operator Certification

Left Panel

The Left Panel contains the following items:
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» Pinned Reports - If any reports have been pinned, they can be accessed
here. Note that if there aren't any pinned reports, this tab will not appear.

Pinned Reports
# Course Activity gl
e Activit)

b 4

Report

i Courses ]
Default

o Courses - This tab is broken down into overview pages of Courses and
Course Enrollments.

Courses

Courses [}

Elé‘

Course
Enroliments

o Courses - List of courses available in Everbridge University. Can be
filtered, searched, pinned, printed, and used to generate a report.

10
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[% courses

«0

G &

Name ~

dministrators

20 v Items Per Page

Everbridge University

Y = Fiter&Refine

m

(BP) Basic Training for New Account and Organization A

(BP) Best Practices for IT Alerting Features

(BP) Best Practices for Templates

1-200f 216 items

Intelligent Assist

¥ Category »

(BP) Airport Best Practices - Effective Use of Everbridge
During Severe Weather

(BP) Emergency Preparation

(BP) Automate the Escalation Process with Everbridge

BP) ITA
Scheduling ©F)
(BP) Basic Message Sender Training for Incidents (BP) Incidents
(BP) Basic Message Sender Training for Notifications (BP) Notifications

(BP) Getting Started

(BP) ITA

(BP) Notifications

(BP) CEM: Leveraging KMLS in VCC (BP)VCC
[BP) CEM: VCC Incident Variable & Template Best Prac

(BP) P (B8P)VCC
tices

(BP) CMDB Group Lookup for IT Incident Resolution (BP) ITA

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

Type »

Online Course

Online Course

Online Course

Online Course

Online Course

Online Course
Online Course

Online Course

Online Course

Online Course

Sarah

0 item(s) selected

v

Actions

Selecting a course from the list may also unlock certain functions under
the Actions menu to the right.

Everbridgs Linhvers
[7i Courses
- § 5
o G &
1 LT

it B

[

[

1 itern(s] salected

L

o Course Enrollments - View and manage user enroliments for specific
courses, which can be filtered, pinned, printed, or used to generate a

report.

1
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Everbridge University Intelligent Assist Sarah

Course Enrollments

Actions
Course Equals
b Al (EF) Disaster Pre CEEET= 2
E‘ G & < ) (M 0 item(s) selected
LastName » |y FirstName » ¥ Usename > ¥ Department» Y| % (Progress)> Y Status » ¥ IsEnolled> ¥
Chris. Anthemum@e
Everbridge Uni it
Anthemum Chris verbridgeuniversity.c verbridge Univers| No
y Demo
om
T Loura Laura Biding@everb  Everbridge Universit o
ridgeuniversity.com y Demo
ChemyBlossom@SY g oryigge Universit
Blossom Cherry erbridgeuniversity.co No
y Demo
m
o0k ata RitaBook@everbrid  Everbridge Universit o
geuniversity.com y Demo
suh ose Rose Busn@everbri  Everbridge Uriversit o
dgeuniversity.com y Demo
ace - BanyCade@everbri  Everbridge Uriversit o
dgeuniversity.com y Demo
ons Steum Staum.Clowd@ever  Everbridge Universit o
bridgeuniversitycom y Demo
20 v/ Items Per Page | 1-200f 32 items | Times Displayed in (UTC-05:00) Easter Time (US & Canada) W41 2 n

Selecting a user from the list may unlock specific functions from the
Action menu to the right.

Everbridge University Intelligent Assist Sarah

Course Enrollments

Actions

Enroll User

Edit Enroliment Va

) (@ 1 item(s) selected

il
§

»

LastName Y FirstName » Y| Username» Y Department» ¥ %(Progress)> ¥ Status » ¥ IsEnolled > Y

?
g

FA

Everbridge Universit
Anthemum Chris verbridgeuniversity.c y‘ge":‘o SAULEE o
-
Biding T Laura Biding@everd Everbridge Universit T3
ridgeuniversity.com y Demo
Blossom Chert erbridgeuniversityco  Cor1dge Universi No
- Rita.Book@everbrid Everbridge Universit
Book Rit N
Bush Rose Rose.Bush@everbri  Everbridge Universi o
dgeuniversity.com y Demo
&= Bany Barry.Cade@everbri  Everbridge Universit o
dgeuniversity.com y Demo
Clowd staum Staum.Clowd@ever  Everbridge Universit o
bridgeuniversity.com y Demo
20 v ItemsPerPage | 1-200f32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) 1] 4« 12 )» [l

» Users - This tab is broken down into two pages: Users and User Enroliments.

Users
Users 2

User Enroliments 4

12
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o Users - A list of an Organization's available users in Everbridge
University. Can be filtered, sorted, pinned, printed, and used to
generate a report.

Everbridge University Intelligent Assist Sarah ﬁ

Users :
Actions
‘L Y Add Fiter
9 G)(& &8 B () (0 0 item(s) selected
iE Last Name Y  First Name » Y Username » Y  Email Address » Y Department » Y
Chris. , ch
Anthemum Chris s s Everbridge University Demo
niversity.com niversity.com
Laura Laura.
Biding Laura Everbridge University Demo
rsity.com rsity.com
Chern Chern
Blossom Cherry Everbridge University Demo
iversity.com iversity.com
Rita. i Rita.
Book Rita Everbridge University Demo
y.com y.com
Bush Rose Rose.Busf nivers Rose. Everbridge University Demo
ity.com ity.com
C i i C
Cade Barry Bary. Bary. Everbridge University Demo
sity.com sity.com
taum.Cl bridgeun taum.
Clowd Staum Everbridge University Demo
ersity.com ersity.com
D F FayD: FayD: Everbridge U D
away ay iyom iy com verbridge University Demo
20~ ItemsPerPage | 1-200f32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) W41 2 (0

Selecting a user from the list may enable additional options under the
Actions menu to the right.

Everbridge University Intelligent Assist Sarah -
Users =
Actions
*L Y AddFilter
Ol @) ()@’ (2@ 1 item(s) selected
- 3 Enroll User FA
= LastName Y FirstName » ¥ Username » ¥ Email Address » ¥ Department » v User Transcript
Anthemum Chris chris. ohris Everbridge University Demo Message User
niversity.com niversity.com
Laura Bid i Laura
Biding Laura Everbridge University Demo
rsity.com rsity.com
Chery. Cherry
I
Blossom Cherry eritycom ety com Everbridge University Demo Impersonate o
Rita Rita View Enroliments =]
Book Rita Everbridge University Demo
ycom ycom
Rose.Bust nivers  Ros
Bush R Everbridge U D »
us! 0se ity.com ity.com verbridge University Demo ViewActviyFeed 3
. - -
Cade Barry Bary. Bany. Everbridge University Demo
sity.com sity.com
bridgeuni 1
Clowd Staum Staum.G N aum Everbridge University Demo
ersity.com ersity.com
Fay.D: o 2 Fay.D: Deselect (7]
Daway Fay Everbridge University Demo
ity.com ity.com
20 ) Items Per Page | 1-200f 32 items | Times Displayed in (UTC-05:00) Eastem Time (US & Canada) W12

o User Enroliments - View and manage course enroliments for a specific

user. Can be sorted, filtered, pinned, printed, and used to generate a
report.

13
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EVERBRIDGE UNIVERSITY POWER USER GUIDE

Everbridge University

User Enroliments

User Equals
Saul Goodmate @

O B)(a) e

Name « \ 4

(BP) CEM: VCC Inci
dent Variable & Tem
plate Best Practices

(BP) Incident Scena
fios and Auto-Trans!
ation

(BP) Incident Zones

(BP) Safety Connect
ion Overview

(BP) Safety Connect
ion: Safety & Custo
m Buttons in the Ev
erbridge Mobile App

(BP) Using Location

Type Variables with |
ncidents

20 v ltemsPerPage | 1

-200f 51 items

<) (@

Category » v

(BP) VCC

(BP) Incidents

(BP) Incidents

(BP) Safety Connect
ion

(BP) Safety Connect
ion

(BP) Incidents

% (Progress) »

100

100

50

100

Intelligent Assist

¥ Status > ¥ Score (%) * v

Complete

Complete

In Progress

Complete

In Progress

In Progress

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

Date Enrolled » ¥

2022-02-16 01:51 P
M

2022-12-08 03:08 P
M

2021-05-26 03:00 P

2020-08-28 09:08 A
M

2022-12-09 01:27 P
M

2022-02-16 01:45 P
M

" <

Sarah

0 item(s) selected
Date Completed » ¥

2022-02-17 01:53 P
M

2022-12-19 12:23 P
M

2020-08-28 11:54 A
M

1/2(3 ») (n

Actions

Add Enroliment 2

View Historic

!

Selecting a course will enable certain options from the Actions menu to

the right.

