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Introduction

The Crisis Management User Guide provides information about how to use the
Crisis Management product. It introduces the key function points around planning,
orchestration, and managing critical events.

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

Intended Audience

This guide is intended primarily for Incident Administrators, Incident Operators,
and contacts of the Everbridge Suite system using the Critical Events tab.
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Overview

Crisis Management (CM) is the cornerstone of the Everbridge Critical Event
Management (CEM) System. It orchestrates all crisis response activities, teams,
and resources to accelerate Critical Event recovery times and allows
Organizations to continue to deliver on their brand promises with the least possible
impact to life safety, revenue, and reputation.

NOTE: Crisis Management has been designed for use with the updated user
interface. This product requires Mass Notifications and Incident
Communications to be functional.

Critical Event Management (CEM)

Critical Events happen every day: severe weather, workplace violence, active
shooters, terrorism, IT and power outages, environmental discharges, critical
equipment failures, medical emergencies, social media attacks. They threaten
safety and brand reputation, interrupt supply chains, and disrupt operations.

Everbridge Critical Event Management provides a suite of Critical Event solutions
for our customers to handle Critical Events at different stages:

e Access the threats
» Locate employees
e Act on the plan




Yeverbridge

e Analyze the results
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Critical Event =
Management -z
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Performance

Crisis Management (CM)

Crisis Management automates the key steps for responding to a Critical Event. It
enables customers to act by executing predefined procedures based on the type
of threat. It contains the task lists and communication controls. Task lists contain
the SOPs (Standard Operating Procedures) with owner and related documentation
needed for the action.

Crisis Communication includes who should be contacted and how, what message
to send, and whom to escalate to if a responder is not available. Automating these
steps enables the tasks to be completed quickly, highly reliably, and at scale at a
time when minutes often matter.

The CM system allows you to check what each extended team is doing and their
status. An extended team is typically comprised of a department head (who is also
a part of the core Crisis Management team) who prepares the SOPs or plans, and
task assignees or contacts are the resources who perform the tasks.

The CM system also enables you to plan and manage the incident Notifications
from the Critical Events tab, so that these communications will be tied to the
Critical Event and put into the audit log
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Critical Events Tab

The Critical Events tab is the centralized hub for all of an Organization's Critical
Event information.

To launch a new Critical Event, select Launch New Event in the top-right corner.
For more on launching, refer to Launching a Critical Event.

The Critical Events is broken down into several main sections and subsections:

e Events
o Dashboard
o List View
o Critical Event Templates
o Task List Templates
o Widget Library
Forms
o Submissions
o Form Library
Documents
Reports
Audit Log

Events

The Events tab houses some of the most essential information about Critical
Events, both on a holistic level and individual events.

Dashboard

The Events Dashboard is the default landing page when clicking on the Critical
Events tab from the menu bar. You can manage what appears on the Dashboard,
including:

e Summary

e Active Events

e Active Events by Locations
e Requests

10
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o Tasks Needing Attention
+ Widgets

The following options can be performed by being selected from the Dashboard
Actions cog icon:

+ Manage Dashboard - Select the dashboard events to be displayed.

» Public Link - Generate a Public Link to send to specified email addresses.

o Create a Widget - Administrators can create Custom Text or Webpage
widgets, which can be seen on all event dashboards across the
Organization.

» Add Widget from Library - Add Custom Text or Webpage widgets from the
Library to the Dashboard.

Plieffer University (Cegenization Adrmin) e o JEW! Everbridge 360~

Ewertiridge Suite
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1 Tashk Livi Terplates 4
Mgxico
cub
Documsents 1 ! i
B Wity Bl s A e, BATE A
Forms e
[+
Stwius Title
» __ Suspicious Activity Report Form 2022-12-

Additionally, you can refresh the Critical Event Home page by selecting Auto
Refresh. The Auto Refresh occurs every 60 seconds. It stops when a user is

working on the page.

1
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List View

You can see a list of all Critical Events for an Organization under the List View tab.
These can be filtered by status (Active or Closed), Folders, or Date Range. It also
includes the following data points for each Event:

o Status

e EventID

o Title

e Published vs. Exercise Mode
e Launched Date

e Launched By

¢ Closed Date

The Actions menu will appear once an Event has been selected by ticking its
checkbox. The following options are available in the dropdown:

e Publish to Contacts
e Unpublish

e Delete

e Move to Folder
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Users can customize the columns in their List View by clicking the Manage
Columns icon.
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From here, users can select or deselect the columns that they want to display, as
well as click and drag to reorder them in the list.
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If desired, click the Expand/Collapse button to either hide or reveal lengthy Event
names or descriptions within the List View.
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To move the Critical Event to a folder from the List View:

1. Select the checkbox next to its title.
2. Select Actions > Move to Folder. The Add to Selected Folder dialog appears.
3. Search or click the folder name, then click Select Folder.
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4. To delete a Critical Event, select the checkbox next to its title, then click

Actions > Delete.

e If an event is active, it cannot be deleted.

Critical Events Templates

All of the Critical Event Templates for an Organization can be found on the Critical
Events Templates tab, and Templates can be created, edited, or copied here.
See Creating a Critical Event Template for more details on these processes.

Just like the Events themselves, Templates can also be moved to Folders for easy

navigation.

O Folder & -
&
Dty

it Blarme Created On

Collapse of Expand all

All My Filees (2

# 0 Eanthguake

Unscanegerized (2] 0 Aeod Mo 30, 2021 DECS604 PST

HEW! Everbridge 360~ 0

Crested By Last Modified On = Losa Micedified By

EvEbridgs Mo 30, 2027 D&cSE04 PST Evertaigg

Task List Templates

An Organization's Task List Templates can be found under the Task List Template
tab. This is where these templates can be created, edited, or copied.
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In addition, selecting one or more and clicking the Actions button will display the
following options:

e Download

Share with Mobile Contacts
Remove from Sharing
Delete

Move to Folder

See Creating a Task List Template and Maintaining Task List Templates for more
details.

Widgets and the Widget Library

Administrators can create custom widgets (text and webpage) such as
announcements, incident command team structure, reference materials, and so
forth.
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Create a Custom Widget

To create a custom widget:

1. From the Critical Events dashboard, click Widget.

» Clicking Add Widget directly from the Widget Library is identical to this

procedure.
. Select Create. The Create a Widget dialog appears.
. From the Widget Type field, select one of the following:

o Custom Text

» Webpage

e From a single event dashboard, you can also add Tracker and Form
Report widgets.

. Click the Add to Widget Library checkbox, as desired.
. In the Title field, enter a title for your widget.
. Depending on the widget type you selected:

1. Custom Text only: In the body, type your text. You can use the
formatting features offered from the button bar above the body
message pane.

2. Webpage only: Enter an HTTPS URL. You can also click Preview to see
the webpage.

e If you enter an HTTP or HTTPS URL that contains the HTTP
request, you might encounter security issues because you have
secure content mixed with insecure content.

» The webpage widget uses an iFrame, which is not supported by all
websites.

7. Click Save.

Wi

[o)NN&) F Y
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Create a Widget ®
ef
e * Widget Type: Custom Text v
* Title:
C
) ~ B I & YU A vz v san v E E E E
10
4
Characters remaining. 10000
Cancel m
C .
Create a Widget %
iq
* Widget Type: Webpage b
a:
o Nate: The webpage widget uses an iframe, which is not supported by all websites
* Title:
Cancel m

Your widget is automatically added to the Critical Event Home dashboard.
Additionally, if you added the widget to the Widget Library, it will be listed there as
well.
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Edit a Widget

To edit a widget from the Widget Library:

1. From the Critical Event Home dashboard, click Widgets in the Library menu.
The Widget Library page appears.
2. Click the Pencil icon next to the widget you want to edit. The Edit a Widget
dialog appears.
Other than the Widget Type, make any updates and click Save.
Perform any of the following actions from the Widget Library page:
e Create a new widget
e Copy a widget
e Delete a widget from the Widget Library
 Move a widget to a folder
e Add a new widget to the dashboard

P w

Copy a Widget in the Widget Library

To copy a widget in the Widget Library:

1. From the Critical Event Home dashboard, click Widgets in the Library menu.
The Widget Library page appears.

2. Click the Copy icon next to the widget you want to duplicate. The Copy
Widget dialog appears.

3. Rename it as needed and click OK.

Use the Edit a Widget procedure above to change the contents of the widget.
Delete a Widget

To delete a widget from the Widget Library:

1. From the Critical Event Home dashboard, click Widgets in the Library menu.
The Widget Library page appears.

2. Select the checkbox next to the desired widget.

3. Click Delete. The Delete Widget dialog appears.

4. Click Delete Widget to confirm the deletion permanently from the Widget
Library.

Move a Widget

To move a widget in the Widget Library to a folder:

1. From the Critical Event Home dashboard, click Widgets in the Library menu.
The Widget Library page is displayed.

2. Click the checkbox next to the widget you want to move.

3. Select Move to Folder from the Actions menu. The Move to Selected Folder
dialog appears.
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4. Select the desired folder name, or search to it first if not in the displayed list,
then click Select Folder. Your widget is moved to the selected folder. It also
remains as a widget in the Widget Library list.

Add a Custom Widget

To add a custom widget from the Widget Library to the dashboard:

1. From the Critical Event Home dashboard, click Widget.
2. Select Add from Library. The Add Widget from Library dialog appears.

Summary Add Widget from Library wcation 2
F‘J 1 Active Events All Custom Text  Webpage Q| Feset
Vildges Mama 5 Tepe Larst Modified On ¥ e S
1] Event Templates ’ A "
Task List Templatis Gt
o [T e
il )

Patus Title

Sasambniravs i

3. If the list is long, narrow down the list by clicking Custom Text or Webpage if
you know the widget type. Otherwise, type the Widget Name in the Search

field and click the Search icon.
4. After finding the widget you want, select the checkbox next to its name and

click Add to Dashboard.
o Checkboxes that are grayed out indicate the widget is already on the

dashboard.

