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What is Everbridge 360™?

Everbridge 360™ is your one platform for enterprise resilience for all organizational
roles. It is designed to allow effortless experience across all Everbridge product
lines. In building an effortless experience, we can ensure:

» Faster, more accurate responses to external and internal threats.

Managing what is important — your People and Assets.
Resilience = Proactive, not reactive.

Enterprise-class reliability and scale.

Open Extensible Platform.

Everbridge 360™ includes the following features:

» Combined collapsible left-side Apps Menu to allow for seamless navigation
across all applications and modules.

 New Event Types with predetermined event categories based on risk
intelligence feeds with the ability to create custom event types to link
together events, alerts, and templates, decreasing the mean time to
communicate.

 New Communications Workflow, combining the best of both worlds between
the preexisting Notification and Incidents functionality with new feature
enhancements to optimize the launch process, reduce training time, reduce
the opportunity for errors, and help mitigate the “fear of sending out.”

e Enhancements for the Communications Workflow, including:

o

o

o

Event-driven communications.

Title of a Communication differentiated from message subject line.
Ad-hoc Communication based on the Organization's default settings.
Preview templates before using them.

Ability to customize attachments and contacts for each
Communication.

Ability to add/exclude/remove recipients for each Communication.

Everbridge 360™ Toggle

Once enabled for your Organization by an Administrator under Settings >
Organization > Everbridge 360 > Default Settings, each user will have a toggle to
enable the Everbridge 360™ experience while simultaneously retaining access to
existing modules like Notifications and Incidents.
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- Tower Global (Organization Admin) - e @) Everbridge 360™ ©

There are a few considerations to keep in mind when using the toggle as an
Admin:

1. The Admin's user-level toggle at the Account level will be OFF by default.
Unlike at the Organization level, there is no Account-level setting that
controls the visibility of the user-level toggle at the Account level.

2. The option in Organization Settings controls the visibility of the toggle at the
Organization level, which is OFF by default. All Organization Admins can
access this Setting irrespective of the status of the Account-level toggle.

3. If the first is enabled by a user and the second is disabled by the
Organization Admin, then the left side menu will only be displayed at the
Account level for the respective user.

4. If the first is enabled by a user and the second is enabled by the Organization
Admin, then the left side menu will be displayed at both the Account and
Organization levels for the respective user. Toggle preference will persist at
both the Account and Organization levels.
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Navigation Menu

The new left-side navigation menu is the gateway to Everbridge 360™. It combines
all the products you know and love but in an easier-to-navigate menuin a
combined platform experience, exposing those areas that you need the most to
the surface.

Menu Items Collapsed View Expanded View

Home

Situational
Awareness

o Universe

o Visual
Command
Center

Communications

Home

‘ NEW Everbridge 360

o Notifications
o Incidents

o Communications

o SnapComms

o

Crisis Management

Launch Critical

Event
o Events
o Submissions
o Reports

o Critical Event
Templates

o Task List
Templates

o Document
Library

o Widget Library

o Form Library
o Audit Log

e Contacts + Assets

o Contacts
o Assets

Situational Awareness

U]

y  Crisis Management

Contacts + Assets

Reports + Analytics

Travel Risk Management

ITA

Workflow

Settings

Launch Communication

Communication List

Everbridge Classic
Notifications
New Notification
Active / History
Scheduled
Notification Templates
Message Templates
Incidents
Launch Incident
Open / History
Scheduled
Templates
Scenarios
Variables

SnapComms
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Menu Items

Collapsed View

Expanded View

e Reports + Analytics

o

o

Reports
Analytics

o Travel Risk
Management

o

Travel Risk
Intelligence

Traveler Alerts
Booking Alerts

Country Risk
Traveler Report

Arrival and
Departure
Report

Travel Report
Scheduling

Custom Travel
Reports

Open Incidents
Trends
Operations

Workflow

o

o

CEM
Orchestration

Flow Designer

Travel Risk
Management

ITA

Settings

o

o

o

Organization
Member Portal

Everbridge
Open

Everbridge
Mobile App
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Menu ltems

Collapsed View

Expanded View

o Access
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Communications Workflow

When responding to a situation, you need to choose the action that represents the
best way to handle the situation. For example, a hurricane is approaching one of
your main warehouses and a watch has been called. The storm has already
reached Category 2, and 20 employees and contractors work in the warehouse.

With Communications, you can use quick, template-based, automated messaging
or ad-hoc messaging for responding to events within a company, organization, or
government office. In the example above, you can launch a Communication to
inform your contacts that they should go to a place of safety.

Alternatively, you may have a situation that does not immediately have a high
impact but has the potential to develop a higher severity. For example, a tropical
storm is approaching your offices in Australia. It is projected to make landfall
within the next three to four days. In this case, you may want to inform your
contacts, but no immediate action is required.

10
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Launching a Communication from Everbridge 360™

From Communications in the Left Menu, click Launch Communication. The Launch
Communication page is displayed.

Communications Title and Description

Everbridge will automatically suggest a title for your Communication based on the
Event Type chosen in Step 1. Click the pencil icon to edit the title.

HAZMAT/Fire - Feb 20, 2025 ¢

ETRET @ COMmEnLneG SRrn GESCIgion

o plact an Event Type

Ty 18 Search of L
O HAZMAT/Fire - °

If desired, click Enter a communication description to add a description for your
Communication.

Communication Description

Once a Communication is sent, the title becomes the Communication Name on the
Communications History page. It will also become the Incident Name on the
Incidents > Open/History page.

M
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NOTE: The name of the message can contain up to 255 characters.
Communication Description is an optional field intended for future
functionality, which will contain up to 500 characters.

Communications Toolbar

The Communications Toolbar can be found at the bottom of the Launch
Communication page and moves with it as you scroll, allowing its menu items to be
accessed at any time.

Cancel Training « Live @ © Review L

NOTE: Some placeholder buttons on the Communications Toolbar will be
usable in future releases.

Training Mode

Training Mode allows users to practice composing and launching Communications
without sending them to real contacts. They'll be identified in the Communications

History with a textbook icon. Lr

12




Yeverbridge

Activate Training Mode

Training mode is designed to help you practice [aunching a Communication without reaching any real
comscts. In training mode, you can get familiarized with aspects of launching real Communications such
83 selecting a template, drafling the message and selecting Groups, Individuals and Rules for your

Communication.

Activate Training

Step 1: Event Type

Choose an Event Type from the dropdown menu that best matches the
Communication being sent. This selection will determine which Communication
templates are recommended in the next step and will automatically set a

Communication name if one hasn't already been added. See Event Types for more
details.

13
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n Type to search or select an Event Type

Flood
Frost & Freeze
Sele General
HAZMAT/Fire
Health/Disease
Heat est
Hurricane

Large-Scale Emergency Incident Response: Includes critical
operational disruptions such as severe na

O

Step 2: Communication Templates and Delivery Paths

Everbridge 360™ automatically pulls from existing Communications templates, as
well as legacy Notification and Incident templates.

Communication and Notification Template Considerations

Please see the following tied to Notification templates:

When Everbridge 360™ is enabled for an Organization, all Notification
Templates will be automatically duplicated/cloned as an Incident Template.

The cloned Template will include the latest modifications to the Notification
Template.

The cloned Template will be deleted if the associated Notification Template is
deleted.

Naming convention for the cloned Template - <Name of Notification
Template>_<Template ID>.

Notification Templates that have the same Category name as the Incident
Template Category name will be merged under the same Category when
viewed under Communications.

Notification Templates that have a different Category name will be listed
under the respective Category when viewed under Communications.

14




Yeverbridge

e Organization Administrators and Incident Administrators will have no access
to view the cloned Templates on the Incident Templates list page, thereby
preventing any modifications to these Templates.

Choosing a Template

Once an Event Type has been selected, any templates assigned to the chosen
Event Type will be suggested for use. For ease of use, each suggested template
tile displays:

o Template title
» Event Type(s) assigned to the template
e Last used date

o Template category

Ll HAZMAT/Fire - Feb 20, 2025

X Select the Communication Template to Use @ Suggest By Ewent Type =

oy Send Winhaut a Template Haamai incident - Status Checi Poll Hagmas e udens - Evad uation Hotice Ha g Incident - Sraius Update

G500 Summena.

Click a suggested template to apply it and prefill the following information:
e Predefined message content
e Template Delivery Paths
e Variables
e Recipients

If the Event Type-specific template suggestions aren't appropriate for this
Communication, click the Suggest By dropdown to instead filter suggestions by
Most Recently Used or Most Recently Updated.

e NOTE: If no Event Type is selected for Step 1, then the suggested templates
will be filtered by Most Recently Used by default.

15
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Z
Sebect the Communication Template to Use o Tugpes by | kg onpesy e -

ek Type

[IRPT=SS —, e s - i Ente Pl ) [Ty —— Hbaman e - Fracangs Hemcs Mot Recenty Uted
Wil pte-t'y Urkated

Pt e e red Bl it Bk W Tt 17l sy ) rxdy et e s e g L

e rmpisben

Searching Templates

If none of the suggested templates match the Communication's needs, click
Search Templates to locate a different one.

Search Templates

g s o Pampeems riarm e - e (macn b T i e g

There are a few things to keep in mind when searching for templates:

» Search Template will display all templates that the user has access to.

o Templates can be searched within a selected Category, Event Type, or from
All.

» The Suggested section can be filtered by Event Type, Most Recently Used, or
Most Recently Updated.

» Users can click Legacy Templates above the search bar to browse Legacy
Incident Communications and Mass Notification templates.

View or Change Applied Template

Once a template has been applied, clicking the title of the selected template will
expose its details, including Category, Created By, Updated On, and Last Used.

16
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Users can choose to replace the template as needed by clicking Select a Different
Template.

e Select the Communication Template to Use ©

ISEIE{I a Different Tompla‘.ﬂl

w Hazmat Incident - Status Check Poll

%* O Delivery Paths # Edit Paths

Category Created By Updated On Last Used
Emergency Response James Jan 6, 2025 -

Message Paths

Once a template has been selected, click Edit Paths to adjust the message's
Delivery and Publishing Paths.

o Select the Communication Template to Use ©
Select a Different Template
» Hazmat Incident - Status Check Poll

%" O Delivery Paths

Select the desired Delivery Paths from the SMS, Email, Voice, Mobile App, Plain
Text, and Business messaging Apps sub-tabs. Once finished, click Save.

17
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Message Paths

Selact the Delivery Paths for your massage,

Delivery Paths
SMs
SMS
smsl
- Email €
smsd
< Voice @
+ Mobile App @
- Plain Text @

~ Business Messaging Apps @

908

Cancel m

If you've chosen an Incident template rather than a Notification Template, you can

populate the information in the variable information fields of your template form.

Flood - Response Activation

All "Variables"

> Templates in Use

« Flood - Response Activation O

*1. Action to Take

*2. Location @

Mowve immediately to higher ground or stay on high ground.
Continue to check the media for emergency information.
Follow instructions from public safety officials.

162/2000

0/260

3. Category

To complete variables:

18



Yeverbridge

1. Complete the fields with your situation-specific information. The available
fields depend on how the template has been configured by your
Administrators.

e Required fields are indicated with a red asterisk(*).
 Fields in white are editable. Fields in gray cannot be changed.

2. Click Apply Variables at the bottom to use the selected values in the
following sections.

Ad-Hoc Communications

By clicking Send Without Template, users can also send a message ad-hoc
without a preexisting template using their Organization’s default settings and
permissions. Message templates will be recommended based on the chosen Event
Type and the name of the template containing the event name. If the template
desired template is not automatically shown, they can be searched for.

Select the Communication Template to Use @ Suggest By Event Type ~

Send Without a Template Hazmat Incident - Evacuation Netice Hazemat Ingident - Status Chack Poll Hazmat Incident - Status Update

GSOC Summons

Search Templates

Message delivery paths for an ad-hoc Communication will default to the
Organization settings but can be changed to Custom. Templates will have
predefined delivery paths. You may or may not be able to change custom paths
when sending a Communication.

NOTE: Available delivery paths are configured by an Account or
Organization Administrator under Settings > Organization > Notifications >
Delivery Methods.

19
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Step 3: Configure Public Settings

Continue to the Configure Public Settings section, where the Communication's
priority can be set as follows:

Configure Public Settings Standard -

Standard

High Priority

Configure the Message @ ) Exercise Modd Imminent Threatto Life || contarence
—_—

« Imminent Threat to Life (if enabled for Organization) - Communications
flagged with Imminent Threat to Life (ITL) mean the event:

o

has just occurred (for example, an earthquake, volcanic eruption, or
failed life-support system), or

is in progress (for example, an active shooter or nuclear power plant
emergency), or

is expected to happen today (for example, severe weather), or
the lives or safety of message recipients are immediately at risk.

(only applies to Apple/iOS devices) becomes a critical alert when the
message is sent to Everbridge Mobile App. Critical alerts:

= make an audio sound when delivered, even if your device is silent.
(If your device is not on silent, the audio tone is based on your
selections in app settings).

= are displayed until you tap on it.
= are displayed with a warning icon.

An Active Shooter event in the proximity of a recipient’s location, or
alife-threatening weather event are both examples of ITL situations.

The following Communications are not typically considered Imminent
Threats to Life:

= Communications to recipients to inform them of an active shooter
at another location, a weather event that will impact a different
location, or a weather event that is still days away.

= Communications sent after the initial ITL message UNLESS there is
a material change from the initial Communication AND the change
results in an immediate increased risk to life and safety.

= Communications sent to recipients who are not at risk for life and
safety regardless of the type of Incident.