Everbridge University

User Enroliments

Equ
b @l sauiGoodmate @

Name « \ 4

(BP) CEM: VCC Inci
dent Variable & Tem
plate Best Practices

(BP) Incident Scena
fios and Auto-Trans!
ation

(BP) Incident Zones

(BP) Safety Connect
ion Overview

(BP) Safety Connect
ion: Safety & Custo
m Buttons in the Ev
erbridge Mobile App

(BP) Using Location
Type Variables with |
neidents

20 v Items PerPage | 1-20o0f51items

Category » v

(BP) VCC

(BP) Incidents

(BP) Incidents

(BP) Safety Connect
ion

(BP) Safety Connect
ion

(BP) Incidents

% (Progress) »

100

100

50

Intelligent Assist

Y Status » Y Score (%) * Y

Complete

Complete

In Progress

Complete

In Progress

In Progress

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

Date Enrolled » ¥

2022-02-16 01:51 P
M

2022-12-08 03:08 P
M

2021-05-26 03:00 P
M

2020-08-28 09:08 A
M

2022-12-09 01:27 P
M

2022-02-16 01:45 P
M

" <

Sarah Venezio

1 item(s) selected
Date Completed » ¥

2022-02-17 01:53 P
M

2022-12-19 12:23 P
M

2020-08-28 11:54 A
M

172/3 » (n

Actions

Edit Enroliment Vi

Re-enroll User 2

Un-enroll User 2

View Historic

Deselect

o

s

:
()

» Reports - This tab is comprised of multiple different report types.

Reports
Learner Activity

Learner Progress

Course Activity
Course Summary

Tasks

Curricula Activity

Certificates

The report types include:

14
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o Learner Activity - Overall learner activity statistics on all users across an
Organization on a numerical basis.

o Learner Progress - Overall learner activity on all users across an
Organization by percentage.

o Course Activity - Review the progress of users enrolled in a specific
course.

o Course Summary - Overall activity statistics on all courses within
Everbridge University.

o Tasks - Not currently in use.

o Curricula Activity - Review the progress of users enrolled in a specific
curriculum.

o Certificates - Details of the certificates that have been awarded to an
Organization's users through course completion.

» After areport type is selected, click the Generate Report File
button, then select between either a CSV or Excel file.
» Setup - This tab is separated into two sections:

o Generated Reports - A list of all reports that you have previously
exported and downloaded, including Scheduled Reports.

o Saved Reports - Report Layouts that have been saved in the EBU Power
User Portal.

Setup

Generated Reports iy
Saved Reports £

Top Panel

The Top Panel menu contains two sections that apply to Power Users:

» My Messages - While the majority of Power Users will never receive a
message, if there's an emergency message sent by the Everbridge University

15
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Administrator, it will appear here.

Everbridge University Intelligent Assist Sarah Venezio =
1

Messages

My Messages

Christian Cole - SUP.... 5 minutes
« Training Remin...
Hello This i

View Dismiss

No message selected

View All Messages

e Account - Account-related information can be found or modified here,
including:
o Change Password - This field is locked, since users are authenticated
through Everbridge University.
o Learner Experience - Click this return to EBU as a learner.

16
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Off - End the EBU Power User session.

-

o Lo

Account

You are signed in as:

Sarah

Language
English
Time Zone

(UTC-05:00) East...

Cursor Type

Default

Change Password &

Learner Experience W4

Logout o

17
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Course Management

Courses

Click on the Courses menu item from the Left Panel to view all of the available
courses in Everbridge University.

Courses
Courses 4
Course
Enrollments s

Enroll Users from the Courses Page

Users can be enrolled in a course directly from the Courses page. To do so:

1. Select any applicable training in which to enroll users.

18
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2. Available Actions will appear on the right.

Bi

Select Enroll User.

Everbridge University

Courses

o=
Y =

Filter & Refine

G)(&) &8 B (<) (0

«0

Name ~

During Severe Weather

(BP) Automate the Escalation Process with Everbridge

Scheduling

(BP) Basic Message Sender Training for Incidents

(BP) Basic Message Sender Training for Notifications

v

(BP) Airport Best Practices - Effective Use of Everbridge

(BP) Basic Training for New Account and Organization A

dministrators
(BP) Best Practices for IT Alerting Features
(BP) Best Practices for Templates

(BP) CEM: Leveraging KMLs in VCC

(BP) CEM: VCC Incident Variable & Template Best Prac

tices

(BP) CMDB Group Lookup for IT Incident Resolution

20 v | Items Per Page | 1-20 of 216 items

Intelligent Assist

Category »

(BP) Emergency Preparation

(BP) ITA

(BP) Incidents

(BP) Notifications

(BP) Getting Started

(BP) ITA
(BP) Notifications

(BP)VCC

(BP)VCC

(BP) ITA

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

Type »

Online Course

Online Course

Online Course

Online Course

Online Course

Online Course
Online Course

Online Course

Online Course

Online Course

I

<

1

Sarah

Actions

1 item(s) selected

Y Course Enroliments  aw
View Activity Report g4

Deselect (7))

2 3 4 5)» (n

3. The Enroll User page appears. Search or scroll to locate the applicable
user(s), and select those that need to be enrolled in the chosen training.

L

Everbridge University

Enroll Users

There are 0 users selected

Users

Intelligent Assist

Choose

Chris Anthemum
Chris.Anthemum@everbridgeuniversity.com -
Chris. Anthemum@everbridgeuniversity.com

Laura Biding
Laura.Biding@everbridgeuniversity.com -
Laura Biding@everbridgeuniversity.com

Cherry Blossom
Cherry i -

of Everbridge During Severe Weather

Sarah

-
Cancel

)

Add Courses

19
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4. After selecting the users, click Save.

Everbridge University Intelligent Assist Sarah ﬁ

Enroll Users

*& There are 3 users selected A
Users
Chris Anthemum @ | Laura Biding @ .
Cherry Blossom © N
Q
Chris Anthemum i
Chris. Anthemum@everbridgeuniversity.com - R p— .
Chris. Anthemum@everbridgeuniversity.com of Everbridge During Severe Weather U

Laura Biding Add Courses +
Laura.Biding@everbridgeuniversity.com -

Laura.Biding@everbridgeuniversity.com

Cherry Blossom
L[] Cherry.

5. Confirmation messages will appear at the top of the page in green to indicate
that the enroliment request was received and successful.

Everbridge University Intelligent Assist

@ Enroliment Successful

Il

[% Courses
@ Enroliment Requested
? E Filter & Refine
Ol @ (e @ & () (oD 1i lected
- + ) X item(s) selecte Enroll User 2
= Name ~ Y Category > Y Type » Y Course Enroliments ~ aw
(BP) Airport Best Practices - Effective Use of Everbridge View Activity Report g
During Severe Weather (BP) Emergency Preparation Online Course
(BP) Automate the Escalation Process with Everbridge R UTES—
Scheduling
(BP) Basic Message Sender Training for Incidents (BP) Incidents Online Course
(BP) Basic Message Sender Training for Notifications (BP) Notifications Online Course
(BP) Basic Training for New Account and Organization A (BP) Geting Started Online Course Deselect Q
dministrators
(BP) Best Practices for IT Alerting Features (BP)ITA Online Course
(BP) Best Practices for Templates (BP) Notifications Online Course
(BP) CEM: Leveraging KMLs in VCC (BP)VCC Online Course
(‘BP) CEM: VCC Incident Variable & Template Best Prac (®P) Ve Online Course
tices
(BP) CMDB Group Lookup for IT Incident Resolution (BP) ITA Online Course
20 v ItemsPerPage | 1-200f216items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) I 4« 1.2 3 4 5)» [l

View All Users Enrolled in a Course

To view a list of all users enrolled in a specific course:
1. Select a course from the Course tab.

20
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2. Several options will become available in the Action menu to the right. Select
Course Enrollments.

Everbridge University Intelligent Assist Sarah i

[% courses

Actions

Y = Fiter&Refine

(w}

R)(&) (@) (B) () (m 1 item(s) selected

L] Name Y Category » Y Type» v
(BP) Airport Best Practices - Effective Use of Everbridge (BP) Emergency Preparation Online Course View Activity Report i
During Severe Weather
(BP) Automate the Escalation Process with Everbridge BP)ITA ClSEID
Scheduling
(BP) Basic Message Sender Training for Incidents (BP) Incidents Online Course
(BP) Basic Message Sender Training for Notifications (BP) Notifications Online Course
(BP) Basic Training for New Account and Organization A e i oo Online Course =i 2
dministrators
(BP) Best Practices for IT Alerting Features (BP) ITA Online Course
(BP) Best Practices for Templates (BP) Notifications Online Course
(BP) CEM: Leveraging KMLs in VCC (BP)VCC Online Course
(‘BP) CEM: VCC Incident Variable & Template Best Prac (®P)VCo Online Course
tices
(BP) CMDB Group Lookup for IT Incident Resolution (BP) ITA Online Course
20 v ltemsPerPage | 1-200f216items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) I 4|/1|2(3|4|5(» [l

3. Review the list of users currently enrolled in the selected course.

Everbridge University Intelligent Assist Sarah -
7 Course Enroliments .
Actions
Course Equals Is Enrolled Equals
v EEE2ED o IR
View Historic o©
E] G (& &8 B (2 (@O 0 item(s) selected
Back
tH Last Name Y FirstName » Y  Username » Y  Department » Y % (Progress) » ¢ Status » Y IsEnrolled » Y
Chris.Anthemum@e
Everbridge U it
Anthemum Chris verbridgeuniversity.c verbridge Universt 0 Not Started Yes
y Demo
om
Biding — Laura Biding@everd Everbridge Universit a e -
ridgeuniversity.com y Demo
Cherry.Blossom@ev
Blossom Cherry erbridgeuniversity.co Everbridge Universit 0 Not Started Yes
y Demo
m
Saul.Goodmate@ev . §
Goodmate Saul erbridgeuniversity.co Everbriage Universit 0 Not Started Yes
y Demo
m
Grater Allie Allie. G.ratev‘@everbn Everbridge Universit 0 Not Started Yes
dgeuniversity.com y Demo
20 v ltemsPerPage | 1-50f5items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) I « 1 (n

21



Yeverbridge

Course Enroliments

The Course Enrollments tab allows Power Users to view a list of all users'
enroliment status for a specific course. They can also access a handful of Actions
or Mass Actions for this course.