Forms

The Forms section can be renamed as desired by the Organization (often
"Requests") and is where both the Submissions and Form Library are found.

The Submissions subtab shows all of the Submissions for an Organization and
allows you to create a new one. It provides three Actions to take after selecting

one or more Submission:

e Escalate to Critical Events
e Delete
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The Forms Library subtab houses all of an Organization's Forms. Clicking the
Public Link icon allows you to share a form externally to collect data from outside
sources.

Selecting a Form enables the following Actions to be taken:

e Download

* Share with Contacts

e Remove Sharing

¢ Delete

o Set Fields Mapping

o Set Submissions Folder

o Set Submissions Alert Recipients
o Set PDF Settings
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To learn more about this section's functionality, refer to the Form Library
Overview.

Documents

The Documents tab hosts an Organization's important documents, video files,
audio files, and more. Documents can also be added and created here, as well.

Selecting the checkbox next to a Document will make the following Actions
available:

e Share with Mobile Contacts
* Remove Sharing

e Delete

e Move to Folder
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For more on the Documents tab functionality, see Maintaining Documents.

Reports

Critical Event reports can be found and created under the Reports tab, where
they're available for download. Click one from the list to view to download it as a
PDF, or select the checkbox and click Delete to remove it.

Everbiridge Suite Pfieffer University (Organization Admin) v 332 [ ® ) NEW! Everbridge 360~

-
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Sarah Vil o Dec 13, 2022 140351 PST

&% Eamhguake Evenld Repar Evirs Repor Tornglaie

&% Critical Event Templates

For more on this section, refer to Critical Event Report.

Audit Log

The Audit Log provides a detailed log of a specific Critical Event, which can then
be exported as a .csv file.
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For more on the Audit Log, refer to Viewing the Event Audit Log.
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Launching a Critical Event

When a crisis happens, you can create a new event from any of the Critical Event
subtabs:

« Critical Events Home Page
« Critical Event Templates

o Task List Templates

e Document Library

e Audit Log

You can create an ad-hoc Critical Event or use a preconfigured Critical Event
Template. If you use a Critical Event Template, the fields are prefilled, Task Lists
are included, communication templates are preconfigured, and reference materials
are uploaded.

Launching a Critical Event With a Template

To launch a Critical Event using a Critical Event Template:

1. From any sub-tab under the Critical Events tab, click Launch a New Event.
The Create a Critical Event page appears.

Yeverbridge

Summary Active Events & a Tasks Heeding Attention

s

6 Sinuation Repon | (D Audit Log
Ever Templaies 3

Hurricane warning
Task List Templates 3 &

tocurments 1 B Situation Report | 0 Audit Log

Active Events by Location

uuuuu

2. Select the desired Critical Event Template under the Templates heading on
the left-hand side of the page. Note that only Live templates can be selected,
as templates still in a Draft state won't appear in the list.

« When you select the Critical Event Template, the prefilled form appears.
e For details on creating a Critical Event Template, see Creating a Critical
Event Template.
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3. If this is a drill, select the Exercise Mode toggle.

Incident Management supports Exercise Mode as well. For example,
when you navigate from an Incident Template in the Critical Events tab
to the Incidents tab, Exercise Mode is automatically turned on in
Incidents.

4. Optionally, click Add Custom Fields to add Organization Incident Variables to
the Critical Event.

Search and select the checkbox next to the desired Incident Variable
name(s).

o The following Incident Variables are not supported:
= Geopoint
» Location: Geo Shapes
= On-shift Date Range
If required, select that checkbox as well.
Click Add. The custom field is added to the bottom of the template.

To reorder the custom field, click the Hamburger icon and while holding
the mouse, drag the field to its new position.

If the custom field was created by mistake, click X to delete it.

5. Select the Turn off Notification for Task Assignment and Dashboard Sharing
checkbox to turn off the Notification when launching the event.

6. Click OK. You will see the word DRILL prepended to the title of the Critical
Event. An email or SMS is sent, indicating the Notification is a DRILL.

7. Optionally, complete or edit the following fields. Required fields are shown
with a red asterisk (*):

Title* - The name of the Critical Event. The title can contain up to 800
characters.

Description* - Text describing the Critical Event.
Event Type* - Select the Event Type from the menu.

Owner - Replace the current owner’'s name by clicking Edit and
selecting a different name, or remove the current owner’s name by
clicking Remove.

Location - Change the location by clicking Edit an address, then select a
new location from the Select a Location dialog. Or, click Use Shapes on
the Map. When you click Select this Location, the latitude and longitude
are copied to the clipboard.

Location Name - Enter a location description, such as an address.
Event Time Zone* - Select the time zone from the drop-down list.
Event Start Time* - Click the Calendar icon to select the date and time.
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» Event Close Time - If this Event has a scheduled ending, specify that
here by choosing a date from the dropdown menu.

» Turn off Task List Notifications - Select the checkbox to turn off Task
List Notifications, which are enabled by default.

¢ Folder - Select the folder where this new Critical Event will be saved.

8. Optionally, along the right-hand side of the page, click Add to add any of the
following from your Organization:

o Task Lists from existing Task List Templates. See Creating a Task List
Template.
« Incident Communications from existing Incident Templates.

» Documents from existing Documents. For details about adding
documents, see Adding Documents to Tasks.

e Trackers. See Creating a Tracker for more details.

Task Lists Add
Building Evacuation ®
Shelter In Place ®

Incident Communications 0 Add

Ad-Hoc Communication ®
Documents Add
Evacuation Plan.docx ®
Trackers Add
Current Location ®

o NOTE: The Critical Event Template may already have attached
items, which can be removed if necessary by clicking the X icon.

9. Click Launch.
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Launching an Ad-Hoc Critical Event
Some events are so specific or unpredictable that an Organization may not have

created a Critical Event Template to capture them. Ad-hoc Critical Events can be
launched in this situation, allowing operators to fill in the details themselves.

To launch an ad-hoc Critical Event:

1. From the Critical Events tab, click Launch a New Event.
2. The Create an Event page appears. By default, the New Critical Event - Ad

Hoc option will already be selected.
“everbridge

w A - Tower Global (Organization Admin) = ') 0 Everbridge 360~

Help with this page @

Create a Critical Event

Earthguake * Description

School Fire

Severe Weather Alert

s bitpsoievbg coignyTbu

3. Complete the following fields. Required fields are shown with a red asterisk
(*):
 Title* - The name of the Critical Event. The title can contain up to 800
characters.
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Description* - Text describing the Critical Event.
Event Type* - Select the event type from the menu.

Owner - Replace the current owner’s name by clicking Edit and
selecting a different name, or remove the current owner’s name by
clicking Remove.

Location - Change the location by clicking Edit an address, then select a
new location from the Select a Location dialog. Or, click Use Shapes on
the Map. When you click Select this Location, the latitude and longitude
are copied to the clipboard.

Location Name - Enter a location description, such as an address.
Event Time Zone* - Select the time zone from the drop-down list.
Event Start Time* - Click the Calendar icon to select the date and time.

Event Close Time - If this Event has a scheduled ending, specify that
here by choosing a date from the dropdown menu.

Turn off Task List Notifications - Select the checkbox if you want to turn
off Task List Notifications. The default is on.

Folder - Select the folder where this new Critical Event will be saved.

4. Optionally, along the right-hand side of the page, click Add to attach any of
the following items from your Organization:

Task Lists from existing Task List Templates. See Creating a Task List
Template.
Incident Communications from existing Incident Templates.

Documents from the Organization's Documents Library. For details
about adding documents, see Adding Documents to Tasks.
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o Trackers. See Creating a Tracker for more details.

Task Lists Add

No Task Lists have been selected.

Incident Communications 3 Add

No Incident Communications have been
selected.

Documents Add

No Documents have been selected.

Trackers [ Add

No Trackers have been selected.

5. Click Launch.
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Hiding Crisis Management from Selected Incident
Operators

Administrators can hide the Crisis Management product from selected incident
operators. Clearing the Critical Events checkbox from the Roles page will remove
access to Crisis Management for Incident Operators.

To hide Crisis Management from selected Incident Operators:

1. From the Access tab, select Roles.

2. From the left-hand panel, select the desired incident operator from which you
want to hide Crisis Management. The Edit Role page appears for that role.

3. Click Permissions.

4. Scroll to Critical Events and clear the checkbox.

CRITICAL EVENTS

CRITICAL EVENT

View the events, move the events into/out of a folder

Launch and update a critical event (by existing event template or blank event template)
Download the events

Delete the events

Publish event to contacts

Add a critical task list in the critical event

Launch, update a critical task list in the critical event, and add, update, re-assign, delete task items in the task lists
View, add, update and delete the task comments

Delete a critical task list in the critical event

Lock task order

View incident template in the critical events

Launch, add, update, delete an incident template in the critical event
Create, customize and generate legacy situation report

Add, update and delete notes

Add, delete and download documents in the critical event

Delete escalated submissions from single critical event

Add, update, copy and download PDF form report

Lock, unlock and delete form report
EVENT TEMPLATE LIST

View the event templates, move the event templates into/out a folder

Create, update and delete critical event templates

After your Incident Operator is trained, select the Critical Events checkbox to allow
access to Crisis Management.
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Creating a Single Event Dashboard

To create a Single Event Dashboard:
1. From the Critical Event Home page, select an Active event. The Critical Event

Details page of that event appears.
2. Click Configure, then Create New.

N Everbridge Suite

# Edit Event Detalls
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3. The Add a Dashboard dialog appears, where you can name the dashboard.

O f

Add a Dashboard X

Step 1 of 3 - Select available widgets

* Dashboard Name: Los Angeles Earthquake Dashboard

Event Widgets Task Widgets Custom Widgets
Event Details All Task Lists €3 Create Add from Libeary
Incident Netifications
Root Cause
Documents
Task and Note Documents
il Dashbeard Comments
Motes
Meeting Minutes
Audit Log
Tasks Needing Attention

Escalated Submissions

Luna :

4. Select the Event Widgets, Task Widgets, and Individual Task Lists, if
available, that you want to see on your dashboard.
e Choose Event Widgets from the following:

= Event Details - You can edit the widget title, and edit event details.