» High Priority - High-priority messages are given priority in your message
queue and are flagged in your recipients' inbox.

» Standard - No priority has been given.

20
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Step 4: Configure the Message

To configure your message:

1. Exercise Mode: Communications sent in Exercise Mode are meant to test
communication plans, such as allowing recipients to practice receiving and
responding to messages similar to those they'd see in a real emergency. The
[DRILL] tag will be prepended to the message's Subject and Body so that
contacts will immediately know that it's an exercise.

2. Specify your message type. There are three types of messages:

» Standard - Standard messages are used to send communication to
people through a variety of methods including voice, text, and email.
Confirmations can be requested from contacts that receive standard
messages. Standard Messages can be emergency messages or
informational messages.

» Polling - Polling messages are for sending a Communication to contacts
and presenting them with a menu of responses for them to choose
from. When contacts receive the message, they can reply with one of
the choices. Then users can view the responses to know each contact's
answer.

o A polling message can have a quota associated with it. This is
when not only a response is requested but a certain number of
responses are needed. A quota might be for people, such as
locating employees to work overtime or volunteers to staff an
event

» Conference - Conference messages are messages that ask contacts to
join a conference call. This could be an emergency where contacts
need to discuss a situation immediately or it might be a convenient way
to pull in a team for a weekly status meeting.

3. Add a Subject and your message's Body text. The body field can
accommodate 2500 characters for Email/Fax, and 459 characters for SMS.

e The subject of your message will be automatically configured based on
the event type chosen. In the Subject field, you can amend the title of
your message.

4. Click Add Custom Message to add a message to the previously selected
Message Paths for the Communication. Everbridge recommends you always
send custom messages per delivery method, if possible. This helps to avoid
message fatigue and enables contacts to consume messages in the most
efficient way possible, per device.

21
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Configure the Message [:o‘_:) Exercise Mode Standard  ~ Palling Conferance

Subject Hazmat Ihcident - Status Chack Poll

Add Custom Default Message

All Paths
Message Body @ + e

This is an urgent status check regarding the hazmat incident. Your Immediate response i requined for emergency response

COOENANIGN
Default Message

" Homa Emsil, Homa Prone, smai2, artension phona,
s feam, mobile posh alert, siack. PlainTexiEmad-
Ploase respond to this safety chaci.

EsadFax 2200 SMS: 188 Estirated SMS Meiiages 2 i)

* Poll Respanses 0O use Guotas @

Paliing 1 I safely evacuated, x
2 I need assistance. b4
= Add Anciher
Attachments

+ Add

When adding a custom message path you can use the same text for all your
delivery methods, or you can choose to have separate text for SMS, Email,
Voice, Mobile App, and Plain Text. See Rich Text Editor Best Practices for

22
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Custom Delivery Paths for more on configuring custom messages.

Customize Message Paths X

Please select the delivery paths for which you would like to define customized
content

SMS

Email

Mobile App

Everbridge Web Widget
Alertus

Member Portal
Facebook

X (Twitter)

Everbridge Network

v
/: @

5. Select Add under the Attachments section at the end of Step 3 to attach up to
five files to a message. The maximum file size is 20 MB. If an attachment is
more than 20 MB, it will be sent as a link in the Communication. Each
filename should be no more than 80 characters. You can attach files if the

23
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Communication is to be sent via email or the Everbridge Mobile App.

Add Attachments

5 files or 20 MB of attachments will be sent through supported paths. @

Drop files here

aor click here to select a file

Step 5: Recipient Management

Groups, Individuals, Rules, and Recipients in the Area may be prefilled based on
the template chosen and the alert for users launching a Communication from
Visual Command Center.

NOTE: Logic for Recipients in the Area:

From a VCC Alert - Contacts within the specified Map/Polygon of the
selected Template, as well as Contacts within the Polygon of the Alert itself.

Without an Alert - Contacts within the Map/Polygon of the selected
Template (if it contains a Map/Polygon).

1. Under Add Recipients, you can configure who you want to send a
Communication to. A Communication may already have some predefined
contacts. However, in the moment and if permitted, you may want to add
more contacts to a Communication depending on the situation. Depending on
your requirements, select the individuals and groups you want to send the
Communication to.

24




Yeverbridge

o Add Recipients

CL Advanced
~ Hide Recipient Selector Clear all
Groups Individuals Rules
Group Nama Created On Created By Updated On Updated By
» [ MotdustPrime Jan &, 2025 Joshua Jan 6, 2025 Joshua
» r Perf100KContacts Aug 26, 2024 Simon Aug 27, 2024 Simon
[0 Perfioxcontacts Aug 26, 2024 Simon Aug 27, 2024 Simon
[ PerfS0KContacts Aug 26, 2024 Simon Aug 27, 2024 Simon
O Poducky Feb 19, 2025 James Feb 20, 2025 James
E Simon Baijing Aug 19, 2024 Simon Aug 19, 2024 Siman
E Simon parent group 1 Aug 19, 2024 Siman Aug 19, 2024 Sirmon
E Simon_1 Jul 22, 2024 Simon Aug 7, 2024 Simon
E Sifmen_A Jul 22, 2024 Siman Juil 22, 2024 Simaan
[0 wendy Business Message App Contacts MNow 3, 2024 Wendy Now 3, 2024 Wendy

Selected Recipients £ 11 Unique Recipients

Groups @ Individuals Detalls Rules © Excluded

&0 an 20 20

Note that the available data columns present on the Individuals tab of the
recipient-picker are determined by the choices specified under Settings >
Organization > Everbridge 360 > Communication Recipients.

"“’b\rerb!idge GG S zation Admin] (7] L Everbridge 360~ ©
Communications Recipients
Sequence Cusfiom Hare
»

] [ ]

EE v Gepsrtment B

EE ¢ : Angoe ]
[ L

e Groups - Click Groups to select groups your Organization has created.

25
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« Individuals - Click Individuals to select individuals by name.

* Rules - Click Rules to apply rules that your Organization has defined to
select contacts with certain attributes. Rules are preconfigured by your
Incident Administrator.

» Recipients in Area - Recipients that have been impacted by an alert will
be added for communication. Click Edit next to the Include Recipients in
this Area toggle to filter recipients by Location Type and Contact Type.

Sheridan

e o) (5 Cassoncry Recipients in Area

Location Types

Chesaning (&)

i F Location Types
Static,Last Known, Expected

St Johns Owosso | (21)

s
o Contact Types
Portland

DeWitt Contact Types
(s6) -

52 9 Contact Types Selected

Grand Ledge b
" Lansing -,
Williamston
i Fowlerville
Potterville

Mason

Charlotte

Eaton Rapids

Hovwve

+

Leslie = Cancel

Keyboard shorfcuts  Map data @2023 Google  Terms = Report a map ermor

These can be filtered by location type:
o Static
Last Known
Expected (includes Travel) locations
Contact record type

2. Clicking the count of unique recipients allows you to see all recipients that
have been added via Groups, Individuals, Rules, Incident Rules, Conditions or
as a recipient in the area.

o

o

o
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Filter Clear Al Recipient Details & 19 Total Unique Recipients

@ Al " Q, Search by Individual's First Name/Last Name

& Groups @ T viewing @& an

2 indiidunls " First Name = Last Name External ID

8 Rules o Aaron 2@

© Excluded [ gl 2 ®
Aaron 2 ®
Abbey 2 @®
Abbey & ®
Abbey 2 ®
Abbay 2 ®
Abbey 2 ®

Click the person icon to see how a specific contact was included (via Groups,
Incident Rules, Conditions, etc.).

La
Maritza Aaron &

Ap External ID: eb1-188-1036 -
Added As

A: 2% Individual Lk
Included In

At Groups: 2
IMT (All) - Bangalore, Fairway

AL Ay

Click the X icon to remove recipients from Communication without impacting
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Groups or Rules.

Filter Clear All
@& Al 181
& Groups B

& Individuals

B Rules ©

Q In Area

@ Excluded

Recipient Details

2 1191

Q, Search by Individual's First Name/Last Name

Viewing @ Al

Total Unique Recipients

First Name T Last Name External ID

E 20
Aarg: Shively eb1-190-372 & ®
A aun eb1-207-3933 & ®
Aaron Nawick eb1-224-4968 & ®
Aaron Hunley eb1-224-3703 2 @
\aro Mceirath ebi-207-65
AGMD &n ebl1-177-684 & ®
Aar Rainbelt eb1-216-2115 & ®

3. Click Done to finish setting the Recipients.

Step 6: Settings

1. Click the Settings cog icon on the Communications Toolbar to configure the
message settings, which allow you to adjust different options to optimize

your message.

o Content - The language setting for communication that dictates the
language in which contacts receive voice and email prompts. This
setting does not translate any text entered in the title or body of a
communication, nor does it translate the text-to-speech message.
However, the text-to-speech message will be read using the selected
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language's accent.

Settings

Content Delivery Sender Information Recipient Interaction

Language @ ~ English (US)

e @

 Delivery
o Order - There are three different delivery order modes in
Everbridge Suite settings:
» Organization Default - Uses the sequence specified in the
organization's settings tab for notification delivery methods,
= Contact Preferred - Uses the sequence specified in each
contact's record,
= One-Time Custom - Uses the sequence specified at a
notification's creation, and overrides all other preferences.
o Wait Between Delivery Paths - Controls how long the system waits
before moving on to the next delivery method for a contact.
o Contact Cycles - Controls how many times Everbridge attempts to
deliver the message across all of the device types for the contact.
o Wait Time Between Cycles - Controls how long the system waits
before starting another cycle of Communication.
o Broadcast Duration - Controls how long the Communication is
active to send messages and receive confirmations.

Settings

Content Delivery Sender Information Recipient Interaction
Order @ ~ Organization Default
Wait Between Delivery Paths @ ~0 Minutes
Contact Cycles @ ~1
Wait Time Between Cycles @ >0 Minutes
Broadcast Duration @ > Hours

Cancel @

» Sender Information - Specify the following information:
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o Email Sender Name - Allows you to change the address to
something that is recognizable to the contacts, so they are more
likely to open it.

o Reply to Email - Allows you to set a custom email that your
contacts can reply to for more information.

o Caller ID - Allows you to change the phone number that your
contacts see displayed when they receive a Communication via
phone.

Settings

Content Delivery Sender Information Recipient Interaction

E-mail Sender N o Email Sender Name
= EverbridgeEnterpriseAlerts

Reply to Email @ ~ Organization default

CallerID @ United States

B

+1616 780 <Default>

+5511 2345

0]

Brazil

+44121 234

N
7N

United Kingdom

cencsl @

» Recipient Action - Configure the below options:

o Request Confirmation - Allows you to request that your contacts
confirm that they have received the message. It also stops any
further attempts to reach contacts.

o Everbridge Mobile App - Allows you to control various settings
related specifically to the Everbridge Mobile App, such as:

= Request Location

» Request Image

» Request Additional Information
= Enable Sharing Options

o Voicemail Preference - Controls what Everbridge does when
leaving a voice message. You can select whether to end the call,
leave a message, or leave a message with call-back information to
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confirm that it was received.

Settings
Content Delivery Sender Information Recipient Interaction

Request Confirmation @ 0
Everbridge Mobile App

Request Location @ @

Request Image @ @

Request Additional Information @

Enable Sharing Options @ @
Voice Mail Preference @

Cancel @

Step 7: Review and Send

1. Click Review on the Communications Toolbar to review SMS, Email, Voice,
Mobile App, and Plain Text delivery paths before sending with the context of
the number of recipients, send time, and whether the message is being sent
during the day or night. Voice is a recording that can be listened to prior to
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launch.
Review Device Preview
“mall i i in T i
Send Time Send Immediately Ema Volce Mobile App Plain Text Business Messaging Apps
13:37 PST

Event Type HAZMAT/Fire

Hazmat Incident - Status Check Poll

From: Py
Title HAZMAT/Fire - Feb 27, 2025

Welcome 10 VOC Common C}.‘.L‘
Template Hazmat Incident - Status
Check Foll
Delivery Paths
Home Emal Horme Phome emailz

slack PlainTextEmail-TWay

PlainTextEmail-ZWay

Recipients

1 Unigque Recipients

0 Groups

0 Rules

Individual Recipients

Back

extensian phone S team misbile push alemn

2 View Al

Tatal O

Tatal O

Total 11

«d Launch Communication

2. Once all required fields have been completed and variables have been
applied, the Launch Communication button on the Communication Toolbar
will turn blue to enable sending the Communication. Click it to start the

launch.

@ Preview O

4 Launch Communication ‘

3. The Launching Communication modal will appear with two options:
1. Stop Communication - This allows the user to pause the launch and
return to the previous screen to correct any possible errors.
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2. Launch Immediately - Launches the Communication and closes the
modal.

Launching Communication

Gathering 1 Recipients

Stop Launch Launch Immediately

o NOTE: If neither option is selected, the Communication will
automatically launch after the modal times out.
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Communication List

The Communications List page found under Communications > Communication
List contains all messages sent via Communications (Notifications, Incidents, and
Scenarios).

Click Launch Communication to start creating a Communication from scratch or a
template. For more on that process, see Launching a Communication from
Everbridge 360.

NOTE: Communications are sent using Incident functionality, so all
Communications will also be displayed under Incidents — Open/History with
all functionality intact.

i) Everbridge 360~ O

" Communication List
i1}
L Status = Active = My Communications. T 140 Fil=) R =1v] B 0, Search by Name

Communications from within the last 7 days are automatically displayed but can be
expanded to include 14 days, 30 days, 60 days, or a specified date. You can also
search for a Communication by its Name, while sorting can be done by

Name, Event Type, ID, Send Time, and Created By.