View All Users Enrolled in a Course

To view a list of all users enrolled in a specific course:

Select a course from the Course tab. Several options will become available in
the Action menu to the right.
Select Course Enrollments. A list of each user's enrollment status for this

1.

2.

specific course will be displayed.
. Click the Filter button and apply the Is Enrolled > Yes value.

Everbridge University

[% course Enroliments

Course Equals
A Al (EF) Airport Bestpr... @
A

i Is Enrolled

Intelligent Assist

Yes - Y Department » Y  %(Progress) > Y
Add Fier + um@e Everbridge Universit
ersity.c
y Demo
Cancel Q
T T rbri Universit
Biding Laa e LA Sy 0
ridgeuniversity.com y Demo
Cherry.Bls
ry ossom.@sv Everbridge Universit
Blossom Cherry erbridgeuniversity.co 0
y Demo
m
o T Rita.Book@everbrid Everbridge Universit
geuniversity.com y Demo
Bush Rose Rose. Bush@everbr\ Everbridge Universit
dgeuniversity.com y Demo
@b Barry Barry. Cade.@everbn Everbridge Universit
dgeuniversity.com y Demo
low Vi verbri niver:
Clowd Staum Staum.Clowd@ever Everbridge Universit

20 v|ltems Per Page

1-20 of 32 items

bridgeuniversity.com

y Demo

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

Status »

Not Started

Not Started

Not Started

Sarah

0 item(s) selected

Y IsEnrolled » Y

Yes

No

No

No

I « 1.2 » n

Actions

Add Enroliment

!l

View Historic

Back -
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4. Click Add Filter. The list of users will update to display only those currently
enrolled in the selected course.

Everbridge University

[ course Enroliments

Course Equals Is Enrolled Equals
L @il &5 Airport Bestpr... © | Yes [x]

O r)(e) @ R (») (D
Last Name Y  FirstName » Y
Anthemum Chris
Biding Laura
Blossom Cherry
Goodmate Saul
Grater Allie

Username » Y

Chris.Anthemum@e
verbridgeuniversity.c
om

Laura Biding@everb
ridgeuniversity.com

Cherry.Blossom@ev
erbridgeuniversity.co
m

Saul.Goodmate@ev
erbridgeuniversity.co
m

Allie.Grater@everbri
dgeuniversity.com

Intelligent Assist

Department » Y

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

20 v|ltemsPerPage | 1-50f5items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

% (Progress) » Y

0

0

Status »

Not Started

Not Started

Not Started

Not Started

Not Started

Sarah

(]

0 item(s) selected

Y IsEnrolled »

v

Actions

Add Enroliment

!l

View Historic

Back -

Course Enroliment Page Actions

No Selected User

There are two actions that can be performed on the Course Enroliments page

without first selecting a user:

¢ Add Enrollment - Click this to enroll a new user in the selected course

Everbridge University

Enroll Users

*‘ There are 2 users selected

Users

1300 [ e o

Courses

Intelligent Assist

Online Course: (BP) Airport Best Practices - Effective Use of Everbridge During Severe Weather

Sarah

Save

Cancel

» View Historic - Provides details surrounding the enroliments of the specified

course, such as:
o User's Name
o Date Enrolled
o Date Completed
o Status
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o Score
Enrolled User

More Actions become available after selecting an enrolled user from the Course
Enroliments page for a specific course, including:

e Edit Enrollment

e Re-Enroll User

e Un-enroll User

o User Transcript
 Message User

e View Enrollments

Everbridge University Intelligent Assist Sarah

[% course Enroliments

Course Equals
A 4l (BF) Airport Bestpr... @

Actions

Edit Enroliment Va
(m] = .
= o & E (2 (@ 1 item(s) selected Re.enrall User 2
Last Name « Y FirstName » Y  Username » Y Department» Y % (Progress) > Y  Status » Y IsEnrolled » Y Un-enroll User 2
Chris.Anthemum@e
Everbridge U it
Anthemum Chris verbridgeuniversity.c ‘serm'; ge Universi 0 Not Started Yes
om Y User Transcript
T Laua Laura Biding@everb Everbridge Universit o - Ves e
ridgeuniversity.com y Demo
CheryBIoSsom@eV ¢ oryyiqge Universit e 8
Blossom Cherry erbridgeuniversity.co 9 0 Not Started Yes
y Demo
m
. Rita.Book@everbrid Everbridge Universit
Book Rit: Ne
0 @ geuniversity.com y Demo © Deselect (2]
Bush Rose RosevBushi@evevbn Everbridge Universit No
dgeuniversity.com y Demo
o o Bany Cade@everbri  Everbridge Universit o
dgeuniversity.com y Demo
Clowd Staum Staum Clowd@ever Everbridge Universit o
bridgeuniversity.com y Demo
20 v|ltems PerPage | 1-200f32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) o412 ) (0

Multiple Enrolled Users

Selecting multiple users enrolled in the specified course will make the following
Mass Actions available:

e Re-enroll Users
e Un-enroll Users
e Message Users
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e Deselect

Everbridge University

Course Enroliments

Course Equals
A 4l (EF) Airport Bestpr... @

O (@)(a) (@ (”) () (m
= Last Name Y  First Name »
Anthemum Chris
Biding Laura
Blossom Cherry
Book Rita
Bush Rose
Cade Barry
Clowd Staum

20

v | Items Per Page

1-20of 32 items

Y  Username » Y

Chris. Anthemum@e
verbridgeuniversity.c
om

Laura Biding@everb
ridgeuniversity.com

Cherry.Blossom@ev
erbridgeuniversity.co
m

Rita.Book@everbrid
geuniversity.com

Rose.Bush@everbri
dgeuniversity.com

Barry.Cade@everbri
dgeuniversity.com

Staum.Clowd@ever
bridgeuniversity.com

Intelligent Assist

Department > Y % (Progress) »

Everbridge Universit

0
y Demo
Everbridge Universit .
y Demo
Everbridge Universit o

y Demo
Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

v

Status »

Not Started

Not Started

Not Started

Sarah

2 item(s) selected

Is Enrolled » Y

Yes

No

No

Mass Actions
Re-enroll Users 2
Un-enroll Users 2

Message Users

Deselect

!

Unenrolled User

Selecting a single unenrolled user will make the following Actions available:

Enroll User
User Transcript
Message User
View Enrollments

Everbridge University

Bi

Course Enroliments

«0

20

G) & &

Last Name ~

<) (@

¥ FirstName »

Book Rita
Bush Rose
Cade Barry
Clowd Staum
Daway Fay
Down Neil
Erd Liz
First Hugo

v Items Per Page

1-20of 32 items

¥ Username» ¥
Rita.Book@everbrid
geuniversity.com

Rose.Bush@everbri
dgeuniversity.com

Barry.Cade@everbri
dgeuniversity.com

Staum.Clowd@ever
bridgeuniversity.com

Fay.Daway@everbri
dgeuniversity.com

Neil.Down@everbrid
geuniversity.com

Liz.Erd@everbridge
university.com

Hugo.First@everbri

Intelligent Assist

Department » ¥ % (Progress) »

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit

Times Displayed in (UTC-05:00) Easter Time (US & Canada)

v

Status »

Sarah

1 item(s) selected

Is Enrolled » v

No

No

No

No

Actions

Enroll User 2

User Transcript

Message User

View Enroliments [

Deselect
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Multiple Unenrolled Users

Selecting multiple unenrolled users will make the following Mass Actions available:

e Enroll Users
« Message Users

I:.ﬁ

Everbridge University

Course Enroliments

20

Last Name ~

Book

Bush

Cade

Clowd

Daway

Down

Erd

First

v | Items Per Page

B () (@

Y First Name »

Rita

Rose

Barry

Staum

Fay

Neil

Hugo

1-20of 32items

¥ Username» Y
Rita.Book@everbrid
geuniversity.com

Rose.Bush@everbri
dgeuniversity.com

Barry.Cade@everbri
dgeuniversity.com

Staum.Clowd@ever
bridgeuniversity.com

Fay.Daway@everbri
dgeuniversity.com

Neil.Down@everbrid
geuniversity.com

Liz.Erd@everbridge
university.com

Hugo.First@everbri

Intelligent Assist

Department » ¥ % (Progress) » Y Status »
Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

Sarah

2 item(s) selected

Is Enrolled » v

No

No

No

No

No

No

No

Mass Actions

Enroll Users 2

Message Users

Deselect

!
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User Management

Users

Power Users can manage their learners from the Users tab, which offers a full list
of every learner in an Organization.

Enroll Users

To enroll users in training from the Users tab:

1. Select all applicable users from the list that need to be enrolled in a course.
2. Options will become available in the Actions tab to the right. Select Enroll
Users.