= Incident Notifications - You can edit the widget title, and add
Incident Templates.

= Root Cause - If applicable, you can specify the root cause of the
Critical Event.

= Documents - You can edit the widget title, add documents, and
upload new documents.

= Dashboard Comments - You can add comments about a single
dashboard in the event. Dashboard Comments are only shared
with others who have access to the dashboard. Users can edit or
delete their own comments, while Administrators can edit or delete
those left by others.

= Task and Note Documents - Displays documents attached to
Tasks or Notes.

= Dashboard Comments -

= Notes - You can edit the widget title, and add notes to your
dashboard, including up to 4 attachments (images and other file
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N O O

10.

1.

12.

13.

types). Notes are shared across the event. Users can edit or delete
their own notes, while Administrators can edit or delete those left
by others.

= Meeting Minutes - View a record of what happened during a
meeting.

= Audit Log - You can see an Event Audit Log, Dashboard Audit Log,
or both. You can also export the audit logs.

= Tasks Needing Attention - You can see the tasks that need
attention. Click a task to see its Task List Details, from which you
can change the status of a task list item. You can also add
comments to a task, including a maximum of 4 files.

= Escalated Submissions -

Click the text field.

. Type your note in the provided field, up to 5,000 characters.
. Click the Upload icon to add up to four files, including images and other

types of files.
Navigate to the desired file and click Open.

. Click Add Note.

e Repeat steps 4 through 9 to add an additional note.
If you added an All Task Lists widget, the user can see all the tasks that need
your attention. Click the task list on which you want to work.
Optionally, click Create to create a custom widget.
» From the Widget Type field, select Custom Text or Webpage from the
menu.
e Follow the Create a Custom Widget procedure to finish creating the
widget.
Click Next to advance to Step 2 of 3 - Share with users and select the radio
button for which users of this portal are permitted to see this dashboard:
 Public - Share with all users within an Organization.
e Private - Organization Administrators and invited users. If you select
Private, you can then select Roles and Users.

LU AT T O TS

Add a Dashboard »

Step 2 of 3 - Share with users

L ® All Users

Private - Organization administrators and invited users can access the dashboard

il

—_— e, . - —— e
Click Next to advance to Step 3 of 3 - Share with contacts. Later, you can
click Share Externally to select which contacts are permitted to see this
dashboard on the Member Portal.
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14. Select your contacts via Individuals, Groups, or Rules.
o Optionally, click Preview Contacts to see the list of contacts from each
category.
o Optionally, click Clear to remove all contacts from the list and start over.
15. Click Save.

Add a Dashboard ®

Step 3 of 3 - Share with contacts

e Individuals Groups Rules
| Preview Contacts i Clear selected contacts

% | @ Mobile push, SMS and email are default for dashboard sharing notifications path. Users can narrow the path to one only in alert templates settings.

All selected contacts will receive a link via email and SMS. See Viewing Single
Event Dashboards from the Member Portal.
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Earthquake in Los Angeles, Event Dashboard shared with you

Pfeiffer University <noreply@everbridge.net> D @ © ¢ ?

PU
To: Sarah Thu 1/11/2024 12:33 PM

Pfieffer University

Please click here to acknowledge receipt of this message

The dashboard for the Critical Event: Earthquake in Los Angeles has been shared with you.

Click here for more information on this alert.

This email originates from Pfieffer University.

Contact information:

+ Administrative Phone -

« Campus Police -

Pfieffer University

“ Reply ~* Forward

Saving Dashboards to Event Template

To save dashboards to an event template:

1. From the Critical Event Home page, select an Active event. The Critical Event
Details page of that event appears.
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2.

3.
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Click Configure, then Save Dashboards to Event Templates.
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. Click Save.
. Look at the Critical Event Template to verify the Dashboards that have been

al

The Save Dashboards to Event Template dialog appears. Select the
checkboxes of the dashboards you want automatically included whenever
this template is launched.
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added to the template.

From the Critical Events tab, click Launch Critical Event.

Select your Critical Event Template.

Select the Dashboards View checkbox. The dashboard names are displayed
from the View link.
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Managing Your Dashboard

Click Manage Dashboard to perform the following actions:
» Content

o

o

o

Rename the Dashboard.

Clear the checkbox next to an Event Widget name to make it unavailable
on any dashboard in the Organization. If it is displayed anywhere, it will
be removed.

Select the widgets that will be available to the viewers of this dashboard
(including yourself). See Creating a Single Event Dashboard for details.
See the unlaunched Task Lists (they are disabled and you cannot select
them), if any.

Create a Custom Widget. See Create a Custom Widget for details on
creating a Custom Text widget or a Webpage widget.

Add a Custom Widget from the Widget Library. See Add a Custom
Widget.

Add a Custom Widget from the Single Event Dashboard. From the
Dashboard, you can add a Custom Text or Webpage widget, as well as
a Tracker and Form Report widget. See Add a Custom Widget from the
Single Event Dashboard below.

Delete the Dashboard. Confirm the deletion.

» Share Internally

Public - All users
Private - Organization Administrators and invited users can access the
dashboard. You can select Roles and/or Users.

» Share externally

Select the contacts by Individuals, Groups, and/or Rules who are
permitted to see this dashboard on the Member Portal.
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Everbridge Suite
o
w4 Manage Dashbeard

~

ts = Critical Evnt Detals tent  Shave Inbemally we Extemally Dusbene This D A Hedp with this page ©

Ll g " b Preview

Earthquake in

® Mansge EWe VY = W
Hoeme Event Decsils [0 Al Tuesk Lisas

O Crean A from Libeary

Besard & Public Link
Rood Couse Sheiter In Pl

=

2 ard Commens
Status ¥ File Size

Meeling b

NOTE: Only Account Administrators, Organization Administrators, and
Incident Administrators can manage a dashboard.

Updating a Dashboard

To update your dashboard:

1. Select the associated event in the Active Events section on the Critical Events
Dashboard.

2. Click the name of the desired Single Event Dashboard.

3. From the Actions menu, click Manage Dashboard. The Manage Dashboard
dialog appears.

4. Update your dashboard as needed.

5. Click Save.

Previewing Selected Contacts

To preview the contacts you selected for a Dashboard:

1. Select the relevant event in the Active Events section on the Critical Events

Dashboard.

2. Click the name of the desired Single Event Dashboard.

3. From the Actions menu, select Manage Dashboard. The Manage Dashboard
dialog appears.
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 If you shared internally to a private portal, click Share Internally to see
the roles and users.
» If you shared externally to contacts permitted to see the dashboard on
the Member Portal, click Share Externally.
4. If Sharing Interally, the list of selected Roles and Contacts will be displayed.

Manage Dashboard »®
7]
'l Content Share Internally Share Externally Delete This Dashboard
All Users

® Private - Organization administrators and invited users can access the dashboard

Roles Users
H Selected (1) Select Roles Selected (3) Select Users
University Incident Operator %) John Doe

Gabriel Abels

%) Donna Abbe

Carl-l-.(-.l m
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5. If Sharing Externally, click Preview Contacts. The Preview Contacts dialog
displays the contacts by Individuals, Groups, and Rules.

Preview Contacts *®

All (WGOTLITE Yl Groups (2) | Rules (0)

As

Q. Reset
First Name Last Name External ID
Ray Freeby PU1969
Buster Vanord PU2035
Cc
Twiyla Marana PU1970

View1-30of3 n 10 / page

NOTE: Using the Share Externally option is required for recipients to access
this Dashboard via the Everbridge Mobile App.

Sharing Externally with a Public Link

Dashboards can be shared externally by copying and sending a Public Link from
either the overall Critical Events page or from the individual Event Details pages.

Select Public Link at either level depending on which you'd like to share. From
there, you can either copy the Public Link or input the email addresses of up to
200 recipients. If the latter method is used, then an additional message (of up to
2,500 characters) can also be included.

Click Send to share the Dashboard with the specified contacts.
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Saving Dashboard as Default View

To save your dashboard as a default view:

From the Critical Event Home page, look at the Dashboard.

In the Active Events page, select the event you want to update.

Click the desired name of the single event dashboard.

From the Actions menu, click Save as Default. The Default Layout saved
successfully message appears. Any new user to this dashboard will see this
as the default view rather than a system-generated view.

POWON

Managing Widgets

To add or remove widgets from a Single Event Dashboard:

1. From the Critical Event Details page of an event, click Dashboard.
2. From the Actions menu, select Manage Dashboard.
3. The Manage Dashboard page appears, where you can choose to include the
following widgets:
« Event Widgets

Event Details
Incident Notifications
Root Cause
Documents
Task and Note Documents
Dashboard Comments
Notes
Audit Logs
Tasks Needing Attention
Escalated Submissions
» Task Widgets

o All Task Widgets

o Individual Task Lists
e Custom Widgets

o o o o o [e] o o o o

Adding a Custom Widget from the Single Event Dashboard

To add a custom widget from the Single Event Dashboard:

1. From the Critical Event Details page of an event, click Dashboard.
2. From the Actions menu, select Manage Dashboard.
3. Under the Custom Widgets column, click Create. The Create a Widget dialog
is displayed.
4. From the Widget Type field, select one:
e Custom Text
 Webpage
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» Tracker

e Form Report
5. If offered, select the Add to Widget Library checkbox.
6. In the Title field, enter a title for your widget.
7. Depending on the widget type you selected:

e Custom Text only: In the body, type your text. You can use the
formatting features offered from the button bar above the body
message pane.

» Webpage only: Enter an HTTPS URL.

» If you enter an HTTP or HTTPS URL that contains the HTTP
request, you might encounter security issues because you have
secure (HTTPS) content mixed with insecure (HTTP) content.

= You can also click Preview to see the webpage.