Communications accompanied by the textbook icon were launched in Training
Mode.

34



Yeverbridge

- O ) Everbridge 380~ O

L] Communication List ¥ Launch Communication
]
w | tat # My Comeunications T 140 210 00 B Q, Search by Name
&
e
s Priceity M. Event Typa Lawnch Tima ~ Launchad By
a
] Stander @I
L
@ Sranaang L
=
L] Shandard
2
@ §ngedl 000000 Genersl-MarTIO2s | e

Communication Details

Clicking on the name of the Communication will take you to the Communication

Details page, where you can see details of responses, export the results as a PDF,
close the Communication, and more.
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Communication Details

The Communication Details page displays any relevant information about a
launched Communication, such as confirmation status, message details,
confirmation by delivery paths, settings, and more. It's also where operators can
send updates to recipients, activate a closed Communication, export the
Communication details, or close the Communication.
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L Everbridge 360~ ©

1/ Communication Detalls

M < Chemical Spill at Downtown Business District B oW oo
B tescripion
w
- Satus Laianch Tire Creal B Typa
& e ® L M 5, 2025 ot 1711 - H'-::'r“u,w.r re
)
= Bt ¢ ot = Confirmation Status !
3§ & Stardard Mevsge @
=
URGENT: Chamical Spill at Dewsdown Busineds = o5
District - Immadiste Evasustion Riguired i
or - Canfirmed Late 0

Broadoeat Darstion

o M " v 80.9%

UPDATE: Contained - Huzmat Incident at
Downitown Business Dstrict, Riverfront
Industrial Paik

Uipadute Saent 0%

Unreachable O

Breadcsat Darstion

Message
Mestige Body 1D Priceity
Snsndurd
Default Message MHH?")‘M
; -
Default Message
Confirmation by Delivery Path Dataits Recipients !
Delivery Pathis Responses Total Recipients

6 1 A11

[T Individishls

&0 &11

Rules In Area
Email  100% Mohile App 0% a o
1 o (=1 =
SMS 0% Plain text 0%
o o
| Voice 0% Business M 0%
0 1]

Communication Settings

1 B " "
Dedivery Path Order One Time Cusfom
Dalivery Paths 1. M Emas

2. smal

3. Home: Fhone

4. email?

T ey
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NOTE: This functionality is currently only available to customers who have
been onboarded directly into Everbridge 360 Communications. It will be
offered to customers using Mass Notification and Incident Communications
in the future.

Sending a Communication Update

Situations that require a Communication are often in flux and can rapidly change at
any time, so sending a status update is a useful way to keep recipients informed of
the latest activity surrounding a Communication.

Updates can only be sent for Active Communications. To send an update from the
Communication Details page:

1. Click the Update icon on the message in the Activity column to the left.

1 / Communication Detalls

« Chemical Spill at Downtown Business District P p—

-1

mmmmm ion
w |
- Standerd Siatus Launch Time Creator Event Type
L Lt Mar 5, 2025 a1 1711 ATMAT, Fire
-
Ll Activity {* Conference 5= ) )

Confirmation Status

E3

et i =1
(=3 T | d 1

- i ]

O URGENT: Chisribzal Spill 5t Dowmtown Besingis 1 1 BOe%

District - Immedisie Evecuation Requined
gl Cawmmas s st Sl Confirmed Late 0

Srosdcast Burstion \ J

80.6%

2. The Select Recipients modal opens, allowing the sender to choose one of
two options:
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» Existing Recipients - Send an update to all recipients in the thread, or
choose to send to those who have or have not confirmed the message.

Activity ¢’ Conference &= Poll
@' Select Recipients x |
Sen
|

U (@ Existing Recipients 1
C Send an update to all recipients in the thread or select a
subset.
Q
1
1~ All
1
| 4 Confirmed 1
>
Not Confirmed 10

(O New Recipients

Send an update to additional recipients that were not

included in the original message.

o To see which recipients have confirmed, click the Recipients link
and then apply the Confirmed or Not Confirmed filters on the
Confirmation Details page.
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ACtIVIty ¢’ Conference 2= Poll

© Standard Message
Sent Mar 5, 2025 at 17:11 by

URGENT: Chemical Spill at Downtown Business
District - Immediate Evacuation Required

Original Communication Sent
11 Recipients

Broadcast Duration

1 hour | Closed Mar 5, 2025 at 18:11

n

i) Everbridge 360~ ©

~ < Confirmation Details roadeast Dusstion 1 bour | Closad Mar 8, 2025 31 18:11 B Y Sendupdue
LR | Total Recipients Confirmation sum[ F T R Q, o
1 1 - Confirmation Status %
8 Confi External I Added As
L All
a 100r% of 10tal . #b1:525-6350 el
Confirmed
- . eb1-480-3074 Indeaciual
Confirmed Late
[=3 Confiffmed L | eb1-497-46632 ndendual
o+ Confinm
1 W @ Mot Confirmed 14964510 gl
e - Unreschable 01525314 Indevadhaal
05 of 10tal
Pt Confirmed 14971809 Indaidual
Mot Confirmed eb1-496-276 Indernchaal
Confirmed Late
0 Pt Confirmed 15256634 inderchal
- Biot Confirmed 15252129 Indedual
& Confirmed JPER2 Inderichaal
% of 1otal
Mot Confirmed 1000006 tderichaal

* New Recipients - Send an update to additional recipients that were not
included in the original message. The sender will prompted to add the

40



Yeverbridge

new recipients the Send Update to Message form.

ACtiVity ¢ conference 2= Poll
@' Select Recipients x |
Sen
’_J

t QO Existing Recipients 1

L Send an update to all recipients in the thread or select a

subset.

a

1

| v [ an

1
€| [J confirmed 1
>

[J Not Confirmed 10

(® New Recipients

Send an update to additional recipients that were not

included in the original message.

3. The Send Update to Message form opens. Set the Event Type (if different
from the original message) and select a template for the update or use the
Send Without a Template option. Using a template will auto-fill key details for
this message, such as delivery paths, public settings, message body, and
attachments.

Send Update to Message

o v Event Type: HAZMAT/Fire

R 0 o

2
Select the Communication Template to Use © SuggesiBy  Ewent Type ~
Sand Without 5 Template HATTAY Ineideni - EVACUSTIoN Huzmat Inessent - States Chaek HaTmst Ingidint - S11 Updst

Hotice Foll
mergrey bruzonne Catiyary: Eitunippinicy Peitcai

G50C Summans

Search Templates

Please select a Communication Templade or choose No Template 1o proceed

Cancal
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4. Edit the delivery paths as needed and click Save.

Send Update to Message

> Event Type: HAZMAT /Fire

e Select the Communication Template to Use @

Select a Different Template

Send Without a Template

Message Paths .
Select the Delivery Paths and Publishing Paths for your message.

i ath
Delivery Paths SMS

~ SMS @
sms1

Jele

+ Email
SmME2

~ Vioiee @

+ Mobile App @

-+ Plain Text €

+ Business Messaging Apps ©
Publishing Paths

Everbridge Web Widget -

Cancel @

A

5. Configure the Public Settings section to specify the priority.
6. Choose between either a Standard, Polling or Conference Communication

and enter a subject.
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7. Enter a default message and as many Custom Messages per delivery path as
desired. Click Add at the bottom of the section to include attachments.

o Configure the Message .~ Standard  Polling Conference
Subject Communication Update
Y
Add Custom Default Message All Paths

Message Body @ + e

This incident is still ongodng and we hope to resolve i1 soon Please stay wuned for more upsdates.
-

Default Message

Home Emad, sms1, Home Phane,
email2, sms2, extension phone, ms_

— Email/Fax: 2381 SMS: 361 Estimaved SMS Messages 1 )

Attachments + Add

o Note that the ability for operators to modify the message body is
permissions-based. If you're unable to edit the body, contact your
administrators for assistance.

8. Select the recipients as you would a normal Communication via individuals,
groups or rules. Note that currently, selecting a template does not
automatically apply its recipient selections, though that functionality is
coming soon.

9. Click Continue. The Launching Communication modal will appear and
preview the number of recipients who will receive the message. If needed,
click Stop Launch to go back and make adjustments, or click Launch
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Immediately.

Launching Communication

Gathering 1 Recipéents

10. Once launched, the update can be seen in the Activity panel nested beneath
its parent Communication, along with any other updates sent for it. The
newly-launched update will automatically be selected from the Activity panel
upon launch, and the Confirmation Status modal to the right will display the
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confirmation status of the recipients.

51/ Communication Details

L.

« Chemical Spill at Downtown Business District B ® | Closwco -
= l B Deneripnion

B @ Ve cnern TR

s

ol Aoty ¢ Fo = Confirmation Status

1 Standard Message =

Total Recipients Confirmed O
URGENT: Chemical Spill at Downtown Business
Déstriet - brimediate Evacuation Required 0%
Drigiraad Eormamasnic abicn Sent - Late O
9 ' i £
Brzadow
1 0%
Mol Confirmed 1
- 100
Communication Updiabe =T o ey
Updats Senl
Co—— o
i 52 (@
Message
UPDIATE: Contained - Hazmat Incldent at
Downitomn Dusiness Metrict, Riverfron
Indusarial Park Massag Body @ Priority
Usbits: Sest Tantard
e e Default Message dard
Subject

Dwedauli Message

o The selected Communication card in the Activity panel will be
highlighted in blue for easy recognition.

Closing a Communication

There are two ways to close a Communication from the Communication Details
page: either with or without a message alerting the recipients of the closure.

Closing a Communication Without a Message

To close a Communication without sending a message:

1. Navigate to the Communication Details page of an Active Communication.
2. Click Close Communication in the top-right corner.
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3. The Close Communication modal will open. Click Close Now.

st/ Communication Detalls

M < Chemical Spill at Downtown Business District

Devcription

Croator

=

L
] Standard o) Lounch Tima
@ Active  Mar S, 2028 at 1711
]
Ll Activity * Canseemme
o
=
o URGEMT: Chifmieal Spill ot Dmmilown Butingda
Disirict - Immedisie Evacuation Required
on Sant

= Poll

®

o]

Event Type

HATMIAT Fire

Confirmation Status

Total Recipients

11

\

o

Confirmed 1

L p

2.09%

Confinmed Late 0
o%

Not Confirmad 10

80.9%.

Close Communication

The communication will be closed, You can reactivabe it if
reeseded. If you want 1o natify pecple of the s1atus change, you
can close with a message Otherwise, close it now without

deRdNg & Mmesdage

This option will:

e Close the Communication immediately.
» Disable the ability to send further Communications in this thread.
» Disable the ability to send updates.
» Disable the ability to resend any messages from this Communication.

4. A message will appear confirming that the Communication has been closed.
The status will change to Closed, and a timestamp in the Activity section will
also show how long ago it was closed and by whom. The Activate

. |

5t/ Commundcation Details

Communication button will also appear in the top-right corner.

ﬁ < Chemical Spill at Downtown Business District
w | o

Sundur prorphrs S o v
Cl
ol /ety Confirmation Status
.
@ 11

URGENT: Chemical Spill af Downiews Business
IDistrice - Immadiate Evarisiton Required
Original Communication Seat

Brosdcant Burstion

F "
B5.09%
Confirmed L L]
0%

Conf 110
209

& @ 0 Everbridge 360~ ©

ate Communication

Communication Closed

The communication is now marked a3 closed, You can
activate it again if needed
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Closing a Communication with a Message

To send a message when closing a Communication:

1. Navigate to the Communication Details page of an Active Communication.
2. Click Close Communication in the top-right corner.
3. The Close Communication modal will open. Click Close with Message.

@) Everbridge 380~ ©

st / Communication Detalls

« Chemical Spill at Downtown Business District B w

Dessripiicn

Close Communication

Stutus Launeh Tirs Crputor Ewint Typs
Standard The commumnication will be closed, You con reactivate it if

@ Active Mar S, 2025817 HAZMAT /Fire
needed, I you want 1o natify people of 1he status change. you
can close with 8 message. Otherwise, chose it now without
sending a message
Activity ' Conforonce 1= Poll ] . ! !
Confirmation Status

1 Stpnded f Miiiager =

URGENT: Chamical Spill a1 Downtown Busineds n o Kot Confirmed 10
District - immadiate Evacuation Reguired -

Original Cammunication Seat 80.9%

Note that after the final message is sent, this will:

» Disable the ability to send further Communications in this thread.

» Disable the ability to send updates.

» Disable the ability to resend any messages from this Communication.

4. The Send Update to Message form will appear to the right. Choose a

Communication template to use for the message or select Send Without a
Template to send an ad-hoc message. Templates will first be suggested by
Event Type but suggestions can also be viewed by Most Recently Used or
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Most Recently Updated templates.

Send Update to Message

o > Event Type: HAZMAT /Fire

Select the Communication Template to Use @ Suggest By  EventType =
Send Without o Teenplate Hazreat Iridesn - Evszuation Hazmat Incidesd - Sinius Cheel Hazmai Incidend - Stuius
Motice Pall Update
Categery Emergency Brsponar Catrgery: Emergescy Bruponae Categery [ mergemcy Brgonse
T p—
GSOC Summaons.

Seasch Tomplates

Pleage aslact & Commumication Template of choode No Template o procsad

Cancel

5. Configure the delivery paths, public settings, and message the same you
would when launching a new Communication.

6. Click Continue. The launch preview will display the number of recipients who
will be receiving this message, allowing the operator to cancel and adjust as

needed. If it looks correct, either wait for the launch to complete on its own

or click Launch Immediately.