Everbridge University Intelligent Assist Sarah
Users )
Mass Actions
“ ? Add Filter Message Users
9 Q) (&) &8 B () (@ 4 item(s) selected
= Last Name ~ Y  First Name » Y  Username » Y  Email Address » Y Department » Y
Anthemum Chris Chris.Anthemum@everbridgeu Chr\sv‘Anthemum@everbndgeu Everbridge University Demo
niversity.com niversity.com
Enroll Users 2
ini
Biding Laura Laura.Bidr Laura begSn Everbridge University Demo
rsity.com rsity.com
Ch n Che
Blossom Cherry Y- em PrAgeun  Everbridge University Demo
iversity.com iversity.com
Rita.Book@everbridgeuniversit Rita.B iniversit .
Book Rita Vo ycom Everbridge University Demo Deselect (7))
Bush Rose RESAET] niver RE=2 o Everbridge University Demo
ity.com ity.com
@ . .
Cade Barry EEqy EEpAe Everbridge University Demo
sity.com sity.com
Clowd Staum Staum.Clowd@everbridgeuniv Staum.Clowd@everbridgeuniv SR U B
ersity.com ersity.com
3 R Fay.D iver Fay.Daway@everbridgeuniver: E——— 5
away ay Tt e verbridge University Demo
20 v ItemsPerPage | 1-200f32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) [ « 1 2 ”"

3. Select the course or courses from the list by either entering their name and
selecting them, or by scrolling and searching the courses. Several courses
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can be selected at once. Click Choose to save the selections.

Select Courses

100 of 216 courses 3 item(s) selected

Search Q

(BP) Airport Best Practices - Effective Use of Everbridge During Severe Weather

(BP) Automate the tion Process with

(BP) Basic Message Sender Training for Incidents

(BP) Basic Message Sender Training for Notifications

(BP) Basic Training for New Account and Organization Administrators
(BP) Best Practices for IT Alerting Features

(BP) Best Practices for Templates

(BP) CEM: Leveraging KMLs in VCC

(BP) CEM: VCC Incident Variable & Template Best Practices
(BP) CMDB Group Lookup for IT Incident Resolution

(BP) Community & Visitor Engagement

(BP) Community Engagement

Load More

4. The modal will close, and the selections will be displayed under the Courses
heading. Click Save to finish enrolling the learners in the selected courses.

Everbridge University Intelligent Assist Sarah -

Enroll Users

‘& There are 4 users selected A

Users

Rita Book @ | Rose Bush @ | Barry Cade ©@
Staum Clowd © N

Courses
1 Online Course: (BP) Basic Message Sender Training for Notifications i
2 Online Course: (BP) Basic Training for New Account and Organization Administrators b
3 Online Course: (BP) Best Practices for IT Alerting Features W

Add Courses +
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5. Confirmation messages will appear in green at the top.

Everbridge University Intelligent Assist @ Enrolment Successful x
Users )
Mass Actions
*‘ Y AddFiter Message Users
9 G (&) &8 B (2 (@ 4 item(s) selected
= Last Name Y  First Name » Y  Username » Y  Email Address > Y  Department » Y S
Chris.Antt i Chr ntt i
Anthemum Chris s ! . e Everbridge University Demo
niversity.com niversity.com
. v ) Enroll Users A
Biding Laura aura bl z?urz Everbridge University Demo
rsity.com rsity.com
Che n n Che
Blossom Cherry ermy.Blos - Pridgeun  Everbridge University Demo
iversity.com iversity.com
it it
Book Rita yR'C:m versit S'C:m WSt Everbridge University Demo — o
Rose.BL Iniver. Rose.BL idgeuniver.
Bush Rose . Everbridge University Demo
ity.com ity.com
Barry.C i Barry.C i
Cade Barry sity.com sity.com Everbridge University Demo
1 brid i o i i
—_— — Staum Clowd@everbridgeuniv Staum. Clowd@everbridgeuniv U .
ersity.com ersity.com
Fay.D: i Fay.D:s
Daway Fay a SRS & Everbridge University Demo
ity.com ity.com
20  v|ltems PerPage | 1-200f32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) 1] 4«1 2 ) M
—

View a User's Enrolled Courses

Power Users are able to view a specific user's enroliments from the Users tab. To
do so:

1. Select a user from the list.
2. The Actions menu will appear on the right. Select View Enrollments.

Everbridge University Intelligent Assist Sarah -
Users )
Actions
*‘ Y Add Filter

[m} P .

- G & <2 ) (@ 1 item(s) selected —— 2
Last Name Y  First Name » Y  Username » Y  Email Address » Y  Department » Y User Transcript
Anthemum Chris Chris.Antf I Chris.Ant Everbridge University Demo Message User L

niversity.com niversity.com
L L
Biding Laura aura et aura Everbridge University Demo
rsity.com rsity.com
Chery. idgeun  Chery. bridgeun
Blossom Cherry iversity.com iversity.com Everbridge University Demo Impersonate o
it idgeuniversit it iversit
Book Rita Rita Rita Everbridge University Demo
y.com y.com
sush = Rose.Bt idgeuniver Rose.Bt bridgeuniver: Everbridae University D
U ose ity.com ity.com verbridge University Demo View Activity Feed &
Barry.C: i Barry.C:
Cade Bary arm. geuniver ar Everbridge University Demo
sity.com sity.com
Clowd Staum Staum.Clowd@everbridgeuniv Staum.Clowd@everbridgeuniv Everbridge University Demo
ersity.com ersity.com
Fay.D: nivers  Fay.D: ) - D (4
Daway Fay ) Everbridge University Demo
ity.com ity.com
20 v |ltemsPerPage | 1-200f32items | Times Displayed in (UTC-05:00) Easter Time (US & Canada) o412 0
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3. The User Enrollment page appears for the selected user, where the Power
User can review the details of and status of each course that the learner is
enrolled in. New Enrollments can be added from this screen, as well.

4. If desired, the Power User can perform the following actions when selecting a
specific course that the learner is enrolled in:

1. Edit Enroliment
2. Re-enroll User
3. Un-Enroll User

User Enroliments

Actions
User Equals it
*; ¥ Edit Enroliment v

o G & E ) (@ 1 item(s) selected m

Name « ¥ Category » ¥ | %(Progress) » Y| Status » ¥ Score (%) » ¥ DateEnrolled > Y Date Completed » ¥

(BP) Basic Message
2023-09-27 04:03 P
Sender Training for (BP) Notifications 0 Not Started

(BP) Basic Training f
or New Account and

2023-09-27 04:03 P
Organization Agmini (€7 Geting Started 0 Not Started "
strators
(BP) Best Practices f
2023-09-27 04:03 P
or IT Alerting Featur (8P) ITA 0 Not Started "
es
Introduction to the M 2023-05-18 11:10A
*Getting Started 0 Not Started
anager Portal M

20 v Items Per Page | 1-4of4items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

View a User's Activity History

Power Users can view the entire Activity History for a specific user. To do so:
1. Select a user from the User section.
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2. Actions will appear on the right. Select View Activity Feed.

Everbridge University Intelligent Assist Sarah
Users )
Actions
*‘ Y AddFitter
o G)(&) 8 B () (@O 1 item(s) selected
- = o : Enroll User A
Last Name ~ ¥ FirstName » ¥  Username » Y Email Address » Y Department » 4 User Transcript
o o
Message User
Liz.E it Liz.E i il
Erd Liz = 'z ° Everbridge University Demo
om om
Hugo.| i Hi i idgeur i
First Hugo ugo. ugo. QEUnVEISE - Everbridge University Demo
ty.com ty.com
aul ] aul.G CnpmEEs ot
Goodmate Saul Everbridge University Demo
iversity.com iversity.com
View Enroliments  [=]
Grat Al llie. niver Allie.G idgeuniver Everbridae University D
rater e siy.com sity.com verbridge University Demo
M: idgeuniver:
Jah Manny ann Manny. Everbridge University Demo
ity.com ity.com
Mustafa.L i Mustafa.L i i
Leek Mustafa y y Everbridge University Demo
ersity.com ersity.com
Anita.l idgeu Anita.l i § o
Letterback Anita N Everbridge University Demo
niversity.com niversity.com Deselect )
Makit Willie e niver e niver idoe Lniversity Demn
20  v|ltems PerPage | 1-200f32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) 1] 4«1 2 ) ’"

3. The Activity Feed for the selected user appears.

Everbridge University Intelligent Assist Sarah

Activity Feed

User Equals
? Hugo First © ==

Actions

E‘ G (& &8 B (2 (@O 0 item(s) selected
= Learner Activity » Y Type > Y  Description » Y Points » Y Date~ Y
Enrol Online Course Enrolled in Release 9.0 MN St 2020-03-13 09:47 AM
akeholder Demos
Enroll Online Course Enrolled in 9.3 Sessions 2020-03-12 03:24 PM
I i
Enrol Online Course Enrolled in Everbridge Universi 2020-03-10 11:35 PM
ty Orientation
Enrolled in Introduction to Cf
Enrol Online Course rrolied n Infioduction fo rea 2020-03-10 03:01 AM
ting and Sending Notifications
Enrolled in Introduction to th
Enroll Online Gourse froted in intoduction fo fhe 2020-03-10 03:01 AM
Everbridge Manager Portal
Enrol Online Course Enrolled in Introduction to Gont 2020-03-10 03:01 AM
act Management
Enrol Online Course Enrolled in Iniroduction to Incid 2020-03-10 03:01 AM
ent Communications
Enrol Curriculum Envolled in Everbridge Suite Fu 2020-03-10 02:50 AM
ndamentals
20 v|ltems PerPage | 1-130f 13items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) DECIERI RS

Impersonate a User

There may be times when a Power User needs to impersonate one of their
learners for guidance or troubleshooting purposes. To do this:

1. Select the user from the Users tab.
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2. Actions will appear in the menu to the right. Select Impersonate.