» The webpage widget uses an iFrame, which is not supported by all
websites.

e Tracker: Search, if needed, then select the Tracker Name you want to
use. Next, select List or Chart from the menu

» Form Report: Select New or Existing Form Reports. New indicates that
the form is from the Form Library and is empty, where you can fill it in.
Existing Form Reports are already filled in.

8. Click Save. Your widget is automatically added to the Critical Event Home
dashboard. Additionally, if you added the widget to the Widget Library, it will
be listed there as well.

43



Yeverbridge

Managing Widgets (Incident Operator)

Incident Operators can manage widgets on a Dashboard by adding or removing
different items to fit their needs.

Managing Widgets

To add or remove widgets:

From the Critical Event Home page, look at the Dashboard.
In the Active Events section, select the Critical Event you want to update.
Click the desired name of the Single Event Dashboard.
From the Actions menu, select Manage Dashboard. The Manage Dashboard
dialog appears.
Update your widgets as needed.
o Select the widgets that will be available to the viewers of this
dashboard, including yourself.
e Clear the checkboxes of the widgets you do not want on this
dashboard.
6. Click Save.

PWDN -

o
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Viewing Single Event Dashboards from the Member
Portal

After the user receives the Single Event Dashboard link via email or SMS, the
Member Portal login prompt appears.

To view the Single Event Dashboard from the Member Portal:

1. Click the link to advance to the Member Portal and log in.
2. Once logged in, your Single Event Dashboard appears.
o The Dashboard on the Member Portal is responsive. If the user views
the Dashboard on a phone device, the layout is single-column-based.
3. In the Notes widget, optionally enter your note text in the text field.
4. Optionally, attach up to four files to the Note, which are not limited to images
only.
5. Click Back to return to all the Single Event Dashboards.

NOTE: If configured, when a status change is made from a Mobile phone or
the Member Portal, a real-time alert is shown in the Manager Portal. See
Real-time Updates.

To view a Critical Event Dashboard in the Member Portal without using the
provided link:

1. Log in to the Member Portal.

2. Click Critical Events in the top menu bar.

3. By default, Events will be displayed. Select Dashboards from the dropdown
menu to display those, instead.

Welcome Sarah ome  CrificalEvends  Netifications

Language: | Select Language

'''''''''

E'U'entS (1 ] ot Active Evends =

Tasks (0) [+ United

Trackers (3

Farms
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4. The list of Dashboards will appear. Click the one you want to view.

Welcome Sarah

Dashboards (1) ~ Active Events =

Los Angeles Earthguake Dashboard
1 W Active

Everit Harse: Esrshepaske in Loy Angeles
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Resizing the Dashboard Panes

To resize the Dashboard panes:

1. Move the panes on the Dashboard by selecting the title and dragging the
pane to the desired location.
2. Hover the mouse in the lower right-hand corner of a pane and drag it to the

2
He = @ w S AstoRefresh
Summany Active Events @  Active Events by Location @

F Earthquake in Los Angeles
*l ethve vy
A largh bk el BRI i Angeds United Staten
f] Evert Tempiates 2 6 Suason Repor | [ dudit Log ,
T: 4
[ i
S
Documents 1
TR
Forms

~ _ Suspleious Acthvity Report Form 202312

3. Release the mouse.
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Managing a Live Critical Event

Viewing a Critical Event

To see details of an event:

1. From the Dashboard, double-click an Active Event, or from the List page,
click the desired Critical Event Title. The corresponding Critical Event Details
page appears.

2. From there, you should land on Manage Event, where you can review crucial
details about this Critical Event.
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Pieffer University (Organization Admir) v @

Everbridge Suite

>

Events > Critical Event Details

Dashboard  Universe  Notificationsv  Critical Eventsv Incidentsv ~ Contactsv  Reports  Settingsv  Accessv

Help with this page @

EventID: CE000008 | @ Active < Publish | Preview Close Event

Earthquake in Los Angeles

Manage Event [ Dashboard  Configure -

Legacy Situation Report

(=)
Notes Enter note text here. View all notes
Earthquake # Edit Event Details
Mesting
2 " Event Start Time: Event Close Time:
Map  Satelite @ ! o Jun 8, 202312:07:34 PDT -
B < Event Owner: Task and Dashboard Alerts:
Tracker P 5 Bubenk et ‘ Sarah on
entai- (00 ) {
" Uniersal Cry Glendale ~ Pasadena g, Azusa :
oS Description
§ 6 i it Alarge earthquake has been reported near Downtown Los Angeles. Please seek shelter in a
Situation severybils i LT structurally-sound location immediately
Report Py Los Angeles I3
1o wiorica Cuver Oty @ e et Map:

¢ % o Location Name: Downtown Los Angeles

Whitir ; 490013 US
Form Nbod Map Address: 335 W 5th St, Los Angeles, CA 90013, USA
Report Dovney Latitude/Longitude: 34.0487969,118.2517828
T 9D o T Map Link: https://evbg.co/30hu3q
o] Norwalk
© Gardena " -
Hermosa @ e . Pl Folder
Beach akewood Centos—— (@
Audit Log Go gle e LR s Home
Task Lists (1) 3 Add Task List
Status. List Name Owner Completed Tasks Completed On
 Launch #  Shelter In Place .
View1-10f 1 n 10/ page
Incident Communications |Add Incident Template Add Existing Incident |Add Scheduled Incident
Incident Ce ti 1 E3Add Incids I DAdd de [ Add Scheduled Incid
Status Mode Name Open Duration Opened On Opened By Last Updated On e
[ Launch Ad-Hoc Notification - - - - ®
View 1-10f 1 n 10/ page
Root Cause
Documents (1) D AddDocument | 2 Upload New
File Name Type File Size Added By Added on
& ciitical Event Plan.docx File 0.16 M8 Sarah Jun 8, 2023 12:18:36 PDT
Task and Note Documents (0)
File Name + (1 Resource Type File Size Added By Added On
Escalated Submissions (0)
Status. D Title Created By Greated On Last Modified By Last Modified On

The following details can be found on this page:

Field Description

Upper left-hand |Critical Event Title
corner Status: Active or Closed
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Publish |
Preview

Click the Publish link to select contacts (Individuals,
Groups, and Rules) who are permitted to see this event
landing page in the Member Portal in read-only mode.
Then click the Publish button.

Click Preview to see the selected contacts.

To publish multiple events, from the List View of the
Critical Event, select the checkboxes of the desired
events, select the Actions menu, and select Publish to
Contacts. (To stop publishing, select Unpublish.)

Close Event

Click to close the Active event.

Notes

Click the Notes icon. You can enter note text here. You
can attach up to four files to the note, which are not
limited to images only.

You can see each note at the bottom of the page. You see
the name of the person who wrote the note, the date and
time, and the note text.

Meeting

Click the Meeting icon to open a text field where meeting
minutes can be left. Meeting templates can also be
created here to use later.

Situation Report

Click the Situation Report icon. You can add an Executive
Summary. Then, click Preview to see the Situation Report
in a document format, which you can export to PDF. See
Managing the Situation Report.

Form Report

Click the Form Report icon to see the Form Reports for a
Critical Event.

Click the Audit Log icon to generate the audit log. When
done, click Export. Click the link in the email and the Audit
Log appears in CSV format. See Viewing the Event Audit

Log.

Audit Log
NOTE: If two or more email addresses are indicated
as delivery methods for a user, only the one higher
in the Delivery Method sequence is used.

Assets Click the Assets icon to view the affected assets and

contacts. Select the Assets and/or Contacts checkbox to
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enable drill-down for active events in Member Portal.
Otherwise, the Data Views are read-only.

See the Data Views of any asset or contacts by clicking
the data view name (it is a link). A user of the Member
Portal can drill down only on the created Data Views.

From the right-hand pane, select an item where you can
download a CSV file. From the left-hand pane, you can
download multiple Asset Types (or Contact Record Types)
into a zip folder. Each type contains different column
headings, so each type is an individual CSV file in the zip
folder. When an individual Asset Type or Contact Record
Type displays zero (0), no CSV file is created.

To create a new data view, click Add Item. Enter a name
for the data view, select the group (Assets or Contacts)

from the drop-down list, then select your Asset Type or
Contact Record Type.

Event Details

View or edit the event details:

Event Start Time
Event Close Time
Event Owner
Description

Map

Folder

Task Lists (N)

(N) represents the number of task lists in the Critical
Event. You can see the task lists associated with this
Critical Event. You can add more task lists and launch
unlaunched task lists. You can also delete task lists from
the Critical Event Details page. For details, see Manage
Task Lists in Critical Event Details below.

Incident
Communications
(N)

(N) represents the number of Incident Templates in the
Critical Event. You can see the Incident Templates
associated with this Critical Event. You can add more
Incident templates, add existing Incidents, launch
unlaunched Incidents, schedule unlaunched Incidents, and
add scheduled Incidents. You can even delete Incident
templates from the Critical Event Details page.

Root Cause

A data field that identifies the Root Cause of a Critical
Event. It's shareable via the Dashboard.

Documents (N)

(N) represents the number of documents in the Document
Library. You can see the Documents associated with this
Critical Event. You can add more documents, download
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existing documents, and upload additional documents.
You can also remove documents from the Critical Event
Details page.

Task and Note |(N) represents the number of documents in the document
Documents (N) |depository. All of the documents are in one place.

Linked Contents | (N) represents the number of linked content to the Critical
(N) Event such as escalated requests.

(N) represents the number of notes in the Critical Event.
Depending on the notes added to this Critical Event, you
can see each of them by clicking the Notes tab in the left-
hand pane.

Notes (N)

Closing or Reopening a Critical Event

To close or reopen a Critical Event:

1. From the Critical Event Details page of an event, click Close Event. The Close
Event dialog is displayed.

2. Click Close Event again to confirm.

3. From the Critical Event Details page of a closed event, click Reopen Event.
The Reopen Event dialog is displayed.

Event Start Time: Evint Class Timse:

= - : Event Twner Task and Dashicard Alerts:

Mkt

‘h o
>
Mhousand ot b
- ol " e L] ! Pasaden = Folder.
' - Glisnd il " o

4. Click Reopen Event again to confirm. All previously shutdown elements such
as Task Lists, Incidents, notes, and documents are reactivated.
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Searching for an Event

You can search for events by keywords, save the filters, and download event
details to a CSV file.