Launching Communication

Gathering 1 Recipients

Launch Immediately

7. Once the message has been launched, the Activity panel will update showing
that the original Communication has been closed and that a message was
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sent to the specified recipients. The Status will also change to Closed.

L) Everbridge 360~

- Commun st / Communication Detalls
M < Chemical Spill at Downtown Business District B Actvaw commnicasen
Dascription
w |
L . Launch Tims End Timw Craater Evient Typs
& S m Mar &, 2025t 1711 Mar 8, 202881 1711 HAZMAT Fire
L]
[l Activit ) )
y Confirmation Status
P
s s o baaed
= T Total Recipients Confirmed 0
o Inzidenl Cortaiwed 1 %
e . e
: 3 ¢ 15031 @ 0
CoTe = A == Not Confirmad 1
00%
o, thon C d
202 L e O

URGENT: Chamical Spill at Downtews Busineds

Activate Communication

If needed, Communications that have been closed can be reopened again from the
Communication Details page. To do this:

1. Navigate to the closed Communication's Details page.
2. Click Activate Communication in the top-right corner.

W

i) Everbridge 380~ ©

51/ Communication Details

- hica
M < Chemical Spill at Downtown Business District E
Deacripsen
w |
- Status Launch Time End Time Creator Event Type
» Siatd 4 M 2025801711 M6 2025 80171 HAZMAT Fire
e
ol Confirmation Status
b= -"‘-:”: z = Total Recipients Canfirmed 1
l :L L ]
o Srwsded Waeage B.0B%
,Ii ' - Confirmad Late O
URGENT: Chemical Spill 21 Downtown Business —

District - Immadiate Evacuation Required

Original Conmunication Sest
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3. A message will appear stating that the Communication will be activated. Click
Activate again to confirm.

W) Everbridge 380~ O

5t / Commundcation Detalls

« Chemical Spill at Downtown Business District E ow
s rpaon
" Activate Communication
Evont Type
HATMAT Fire

Activate Communication

Eimiug Launch Tiee End Time Crostor

Mar 5, 202531717 Mar 5 2028211711

E
e

The communication will be set te active again

Standand

5] Activit . "
¥ Confirmation Status
o
Eavmcresnieasion Ehossed
L‘: Total Reciplents Confirmed 1
0 1 l 9.09%
Confirmed Late O

URGENT: Chomical Spill 58 Downtews Busingss o
[isiriet - Immediate Evecuation Required 0%

Original Communication Set

Mat Confirmed 10

4. The Communication's status will change to Active, and the reactivation
timestamp will appear in the Activity panel, including the name of the user

D) Everbridge 380~ O

st / Commundcation Detalls

« Chemical Spill at Downtown Business District BowW | o

- Cremmunication
Descripticn
w |
- e Launch Tims Crostor Evint Type
L o Mar 5, 2028 0t 1711 HATMAT Fire
@
e j\ctiwty ¢ Conference 5 Poll i .
Confirmation Status
£
ST
= aiy o pient Confirmed 1

i Sanded M bibg

URGENT: Chomieal Spill 5 Downtews Buiinea
Distriet - Immediate Evaeuation Required
Original Se———

o)

a @

11

Launch New Communication

A new, unrelated Communication can be sent from the Communication Details
page by clicking the megaphone at the top.
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it ¢ | Communication Details
L]
k. <« Chemical Spi" at Downtown Business District B [EI Close Communication
i Descriphion
|
Seaboy Lsgnch Time Creator Evant Tygs
- Scandard @ Acthe  Mard 2025511713 HAFMAT Fine
]
Pl Activity ¢ Codference =B
Confirmation Status

E Rt E Tetal Recipiants Confiemed 1
L ad o @ 1 1 P

. : - Caonfirmad Late 0

baCigient Comtaned
Mot Confirmad 10

Doing so will open the Launch Communication page. Fill the form as you would
using the instructions outlined in Launching a Communication from Everbridge
360.

o

i Everbridge 360~

' General - Mar 11, 2025

. O
X A Genaral ) ®
L
1 2
A Select the Communication Template to Use @ Suggast By | Event Type =
& Bond Withoul a Tesplate loat geveral Gueneral - Work From Hose Motics 1ol by balila no view no B recaplents
Bei U
[= 1 Triniesg T T 7 ]

NOTE: Launching a new Communication from the Details page of an
existing one will not create a Communication linked to it, such as an update.
It creates a brand new Communication with its own Details page and
dashboard.
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Widgets

The following widgets offer additional insight from the Communication Details

dashboard:

e Confirmation Status

e Confirmation by Delivery Path

» Recipients

o Communication Settings

e Communication Summary

Confirmation Status Widget

The Confirmation Status widget allows users to view, filter, and interact with
detailed recipient confirmation data, enabling them to monitor communication
effectiveness and take follow-up actions. The statuses in the graphic are color-

coded for easy ident

ification:

e Confirmed - Green

e Confirmed Late
e Not Confirmed

- Purple

- Orange

e Unreachable - Black

Click Details to see more information.

Confirmation Status

Tatal Recipients

11

\

Confirmed 1

i
L

9.09%

Confirmed Late O

0%

Mot Confirmed 10

90.9%

Unreachable 0

0%

Details

The Confirmation Details page will open, which displays status cards to the left:
» Total Recipients

e Confirmed
e Confirmed Late
e Not Confirmed
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e Unreachable

Each status card will display the percentage of applicable responses against the
total possible. Clicking a status card will highlight it in blue and open the list of
recipients that match that status. Doing so will also change the Confirmation Status
filter at the top of the page. Results can be distilled further by applying the Delivery
Path filter, and recipients can also be searched by name.

v

Ll < Confirmation Details sast A bour 1 Ma 8, 2085 3t 1801 E

¥ 1 Total Recipnts Confemation St
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- |

8- Canfiresd Jasne #1232 kbl Ma 5, 2025 - 51100 Erud

o 100 o4 hota

0% of Botad

Polling Communications can also utilize the Poll Response filter to display
recipients who submitted a specific response. The available filters are determined
by the polling responses included in the Communication.
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While the status cards automatically update as new responses come in, note that
the recipient table does not. It needs to be manually refreshed by clicking the
Refresh button.

o

' « Confirmation Details E ticen L Pebar 3 War 5, 2025 it 18:11 B | X sendupate
w | | Total Reciplents Confemation Status | AN = O, Search by Mame
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Condi Pzt Cow pd
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[

Updates can be sent using the applied filters by clicking Send Update.
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For example, users can choose to send an update to only those recipients who
haven't confirmed by first applying the Not Confirmed status filter before starting
the update form. Doing this will automatically select the unconfirmed recipients in
the update.
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Send Update to Message
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See Sending a Communication Update for more details.

Confirmation by Delivery Path Widget
The Confirmation by Delivery Path widget allows users to view, filter, and interact

with detailed recipient confirmation data by delivery path, enabling them to
monitor communication effectiveness and take follow-up actions.

Click Details to see more information.
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Confirmation by Delivery Path Details

Delivery Paths Responses

6 1

3

I__El[:1

z

E

=

Delivery Paths

Email 100% Mobile App 0%
al 0
SMS 0% Plaintext 0%
0 0
Voice 0% Business ... 0%
0 0

The Confirmation by Delivery Path page will open, which displays the color-coded
delivery path cards to the left:

All

Email - Red

Mobile App - Purple
SMS - Pink

Plain Text - Orange
Voice - Green
Business Apps - Blue

Each delivery method card will display the percentage of applicable responses for
that method against the total possible. Clicking a card will highlight it in blue and
open the list of recipients that match that delivery path. Doing so will also change
the Delivery Path filter at the top of the page. Click the card again to remove the
applied filter. Recipients can also be searched by name from this page.
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Polling Communications can also utilize the Poll Response filter to display
recipients who submitted a specific response. The available filters are determined
by the polling responses included in the Communication.

e
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While the status cards automatically update as new responses come in, note that
the recipient table does not. It needs to be manually refreshed by clicking the
Refresh button.

o

'Y <« Delivery Path Details i 1 hosy Mar 5, 2025 a1 1811 B O SeredUpcuin
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“

I
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For example, users can choose to send an update to only those responders using
the email delivery path before starting the update form. Doing this will
automatically select the desired recipients in the update.
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Send Update to Message
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See Sending a Communication Update for more details.

Recipients Widget

The Recipients Widget allows users to view, filter, and interact with recipient
information by groups, individuals, rules, or recipients in the area, enabling them to
monitor communication effectiveness and take follow-up actions.

Click Details to see more information.
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Recipients

Total Recipients

211

Groups Individuals
20 211
Rules In Area
20 20

The Recipient Details page will open, which displays the recipient selection
method cards to the left:

o Total Recipients
e Groups

e Individuals

e Rules

e In Area

Each recipient selection card will display the percentage of applicable responses
per selection method against the total possible. Clicking a card will highlight it in
blue and open the list of recipients that match that selection method. Doing so will
also change the Recipients filter at the top of the page. Click the card again to
remove the applied filter. Recipients can also be searched by name from this page,
and the list can be refined further by applying a Confirmation Status filter from the
top.
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Polling Communications can also utilize the Poll Response filter to display
recipients who submitted a specific response. The available filters are determined
by the polling responses included in the Communication.

o
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While the status cards automatically update as new responses come in, note that
the recipient table does not. It needs to be manually refreshed by clicking the
Refresh button.
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For example, users can choose to send an update to only recipients who were
selected as Individuals before starting the update form. Doing this will
automatically select the desired recipients in the update.

Send Update to Message
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See Sending a Communication Update for more details.

63



Yeverbridge

Communication Settings Widget

The Communication Settings Widget displays critical information about the
Communication's settings and configurations. It's broken into four tabs that can be
viewed by being clicked on:

» Delivery - Includes the following delivery settings:
o Delivery Path Order
o Delivery Paths
o Wait Between Delivery Paths
o Override Quiet Time Settings
o Contact Cycles
o Wait Between Cycles
o Broadcast Duration
o Apply Voice Delivery Throttling Rules

Communication Settings

Delivery Content Sender Information Recipient Interactior

Delivery Path Order One Time Custom

Horme Email

smsl

Home Phone

email2

sms2

. extension phone

. ms team

. mobile push alert

. slack

10. PlainTextEmail - 1Way
11. PlainTextEmail - 2Way

Delivery Paths

©C®NO O A BN R

Wait Between Delivery Paths 2 minutes
Override Quiet Time Settings No
Contact Cycles 1

Wait Between Cycles 2 minutes
Broadcast Duration 1 hours

Apply Voice Delivery Throttling Rules Yes
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« Content - Displays the chosen language for the Communication.

Communication Settings

Delivery Content Sender Information Recipient Interactior

Language  English (US)

» Sender Information - Displays details about the Communication sender,
including:
o Email Sender Name
o Reply to Email
o Caller ID
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o SMS ID

Communication Settings

Delivery Content Sender Information Recipient Interactior
Email Sender Paul
Name
Reply To Email
Caller ID United States:

United Kingdom:
Canada:
South Africa:

SMS ID Other countries: Everbridge Numeric S
MS ID
United Kingdom:
China:
Albania:
Hong Kong:

» Recipient Interaction - Displays the settings specific to recipient interaction,
including:

o Request Confirmation

o Everbridge Mobile App
= Request Location
= Request Image
» Request Additional Information
= Enable Sharing
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o Voicemail Handling

Communication Settings

Delivery Content Sender Information Recipient Interaction

Request Confirmation Yes

Everbridge Mobile Request location: No

App Request Image: No
Request Additional Information: No
Enable Sharing: Yes

Voicemail Handling Message With Confirmation

Communication Summary Widget

The Communication Summary Widget displays basic but crucial details about the
Communication, such as:

o Communication ID - The Communication's unique identifier.

» Event Type - The Event Type that was selected when launching this
Communication.

e Name - The Communication's name.

» Notification Mode - Whether this was sent as a Live Communication or
Training.

« Sender - Name of the sender and the launch timestamp.

» Recipients - Number of contacts that this Communication was sent to.
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e Launched From - What platform was used to launch the Communication
(Manager Portal Web, etc.).

Communication Summary

Communication ID ccdd79a8-2342-4bf1-94d7 -
aa2el698cecc

Event Type HAZMAT/Fire

Name Chemical Spill at Downtown Business
District

Notification Mode Live

Sender James

05 Mar 2025 at 17:11:17 PST
Recipients 11

Launched From Manager Portal Web

Exports

There are four different types of exports that can be initiated from the
Communication Details page:

o Communication Details Export

e Confirmation Status by Recipient Export
e Confirmation by Delivery Path Export

e Recipients Export

Communication Details Export

The Communication Details Export allows users to download the Communication
Details page as a PDF, including:

e Confirmation Status
 Message

e Confirmation by Delivery Path
e Recipients

o Communication Settings

e Communication Summary

To download this export:
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1. Navigate to the Communication Details page.

2. Click the Export to PDF button. The PDF download will appear at the top of

the browser.

W

st | Commiunication Dty

3 cenmi
] < Chemical Spill at Downtown Business District
B tescritien
(3]
atun Launch Tima Croato: Evont Type

» Standard @ Active M 5, 2035 @ 17011 HATMAT Fiw
"
" Activity ¢ Conference b5 P ) _

Confirmation Status
o

Total Reciplents Confirmed 1
[
a @ 1 1 BOB%

Cenfirmad Late O
' 0%
Brosdcsat Durstion . Mot Confirmed 10
0.0%
Urseachable O

Message
URGENT: Chemicad Spil st Downtown Busieess o
District - Immediate Evacuation Ruquined > Mosasge Body Priarity

= Communication Detaity peif

Confirmation Status

Total Reciplents Confirmed 1

1 oo

Confirmed Late &

' an

o%

Message

Mesnage oty ()

Click the download to open and review the PDF.