Everbridge University

Users
‘& Y AddFiter
O (@)(a) @ (r) () (m
= Last Name Y  First Name » Y  Username » Y  Email Address » Y
e Iniver lie.G Iniver
Grater Allie
sity.com sity.com
Mann, nivers Manny.
Jah Manny P
ity.com ity.com
Mustafa.L i i Mustafa.L i i
Leek Mustafa N N
ersity.com ersity.com
Anita.l idgeu Anita.l
Letterback Anita .
niversity.com niversity.com
illie. Maki iniver Willie iniver
Makit Willie
sity.com sity.com
Don. i u Don
Messwidme Don 9 geu
niversity.com niversity.com
Nommanee Oscar Oscar.Nommanee@everbridge Oscar.Nommanee@everbridge
university.com university.com
Constance.Noring@everbridge Constance.Noring@everbridge
Noring Constance 9@ < 9@ 9

20 v|ltems Per Page

1-20of 32 items

Intelligent Assist

university.com

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

university.com

Sarah

Actions

1 item(s) selected Enroll User 2

Department » Y User Transcript

Everbridge University Demo

Message User

Everbridge University Demo

Everbridge University Demo
Impersonate

Everbridge University Demo Vi EE = B

Everbridge University Demo
View Activity Feed =2

Everbridge University Demo
Everbridge University Demo

Deselect
Everbridge University Demo

3. The Power User will be logged into the selected learner's account, where
they can perform actions as the impersonated user.

View a User's Transcript

Power Users have access to view the transcript for any of the learners in their

Organization. To do this:

1. Select a user from the User section.
2. Actions will become available in the menu to the right. Select User Transcript.

Everbridge University

Users
“ Y AddFitter
O (e & B (v (m
= Last Name Y  First Name » Y  Username » Y  Email Address » Y
Allie. Jniver Allie.Gi Jniver
Grater Allie ”
sity.com sity.com
Mann; inivers Manny. i ivers
Jah Manny .
ity.com ity.com
Leek Mustafa Mustafa.Leek@everbridgeuniv Mustafa.Leek@everbridgeuniv
ersity.com ersity.com
nita.L | nita.L
Letterback Anita -
niversity.com niversity.com
illie. Maki Iniver illie: Iniver
Makit Willie W
sity.com sity.com
on. i idgeu on
Messwidme Don o o
niversity.com niversity.com
Oscar.Nommanee@everbridge Oscar.Nommanee@everbridge
Nommanee Oscar " @ ¢ y @ o
university.com university.com
Constance.Noring@everbridge Constance.Noring@everbridge
Noring Constance 9@ g 9@ g

20 v|ltems Per Page

1-20 of 32 items

Intelligent Assist

Sarah Venezio

Actions

1 item(s) selected

Enroll User

2

Department » Y

E

Everbridge University Demo Message User

Everbridge University Demo

Everbridge University Demo — =

Everbridge University Demo View Enroliments ]

Everbridge University Demo
View Activity Feed &2

university.com

Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

university.com

Everbridge University Demo

Everbridge University Demo

Deselect

Everbridge University Demo
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3. The User Transcript page appears, where the Power User can see the
following information about the selected learner:
e User Profile
Username
Email Address
Last Logged In
Department
Total Credits
Total Time Spent
e Completions
o Certificates
e Enrollments
o Online and Instructor-Led Course Enroliments
o Curricula Enrollments

o o o o o

o
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4. If desired, the Power User can also print the transcript and navigate to the
Certificates or Enroliments page for the learner.

nt Assist Sarah Venezio -
User Transcript

P Back
Users » User Transcipt » Constance Noring

Profile A Print Transcript &
Us Department: Everbrdge University Demo el

Everbridge University Intel

, Username
5% Constance.Noring@everbridgeuniversity.com

@ Emeil Addross: = Total Credits: 0
ConstanceNoring@everbidgeuniversity.com P —
(@ Last Logged In: Never & Total Time Spent: 0d 5 45m 7s
Completions a

Certificates.

Incident Cormunications Operator Certfcation
=_| vaiaFrom:2023.08.07 0349 P

Mass Notification Message Sender Certification
Valld From: 2023-00-08 01:41 PM

Visual Command Center Operator Certification
Valid From: 2023-09-08 04:05 PM

Enrollments -

Online and Instructor Led Course Enroliments

caursotame sous coats | saore | Eovotmantoe Completon te e spot
g Neaton o —
roang NotifcatiopSHnG ( Complete ) 2023-09-08 10:24 AM 2023.09-08 11:16 AM 0d O 10m 425,
Gratng e o 20230008 1024 E— camamass
et Communct
ineldent Communications (Complete ) 2091 2023.09.07 03:44 PM 2023.09.07 03:49 PM 0d 0h 5m 1s.
Cpes Conficatin i
S —
peert Koo g — P — oson imazs
[
e =)  asonamsrem 23073104t csonamars
ko oo 20230008 1024 R — caonaimses
st s anager Pt
iduckon o e Meneger Porel gy asgranoraom osonos0iaz csnemats
voscton o e v S
Command Center (VCC) Eeriil 100 09-08 01:43 PM od ot 265
Lo an i E—
e o) s 07310504 200050424 csmmies
Wass Notfaton essage
s Crcaton am o w024 scsonor P oaen1am
Vorso: 10
Nessage srcr R Ccome R — 230000012570 oacnam s
e Compiete 2023-09-08 10:24 AM 2023.00-08 11:05 AM 0d 0h 4m 575
Sening . scnecng
Nstesons o R — 2230008 101 o100 am s
Vorsor 26
T —
‘sual Command Genter Operator Complete 80 2023.00-08 04:05 PM 0d.0h Om 85
conteston EZZD
o Commans Crer AN (o oz 202309000555 70 o10nzom 15
amLocas S ) 22000800207 otz s
oion 60

R —
curtuuramo e coats scars Evolmentoste compieton ate o spt
et Communictons S— - .

: o R — 2230907 a0 P osanamsts

Gpemr Genfcton
Mass Noffcatlon Message ( Complete 9.08 10:23 AM 2023.09-08 01:41 PM 0d 1h 20m 54s
e
fsual Command Center Operato Complete ) 2023-09-08 01:42 PM -09-08 04:05 PM 0d 1h 13m 41s

Certification

Times Displayed In (UTC-05:00) Eastern Time (US & Canada)

Message Users

If needed, Power Users can send messages directly to their learners from the
Users section. To do this:

1. Select the user(s) that need to be messaged.
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2. The Actions (or Mass Actions, if selecting multiple users) menu will become
available. Click Message User(s).

Everbridge University

Users
*& Y AddFitter

0l @@ @ E) () (m

= LastName ¥ FirstName »
Anthemum Chris

Biding Laura
Blossom Cherry
Book Rita
Bush Rose
Cade Barry
Clowd Staum
Daway Fay

20 | Items Per Page

1-20of 32items

Intelligent Assist

¥ Username » v

Email Address » v

Chris.Antf geu
niversity.com

Chris. Anthemun geu
niversity.com

Sarah Venezio

1 item(s) selected

Department »

Everbridge University Demo

Everbridge University Demo

Everbridge University Demo

Laura idgeunive Laura.

rsity.com rsity.com

Cherry.Blossom i n Cherry. bridgeun
iversity.com iversity.com

Rita. i iversit Rita. iversit
y.com y.com

Rose.BL Inivers Rose.BL bridgeuniver.
ity.com ity.com

Barry.C geuniver Barry.C iver
sity.com sity.com

Staum.Clowd@everbridgeuniv

Staum.Clowd@everbridgeuniv

ersity.com ersity.com
Fay.D Inivers Fay.D
ity.com ity.com

Times Displayed in (UTC-05:00) Easter Time (US & Canada)

Everbridge University Demo

Everbridge University Demo

Everbridge University Demo

Everbridge University Demo

Everbridge University Demo

o412

Actions

I

Enroll User ),

Y User Transcript G

Impersonate

View Enroliments [

View Activity Feed &2

Deselect

=

|

g
] £

"

3. The Compose Message page will appear, where the Power User needs to
add a subject and body of the message. By default, the page will prepend the
selected user(s) to the To field.

Everbridge University

Compose Message

Send a message to a user

Send to

® Send to individuals only

To

Laura Biding ©

Send to departments

Intelligent Assist

l This message will be sent to 1 Users.

Subject (Required)

Friendly Reminder
Body (Required)
B i U A

Hi there,

|
‘

1
‘
A

o & 6B

This is a friendly reminder to finish your training by the end of Friday. If you have any questions, please let me know.

Best,

YYour Administrator

Sarah

Send

Cancel

4.