To search for an event by keyword:

1. From the Event Home Page, select the List view.

2. In the Search field, type your keyword for the desired event using Event Title,
Event Type, Description, Location Name, or Custom Fields.

3. Click the Search icon. (Leave the search filter as-is if you want to save the
filter and/or download to CSV.)

To save your search filter:

1. Select the Cogwheel icon to the right of the Search field. The Manage Filters
menu appears.

2. Click Save Current Filter.

3. Type a filter name.

4. Click Save. The filter is saved only for you.

NOTE: The maximum number of saved filters is 200 per user.

To download your event to CSV:

1. Select the Download icon (the "X") to the right of the Search field. The
Download CSV message appears.

2. Click OK so you can continue working while waiting for an email Notification.

3. When you receive the Crisis Event Download email, click the link to open the
CSV file.

Managing Incident Communications in Critical Event
Details

From the Critical Event Details page of an event, you can add one or more Incident
communication templates, and launch Incident templates.

To add an Incident template to an event:

1. From an event's Critical Event Details page, click Add Incident Template. The
Add Incident Template dialog displays the Incident templates.
2. Select the matching Template Category on the left-hand side of the dialog.
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3.

4.

Select one or more of the desired Incident template names from the list of
existing templates on the right-hand side of the dialog.
Click Add Selected Templates. The selected Incident templates are added.

Launching Incident Template

To launch an Incident template for an event:

1.

From an event's Critical Event Details page, click Launch from the Incident
Template you want to send. The Launch Incident page appears.

2. Enter details for Step 1 of 2 and click Next.
3.
4. Click Send.

Enter and verify your Incident Review information.

Scheduling an Incident

To schedule an Incident for an event:

1.

o o

From an event's Critical Event Details page, click Launch from the Incident
Template you want to schedule. The Launch Incident page appears.

2. Enter details for step 1 of 2 and click Next.
3.

Enter and verify your Incident Review information, then click Schedule. The
scheduled Notification will use the values as set now. Any change made to
the template later will not apply.

. Enter the following:

» Schedule Name — Change the name of the Incident as needed.

o Date — click the Calendar icon and select the date you want to

schedule the Incident.

» Send time — click the Calendar icon and enter the Hour and Minutes.
Optionally, select the Close Incident after successful send checkbox.
Click Schedule. In the Critical Event Details page, you can see that the
Incident is scheduled.

Adding a Scheduled Incident

If you already have scheduled Incidents, you can add them directly from the
Critical Event Details page.

To add a scheduled Incident to an event:
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1. From an event's Critical Event Details page, click Add Scheduled Incident.
The Add Scheduled Incident dialog displays the Incident.

Add Scheduled Incident »

Q| Reset @

Schedule Name Schedule Next Run Created On » Created By

Page| 1 of 1 10 w

2. Select the checkboxes of the desired Incidents.
3. Click Add. The scheduled Incident(s) are added to the Critical Event Details

page.
Adding an Existing Incident

To add an existing Incident to an event

1. From an event's Critical Event Details page, click Add Existing Incident. The
Add Existing Incident dialog displays the Incidents.
2. Select the checkboxes of the desired Incidents.
3. Click Add Selected Incidents. The Incidents are added to the Critical Event
Details page.
4. From the Action menu, select the type of action you want:
o Update
e Close With Notification
e Close Without Notification

Documents in Critical Event Details

Besides downloading documents from the Documents (nn) pane, you can add
existing documents from the Document Library, and upload new documents to the
Document Library. Common file formats include the following, with a maximum file
size of 50 MB:

Document formats such as docx, pdf, xlsx, and cvs.

Presentation formats such as pptx.

Media formats for images, audio, and video such as png, mp3, and mp4.
Other file formats such as ics (calendar).
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Adding an Existing Document

To add an existing document:

TIP: You can add an existing document from an event's Critical Event
Details page, or when you launch a new event, create an event template, or
create a task.

1. From the Documents section or pane, click Add Document. The Add
Document dialog appears.
2. Select one or more desired documents from the existing documents.

» To select multiple documents, select a checkbox of the first desired
document, then hold down CTRL and select the other checkboxes you
want.

3. Click Add Selected Documents.

Uploading a New Document

To upload a new document to the Critical Events Details page:

1. From the Critical Events Details page, in the Documents section, click Upload
New. The Upload New page appears.

Upload New X

@ Upload O Link

* Document Name: @

*File: @

You can upload up to 15 files, with a maximum single

Cancel

2. Do one of the following:
e Click Upload, enter a Document Name, and Browse to the file. You can
upload up to 15 files. The maximum single file size is 50 MB.
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e Click Link, enter a Document Name, and enter the URL. Make sure to
precede your website address with the https protocol.
3. Click the Information icon next to the File label to see the currently-supported
file formats.
4. Click either Add to Event and Document Library or Add to Event Only.
5. Click Done.

NOTE: To add the document to the Document Library, repeat steps 1
through 3 above, click either Add to Event Only or Add to Event and
Document Library, then click Done.

Managing Task Lists in Critical Event Details

From the Critical Event Details page of an event, you can add one or more Task
Lists, edit existing task lists, and launch task lists.

Add a Task List to an Event

To add a task list to an event:

1. From an event's Critical Event Details page, click Add Task List. The Add
Task List dialog appears.

2. Select the desired task lists from the list of existing Task List templates.

st Start Thmae Event Chose Time:

_ Map  Satelline 8, 2003 120734
i= Evwerit (hmes Task and Dashboard Aerts:
o Add Task List ¥ D5 Angeles. Please seek shelier ina
il ®
{ifie
¢ wan [s]
"
®  Tasi List Harre Last Updated On
® B Civil Demonstration
Go
Shilner I Place
Severe Weather - Flood
v Tazk Lists (1) I3 Adkd Tarsk Lisat
Buikding Evacustion L
Sulus Lis Corrplited On
& Launch s &
* Incident Communications (1) Dladd incident Template [ Add Existing Incident Dl add scheduled Incidem

3. Click Add Selected Templates. The task list(s) is added.
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View Critical Event Task List Details

To view the Task List Details of a Critical Event:

1. From an event's Critical Event Details page, click the name of a task from the
Task Lists pane.
e You can only select the Task List Details if the task has been launched.
2. Edit the following fields:

o Change the Owner. Click Edit and select a different owner.

o Change the Status. Select from the menu.

o From the Actions menu, you can:

= Add a Comment to add notes to the task.
= View and Edit Task Details.
» |f the Status of a task is Done, you can view the task details.
= If the Status of a task is not Done, you can edit the task
details.
= Set Timer, where you can set the Timer Type (Relative or Date),
enter how much time the task must be completed within (up to 530
Hours and 59 Minutes), and Escalate to the Task List Owner or a
Custom Selection, as well as turn off the timer Notification.
= Remove Timer altogether if the Timer has been set.
= Delete a task if the task's status is Not Started.

o If used, click Show (nn) Comments, where nn is the number of
comments. Alternatively, click the link Expand Comments. Conversely,
click either Hide (nn) Comments or Collapse Comments.

o If available, click the Download icon to download a document.

o Click Manage Columns to add or remove custom columns.

» Status, Task Name, Comments, and Documents are always
displayed.

o Click New Task to add another task to the task list. For details, see the
procedure Edit a Task List From the Critical Event Details, next.

» |f Auto Refresh is turned on, you cannot change the task status or
add comments.
3. Prioritize the task items in the list.

o Move each task up or down based on its importance.

o Sort the task items in a list by the column header. Sorting does not
change the priority order of the tasks.

Editing Task List from Critical Event Details

To edit a task list from the Critical Event Details:
1. From the Critical Events tab, select Task List Templates.
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2. Click the Pencil icon of the task list you want to edit. The Edit Task List dialog
appears. You can replace existing values and add additional tasks.

Edit Task List »
2]
* Title: Shelter In Place
Owner 2 sarah Edit Remove
* Description: Everbridge sample task list
Task Name Assigned To Document Timer Actions
e
o X Close the office, operation, or = -
= 1) '
! business s o
- Bring everyone into the reomys). Shut
y g {s)
1 and lock the door(s) S
'| If there are visitors in the building
3) provide for their safety by asking them FA |
to stay—not leave
Unless there is an imminent threat,
| ask employees, customers, clients, _
= 4)  and visitors to call their emergency & 0
contact to let them know where they
are and that they are safe
e Close and lock all windows, exterior _
= 5) doars, and any other openings to the Fa ]
outside
ql
Select inerior room(s) above the
- (] ground floor, with the fewest windows Fa |
of vents.
» Issue updates via Everbidge as Al
. necessary and once given all clear by =
7) authorities launch All Clear Everbirdge 4 m
template
_ [t
0 Add a new task item
L S———sw—— ftodoil cooinudo: 84 n40TNEA 318 nEITRNS

3. Modify the task list as needed. (See the following procedures.)
Updating Task List Title

To update the Task List Title or Description:

1. Select the text you want to replace.
2. Type the updated text.
3. When you are done with all changes, click Save.

Selecting an Owner

To select an Owner:
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1. Click Edit next to the owner’s name you want to change. The Select an
Owner dialog appears.
2. Select the new owner by Individual, Group, or Rule.

« By Individual—When you change the name of the individual owner, both
the original owner and the new owner are sent a Task Assignment Alert
via SMS or email about the reassignment.

» By Group—When you change the name of the owner to a group, both
the original owner and contacts comprising the new group are sent a
Task Assignment Alert via SMS or email about the reassignment.

e By Rule—When you change the name of the owner to a rule, both the
original owner and the contacts comprising the rule are sent a Task
Assignment Alert via SMS or email about the reassignment.