1
Mot Confirmed 10
0%
Ureeachabile O

Confirmation Status by Recipient Export

The Confirmation Status by Recipient Export is a CSV report displaying the

following items (when applicable):
« Name
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o External ID

e Added As

e Confirmation Status
e Confirmed Time

e Delivery Path

e Delivery Path Value
e Poll Response

To initiate this export:

1. Navigate to the Communication Details page.
2. Click Details on the Confirmation Status widget.

Confirmation Status
Total Recipients Confirmed 1
1 1 0.00%
Confirmed Late 0
-
\‘\.] 0%

Mot Confirmed 10

00.9%

Unreachable 0

0%

3. The Confirmation Details page will appear. Click the Export Confirmation
Details by Recipient button to generate the CSV.

o

# <« Confirmation Detalls tcast Duration 1 howr Mar 5, 2025 8 1811 E| BN Serd Uptats
G | Total Recipients Confrmation Staves | M = 0, Search by Mame r
N 11
4 | Connrmution Suows Hadie Externsl I Adsed As
@ |
a 100
e,
Confirmi
- ! .
[
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4. Click the download to open and view the export.

Confirmation by Delivery Path Export

The Confirmation by Delivery Path Export is a CSV report that offers insight on the
following items:

« Name

e External ID

o Added As

o Confirmation Status
o Attempted Time

e Delivery Path

o Delivery Path Value
e Result

e Confirmed Time

e Poll Response

To download this report:
1. Navigate to the Communication Details page.
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2. Click Details on the Confirmation by Delivery Path widget.

Delivery Paths

6

Responses

1

Confirmation by Delivery Path

Delivery Paths

&

&

z

E

=
Email 100%
1
SMS 0%
0
Voice 0%
0

Mobile App 0%
0

Plaintext 0%
0

Business ... 0%
0

Details

3. The Delivery Path Details page opens. Click the Export Delivery Path Details
button to generate the download.

~ < Delivery Path Details
| | Delivery Paths

Ll Responses

-] 1

I Email  100%
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4. Click the download to open and view the export.

Recipients Export

The Recipients Export is a CSV report displaying the following items (when
applicable):

¢ Name

o External ID

e Added As

e Confirmation Status
e Confirmed Time

e Delivery Path

o Delivery Path Value
e Poll Response

e Address

To download this report:
1. Navigate to the Communication Details page.
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2. Click Details on the Recipients widget.

Recipients Details

Total Recipients

&11

Groups Individuals

20 211

Rules In Area

20 20

3. The Recipient Details page opens. Click the Export Recipient Details button to
generate the download.

L « Recipient Datails hoa thon 1 hour i Mar 5, 707% ot 1831 El K Fend Update
w | | T Rociplents | AN+ Confirmation Sutus | A = Q, Search by recipeent’s nam s
. RSS!
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o SRoUES sl #h1-525- 6350 Kot Confimed
&0
& Inarvidual il 4803074 izt Confirmed
; —— sl bl 407 - 2043 ot Confirrmed
o 211 it a1 406 4510 Wt Confumed
3 Coonfumed
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4. Click the download to open and view the export.

med M

[ -
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Rich Text Editor Best Practices for Custom Delivery
Paths

Although the toolbar to configure custom text 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.

When pasting content into Email, Everbridge Mobile App, Everbridge Suite may not
produce the same results as in the external source.

e Content copied from Microsoft Office may not produce the same results as in
Microsoft Office.

» Not all content copied from Web pages may be preserved in the original
format if the source uses custom or proprietary HTML tags.

e Not all fonts, bullets, numbering, and indentation are supported when pasting
content.

Other considerations include:

e The maximum amount of content that can be saved and used in the Email,
Everbridge Mobile App field is 1 MB; Everbridge Suite does not currently
display a character or content counter. You see a message only when you
have more than 1 MB of content when you attempt to Launch
Communication. (Image file sizes are excluded from the maximum Custom
Email content size of 1 MB.)

e If your Organization uses a custom email header and footer (set in Settings
> Organization > Notification > Email Header and Footer), then do not include
a header and footer in the email. The Everbridge Suite application
automatically inserts your custom header and footer when sending an email
message.

Using Images

Although you can copy and paste images from an external source (except
Microsoft Word), Everbridge recommends you use Insert/Edit image from the
formatting toolbar for the best results. You can either:

e Enter a URL address to retrieve an image from an Internet-accessible server.
e Choose a file from your computing device.
To do this:

1. Select Insert/edit image.
2. Do one of the following:
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e General - Fill in the information fields.

» Upload - Drag and drop the image onto the window or browse for the
image.

3. Click Save.

Using Tables

The most straightforward way to enter a table is to copy and paste from an
external source, such as Microsoft Word. 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, Everbridge Mobile App pane. Alternatively, insert
a table directly.

1. Place the mouse cursor where you want the table.
2. Select Table.

3. Select the cells (columns and rows) of your table.
4

. Click the table to display the properties you can change. You can also make
the same changes by clicking Table again.

Converting Text to HTML

Converting your text to HTML gives you the ability to change the format of text
and gives you greater control over the format of your text quickly and easily.

1. Using the Email, Everbridge Mobile App pane, enter your text.
2. Click < >. The Source Code dialog displays your text in HTML.
3. Click Save.

Copying Content Without Characters or Formatting

If you do not want hidden characters or formatted text in your custom email when
you copy/paste from an external source, select Paste as Text.
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Event Types

Event Types define the type of events that impact your Organization and are tied
to the types of Communications you would like to launch to your contacts. Link
every Communication to an Event Type for ease of tracking, reporting, and
retrospective capabilities. Event Types will consist of Event Type (parent level)
and Event Type Subcategory (child level).

Risk-related Event Types (same as Category/Subcategory in Visual Command
Center) will be available out of the box. Administrators can define custom Event
Types under Organization Settings.

These permissions are disabled by default for non-Administrators but can be
enabled and configured if required. Note that some permissions are dependent
upon others:

« Update requires View.
» Create requires View and Update.
» Delete requires View, Update, and Create.

Things to consider when creating event types based on future potential scope:
e Auto-suggests active Alerts linked to the selected Event Type.
o Associate Templates to Event Types.
e Configure Role permission to Event Types.
o Communications workflow driven by Event Types.

TIP: It's recommended to create custom Event Types in advance so that
they're ready for use when the need arises.
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Configuration of Event Types

Event Types can be configured at Settings > Organization > Everbridge 360™ >
Event Types.

""'F:E'\I'El"bf'idge VCC Saas Devs (Organization Admin) Q i) Everbridge 380~ O

A —_—

Event Types

Ever Type 8 Cramiom Created Date Created By Last Modified On Last Modi

Event Types will consist of an Event Type (parent level) and an Event
Type Subcategory (child level). Risk-related Event Types will be available out of
the box.

NOTE: If you are a Visual Command Center (VCC) customer, Risk-related
Event Types are the same as Category/Subcategory in VCC.

The main display will show event type names, whether the event type is custom,
the creation date, who created the event type (out-of-the box event types will be
noted with Everbridge Default), the last modification date, and who last modified
the event type.

By default, disabled records will be hidden, but you can see them by unchecking
the Hide disabled records checkbox.
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Event Types can be deleted by checking the box next to the desired entry and
then clicking Delete.

Additional actions include the ability to enable and disable both custom and
Everbridge Default event types.

"-‘ieverbr'rdge VCC SasS Devs (Organization Ademin) (7] i Everbridge 360~ O

Event Types

Event Type . Cussiom Creaied Daie Created By Larst Maodified On Lasi Modl

NOTE: Disabling Everbridge Default Event Types may impact features in the
Communications module as they are designed to complement each other.

Whether or not you are able to manage Event Types is tied to your role/
permissions.

e Account Administrator (non-configurable and enabled)
« Organization Administrator (non-configurable and enabled)

e The following permissions are auto-on but configurable for Incident
Administrators, Incident Operators, Mass Notification Operators, and Group
Managers:

o Communications > Create Event Type (optional with dependency on
View Event Type)

o Communications > Update Event Type (optional with dependency on
Create Event Type)
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o Communications > Delete Event Type (optional with dependency on
Create Event Type)

o Communications > View Event Type (required to send Communications)

COMMUNICATIONS

<

Create Event Type

Update Event Type

Delete Event Type

View Event Type

View Communication

Create Communication

Launch Communication without Template
Launch Multiple Communications

Manage Everbridge 360 Setting

CLLCCCCC KK

Manage Communication Recipients Settings
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New Event Type

Event Types can be created and managed at the Organization level from Settings
> Everbridge 360 > Event Types.

) Everbridge 360~ ©

& ' ,  Event Types @

viegonies
B res e B

Evil Typa = (=T 1 Criated Dati Craated By Last Modified On Last Maddied By

k @ =

It

L+ ]

Click New Event Type, give it a name, and click Save.

New Event Type X

+ Event Type: Critical Infrastructure Failure

Once an Event Type has been saved, it can then be assigned to new or existing
Communications templates to allow for easier grouping, association, and retrieval.
See Creating Communications Templates for more details about creating
Communications templates.
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Add Event Type

The eweni Type helps calegorize evwents that share similar characteristics and is
used to suggest lemplaies when launching a communication with an associbed
event type

critical

Critical Infrastruciure Fﬂithn
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New Event Type Subcategory

When creating a new Event Type Subcategory, add the Event Type Subcategory
name to the Event Type Subcategory field. Note that Event Types must be created
before they can be added to an Event Type Subcategory.

New Event Type Subcategory

* Event Type Subcategory:

* Event Type: Select...

Select...

Accidents

Air Quality

Civil Unrest
Communication Drills
Conflict/War

Crime

Earthquake
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Communications Variable Library

The Communications Variable Library allows users to seamlessly create, update,
manage, and organize variables crucial for accurately collecting and conveying
critical information via Communication templates. It can be accessed from
Communications > Variable Library.

#® L8 i Everbridge 380~ O

# Variable Library
0, Search by Name WVarable Typs | All Varisbles Typas ¢ Variabb
e |
o A
. O p Created 1
% O
= D .
i O

o

O

a

]

O

O

NOTE: This functionality is currently only available to customers who have
been onboarded directly into Everbridge 360 Communications. It will be
offered to customers using Mass Notification and Incident Communications
in the future.

Variable Library Overview

Search, Filter, and My Variables

Variables can be located by searching by name or by filtering by the following
types:

e Single Selection
e Multiple Selection
o Text Box

o Textarea
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) Everbridge 360~ O

A Variable Library ¥ Launch Communication
]
0, Search by Mame Variably Type Al Variabilos Types = Wy Watiabbes
w |
« Al Variables Types
Single Selection + MNew Varlable
]
1 Multiphe Selection
O Hame Tt Bow Created = "
3 D - — ; Textarea
Date
= [m]

W) Everbridge 360~ (C

-
E | 0 Search by Name Variable Type ANl Varlables Types =

+ New Variable

LELCT Typa Created ~

O oo Qo

Clicking the header of the Created column will allow users to sort by creation date
(oldest to newest or newest to oldest).

#« &  § D Everbridge 380~ O

Ll Variable Library

0, Search by Name Variable Typa &l Variables Types = My Variabloes

+ HNaw Varisble

O 0OO0OO0OO0OOODOO O OOg
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Managing Variables

Variables can be managed from the library by being clicked on from the list view,
which will open the Variable Details panel to the right.

i Everbridge 360~ ©

7.1}
| 0, Search by Name Varlable Type A Varlables Types = My Varlables
w
w
8 O wMeme Type Crnated - Office Name N S
E a Lt Updatiodt
Updlated By
=
O
= O Type

Maris

Tosltip

Options

The Variable Details panel displays the following information about the selected
variable:

e Variable Name

e Last Updated

e Last Updated By
« Type

e Tooltip

e Options

e Created

e Created By

From there, the following actions can be taken:

e Click the Delete button to delete the variable. A confirmation modal will
appear warning the user that doing so will also remove it from any
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Communications templates that currently contain it. Click Delete to confirm.

Delete Variables

Dsleting the selected variables will also nemaove them
10 BY THMEEtEE whins ey 08 UDEd, A% YOU 15

YO wWae 1 delate temT
o

o Variables can also be deleted from the list view by selecting its
checkbox and clicking Delete.

Delete Variables

» Click Copy to duplicate the variable. This is useful if, for example, you want
to create a similar variable with only a few minor changes without having to
start from scratch. The name of the variable copy will default to the original
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name plus (Copy) until changed manually.

" Variable Library ¥ Launch Communication
-]
ol Q, Search by Name Varisble Type AN Vasiablos Types = o My Variabied
&
Plarw Variabi
]
] O Mame Type Craatad « Office Name (-] E LA
E 3 ies N g =
O cten tane % 28, 202 —
Wpied By
=3
O
Type
O
Hame Office Name
Tooltip
Options HO (Washington DIC
2 Ang
o o

» Click Edit to modify the variable by changing its type, name, tooltip, or
options. Click Save to keep any changes.

L) Everbridge 380~ O

€, Search by Name Variabie Type AN Variabies Types = My Vasiables
+ HNew Variable
O vame Type ol Office Name B8 A x
Ty
0O oae - M " Toe Single Selection
O e
e Otfice Name
Toolt
goptin Q' WG (Washington D.E) =
O Los Angales L]
Qo Chicago L
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Creating Communications Variables

Users can create their own variables to use in ad-hoc Communications or
Communication Templates from the Communications Variable Library
(Communications > Variable Library).