If desired, the Power User can choose to send the message to a department

instead by selecting Send to Departments under the Send to header. Click
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Add Departments to select the departments to send the message to.

Everbridge University Intelligent Assist Sarah Venezio

Compose Message - o
Send a message to a user
sendte

Send to individuals only |® Send to departments
Departments

No departments have been added.

| AAdd Departments + |

® Send to everyone under these O Send to people in these only

To

This message will be sent to 1 Users.

Subject (Required)

Friendly Reminder

Body (Required)

0
‘
il
‘
=

B i U A: o @ B8

Hi there,

This is a friendly reminder to finish your training by the end of Friday. If you have any questions, please let me know.

Best,

‘Your Administrator

5. Once the recipients have been selected and the required fields have been
filled, click Send.
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User Course Enroliments

View all Course Enroliments for a User

To view all courses in which a specific user is enrolled:

1. Select the user from the dropdown list and click Apply Filter.

Ly

Ly

Everbridge University

User Enroliments

User
v

o

User

«0

|

Constance Noring

Intelligent Assist

Sarah

0 item(s) selected

Actions

Add Enroliment 2

View Historic

!

Back -
{H Status » Y Score (%) > Y DateEnrolled » Y  Date Completed > ¥
Add Filter +
Please specify the filter(s) above.
20 v/ ltems Per Page Times Displayed in (UTC-05:00) Eastem Time (US & Canada) W 4y n
' ill f i
2. The user's courses will appear for review.
Everbridge University Intelligent Assist Sarah i
User Enrollments )
Actions
User Equals
A @l constance Noring @ pEAEEL L
View Historic o©
E] G (& &8 B (&) (@O 0 item(s) selected
Back -
= Name ~ Y Category » Y % (Progress) » Y Status » Y  Score (%) > Y DateEnrolled » ¥ Date Completed » Y
Assessing Dellvered e 100 Complete 2023-09-08 10:24 A 2023-09-08 11:37 A
Notifications M M
Qonilgurlng Notificat Notifications 100 Complete 2023-09-08 10:24 A 2023-09-08 11:16 A
ion Settings M M
-09-08 10:24 -09-08 10:
Creating Messages Notifications 100 Complete iﬂozs 09-08 10:24A ;023 09-08 10:59A
Incident Communica .o tyiqge Certifica 2023.00.0703:44 P 2023-09-07 03:49 P
tions Operator Certif 100 Complete
- tions M M
ication
Ineigent Gommunica 2023-00-0703:44 P 2023-09-07 03:49 P
tions Operator Certif Incidents 100 Complete 90.91 " e i " -
ication Exam
Incident Review and . 2023-09-06 04:34 P 2023-09-06 04:48 P
§ Incidents 100 Complete
Monitoring M M
. -07-31 03:51 -07-31 04:
Introduction to Incid Incidents 100 Complete 100 2023-07-31 03:51 P 2023-07-31 04:31 P

ent Communications

20 v|ltems Per Page

1-200f20items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

M
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3. If desired, Power Users can add enrollments or view the user's enroliment
history from the Actions menu on the right.

Actions

Add Enroliment b A

View Historic
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Reporting
Report Types

There are six different Report Types to choose from on the Reports tab:

Learner Activity Report
Learner Progress

Course Activity

Course Summary

Tasks (not currently in use)
Curricula Activity
Certificates

Reports

Learner Activity ¢4

Learner Progress [
il

Course Activity il

R 8

Course Summary

<3

Tasks

Curricula Activity

A B0

Certificates

Learner Activity Report

The Learner Activity Report provides details of user engagement with training
content. Its data can be used to quickly assemble information related to the
number of enrollments for a specific course, see how many people have started or
completed courses, time spent on training, and much more. It can be customized
to provide information on many different data points in order to tailor it to an
Organization's preferences by utilizing the additional display columns (list icon).
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The Learner Activity Report is located in the Reports menu of the EBU Power User
Portal. Clicking on the report name will redirect to the Learner Activity Report
page. From here, you can filter results based on a variety of data points. This
report can be customized to provide information on many different data points in
order to tailor it to an Organization's preferences.

Learner Progress

The Learner Progress Report provides a summary of a user's progress of active
enrollments and their completions. It is similar to the Learner Activity Report,
however, the Learner Progress Report measures the user's progress on a
percentage basis. This report can help you gain insight into a user's average
scores when completing enroliments and determine if training is continuing to
move forward.

The Learner Progress Report is located in the Reports menu of the EBU Power
User Portal. Clicking on the report name will redirect you to the Learner Progress
Report page. From here, you can filter results based on a variety of data points.
You can customize this report to provide information on many different data points
in order to tailor it to your preferences.

Course Activity

The Course Activity Report provides access to review the progress of users
enrolled in a specific course. Note that this report is specific to Active Online
Courses only. It will return all enroliments, regardless of completion status
(Complete, Not Started, In Progress). It can be used to make changes to course
enrollment for individual users or carry out administrative tasks.

The Course Activity Report is located in the Reports menu of the EBU Power User
Portal. Selecting the report name will redirect to the Course Activity Report page.
From here, results can be filtered based on a variety of data points. Reports can
be customized to provide information on many different data points to fit the
Organization's needs.

Course Summary

The Course Summary Report provides overall activity statistics on all of the
courses in Everbridge University. It helps keep track of the overall health and
success of an Organization's training efforts.
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The Course Summary Report is located in the Reports menu of the EBU Power
User Portal. Results can be filtered based on a variety of data points. Reports can
be customized to provide information on many different data points to fit the
Organization's needs.

Curricula Activity

The Curricula Activity Report provides details of the progress of learners enrolled
in a curriculum. Common uses of this report are to:

e Manage Curricula Activity

e View User Transcript

e Message User(s)

» View and Edit past and present Enroliments
e View Users

The Curricula Activity Report is located in the Reports menu of the EBU Power
User Portal. Selecting the report name will redirect to the Curricula Activity Report
page. Upon landing on the page, select the curricula to report on. The results can
then be filtered by data points.

Certificates

The Certificates Report provides details of the certificates that have been
awarded to an Organization's users through course completion. The data can be
used to quickly assemble information related to the number of certificates earned
for a specific course and gather details about those certificates.

The Certificates Report is located on the Reports menu of the EBU Power User
Portal. Selecting the report name will redirect to the Certificates Report page.
From there, the results can be filtered by multiple data points.

41



Yeverbridge

Customizing and Exporting Reports

Filter and Refine Data

To filter data on a report, click the Filter icon in the header. Different filtering
options will be available depending on the selected report type. Filtering on
specific data columns within a report is also supported.

Everbridge University Intelligent Assist Sarah -

Learner Activity

? 5 Filter & Refine

o
Enroliments 0 item(s) selected
Greater Than - Y  Department » E Enrollments » Y Courses Star... » ¢ Courses Com... » Y

3 £ um@e Everbridge Universit

ersity.c 3 1 1

y Demo
Add Filter +
(@everb Everbridge Universit
s (2] ty.com y Demo 2 0 o
Cherry.Blossom@ev
Everbridge U it
Blossom Cherry erbridgeuniversity.co verbridge Universt 17 14 14
y Demo
m
Book Rita R\ta.l?ook@everbrld Everbridge Universit 4 0 0
geuniversity.com y Demo
Bush Rose Rose.Bush@everbn Everbridge Universit 4 0 0
dgeuniversity.com y Demo
Cade Banry Barry. Cade.@everbri Everbridge Universit 4 0 0
dgeuniversity.com y Demo
Clowd Staum S(.aum Clowd@ever Everbridge Universit 4 0 0
bridgeuniversity.com y Demo
20 ~ | ltems Per Page | 1- 20 of 32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) ] 4« 1.2 ) M

Filtered results can be distilled even further by clicking the Refine button and
applying additional requirements, such as a time frame for a specific event.
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Everbridge University

Learner Activity

Intelligent Assist

Pl Erroiiments Greater Than
Yy =
V'
E o Date Enrolled :
= i Before - l W  Department > Y Enroliments » Y Courses Star... » Y
2023-09-28 2
@ 1200AM E Everbridge Universit 17 14
(UTC-05:00) Eastern Time (US & Canada) y Demo
Add Filter -+ Everbridge Universit a o
y Demo
Everbridge Universit 4 o
ageunIversity.com y Demo
Barry.Cade@everbri Everbridge Universit
Cade Barry e _@ & 4 0
dgeuniversity.com y Demo
Clowd Staum S(.aum Clowd@ever Everbridge Universit 4 o
bridgeuniversity.com y Demo
Neil.Down@everbrid Everbridge Universit
Down Neil < g 2% 22
geuniversity.com y Demo
First Hugo Hugo.Firs(@everbn Everbridge Universit 4 5
dgeuniversity.com y Demo
SaulGoodmate@ey Fverhridoe Liniversit
20 ~ | Iltems Per Page | 1-14of 14items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) 1]

Sarah

(]

0 item(s) selected

Courses Com... » Y

22

The applied filters will appear in green next to the filter and refine buttons.