3. Click one of the following:

» Select — select the individual owner.

» Multiple Tasks — assign the selected person to all tasks selected in the
Assign to Multiple Tasks dialog and click OK.

4. When you are done with all changes, click Save. The save will trigger a task
assignment alert.

Updating the Task Owner

To update the owner of a task:

From the Task List Details, click Edit next to the Owner field. The Select an Owner
dialog appears.

Select the updated owner and click Select.
Removing the Owner from a Task

To remove an owner's name from a task:

1. Select Remove next to the owner's name you no longer need. The Select an
owner link appears. A Task Assignment Alert is sent to the removed owner
via SMS and/or email.

2. When you are done with all changes, click Save.

Adding Documents to Tasks

To add a Document to a task:

1. Click Add a file next to the task you want to modify. The Add Document
dialog appears.

2. Select a document from the Document Library.

3. Click Add Selected Documents.
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Deleting a Task

To delete a task from the Task List:

1. Click the X in the row of the task that you want to be removed. The task is
immediately removed.
2. When you are done with all changes, click Save.

Creating a Task Timer

To create a Task Timer:

e Click on the Timer Icon on the desired task within the Task List. The Set
Timer popup will appear.

o Set the timer duration.

» Set the escalation point of contact. This person will be alerted if the task isn't
completed before the timer expires.

e Click Save.

Updating Task Lists from the Manager Portal

Incident Administrators and Incident Operators of each task can update their task
lists from the Manager Portal.

Everbridge Suite Pfieffer University (Organization Admin) v @) = 33} ? Logout

i

Events > Critical Event Details > Task List Details Help with this page @

Dashboard Universe Notifications v Critical Events v Incidents v Contacts v Reports Settings v/ Access v

Task List ID: TL-002 | Not Started (@ Critical Event Details
Severe Weather - Flood

I -
5 tasks Owner: Edit Launched On: Description:
Jun 6,2023 14:10:34 PDT Everbridge sample task list
Lock task order @ (_ Manage Columns | Expand Comments
No. Status Task Name Assigned To Started On Timer File Comments
= 1) V| v Identify ‘at risk’ flood areas based on FEMA flood - - o 0 =}
mans
Set Status To:
= 2 S Not Started important assets as neessary - - [ L =}
In Progress
= 9 v | © Needs Attention 1t flood defense measures e.g. sandbags - - o 0 9
@ Done
= 9 ST N/A native working arrangments - - [ 0o 9
= 5) S v Monitor TV/radio for weather updates - - o 0 (=]
3 New Task

To launch a task list from the Critical Event Details:

1. Click Launch in the row of the desired task list. The Launch Task List dialog
appears. A link will be emailed to the following individuals or groups:
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e Task list owner

 Individual owners of each task
2. Click Launch Task List when you are certain you want to continue.

e On the Critical Event Details page, the number of tasks completed of the

total tasks comprised in the task list appears.
» For example, Completed Tasks: O of 7 indicates no tasks of
seven have been completed.

3. The Task List owner and individual owners of each task are notified via email.

e Task List Owners—Task List Owners see all tasks in the Task List.

» Task List Assignees—Task List Assignees see only the tasks to which
they are assigned. The other tasks are grayed out. Task List Assighees
are individuals, all contacts in a group, or all contacts in the rule.

4. In the email that the owners receive, there are two links. perform the actions
below for each link.

» Please click here to acknowledge receipt of this message—In SMS,
reply YES to confirm receipt. In email, click the link to acknowledge
receipt.

 Click here for more information on this alert—In SMS, tap the link
provided in the text message. In email, click the link and the contact’s
Task List appears in their Task List page of the Member Portal after
logging in. In SMS, tap the link and the contact’s Task List appears in
their Task List page of the Member Portal after logging in.

5. Proceed to the Updating Task Lists from the Member Portal section below.

Updating Task Lists from the Member Portal

Assignees of each task can update their task status from the Member Portal. When
a task is launched, the contacts receive an assignment email or SMS message.
When they click the link for more information, the details appear from their
Member Portal. The task details page has been designed to be responsive so that
it will fit into the smaller mobile screen.

To update Task Lists from the Member Portal:

1. From a task, select the drop-down arrow to set the status:
1. Not Started
2. In Progress
3. Needs Attention — A comment is required (up to 5,000 characters and
four files).
4. Done
5. N/A — Indicates that the task isn't applicable.
2. If atask has a document, click the Download icon.
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00N O

. Click the Comment icon to add note text of up to 5,000 characters. Click Add

Comment when done. After clicking the Comment icon, you can also add up
to four files, one at a time.
e The task status number in the Completed box changes if a task is Done.
e If needed, users can delete or edit their own Comments, while
Administrators can also edit those left by others.

. Click Back when you are done. A list of tasks and the status of each task are

displayed under My Tasks.
Select the other subtabs to see the lists of tasks under them:
e Not Started
 In progress
» Needs Attention — A comment is required (up to 5,000 characters and
four files).
e Done

. From the menu, select the desired status for any of the tasks.
. Download any document by clicking its Download icon.
. Logout when you are done.
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Viewing the Dashboard Events from the Member Portal

You can see any Dashboard events that have been shared with you from the
Member Portal. Select Critical Events from the menu bar at the top of the page.

Then, from the View menu, you can search for a specific event or select a recent
Critical Event.

Welcome Sarah

Home Critical Events Notifications Incidents Overview

Language: |Select Language v

Powered by Google Translate

Events v Closed Events ¥ v

Event ID: CE-000-007 | Flash Flood | ® Closed

Flash Flood Santa Clarita

San Fernando Valley Last Updated On: 2023-06-08 12:06:24 PDT \ Ancell
housand National f

Atorrential downpour has caused flash flooding throughout the San Fernando Valley. Please evacuate to higher ground immediately. Oaks e

o

675 os Angeles
~a - ~la 0. m—
(‘m Map Data , Terms of Use | &

After clicking the desired Dashboard name, you can view its widgets. If there is a
Notes widget, you can add text up to four files.
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Welcome Sarah Logout Home Critical Events Notifications Incidents Overview

Language: |Select Language

Powered by Gocgle Translate

<Back

Event ID: CE-000-007 | ® Closed

Flash Flood

Overview  Dashboards (1)  Tasks (0)  Trackers (0)

Flash Flood
% Castaic UL @ Event Start Time: Event Close Time:

Map  Satellite Acton .

Castaic Forest Park 2022-12-13 09:50:59 PST 2023-06-08 12:06:24 PDT
Junction ppizYene
Piru Del Valle y Event Owner: Task and Dashboard Alerts:
“ SanE Clarita Sarah on
e 5] ;
Hidden * n  Description:
Kagel SPrings..Natio
ggclcamon > Atorrential downpour has caused flash flooding throughout the San Fernando Valley. Please
orpark i Lakes San Fernando i
Simi Valley ~ ‘ol evacuate to higher ground immediately.
@ G it
. Location Name:
anch " g
Thousand Burbank (hatiy + San Fernando Valley
Oaks Hidden Hills =L
Calabasas ‘- < @ ;J:lgwer)sal city Glendale Pasadena — % Folder:
" FeERER | 5]
P bard shortcuts  Map data ©2023 Google  Terms of usemgégg'z ‘map error Home
Documents (0)
File Name Type File Size Added By Added On
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Real-time Updates

To see a Real-Time Banner, make sure to configure the settings in Critical Event
Update Alerts. When a status change is made from a Mobile phone or the Member
Portal, a real-time alert is shown in the Manager Portal. The alert is active for
seven seconds.

If an Administrator makes a status change and a second Administrator is viewing
the same Critical Event Detail, Dashboard page, or Task List Details, that second
Administrator sees the Real-Time Banner.

66



Yeverbridge

Critical Event Meetings

Meeting Minutes can be added from the Critical Event Details page by clicking on
the Meetings icon in the menu bar to the left. Any preexisting Meeting Minutes can
be located here in the list view.

Creating Meeting Minutes

Click New to create new Meeting Minutes from scratch, or Template to create
Meeting Minutes from a template.

Pfietfer University (Onganization Admin) HH 2 7 ® | WEW! Everbridge 360~ 0 Logoat

Help with this page G
: W Acor « Publish  Preview
Earthquake in Los Angeles
w
Meeting Minutes (1)
Hole Ilgarting Mingtes - Jan 12, 2034 14,1747 PST
K
Mitinig
E
']

Clicking New will open the text editor, which includes rich-text options to
customize the Meeting Minutes' appearance or content, such as adding
hyperlinks, images, tables, fonts, and style formatting.

If Template was selected, the template contents will pre-populate in the text
editor.
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Ewerhiidge Site ation Admin) i 7 # ) NEW! Everbridge 360~ O

Crashisesrd Uriverse Matificationg v Critical Evintg Incidenils v

i Wbting Mirutes
Meeting Minutes - Jan 12, 2024 14:15:07 PST

B I & ¥ A«

Sy
5|
2]
m
i
Inl
Inl
@
£
e

Loget

Click Save to retain the minutes and add them to the list while clicking Save &
Replace Template will replace the current template with the submitted text.

Select the new Meeting Minutes from the list to view the Meeting Notes Details
page. Clicking Record Information will display the following information:

e Created On

o Created By

o Last Modified On

o Last Modified By
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Everbridge Suite Pieffer University (Organization Admin) » 35 [; L] W1 Everbridge 360~ D Logout

- S

S

rcadents v Cortpcts v Repons Satmings v

Meeting Minutes - Jan 12, 2024 14:17:41 PST

24 1416238 PST / &
i

Crawed O Jin &30 PST Laan Mosified On: o 12

Last Modified By. Sarah

Cremed By: o

Click the Edit button to reenter the text editor and adjust the content as needed.

Deleting Meeting Minutes

Meeting Minutes can be deleted by hovering your cursor over the Minutes in
question and clicking the trashcan icon once it appears.