NOTE: This functionality is currently only available to customers who have
been onboarded directly into Everbridge 360 Communications. It will be
offered to customers using Mass Notification and Incident Communications
in the future.

To create a new Communications variable:
1. Click New Variable. The New Variable modal will appear to the right.

« I @ D) Everbridge 360~ ©

5]
0, Search by Name Wariable Type AN Varlables Types = My Variables
"
v
a O  Hame Type Crosted = New Variable a
- o
= o “Type Single Selection
=
G [ *Hame
]
Tooltip
a
[m]
[m)
o 0 ° a
[} Add a
o
m]
(=)

2. Choose the variable type from the following options:
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» Single Selection - Creates a variable that prompts operators to select a
single option.

New Variable B x
Variable Type
*T e -
yp Single Selection
* Variable Name
SR Single Selection 1-3
Tooltip foote
Choose one of three options.
*Options @ E}micn ﬁ'ﬂ
Option ==
o, o
Option St
O 3 m
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* Multiple Selection - Creates a variable that prompts operators to select
as many options as applicable.

New Variable B x

Variable Type

*Type
P Multiple Selection

Tooltip

Tooltip
Choose up to three options.
*Options ?micn [in]
Option i
= m
Option ==
., m

+ Add another option
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o Text Box - Creates a text box variable that can be filled with up to 399

characters.
New Variable o
- - Variable Type -
yp Text Box
s Variable Name
Text Box
Tooltip Tooltip
*Limit 1
1- 399 Characters
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o Textarea - Creates a text area variable that can be filled by up to 50,000

characters.
New Variable B X
*T e Variable Type .
L Textarea
*Name Variable Name
Textarea
Tooltip Tooltip
*Limit 100
100 - 50,000 Characters

» Date - Creates a variable with a date picker with or without a specific
time associated with an event. If the chosen format contains a time,
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users can specify if it should use the 24-hour clock or 12-hour clock.

New Variable B X
*Type Variable Type =
Date
*Name Variable Name
Date
Tooltip Tooltip
*Format i -
DD-MM-YYYY HH:MM:SS
(O 24HourClock (® 12 Hour Clock

3. Click the Save button at the top of the modal to add this new variable to the
library.

Once a variable has been saved to the library, it can be used in Communications
templates or ad-hoc Communications sent out by an operator.
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Communications Templates

Users can view and create well-organized, searchable templates that provide clear
context to operators during emergencies from the Communications Templates
Library at Communications > Templates.

“everbridge

Communications Templates m

Q, Search for templates by name

All Categories = All Event Types ~ All Statuses - +  Add Category «e  LastUpdated =

Uncategorized

w @ jahu poll i w @ claire H w @ publish-options-templa... §
£ ad hoc simon Feb 26 i Ee @ ethan-abb-member-50... § w @ test general
D . .

Wiew Al 150 Templabes

See Creating Communications Templates for more details on creating templates.

NOTE: This functionality is currently only available to customers who have
been onboarded directly into Everbridge 360 Communications. It will be
offered to customers using Mass Notification and Incident Communications
in the future.

Communications Template Library

Several actions can be taken from the Communications Template Library, such as:

e Creating a new template.
e Launching a Communication from a template
e Adding a new Category
e Sorting by Name or Last Updated
 Filtering by Categories, Event Types, or both
 Filtering by Template Status (Live or Draft)
o Templates in a Draft state will include the Draft tag on their tiles.

v Use caution while traveling out...

96



Yeverbridge

Viewing template details by clicking the down arrow on the template tile, including:

» Creator

o Created Date

o Category

e Delivery Paths

e Publishing Methods
e Recipients

e Event Type

e Description

@ Everbridge 380~ ©

# Communications Templates v
1]
Q
|
n Al Categories = Event Types... = All Stafuses = & Add Category ol Last Updated -

& Search Results

B O Winter Weather Advisory - Wor... | o Remote Wark Support - IT Follo... ¢

Includes

Clicking the kebab action menu icon for a specific template tile reveals the
following actions:

e Use Template
o Edit

e Rename

e Delete

e Duplicate

e Set to Draft

e Move

e Preview
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o - [7] ) Everbeidge 360~ O
'l Communications Templalesm T
-]
L
« (.
X AN Categories - Al Evend Types -~ LUESE I + Add Calegody e Last Updated -

GS0C Management

-]
- w e GS0C Summaons F
= Use Template
Employee Weather Emergency
o Edit
u e Weather Advisory - Weork From... e “ Winter Weather Advisory - Wo...
. Dalate .
Emergency Response Duplicate .
Sed 1o Draft .
- o Hazmat Incident - Status Update | weve D Hazmat Incident - Status Chec...  § w o Hazmat Incident - Evacuation ...
- Prevwiew :

Launching a Template

Communications can be launched directly from a template by clicking the kebab
menu on its card and selecting Use Template.

a [2] i) Everbridge 360" ©
'8 Communications Templates v |
w | =
X AN Categories = Evenit Typds... - All Statuies - + Add Category & Last Updated =

¢« Search Results

a -
- e Weather Advisory - Waork From .., Weather Advisary - All Clear M.,..
- . - 2
Use Template
=
o Edit
Rinasme
Delets
Duplicats

et o Drath

Mowr

Proview
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The Launch Communication form will appear with the template's details already
filled. See Launching a Communication from Everbridge 360 for more information.

o [ 1 7] ) Everbridge 360~ O

Air Quality - Mar 18, 2025

Q. a’\lu Quality

Select the Comrmunication Template to Use @

» Weather Advisory - Work From Home Notice

%" ¥ Delivery Paths # Edit Paths

. Weather Advisory - Work From Home Notice g
Varabde Fow RN

Editing a Template

Templates can be edited by clicking the kebab menu on their cards and selecting
Edit.

™ Communications Templates (e v
w1}
w |
AN Categories - Everd Types._. - All Statuses - & Add Categedy . Last Updated -
% « Search Results
o »
- - @ Weather Advisory - Work From ... E] w @- Weather Advisory - All Clear N...
Use Template
=
o
Remame
Delete
Duplicate
Set to Draft
Mawve
Preview

The Edit Template page will appear, allowing the user to make any necessary
changes to the selected template. Click Save Template to apply the edits.
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« & @ L) Evertrigge 360~ ©

. THTL tion Templates [ Edit Tomplss = Edit Prisvidw
Weather Advisory - Work From Home Notice
Emier & lemplste desorpla
w |
Category Hame:  Emgloyes Weather Emergency
Event Type:  Alr Quality Heat Bizzacd Troplcal Storm Frost & Ereeze Flood Weather Thunderstorm MUrnc3ne
L
Massage Racipinns
o
& 1. Advisory Type Operator Form Variables + Add Varlable
=
Winter Waather Advisary -
) & Search by Mame
Gngle +
2. Emplayees ~
s
Non-essential = Evacuation Centers +
Textbeeo
anaaatb<» +
3. Campus

Draft + Live F- B Sove Template | ~

Renaming a Template

Template can be renamed by clicking the kebab menu and selecting Rename.

™ Communications Templates (I ia ) vm

[=.1]
Q,
w |
Al Categories = Eveni Types._. ~ All Statuses = $ Add Category e Last Updated -
-]
4 &« Search Results
1 w O Weather Advisory - Work From ... m w G Weather Advisory - All Clear M...
= - -
Use Template
=
Edit
Datate
Dupscate

Set to Draft
Mave

Preview

Once clicked, the user will be able to update the name using the inline text editor.
Make the needed changes and click Save.
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Employee Weather Emergency
v y - Work From fHome Notice X |
e Jan 23, 2025

Deleting a Template

Templates can be deleted by clicking the kebab menu and selecting Delete. Note
that deleting a template will permanently remove it from the system completely,
making it unusable in future Communications.

M Communications Templates (it ) v m
« .
Al Categories - Eveni Types... = Al Siatuses - 4 Add Categary W LastUpdated ~

&« Search Results
» e Westher Advisory - Work From ... [T] » a Weather Advisory - All Clear N... |
Use Template
[Ealit
Rename
ﬂeLr:'ﬂe
Duplicate
Sat 1o Draft

Mowa

Praview

A confirmation modal will appear. Click Delete to proceed.

Delete Template

Delating the template erases it permanantly from the system and makes
it unavailable for launching new communications, Ang you SUNe you wani

to delete this template?
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Duplicating a Template

Templates can be duplicated by clicking the Duplicate button, which will create a
copy retaining all of the contents of the original template.

" Communications Templates (i) vm

Q,

Al Categories Evitil Typad... = All Statuses - + Add Categary e Last Updated =

¢« Search Results

- e Weather Advisory - Work From ... | r o Weather Advisory - All Clear M... H
- » ®
Usa Template
=
a Edit
Renama
Datate

Sot to Draft
Mave

Preview

The Create Template form will open with all of the template's details already
prefilled. The template name will be the same as the original with "Copy of..."
prepended to it. Make any needed changes and click Save Template.
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L) Everbridge 360~ O

r ation Templates | Create Template «  Edit Provies
™ | Copy of Weather Advisory - Work From Home Notice
Trier & IemEiate Denes Gion
LR
Category Mame:  Employes Weather Emergancy
H Evant Typa: Al Quality Hipat Blirrand Tropieal S10rm Frout & Freazn Flogd  Wipathor Thundargteem Hisricang Wintes Wiatiu
L]
R 0
=]
- 1. Advisary Type Operator Form Variables + Add Variable
X 5 ¥
=
Winter Weather Aavisary -
0o Q1 Search by Name
St . |
2. Employees 4
Muitipis
MHon-essential = Evacuation Cenlers +
Tenttme
anaailtbc» +

3 Campus

Diratt < Live b=l Save Template | «

Setting a Template to a Draft State

Templates can be reverted back to a Draft state as needed by clicking the kebab
menu and selecting Set to Draft. Note that once a template is in a Draft state, it
can't be used for Communications until it's been set to Active again.

« L 9 @ Everbridge 360~ (3

P Communications Templatesm - B
Q
e |
3 A Catagories = Evura Typas - Al Statuses - + Add Category e Last Updated =
. ¢ Search Results
-] W
- e Weather Advisory - Work From ... E - o Weather Advisory - All Clear M...
] . .
Use Template
=
Edit
e
Rename
Dalete
Duplicate
Mave
Prowisw

Once clicked, the Draft tag will appear on the template's tile, and the Set to
Live option will replace the Set to Draft option in the actions menu. Click it to
reactivate the template and make it usable again.
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s @ i Everbridge 380~ ©

" Communications Ternplates v 8

W =
ES All Categories = Event Types... - AN Statuses - + Add Category J  Last Updated ~
= « Search Results
2 : t
A - e Waathar Advisory - Work From ... i v n Weathar Advisory - All Clear N...
. - :
=
Edit
Rename
Delete
Duplicate
Move
Proview

Moving a Template

Templates can be moved to a different Category by clicking the kebab menu and
selecting Move.

@) Everbridge 360~ ©

S Communications Templates () e

%
aQ
|
Al Categories Event Types... AN Statuses - $ Add Camegory wle Last Updated -
-]
X « Search Results
- ] e " -
| w o Weather Advisory - Work From . |I| - o Weather Advisory - All Clear M.
bl . .
Use Template
=
Edit
Rename
Delete
Duplicate

Set to Draft

Pravviow

The Move Template modal will appear, prompting the user to select the Category
to which they want to move the template. Choose the Category from the
dropdown and click Move.
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Move Template

Sl thl CAREGONY 0 Wik This Tamplate 1o,

S Emergency Response

Previewing a Template

Users can preview a template, including the operator form and message, by
clicking the kebab menu and selecting Preview.

M Communications Templates (i v

Al Categories Evort Types... ~ Al Statuses + MAdd Category J  Last Updated ~
« Search Results
Ei i BT o ey E i AT Ergary
r e Weather Advisory - Work From ... E| - a Weather Advisory - All Clear N... 3
» Jan 23, 2025 » Jan 23, 2006
Use Template

@ Edi
Rename

Cualate

Duplicate
Set 10 Draft

Move

wJ

The Preview modal will appear with two tabs:
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o Operator Form

Weather Advisary - Work From Home Notice

« L Advisory Type

« 2. Employees
& 3, Campus
Close [dit Tempiste

Outgoing Message

Weather Advisory - Work From Home Notice

Ciperator Form Cungaing Message

Details Audience
Create Upaates Hessage Trpe 0 Detvery Pama O Pubiahing Puhs
Jan 8, 2025 19m ago Standard 0
Unique Recipients
SMS Email Valca Mobile App Plain Text Business Messaging Apps
‘ a
Close Edit Template m

From here, users can either edit the template or use it to launch a new
Communication. If neither needs to be done, click Close to close the preview.

Searching for Communications Templates

Use the search bar to locate Communications templates by name. Using only a
partial name will also return results containing the search query. For example,
searching "wea" will return any templates with the word "Weather" in their name.
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) Everbridge 380~ ©

e Communications Ternp[ates v B

al O wea =

» il Calegories - All Evert Types - Al Sratuses - + Add Category e Last Updated ~
% ¢ Search Results

o . \ .

9 - enﬁviswy - Work From ... ¢ - Odvjsury SANClear M., i . o SeverdWeather|

=

Click the X in the search field to clear the search query.

Filtering Templates

The template library can be filtered by the following attributes:
o Category
o Event Type
o Status

Filtering by Category

Click the Categories dropdown menu to filter templates by Category.