Everbridge University

Learner Activity

vy =
M 2 @®E s e (em
i= Last Name « Y  FirstName »
Blossom Cherry
Book Rita
Bush Rose
Cade Barry
Clowd Staum
Down Neil
First Hugo

20 v | ltems Per Page | 1- 14 of 14 items

Enroliments Greater Than Date Enrolled Before o
3 2023-09-28 12:00 AM

Intelligent Assist

Y  Username » Y  Department » Y Enroliments » Y Courses Star... » Y
Cherry.Blossom@ev
e .@ Everbridge Universit
erbridgeuniversity.co 17 14
y Demo
m
Rita.Book@everbrid Everbridge Universit 4 0
geuniversity.com y Demo
Rose.Bush@everbri Everbridge Universit 4 o
dgeuniversity.com y Demo
Barry.Cade@everbri Everbridge Universit 4 0
dgeuniversity.com y Demo
Staum.Clowd@ever Everbridge Universit 4 o
bridgeuniversity.com y Demo
Neil.Down@everbrid Everbridge Universit 2% 2
geuniversity.com y Demo
Hugo.First@everbri Everbridge Universit 4 5
dgeuniversity.com y Demo
SaulGoodmate@ey Fyerhridoe Lniversit
Times Displayed in (UTG-05:00) Eastern Time (US & Canada) I

Sarah

(]

0 item(s) selected

Courses Com... » Y

22

Display Additional Data Point Columns

Additional data columns (Address, City, Credits, etc.) can be added to a report by
clicking the Display Columns button and selecting the desired columns.
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Everbridge University

Learner Activity

Intelligent Assist

Y = Fiter&Refine
M 2 e 2 (m
i= Last Name » Y  FirstName » Y  Username ¥ Y  Department » Y Enroliments » Y Courses Star... » Y
Address
Staum Staum.Clowd@ever Everbridge Universit 0
Address 2 bridgeuniversity.com y Demo
City
y Simon.Sais@everbri Everbridge Universit
Simon p, 1 0
Country dgeuniversity.com y Demo
C C leted
ourses mompee Sau.Goodmate@ey Everbridge Universit
Courses Started Saul erbridgeuniversity.co y Demo o 62 54
Credits m
Rose.Bush bri Everbridge Universit
Department & 2 4
Rita.Book@everbrid Everbridge Universit
Book Rita e o 4 0
geuniversity.com y Demo
Tumer Paige Pailge.Tumer@ever Everbridge Universit 1 0
bridgeuniversity.com y Demo
Oscar.Nommanee
. . @ Everbridge Universit
Nommanee Oscar everbridgeuniversity. 49 48
y Demo
com
20 v | ltems Per Page | 1-20of 32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) ]

Sarah

0 item(s) selected

Courses Com... » Y
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Display Additional Rows

The number of rows displayed per page can be changed by clicking the Items Per
Page dropdown in the bottom-left corner. The default is 20 rows but can be
expanded to up to 1000 rows per page.

Everbridge University

Learner Activity

? 3‘: Filter & Refine
b 2 . ) (m
Last Name & Y  First Name »
Anthemum Chris
Biding Laura
Blossom Cherry
Book Rita
Bush Rose
Barry
Staum

1-20 of 32 items

Intelligent Assist

Y  Username » Y  Department » Y Enroliments » Y  Courses Star... » Y
Chris.Anthemum@e
. @ Everbridge Universit

verbridgeuniversity.c 1
y Demo

om

Laura Biding@everb Everbridge Universit 2 o

ridgeuniversity.com y Demo

Che

e‘rry B\o§som.@ev Everbridge Universit

erbridgeuniversity.co 17 14
y Demo

m

Rita.Book@everbrid Everbridge Universit 4 0

geuniversity.com y Demo

Rose.Bush@everbri Everbridge Universit 4 o

dgeuniversity.com y Demo

Barry.Cade@everbri Everbridge Universit 4 o

dgeuniversity.com y Demo

Staum.Clowd@ever Everbridge Universit 4 o

bridgeuniversity.com y Demo

Times Displayed in (UTC-05:00) Eastern Time (US & Canada) M

Sarah

0 item(s) selected

Courses Com... » Y
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Create a Report Layout

Whenever a Custom Report is created, the Power User has the option to save a
Report Layout to use again at a later time. The Report Layout will retain the
report's applied filters and layout configuration.

To create a Report Layout:

1. Select the desired report type. Most reports can be accessed from the
Reports tab to the left.
2. Customize the report by adjusting the layout or applying filters, as described

above.

3. Click Select Report Layout, and then Create New.

Everbridge University

Learner Activity

? O Enroliments Greater Than Date Enrolled Before
= B © | 2023-09-2812:00aM ©

m |2 Ge =

Last Name «

Blossom

Book

Bush

Cade

Clowd

Down

First

20 v |ltems Per Page

B (=

m

A

Intelligent Assist

¥ First Namg

Cherry

© | Reset Layout

Create New -+

Rita

Rose

Barry

Staum

Neil

Hugo

1-14 of 14items | Times Displayed in (UTC-05:00) Easter Time (US & Canada)

Rita.Book@everbrid
geuniversity.com

Rose.Bush@everbri
dgeuniversity.com

Barry.Cade@everbri
dgeuniversity.com

Staum.Clowd@ever
bridgeuniversity.com

Neil.Down@everbrid
geuniversity.com

Hugo.First@everbri
dgeuniversity.com

Saul.Goodmate@ev

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everhridae | Iniversit

Enroliments » ¥

17

4

4

4

4

24

Courses Star...

14

0

0

0

0

22

s -

(]

0 item(s) selected

Courses Com... » ¥

14

0
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4. The Create New Report Layout popup appears. Add a Nickname, then click
Save.

Create New Report Layout

Nickname (Required)

More Than 3 Enroliments

Create new report layout will save your

« Current applied filters
« Table column settings

You can also share your custom layout with other users!

5. The name of the new Report Layout can now be seen under the header.

Everbridge University Intelligent Assist Sarah
Learner Activity
PR Enrolments Greater Than Status Equals Date Enrolled Before
v = B0 © °
m ? [} = =3 2 @ More Than 3 Enroliments 0 item(s) selected
i= LastName « Y First Name » ¥ Username » Y Department» Y Enroliments » |¥ CoursesStar... » Y = Courses Com... » ¥

Cherry.Blossom@ev .

Blossom Cherry erbridgeuniversity.co Everbridge Universit 17 14 14

y Demo

m

Book Rita Rita.Book@everbrid Everbridge Universit 4 0 0
geuniversity.com y Demo

Bush Rose Rose,Bush@everbn Everbridge Universit 4 0 0
dgeuniversity.com y Demo

— Bary Barry Cade@everri Everbridge Universit . . .
dgeuniversity.com y Demo

Clows staum Staum.Clowd@ever Everbridge Universit B o o
bridgeuniversity.com y Demo

Doun Neil Neil. Down@everbrid Everbridge Universit 2 2 2
geuniversity.com y Demo

Eirst Hugo Hugo First@everbri Everbridge Universit 4 5 5
dgeuniversity.com y Demo
Saul.Goodmate@ev Fverbridae | Iniversit

20 v | Items Per Page | 1-14of 14items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) 1] 4« 1 ) »

Once a Report Layout has been saved, it'll appear as an option when clicking the
Report Layouts button. Selecting it will prepend its associated filters and
customizations to the report.
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Everbridge University

Learner Activity

Y = Fiter&Refine

m ° &©e 2
i= Last Name « Y  FirstName

Anthemum Chris
Biding Laura
Blossom Cherry
Book Rita

Bush Rose
Cade Barry
Clowd Staum

20 ~ | Items Per Page | 1-20o0f 32items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

Intelligent Assist

m
A
o

Reset Layout

Create New +

ridgeuniversity.com

Cherry.Blossom@ev
erbridgeuniversity.co
m

Rita.Book@everbrid
geuniversity.com

Rose.Bush@everbri
dgeuniversity.com

Barry.Cade@everbri
dgeuniversity.com

Staum.Clowd@ever
bridgeuniversity.com

y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Enroliments » ¢ Courses Star... » ¢

3 1
2 0
17 14
4 0
4 0
4 0
4 0

o -

0 item(s) selected

Courses Com... » Y

1

NOTE: A Report Layout must be saved prior to exporting a report for all data
fields to be retained.

Pin Report

Pinned Reports allow Power Users to view Report pages and Report Layouts
previously pinned as Favorites. Multiple saved Report Layouts can be pinned and
referenced from the Pinned tab.

To pin a report, simply click the Pin button in the header of a favorite page.
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Everbridge University Intelligent Assist Sarah -

Learner Activity
Pl Erroiiments Greater Than Status Equals Date Enrolied Before
v = £ © °
m o R) (& B More Than 3 Enroliments 0 item(s) selected
N
i= Last Name « Y  First Name » Y  Username » Y D > Y » ¥ CoursesStar.. » Y Courses Com... » Y
Cherry.Blossom@ev
Everbridge Universit
Blossom Cherry erbridgeuniversity.co 9 17 14 14
y Demo

m

Book Rita Rita.Book@everbrid Everbridge Universit 4 0 0
geuniversity.com y Demo

Bush Rose Rose.Bush@everbn Everbridge Universit 4 o 0
dgeuniversity.com y Demo
Barry.Cad bri Everbridge U it

o Bamy ary.Ca e.@ever ri verbridge Universi a 0 0
dgeuniversity.com y Demo

Clowd Staum St.aum.C\owd@ever Everbridge Universit 4 0 0
bridgeuniversity.com y Demo

Down Neil Neil. Down@everbrid Everbridge Universit 2% 22 2
geuniversity.com y Demo

First Hugo Hugo.Flrst@everbn Everbridge Universit 4 5 5
dgeuniversity.com y Demo
SAULCodMate@ey Fuerhridae |Iniversit

20 ~| Items Per Page | 1- 14 of 14 items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) 1] 4« 1 » ]

The Pinned Reports tab will populate at the top of the Left Panel. Clicking on it will
open the list of Pinned Reports.