Everbaidge Suite Pfictfer University {Diganizaicn Adman) W i & JEV Evesbiridge 360~ 1D Logoul
Dashboard Uriverse Notfcations Critical Events v incidenis v Cortacts Reporis Setings v
» Meeting Help with this page &
v L & Publish Praview
Earthquake in Los Angeles
w
Meeting Minutes (1) Ditew  Templsse
o
Mot Mheoting Misetes - Jun 12, 2024 14:17:41 PET
B
Mting
=
L&

Click Delete in the confirmation prompt to delete the Meeting Minutes.
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Viewing the Event Audit Log

From the Audit Log tab, you can view a log for a specific Critical Event. The top-
most audit log is the default.

You can select the event you want to view from the menu.

Everbridge Suite ] peH L ® ) HEW! Everbridge 360~ O Logout

Daeshboand

The Audit Log of an event can be exported. From the Audit Log tab, select the
event. Or, from the Critical Event Details of an event, click the Audit Log icon. Then
click Export to generate the audit log.

Click View Details to see the Task Comments, Notes, and Critical Event details.
You will see any attachments to the Notes.

The system is designed to accommodate large amounts of data so it will not
directly download. When the file is generated, you are notified via email. Click the
link in the email and the Audit Log appears in CSV format.
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& 4 [
File Heme Insest Pagelayout Formulas Data  Review View Automate Help  Acrobat = Commants
=n Calion  LL v = == ) {Conditional Formatting ~ o [mm] n|
g 4 rord = 2, Econ w-  fE H @] A
e v BT U~ A= Number B Format as Tabie:~ Cells  Edting Addiies  Analyze  Create PDF  Create POF and
- - & A~ = - B8 ot Stptes - - = Data and Share link Shase vaa Outhook
Chpboard tont f ] SAyles Semamnfy  Add-ins Adobe Acrotat -
Al w i Je  category
| A B c (1] E F G H I J K L ] M Q F Q R
1 |Category Name Date Updated BAction Details

2 CRISISEVE Earthgualks Jun 08, 1 Sarah
3 CRISISTASI Shelter In | Jun 08, 20 Sarah
4 SURVEY Test Jun 15, 20C Sarah
5 MEETINGFMeeting & Jan 12, 200 Sarah

@ =i

o

10
1
12
13
14
15
16
17
18
19
20

Critical Ewe Sarah
Critical Ta: Sarah
Tracker La Sarah
Critical Ewi Sarah

64822980dB755e2e 5970505202201

Ready T Accenibiity: Unsvadable

launched the Critical Event 'Earthquake in Los Angeles'

changed the basie inlarmation of the Critical Task List "Shelter |n Place’

lauanched the Tracker Test'

added the Critical Evert Meeting Minute 'Meeting Manutes - lan 12, 2024 14:17:41 PST" 1o the Crtical Event 'Earthguake in Los Anj
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Managing the Situation Report

Users can customize the Situation Report to include or exclude certain elements
from the report. For example, users who do not want the Task List can exclude it
from the Situation Report.

Creating a New Situation Report

To create a new Situation Report:

1. From the Critical Events Details page of an event, click the Situation Report
tab to the left.

. s < Publish  Predew
Castle Mountain Wildfire

_ MarsgeEvent  Dashbossd  OpsView  Configure=

Horme —_—

— Legacy Sitaation Report

£

Wi il note
k- Wildfire # B Bvent Detals
’ Event Start Time: Jun &, 2024 VT4 S0 EDT Event Closa Time:
Evernn Owner Task and Dashicand Alerts
Q
Descrighion:
g
-:E IIIIII Mama
-
& ol

. Click New Situation Report.

. Type a name for the report and click Create.

. Click + located near the upper right-hand corner of the page. The Manage
Situation Report dialog appears.

A OWN
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5. Select the check boxes of the elements you want on the report. You can also
create or add custom widgets from the Widgets library.

Manage Situation Report

n Event Details
Incident Notifications

Root Cause

Gy mtinm Piamart o Flis Sl pmbime Pamart

Task Widgels Custom Widgets
=
& AllTask Uste I Create | Add from Library

Individual Task Lists

Shelter In Place

E Documents
Task and Note Documents
MNotes
Tasks Needing Attention

Escalated Submissions

:.:”:.:."! m

6. Click Save.
7. Click Situation Report to return to the Critical Event Details page.

Based on what you select in the Manage Situation Report function, the report
reflects those choices.

Anyone on the Crisis Management team can optionally add an Executive Summary.

Be sure to click Save. Then, click Preview to see the Situation Reportin a
Document format, which can be exported to PDF.

To export the report to PDF, click Print, provide a unique filename, then click
Save.

Editing a Situation Report

To edit a Situation Report:
1. From the Critical Event Details page, click the Situation Report tab.

73



Yeverbridge

2. Select the Pencil icon of the Situation Report to be edited.

Wi Everbridge 360~ 0 Legeaut

Castle Mountain Wildfire

0 Wew Sitaation Report Q
i)
2
e Nawe Crosted By Coosted On Last Mbeelified By Last Medified On
E{' ‘: = Siiuation Report - Widgetl
' A DG SR
o & @ < Siwtion Report - Widget

Sitia

3. Make your changes by clicking the Widget Control (the three dots in the
upper right-hand corner of each widget). You can:
» Edit the widget title, then click Save.
e Remove the widget.
4. Optionally, click the blue + sign to select the widgets for this Situation Report,
then click Save.
5. Optionally, reorder the placement of the widgets by holding down the mouse
on the widget title and dragging it to the desired position.
6. Optionally, toggle on the Page Break. Then, scroll to the bottom of the
Situation Report and click the Page Break icon in the lower right-hand corner.
7. Optionally, click the PDF icon to export the Situation Report to PDF.

Sharing a Situation Report
Situation Reports can be emailed directly to contacts during various stages of a

Critical Event to keep stakeholders apprised of the latest status and response
efforts.

To share a Situation Report:
1. Situation Reports can be shared from two places:
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« Situation Reports list on the Critical Event Details page.

veret - At
Castle Mountain Wildfire
w
o 103 New Sinuation Repon
N Mame Creaied By
E" # 0| < | sinmation Report - Widget1
# Q=] simep
o # 0] < | sivaation Report - Widget
S:h..:l:-m

Admin) i

Help with this page 15

= Publish  Freview

Created On Lasst Modified By Lasi Modified On

 Edit Situation Report page

Evirrbaidge Suite

Duskbcard Ty NGUICHoNS v - Critical Events ~

1 = Edit Situation Report

& situation Report

Yeverbridge

Situation Report - Widget1

Foldes

VICC SaaS Devs (Deganization Admin) W Everbridge 360~ O

Tewved sk Management - Conts

Help with this psge 16

2. Click the Share icon.
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3. The contact modal appears. Select the recipients via Individuals, Groups,
and/or Rules.

Email Situation Report to Contacts x

# Select Contacts:

5 2 3

Individuals Groups Rules

Preview Contacts i Clear selected contacts

* Subject

Situation Report (Situation Report - Widget1) has been shared with you

# Include a message

Dear user,

Please find the below link to Situation Report (Situation Report - Widget1) for the
Critical Event (Castle Mountain Wildfire)

-

0/2000

4. If desired, customize the Subject and Include a Message fields, or leave the

default text.
5. Click Send. The selected recipients will receive the emailed link to the

Situation Report.

Copying a Situation Report

To copy a Situation Report:
1. From the Critical Event Details page, click the Situation Report tab.
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2. Select the Copy icon of the Situation Report to be copied. The Copy Situation
Report dialog appears.

NEW! Everbridge 360~ ©  Logout

Notifications

Sitwation Bepont Hielp with thiz page @
v LE o publigh Frinviim
Castle Mountain Wildfire

w

3 bew Sinzation Report Q
. Nt Croated By Created 0 Lasat Masdliliend By Lasst Modifieed O
B #[D] % situation Regort - Widgets
# 0 4 siRep

° # [ < Suation Report - Widget

|

Sitzstion

Reg=ort

3. Change the name of the Situation Report and click OK.
4. Edit as needed.

Deleting a Situation Report

To delete a Situation Report:

1. From the Critical Event Details page, click the Situation Report tab.
2. Select the checkbox of the Situation Report to be deleted.
3. Click Delete. The Delete Situation Report dialog appears.

Everbiidge Suite (5 Devs (€ W Everbridge 360~ O Legeait

=

l:_‘;.s'f

Daatitaoand v Urwverse
-+ Situation Report velp with this page @
4 L w8 pubilish Froivisr ¢ Evisil
Castle Mountain Wildfire
w
3 Merw Shtuation Report [+
=
Hoie = Mame Created By Created On Last Modehed By Last odified On
B # D < Sisuasion Repon - Widget! Jun 11, 2024 0345:10 EDT Jun 11, 2028 100220 EOT
S DS smmepi
@ # 0 = SEustion Report - Widget
=
Situntion
Runprinrt
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4. Click Delete Situation Report to permanently remove the Situation Report
from this event.
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Creating and Maintaining a Form Report

After you upload your forms in the Form Library, you can use any form to generate
a Form Report or perform other actions on a Form Report. Updating a form report
is flexible and event information can be automatically populated. You can also use
incident variables to automatically generate event information.

Viewing a Form Report

You can view a Form Report from the Critical Event Details page of an event.
To view a Form Report:

1. From the event's Critical Events Details page, click the Form Report icon. The
Form Report page appears.
2. Select the report to view.
3. Do one of the following:
e Click PDF to create a PDF of the Form Report.
e Click Close to close the report.
 Click Edit to make changes to the report.
4. To perform other actions on a Form Report, see the Creating a New Form
Report and Maintaining Existing Form Reports sections below.

Creating a New Form Report

To create a new Form Report:

1. From the Critical Event Details page, select View Form Report. The Form
Report page appears.
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2. Click New Form Report.