- [7] ) Everbridge 360~ O

Il Communications Temp]ates v
1]
w | =
Mo Types « | Msunses - b adcCatsgory | Last Updatea -
M Categories b

I [ werk Fram Home
isory - Work From ... - O ‘Weathar Advisory - All Clear M.,
O simon dema on Dec 12 i .

O simon check prod EU issue

O simen QA1 regression 2481

| Employee Weather Emerge+

O Emergency Response

Multiple Categories can be selected at once. When the Category filter is applied,
the dropdown will show the number of applied Categories. For example, in the
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image below, the filters for the Emergency Response and Employee Weather
Emergency Categories are applied.

“« L @ @) Everbridge 360~ O

Nl Communications Templates ([ o

« [

o Categories... (2} - All Evenit Types = Al Statuses - + Add Categary e Last Updated ~
8

& Search Results

w o Evacuation Notice: Wildfire 1 w O Weather Advisory - Work From ... | w 0 Weather Advisory - All Clear N... |

Click Clear All at the bottom of the filter dropdown to remove the filters.
Filtering by Event Type

Click the Event Types dropdown to select an Event Type filter, which will display
only templates with the selected Event Type. A template's Event Type can be seen
by expanding the details on its card in the list view.

« & @ ) Everbridge 3860~ ©

N Communications Templates (i) v m
Q,
|
= Al Categories Event Types.. - Al Statuses. - 4 Add Category N Last Updated ~
. & Searc Event Types *
- ] O utiity/infrastructure i
- - o E = o Evacuation Notice: Wildfire
w {0 wWeather Ky »
T
O wenay Test Event < W Delivery % 0 Publishing | & 1Recipient

Multiple Event Types can be selected at once. When the Event Type filter is
applied, the dropdown will show the number of applied Event Types. For example,
in the image below, the filters for the Wildfires and Tropical Storm Event Types are
applied.
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i Everbridge 360~ O

e Communications Ternplates « i

Q
w |
» Al Categories = AR Patuses - + Add Category e Last Updated -
= & Searc Event Types X
L Pl R -
=] iaat
! e o E H e e Evacuation Notice: Wildfire i w e Weather Advisory - Work From ...
L
(=3 - O uinyinfrastructure

v o v
. O wWeather

[0 Wendy Test Event

Click Clear All at the bottom of the filter dropdown to remove the filters.

Filter by Status

There are two statuses that templates can have: Draft or Active. Click the Statuses
dropdown to filter for either status.

@ Everbridge 360~ |

' Communications Templates ((arad v

Q
w |
= All Categerios Al Evard Typas ~ + Agd Cafegory b Last Updated =
% ¢ Search Results Statuses x
o : 0O vLive

w o Simon 25.1.0 social b ) Si variable list check Feb 11 H w o launch Simon but no detailed r...,

w o gloria test without cE | gloria test category 1 - o Simon date format check Dec 13

v o testdateathan i W o ethantest121Gethantest1218 i B o test1216 i

[ Drat ] . : brat . : P ot . ’
w o jehu-date-time-12h H w o Mo 7 template H u o Simon no category event type ...

Click Clear All at the bottom of the filter dropdown to remove the filters.
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Creating Communications Templates

Once a Communications template is created, it can be used to easily send out
messages using the predefined selections. The process below outlines creating a
new template, but also applies to editing existing templates.

NOTE: This functionality is currently only available to customers who have
been onboarded directly into Everbridge 360 Communications. It will be
offered to customers using Mass Notification and Incident Communications
in the future.

To create a Communications template:
1. Navigate to Communications > Templates and click Create Template.

Communications Templates v H

Q, search for templates by name

All Categories ~ = AlEventTypes = All Statuses ~ + Add Category “)  LastUpdated ~

2. Enter a template name to be used for identification, organization, and
retrieval. It must be 100 characters or less in length and unique within the
system.

i) Everbridge 360~ ©

~ i it Templates [ Coasto Templats ~" Edit Prirviing

Weather Advisory - Work From Home Notice 8

B leTeale g gt

LR
Category HName: + Select Category Eweni Type:| + Add Event Type
.
s
Operatos Form Wessage Reciplents Operator Permissions
e
2 Operator Ferm Variables + Ao Variabde
&
= Q, Search by Name
o Mg
Evacuation Centers. +
Create Your Operator Fonm
Ak Form Wariaiies irom the right colmn or Drag and drop vasiabies o th fonm 10 gat started Single +
Evacuation Radius
Single
Hazmat Typa +
[
Taxtbox
Incident Locatian +
Cancel « Draft Livg 1.1 Sawve Template | v

3. Click Enter a template description to add a description of the template to
assist with appropriate usage for specific use cases. The description must be
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500 characters or less.

Template Description

Use this template far Communications regarding weather-related work from home notices.

Charscoers remaining: 4107500

Click Save.
» Once the template itself has been saved, this description will be
displayed for the operators' convenience during template selection
when launching a Communication.

Ll Winter Weather - Feb 27, 2025

Enier 8 commenication descrigtion

w || 1

Q Winter Weather

o Select the Communication Template to Use @
Select o Dilferent Tomplats

~ Weather Advisory - Work From Homa Notice
%" 3 Delivery Paths

Category Created By Updated On Last Used
Employss Weather Emesgency Jues T ago -

[ o s e o comeveicanrs b mome e o tom pome e o |

4. Optionally, click Select Category to choose the most appropriate Category
for this template and click Save. Templates with assigned Categories will be
grouped within their respective Category in the template library, while
templates without a Category will automatically appear in the Uncategorized
section within the template library.
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Select Category

Categories heip you ceganize the templates in your template Brary. You can only
HEAIN G CAGENY BO thit Templne,

q Crewory tama
Emplayes Waather Emergency

If none of the existing Categories are appropriate for this template, create a
new one by typing it in the field and clicking Save. Once saved, the new or
selected Category will appear beneath the Communication template's title.
Click on it to edit it again.

~ Communication Templites | Croate Tamplite < Edit Privigw

Weather Advisory - Work from Home Notice

Erner 8 terpiate Seserpeen

Catagory Mame:  Employss Woather Emerngency | Event Typs: + Add Event Typs

¢ Once the template is saved, Categories will appear in the
Communications Templates Library as sections, as well as above the
template name on the individual template tiles.

Ll Communications Templates QGRS e
3 Q

|

& Al Categories =~ A% Evard Types - AN Patuses - + Add Category s Last Updated ~

GS0C Management

- e GSOC Summons
Doug Peste » 23, 2025

| Employee Weather Ernergenc',r| !

- e Weather Advisory - Work From... w 9 Winter Weather Advisory - Wo... |

o Categories can be viewed, renamed, or deleted from the
Communications Templates library by clicking the kebab menu icon for
the desired Category. Note that when a Category is deleted, all of its
templates will be moved to Uncategorized.

« A Communication template can only be assigned one Category.
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» Atemplate's Category can be changed or removed by editing it.
o Categories can also be created from the library by clicking Add
Category.

Communications Templates (LRSS < H
a : ]
All Categories + All Event Types All Statuses = J | Last Updated -
IT Support k
- . Dalate
w o I‘-remo.le Waork Suppt_uft. ~ITFell... Rename

GSOC Management

v e 650G Summons '

5. If desired, click Add Event Type to assign an Event Type to this template

from the dropdown menu, which will later be used to suggest templates
when launching a Communication with the associated Event Type. There's no
limit to the amount of Event Types that can be assigned to a template.

If an Event Type was included by mistake, click the X on its chip in the Add
Event Type modal to remove it.

Add Event Type

Thas avant tyDa NpS CAMQOTITE #wants that Shane simiar Chanctanistcs and is
used 1o suggest bemplates: when launching a communication with an associaied
VRN YR

weather X | Wind X | Wildiires % | Thunderstorm x | (2 -

Thundarstorm
Tornada
Transportation
Trapical Storm
UtilityfInfrasiruciure
‘Weathar

Waendy Test Event
Wildfires

Wind

After clicking Save in this modal, the selected Event Types will populate
beneath the Communication's title. Click on them to edit the selections again
as needed.

A Communication Templates [ Create Template + Edit Praview

Weather Advisory - Work from Home Notice

Ervier & 18Mpiat Derpas

Category Hame:  Employee Weather Emergency |EmT~,n|: Weather Wind ‘Wilddires Thundersbanm

o
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6. Scroll down to the Operator Form section to add the necessary Operator
Form Variables. To do this, either:
» Choose from the list of existing variables and click the plus sign, or drag
the desired variables into the Operator Form.

Everbridge 360™

-~ Communication Tempiates | Create Template ~ Edi Proview
‘ ;
M Weather Advisory - Work from Home Notice
i Ervter @ limglale deddrigton
F
Cotegory Name:  Employee Weather Emergency  EweniTypes Weather | Wind | Wikifies | Thundersicem
Messsge  Raciisns  Opeor Permissions
-] Operator Form Variables + Add Variable
= 9 oftice X
- B Singhe +
* Office Name

Create Your Operator Form
et Frorm Viariaibes from ther right colum or Drag and drog variaties o the fom i get staned

b o oot o .

¢ Click Add Variable to create a new variable. Note that variables can also
be added from the Variable Library. See Creating Communications
Variables for more details.

Add Variable

*Typa

Single Selection

"M Variable Hame

Tooltip Toatig

*Opiions || @ Option

+ Add another apticn

Save and Add to Form Save

Click Save and Add to Form after naming the variable and choosing
from one of the following variable types:
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o Single Selection

Add Variable

*Type Variable Type

*Name

Tooltip | Tooltip

*Qptions ®
O
O

Cancel

Single Selection

Variable Name

Option —
1 m
Option —
2 m
Option i
3 m

+ Add another option

Save and Add to Form @

Multiple Selection

Add Variable

Variable Type

*Type
o Multiple

*Name

Tooltip Tooltip

*Options O
O
O

Cancel

Selection

Variable Name

Optian —
; i}
Option —
%) m
Option o
3 m

+ Add another option

Save and Add to Form @
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o Text Box
~
Add Variable
Variable Type
A v
i Text Box
*Name Variable Name
Tooltip | Tooltip
*Limit | 1
1- 399 Characters
Cancel Save and Add to Form @
|
o Textarea
Add Variable
Variable Type
*T -
L Textarea

*Name | Variable Name

Tooltip | Tooltip

*Limit | 100

100 - 50,000 Characters

Cancel Save and Add to Form @
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o Date
Add Variable

Variable Type

T -

b= Date

*Name Variable Name

Tooltip Tooltip

*Format rormat v
MM-DD-YYYY

Cancel Save and Add to Form @

= NOTE: Clicking Save will only add the variable to the Variable
Library.
7. Once a variables have been added, if desired, select a response to set it as a
predefined value to be used during the Communication launch.

Communication Templates [ Create Template

Weather Advisory - Work from Home Notice

Enter a template descriplion

Category Name: Employee Weather Emergency Event Type: Waeather Wind Wildfires Thunderstorm

Operator Farm Message Recipients Operator Permissions
1. Office Name
New York] () =

HQ (Washington D.C)
[i] Required @

! Los Angeles
Chicago

New York &

2

Hover over a variable to reveal additional actions.
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“© -4 (7] i Everbridge 360~ ©

. 1t £ e | Croeate Template = [Edit Prwiew

Weather Advisory - Work from Home Notice

Category Name:  Employie Weather Emengency Evard Type:  Waathar

ator Fo Mossage Reciplanis Oporatar Parmissions

Operater Form Varables + Add Variable

0, Search by Name

4 [ k @ = = A B

uinpie
Weather Hazard Type +

Fiase

Click the corresponding icon to:

e Lock Variable - If a specific variable value has been defined (such as
"New York" in the screenshot above), the selected answer will be
preselected in the Operator Form during launch. It'll be visible for
reference but not editable. Locked variables are denoted by the Locked
icon next to their names. Click the Unlock Variable icon to unlock the
variable again as needed.

*1. Office Name
i

New York -

o R i) Required @

» Hide Variable - If a specific variable value has been defined, the value
will be hidden in the Operator Form during launch but still appear in the
sent Communication. Once applied, the Hidden icon will appear next to
the variable's name. Click the Show Variable icon below to show it again
as needed.

‘1. Office Name

New York -

@ i} Required @

e Delete Variable - Removes the variable from the form. It can be added
again as needed.
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» Mark Variable as Required - Requires that this variable be completed in
order to launch the Communication.

1. Office Name

New York -

a = o Required

8. Once the Operator Form is finished, click the Message tab to configure the
template's message(s). This tab contains critical configuration options that
determine how Communications will be delivered, what content they will
contain, and what options are available to operators during launch.

I Everbridge 380~ O

stes | Create Template o Edit Preiew

Weather Advisory - Work from Home Notice

Enter & temg

Category Nama: Employes Weather Emergency Everd Typa: Weathar Wind Widfires Thunderstorm
Operator Form Rucipeenty Oparaoe Parmingions
Configure Public Settings Standard ~ Add Variables To Your Message

How Will Your Message Be Delivered?

% 13 Delivery Paths & Edit Path

Configure the Message w Sandad  Posing Conference

Subject

Add Default Message Al Paths i puart Severity
Message Body @ + Custom
s

Default Message
Yoorma Emad, mat, Home PR, : Mlart Deseript
oM, omaD enienson Dvone, ma. Alert Description
Adart Sapm T
* Mart Updated Tima
T Nert Expiration Time
30 S £33 Estimated SMS Messages O )
Cancel « Draft e
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» For the Configure Public Settings section, choose one of the below

priorities:
Configure Public Settings Standard ~
Standard
High Priority

How Will Your Message Be Delivered? . ]
Imminent Threat to Life

%" 13 Delivery Paths | 4 Edit Paths

o Standard
o High Priority
o Threat to Life
 Click Edit Paths under How Will Your Message Be Delivered? to set the
Delivery Paths and Publishing Paths for this template.