Pinned Reports

i Learner Activity ¢4

* More Than 3

Enroliments

I

NOTE: If there are multiple Pinned Reports, the list can be reordered by
clicking and dragging a report to a new position.
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Email Scheduled Report

Saved Report Layouts can be scheduled to be sent to different recipients. To do
this:
1. Navigate to the desired report.
2. Select the Layout icon in the header to open the Layouts modal, then select
the Saved Layout to be used. The report will reload with the selected layout.
3. Click the Scheduled Email icon in the header, and then turn the toggle ON.
More options will appear once the toggle is enabled.

Everbridge University Intelligent Assist Sarah i

Learner Activity

Enroliments Greater Than ‘Status Equals Date Enrolled Before
v = LG5 o © °

O (e B (¢) () vore Than 3 Envolments 0 item(s) selected
& )\
if  LastName ~ | Email Report ¥ Department» ¥ Enroliments > ¥ CoursesStar... » Y  Courses Com... » ¥
Blossom 17 14 14
y Demo
Send "More Than 3 Enroliments" (Required)
Everbridge Universit
Book Select Frequency. 2 & 0 0
: y Demo
Bush Recipient Email Addresses Everbridge Universit 4 0 0
y Demo
Comma Separated List
— Everbridge Universit n Q 3
Email to Group y Demo
Clowd Choose . Everbridge Universit 0 o
y Demo
Format (Required) Everbridge Ut it
. verbridge Universi m P =
© Excel csv PEEID
Fist Everbridge Universit 4 ) 5
y Demo
Saul.Goodmale@eV e Liniversit
20 | ltems PerPage | 1-140f 14 items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) W41 »(n

4. In the modal, select the schedule frequency from the following options:
o Daily
o Weekly
o Semi-Monthly
e Monthly
e Quarterly
e Semi-Annually
¢ Annually
5. Enter the recipients' email addresses, separated by commas. Groups can also
be selected as recipients when applicable.
6. Choose a file format between either Excel or CSV.
7. Once all of the fields have been filled, click Save.
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NOTE: All scheduled reports are sent at 12:01 AM UTC. It's recommended to
include your own email address in the distribution list to serve as a
reminder, or for troubleshooting purposes.

Print Report

Both default and saved Report Layouts can be printed. To do so:

1. Navigate to the applicable report.
2. Select the desired Report Layout, or continue with the default configuration.
3. Click the Print icon.

Everbridge University

Learner Activity

Intelligent Assist

O Enroliments Greater Than ‘Status Equals Date Enrolled Before
v = BT oo ©

o (Y B i;: \\é) More Than 3 Enrollments

Last Name

Blossom

Book

Bush

Cade

Clowd

Down

First

20 v|ltemsPerPage | 1-140f 14 items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada)

Y First Name » Y

Cherry

Rita

Rose

Barry

Staum

Neil

Hugo

Username » Y

Cherry.Blossom@ev
erbridgeuniversity.co
m

Rita.Book@everbrid
geuniversity.com

Rose.Bush@everbri
dgeuniversity.com

Barry.Cade@everbri
dgeuniversity.com

Staum.Clowd@ever
bridgeuniversity.com

Neil. Down@everbrid
geuniversity.com

Hugo.First@everbri
dgeuniversity.com

Saul.Goodmate@ev

Department » | Y

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Everbridge Universit
y Demo

Fuerhridne | Iniversit

Enroliments » Y

17

4

4

4

4

24

Courses Star...

14

0

0

0

0

22

Sarah

(]

0 item(s) selected

Courses Com... » Y

14

0
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4. Follow the steps provided by the browser to connect to a printer. Once
configured, click Print.

U e et 8
Everbridge Univers [ose— - Print Tsheetof paper o
Learmer Actvty

. Destination & CLP-103 on GLS0OCOF ¥
Learner Activit
Pages Al -
v = Bl »
Copies 1
=)
E‘ G ‘\i%/‘ Layout Portrait -~ 1
m Last Name « cocamae “ Color Color e
Blossom -
More settings v
Book -
Bush
Cade
Clowd
s gty sy sy "
First Hugo Hugo. Flvst@everbn Everbridge Universit 4 2 2
dgeuniversity.com y Demo
Saul Goodmale@eV & rtyidne (niversit
20 v ltemsPerPage | 1-14of 14items | Times Displayed in (UTC-05:00) Eastern Time (US & Canada) W41 »(n

Download Report

Reports can be downloaded directly from the report interface. To do this:

1. Navigate to the desired report.
2. Click the Generate Report File icon in the header to open the modal.
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3. Select the file type for the report.
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4. Click Generate. A confirmation modal will appear, informing the Power User
that the report generation is being processed. If desired, selecting Email
Upon Completion will trigger an email alert once the report has finished
generating.

@ Report Generation Requested.

Generate Report

(") Report Generation In Progress. This may take a while.
Download the report when complete or have it emailed to you when finished.

Email Upon Completion &=

5. Once the report has been generated, click Download Report.

NOTE: If Email Upon Completion is selected, the file will be emailed to the
email address associated with your Manager Portal user profile.
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Best Practices and Tips

Below are some recommendations for effective administration within Everbridge
University:
e Many Organizations prefer to train by Everbridge User role or certify their
Users prior to permitting access to Everbridge.
» The Learner Activity Report has the most learner data available at a glance.
We recommend adding columns of data and saving layouts here for ease

of use.
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Additional Resources and Support

Everbridge offers additional resources and support for EBU Power Users, which
can be accessed at their convenience. This includes:

» Everbridge University YouTube - Our YouTube Channel contains quick, task-
based microlearning videos (under four minutes) to educate on a specific
function.

Search Q 3

/ \

« Everbridge \
University \

\ /

Everbridge University £\ Subscribed

(@EverbridgeUniversity 961 subscribers 68 videos
Learn more about Everbridge Products through quick and simple videos. >

everbridge.com and 1 more link

HOME VIDEOS PLAYLISTS COMMUNITY CHANNELS ABOUT Q >

Notification Management P Playall

W« s ol S « L

Email: " Sendinga SMs: Formatting Text Analyzing

Unsubscribe or - Notification Unsubscribe or for Specific Notification

Re-subscribe *  Re-subscribe Delivery Methods Delivery Details
Email: Unsubscribe Or Re- Sending a Notification | SMS: Unsubscribe Or Re- Formatting Text for Specific Analyzing Notification
subscribe | Everbridge Everbridge Manager Portal subscribe | Everbridge Delivery Methods |... Delivery Details | Everbridge...
Everbridge University Everbridge University Everbridge University Everbridge University Everbridge University
12K views - 1 year ago 3.2K views - 1 year ago 1.7K views - 1 year ago 812 views - 1 year ago 719 views - 1 yearago

Incident Management > Play all
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» Online Help - Accessible from the Manager Portal in the Help and Support “?”
at the top right.

=

Everbridge Suite Pfieffer University (Organization Admin) v/ A& ? Logout

Dashboard Universe Notifications v Incidents v Travel Risk Management v Contacts v ES Settings v Access v HELP & SUPPORT

Online Help

ACTIVE NOTIFICATIONS = OPEN INCIDENTS = £ Manage Widgets Ever?ridge —
0 0 CONTACT SEARCH Everbridge Support Center
No active Notifications No open incidents Search
Viewall... Viewall...
CONTACTS = QUICK LAUNCH =

2573 N
"
‘ Record Type
W Students (1963)

W Staff (534)
W Faculty (76)

Contacts | Groups | Rules

o Support Center - The Everbridge Support Center hosts a robust Knowledge
Base and library of role and product-specific user guides.

everbridge
e M g M S S ac Search. [y
Support Center Home My Tickets  Service Advisories SMS Status  Release Notes  Ideas  Document ts  Contact Q search a o

How can we help?
Search Everbridge Support... n

Acurrent system status: an unplanned event is underway. Click here for more information.

Quick Resources

L]

L 4

Service Advisories

Knowledge —
SMS Status Release Notes ontacts

NOTE: All Support for Everbridge University should be directed to
Everbridge Support which can be reached 24/7 at support@everbridge.com
or contacted through the Everbridge Support Center
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Frequently Asked Questions

Where can | access a full course catalog with full descriptions?

The detailed Course Catalog can be found below:

e Course Catalog (Pt. 1)
e Course Catalog (Pt. 2)

Why won't my course load?

Try the following:

Ensure that popups aren't being blocked by your browser.
Attempt to load a course in the browser's Incognito Mode.
Temporarily disable browser extensions.

Clear the browser's cookies and cache.

Check for any new browser or operating system updates.

Where should | direct my learners to complete the courses they've
been enrolled in?

This can be found in My Courses, which is accessible from the Learner
Dashboard.
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