How Will Your Message Be Delivered?

%" 13 Delivery Paths

o The top section of the modal displays available Delivery Paths.

Message Paths ~
Select the Delivery Paths and Publishing Paths for your message.
Deivery Paths .
- 5MS @ . . .
- Emall @ .

ce @

obile App @

Plain Text @

Busines pps ©

Choose paths from the following Delivery Methods:

= SMS

= Email

= Voice

= Mobile App

= Plain Text

Business Management apps
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Message Priority selector in the Configure the Message section.

o The bottom section displays available Publishing Paths.

Message Paths

Publishing Paths

Everbridge Web Widget

ng Apps e

Select the Delivery Paths and Publishing Paths for your massage.

Everbridge Web Widget

Choose paths from the following Publishing Methods:

= Everbridge Web Widget

= Alertus

= Member Portal

= Social Media

= Everbridge Network
= Web Posting

= Audio Bulletin Board
e NOTE: Public Safety and government customers will instead see the

Configure the Message

Masssge Prioity O

Stardard -

Message Body @

Default Message

o Bafault Mossage

B Frertrige 360 Apee, Work fmsd, Work Frons 5815, Peronst
B, Ftinsl Pruee A0S, FaTeTrmad: ey, o Tetimu-

" Standard Poling

Confeence

9. Scroll down to the Configure the Message and choose the Notification Type,

which will update the available items in the form below.
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» Standard Message Type - A standard message that doesn't include a
poll or Conference Bridge.

L

P at plates | Create Template « Edit Preiew
M Weather Advisory - Work from Home Notice
= IR
Category Nai Employee We; Wilifires understorm
— -
L
- Configure Public Settings Standard Add Variables To Your Message
B3
= Q se
& How Will Your Message Be Delivered?
% O Delivery Paths & Edit Path
Configure the Message W Standard  Poling Conference

Subject Standard Message

Default Message

Message Body © +

Default Message
 fiome Emad, msl, Home Pros,
AT, SRS, BrIENSON [h0ne. Ra.

. Tema
T Mart Severity
t et Stat Time

b Alart Upaated Tima

EmadFac 48] SME 4SS Estimated SMS Messages @

» Polling Message Type - Use this option to send a Polling Notification by
adding as many Poll Responses as needed. Poll Responses are the
answer options for your poll question, which is entered in the
Notification body as well as the Notification Reports. Recipients can
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select only one response.

I Create Template

Weather Advisory - Work from Home Notice

sther Emergeney | Event Type: | Weathor Wind || Widfires Thisdorstam

Catogory Nama:  Employe

Opserator Form Recipients Opaerstor Permissions

] . - "
Configure Public Settings Standard = Add Variables To Your Message

& How Will Your Message Be Delivered?

%" 13 Delivery Paths  # Edit Path

Configure the Message Standard | o Poling  Conference

Subject Polling Message

Default Message A Ptk

Message Body @ + Custom

Default Message
® o Emad, i, Homa Phors,
omad], wmal, satesuon phone, ML

* Poll Responses @ O use Quotaz @

Palling 1

Antachments

o Select the Use Quota checkbox and enter number in the quota
field when you need a certain amount of replies for one or more
responses.

» Conference Message Type - This option will prompt recipients to join a
Conference Bridge. Everbridge Conference Bridge Notifications can
support up to 96 contacts, while Custom Conference Bridge and Smart
Conference Bridge Notifications can support up to 250 contacts. Any
Notification beyond 50 will be sent only when an earlier Notification
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either expires or is stopped.

- ats Temgp I Create Template ~ Edit Proview
Ml Weather Advisory - Work from Home Notice
w |
Category Nama: Weather Emesgency  Event Type:  Waather Wind WS4 Thisdarstarm
"
Operatar Form Ruciplonts Operator Permissions
°
-] 9 . .
Configure Public Settings Standard - Add Variables To Your Message
E3
k=
Q, se
& How Will Your Message Be Delivered?
5" i3 DeiiveryPaths  # Edit Path
Configure the Message Standard Foling  + Contersnce
Subject Conference Message
Default Message A Patks
Message Body @ + ©

Default Message
® Home Emad. s, Homa Phone,
emad], gl entanaicn phora, m

Conference Everbridge Conference Bridga 1 = [:]

Attachments

10. Enter the desired message in the Default Message field and drag the desired
variables into place as needed. The included variables will appear in the
message box in purple.
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Configure the Message - Standard  Palling Conferance :
Add Variables To Your Message
Subjeu Work from Home Naotice
Q,
Add Default Message Al Paths
Message Body @ + Custom e
Message Adert 1D
Hi there. The Office Name office will be closed on Date due to Weather Hazard Type. Please
wiark from home and stay tuned for more updates. . Textbox
“ hdert Tite
Default Message Bes, -
Hame Email. 5=l Home Prone, Managerment o el
GBI, BMAZ, AHARSN hOne, MiL.. % mert Description

. e
et Severity

£ fsert Start Time

. Testhon
#  Alert Updated Time

Tanseen

£ asert Expiration Time
¥ hert Categories
. Muliigle

 Mert Subcategories

N LSt
T Asert Siate/Province

Keep the following conventions in mind when crafting a Standard type
Default Message:
« SMS messages will not exceed three message segments.
 SMS messages will not exceed the standard 459 character (three SMS
segments).
« SMS messages containing non-GSM-7 characters will not exceed 201
characters (3 SMS segments).
e This limit will include any auto-generated text (e.g. Confirmation
Instructions, Short URL, etc.).
e Messages longer than the limit will include a link to the SMS Web Page
Message.
11. If desired, click Add Custom Message to craft messages specific to certain
message paths, such as SMS, Email, Voice, etc. Make the selection(s) and
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click Save.

Customize Message Paths X

Flease select the message paths for which you would like to define customized
conten

SMS

Ernail

Voice
Mobile App
Plain Text

Business Meszaging Apps

« Once saved, note that the Paths section above the Default Message
field will now display all of the paths except for those selected on the
Customize Message Paths page. Instead, the selected path will have its
own subsection under Message Body to the left.

Add Variables To Your Message

Configure the Message (v Standard oo
Q s
Subject Wrk ram Homs Natice
., Testhor
= Mert 1D
Add Default Message HomeEmail  HomePhone — email2  extensionphone | ms team
L, Tesibox
Message Body @ + Custom mobile push alert  stack  PlainTextEmall- TWay | =
Massage
L PainTectEmall-2Way  omald  Emalld Tasthon
= Alert Description
o mma Hi there. The Office Name office will be closed on Date due to Weather HNIMT}IP. Flease - Texthon
“‘-Hmﬂm 'ﬂ‘. work from home and stay tuned for more updates. = hdert Severity
Texthox
Beost " ]
. = Alert Stant Time
Managemant
o SMS 2] FEEERE
smsl, smad 5 alert Updated Time

., Testhor
= Alert Expiration Time

.. Multiple
S Alert Categories

L Mutiple
F Alert Subcategories

L Tewtbox
5 Alert State/Province

- T ——

Click it to configure the custom message for the chosen path.
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Configure the Message EERRE  coing Conferance Add Variables To Your Message
Subject Wark from Homa Notice
Q Search by Mame
Add M3 smsl | sms2 o e
Message Body @ + Custom 0 e
Message g
At Title
Default Message o Tedm
Horme Eral, Mame Phone, smal2, ¥ AMart Description
extensson phone, ms team, mobde. . I
= part Severity
e SMS ] . Tema
e, smad 0 Mert Start Time
o Texmex
# part Updated Time
4 Tewiboo
* Alert Expiration Time
o Msiticle
* Al Cotegones

g Maltipie
= Alert Subcategories

Textbox

Craraciers remaising: 450 Estimated SM3S Messages 0 Messupe Prefi '@ i .
" ¥ At State/Provines

]

« Wob Page Message

Repeat this process as needed for each path that needs a custom
message.
o Paths can be removed by clicking the trash icon next to their name
from the Message Body section.

12. Continue to the Attachments section and click the Add button to upload up to
five attachments to be sent via supported message paths. Files can either be
selected by browsing the device or by being dragged and dropped into the
modal. Individual files can be up to 5MB each for a maximum of 20 MB per
template.

Click Attach once the files are selected.

Add Attachments

Add up to 5 files to the message to be sent to delivery paths that support attachments (maximum 5 MB
each | 20 MB total). @

Drop files here
oF Chekl 10 S8lart ane

Once attached, the files will populate under the Attachments header. If
needed, click the X next to the file to remove it from the message, or click
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Add to attach more files.

Attachments Total File Size: 3.43 MB + Add

O Launching a Communication from Everbridge 360.pdf | 3.43 MB

13. After the Message tab is finished, click the Recipients tab to select recipients
via Groups, Individuals, and/or Rules. This selection process mirrors that

of Step 5: Recipient Management of the Launch Communication workflow, so

refer to that section for more details.

A at Templates | Create Template « Edl Proview
M Weather Advisory - Work from Home Notice
Bt b Bt ik
w |
Category Name:  Emgioyes Weoather Emargency Event Type:  Weather Wind || Wildfires Thursderstanm
=
Operatar Farm Message Operator Permissions
®
a Add Recipients
-
Q,
=]
ﬁ ~  Hide Reciplent Selector
Rule
DBicep Nama Croated On Croated By Updstad O Updstad By
? D HotJusiPrime Jan 6, 2025 Jan &, 2025
s [ Aug 28, 1024 Aiag 27, 2024
O rerf1oxcomacts Aug 26, 2024 Ay 27, 2024
[ periSoktomscts Aug 28, 2024 uzg 27, 2024
|_| Podiucky Feb 159, 2025 Feb 20, 2025
£ r] Siman Baifng Aug 18, 2004 Auxg 18, 2024
» [0 simonpanen: group 1 Aug 19, 7024 fusg 19, 2024
[0 simen.d Jul 22, 2024 Mg T, 2024
[ simaen_s Jul 22, 2024 Sl 73, 2074
[0 Wenay Business Message App Gontacts Now 3, 2024 Mov 3, 2024
Selected Recipients £ 0 Unique Recipients
Groups Individuals Rules © Excluded
&0 &0 &0 20
< Deam Live Ll Save Tempiate | v
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« If desired, click the Show or Hide Recipient Selector to customize the
view of this page to reveal or collapse the list of recipients.

~ at Templates | Creste Template ' Edi Proview
M Weather Advisory - Work from Home Notice
il Catigory Mam‘;.l r..--;..,..-c-.\.-.-..:.\-r.:-.-.:,--.-q. Evont Type: ‘Weather | Wind | Wildfiews | Thurmderstorm
a Add Recipients
=
[
L
Selected Recipients 2, 2 LUnigue Recipients
Groups O Cutails Individuals Rules © Excluded
22 20 20 &0

¢ Click Clear All to clear any selections that have been made and start the
recipient selection from the beginning. Note that this option will only
appear if selections have been made.

s | Crnate Template

« i Praview
Weather Advisory - Work from Home Notice
Category Name: Employeo Weather Emergency  EvemType: Weather | Wind | Wildfires | Thundersiorm
Operator Form Message Reciplenis Operator Permissions
Add Recipients
a,
v Hide Recipient Selactor
B Clear All Recipients
All sslected recipients will be remaved.
Group Name Created On Crantad By Upcstad On AT YOU S8 YOU Want 1o continua?
- D NotJustPrime Jan 6, 27025 Jan &, 2025
O Group Wendy Jan 20, 2025 Jan 20, 2025
v [[] ParfloOKCeescs Aug T8, 2024 Aug 27, 2024
[0 Ranen sequence group Now 13, 2024 How 17, 2024
O sqroun by huika Oct 21, 2024

« Draft Live b-l  Save Template | v

14. Click the Operator Permissions tab to configure and control what operators
can view and edit when using this template to launch Communications.
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15.

Fs ation Templates [ Creaie Template « Edit Preview

Weather Advisory - Work from Home Notice

Category Name:  Empicyee Weather Emergency Event Type:  Woatkws Wind Wildiires Trundersiorm

=
a Recipients
s
: 0
E et O
A ]
! P o
seinl W o
E et |
Posting (]
Audio Bulletin Board m}
< Dt L il Sove Tempiate | ~

The page is broken into three permission columns: View, Edit, and Add/
Remove.

» View - Allows operators to see the message content, selected

recipients, settings, and publishing paths.

» Edit - Allows operators to modify the message content, recipient

selections, settings, and publishing paths.
o Edit permissions require that the corresponding View permission is
enabled.

« Add/Remove - Allows operators to add or remove publishing paths.
Click the Settings cog icon on the Communications Toolbar to configure
Content, Delivery, Sender Information, and Recipient Interaction settings.
This process mirrors Step 6: Settings of the Launch Communication flow, so
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refer there for more details.

Dalivery

English (US) =

 NOTE: When a template is selected when launching a Communication,
its Settings selections will override the Organization's default settings.
16. Choose what state this template should be saved in between either Draft or
Live. Live templates will be usable immediately, whereas drafts will be saved
to be completed later.

b | o i | <

17. Click Save Template. Optionally, click the downward arrow on the Save
Template button to save and duplicate this template.

Save and Duplicate
Cancel Draft v Live f- W Save Template | ~
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