Everbridge Suite

W1 Everbridge 360~ O Lagaut

Phiefier University (On

o
S
L{ Dashboard Ubnversa Hotifications « Critical Everits Incidens Contacis » Reports
+ Foirra Fhaport Help with this page @
il . & Publigh Preview
Earthquake in Los Angeles
®
a
a
Status Form Aeport Tags Formi Last Modihed By Last Moddfied On -
3
=
[ S
Form
Rt

3. The Select a Form dialog displays the forms from your Form Library. Click the
radio button of the desired form.

Pieffer University {Crganizeten Admin) w Everbrigge 360™

Heelp with this page

Sebect a Form
& Aot

Earthquake in Los Ar

#_ Fatm hame Tags Lot Modified On

DiMewFo _  Earthquake Damage Assessment A 1B K¢ T
@ Foem
Slatus Lt Modifiid On

Holes

st
L

[ |

Foami
Rt

4. Click Save. The New Form Report displays the form as a template.
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5. Give the new Form Report a name.

B NEW! Everbridge 360~ 0 Legout

Help with this page €

Repories

6. As needed, change the report status from Draft to Publish (or vice versa).

7. Optionally, add Tags.

8. Optionally, to see the report in Preview mode, click Preview Report. Then,
click Close.

9. Click Save.

Maintaining Existing Form Reports

You can delete, lock, or unlock a report from the Form Report page. You can also
copy a Form Report, edit a form report, and change the status of a Form Report
from Draft to Publish and vice versa.

Deleteing, Locknig, or Unlocking a Form Report

To delete, lock, or unlock a Form Report:

1. From the Form Report page, select the checkbox to the left of the desired
Form Report. The Actions menu becomes enabled.
2. Select one of the actions:
e Delete — You can delete the Form Report altogether.
e Lock — You can only lock an unlocked Form Report. When selected, a
lock icon appears next to the Form Report name and changes cannot be
made to the report.
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¢ Unlock — You can only unlock a locked Form Report.

Phiaffer Univiers ! HH - ) MEW! Everbridge 360~ D Logatt

orm Report Hedp with this pages ©
- o Publish Preview
Earthquake in Los Angeles
ko
- 3 Hew Form Report Q
f]
e Form Report Tags Formm Larst Modified By Larst Modified On
B miock +  Earthquaks Damages Eanthouake Damage Assess_ Sarsh Jom 12, 2024 154243 PET
ED
G
Fadrra
Report

Editing a Form Report

To edit a Form Report:

1. From the Form Report page, select the Pencil icon of the desired Form
Report.

X1 Everbridge 360~ 1D Logout

Help with this page i@
4 5 Publish Preview
Earthquake in Los Angeles

A

) 3 Moew Froems Rnport Q
o

- Sfmus Fonm Beport Tags Form Last odified iy Last Modified On

B 0 e Earthquake Damages

@

@

¢

Foem
Rt

2. The Edit Form Report appears. Make any changes.

3. As needed, change the report status from Draft to Publish (or vice versa).
4. Optionally, add Tags.
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5. Optionally, click the PDF icon to generate a PDF of the report.

6. Optionally, to see the report in Preview mode, click Preview Report. Then,
click Close to close the report.

7. Click Save.

Copying a Form Report

To copy a Form Report:

1. From the Form Report page, select the Pencil icon of the desired Form
Report.

Help with this page G

. =5 Publish Frevies
Earthquake in Los Angeles

#

. 3 M Foem Raspoat Q

=

Stk Form Rieport Togs Foem Last Modified By Last Modified On

B s . Earthquake Damages

[\
Foem

Rigeort

2. The Copy Form Report dialog appears. Rename the Form Report.
3. Click OK.
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Collecting Real-Time Contact
Information

The Tracker Survey is the initial phase of the Impact Tracker. Tracker surveys are
a way to communicate with your contacts and collect valuable information during a
Critical Event. From the Critical Event Details page, you can design a form and
then launch a tracker survey.

NOTE: Trackers are not supported for Critical Events launched from Visual
Command Center or ManageBridge.

Creating a Tracker

To create a new Tracker:
1. From the Critical Event Details page, select the Tracker icon.

# ) NEW! Everdridge 360 O Lagait

al Event Details Help with this page ©

Earthquake in Los Angeles

_ Manage Event Dashiboard Los Angeles Earthquake Dashboard Configure =

Legacy Situation Report
=] ¥

E Earthquake # Edit Evorr Durinds

Map

Event Cvmer. Tarsk and Dashiboard Alerts:

B
rrrrr

(]

Cusismals + Wia Link: hirgs: v, ooV ttndq
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2. Click New Tracker. The New Tracker wizard displays the Enter Details page.

Piefier University (Degasization Admin] »

Mew Tracker F

. o
Enter Detsls

Earthquake in Los Angeles_o

* Nae:
A Deefausht Test o+ AddTab

E- e e St the BCTRON peTmissions of the Member Porial conmacts @) L R

in

. Type a name for your tracker.
. Select a date from the Calendar icon when you want the tracker to expire.
. Select the checkbox to set the permissions of the Member Portal contacts:
 Edit submission - Allows changes to tracker answers
» View all submissions - Enables Members to view each other’s
submissions
» Create multiple submissions - Enables Members to submit the tracker
multiple times. For example, for the Member and then on behalf of
another Member.
. Click Next. The Select Form page appears.
. Click Select a Form.

ga b w

N O
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8. Select the radio button next to the form from the Form Library and click Save.
You can edit or delete the form if you need to make changes.

Select a Form »®

I Q
Form Name Tags Last Modified On -

Eartk ke D A ent
arthquake Damage Assessmen Jan 12, 2024 15:38:46 PST

Form
Tr

COVID Vaccine Verification Form Vaccination Dec 12, 2022 10:15:09 PST
Jan

Suspicious Activity Report Form Dec 12,2022 10:13:12 PST

View 1-3of 3 n 10/ page

Cancel

9. Click Save and confirm the Form selection on the next screen, or change the
selection as needed.

h>)
New Tracker X
(7]
Enter Details Select Form Select Contacts
* Form:
Earthquake Damage Assessment Form Edit = Delete Bad
ih
< Back Cancel Next >

L AL L | s | ™ |-| - | | IU,!IJCIHE w |
10. Click Next. The Select Contacts page appears.
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11. Click Individual, Groups, or Rules. The Select Contacts dialog is displayed for
your Organization.

New Tracker X
™
D _ (2]
Enter Details Select Form Select Contacts
* Send to:

8 1 1

Individuals Groups Rules
atg

Preview Contacts i Clear selected contacts

Turn off tracker notifications

< Back Cancel

12. Select your contacts from each sub-tab, as needed, and click Select.
13. Click Launch.
14. Click OK.

Targeted contacts receive a Tracker Notification by email and SMS. From the
Member Portal, they complete the Tracker and submit the results.

Adding a Tab

To add a tab:

1. From the Critical Event Details page, click the Tracker icon.
2. Add tabs to classify your trackers. For example, Asset trackers go to one tab
while Employee trackers go to a different tab. From the Trackers page, click
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Add Tab. The Add Tab dialog appears.

Pfieffer Universi

» Trackes Help with this page &

& Actiw # Publizh Proview

Earthquake in Los Angeles

_ Add Tab e
Defandt Test  +Add Tab
a

Hoes

E’ Status Tracker Hame ited By Created On

Meiing

= BT

Tracker

3. Type a name for your tab.
4. Click Save. The tab name is added to the Trackers page.

Renaming a Tab

To rename a tab:

1. From the Trackers page, hover the mouse over the tab name.
2. Click Edit. The Rename Tab dialog appears.

3. Type a new name over the existing name.

4. Click Save. The tab name is added to the Trackers page.

Deleting a Tab

To delete a tab:

1. From the Trackers page, hover the mouse over the tab name to delete.
2. Click Delete. The Remove Tab dialog appears.
3. Click Confirm.

Launching a Tracker from a Template-based Critical Event

If a Critical Event is launched via a template that contains a tracker, the tracker can
be launched from the Critical Event Details > Trackers tab. To launch the tracker:
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1. Click Launch for the applicable tracker.

“feverbridge

F-3 Tower Global (Organization Admén) » (7] @) Everbridge 360~ &
Traches Help with this page ©
[ ] o Publish Preview
Los Angeles Earthquake
w_ Delwdt o Add Tab
T}
L £ Bew Tracker Q
B Status Teacker Name Completed Ratic  Form Closed On - Created By Created On

Tmgs Aassant 071 e ey Sarsh Venezin

2. The New Tracker modal will appear with the inherited tracker details, such as
the tracker name.
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New Tracker X
(2]
Enter Details Select Form Select Contacts
*Name:

Damage Assessment Form

Expires:

Set the action permissions of the Member Portal contacts €@

Edit submission
View all submissions

Create multiple submissions

Before clicking Next, if applicable, set an expiration date and adjust the
following permissions for Member Portal contacts:
o Edit submission
* View all submissions
o Create multiple submissions
3. Continue to the Select Form tab, where the tracker's inherited form can be
edited or removed as needed.
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New Tracker X
(7]
Enter Details Select Form Select Contacts
* Form:
Damage Assessment Edit | Delete
< Back Cancel
Click Next.

4. The tracker will automatically inherit the contacts, groups, and rules included
in the tracker from the Critical Event Template. These can be previewed and
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adjusted as needed from the Select Contacts tab.

0 5 3

Individuals Groups Rules

Preview Contacts i Clear selected contacts

(] Turn off tracker notifications

‘ < Back | ‘ Cancel ‘ Launch

New Tracker %
i
Enter Details Select Form Select Contacts
* Send to:

o Tracker notifications can be disabled by selecting the Turn off tracker
notifications checkbox.
5. Click Launch.
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Maintaining Your Trackers

An event's Trackers are listed on its Trackers tab.

Everbridge Suite Phieffer University {Dvganization Admin] » H 7 ® ) NEW Ewerbridge 360~ O Logout

Dashiboand Universe Hotfications v Critical Events v incdants v Contacts v Repone Sattinge v Access w

Timcker Help with this page G

& bty = Publish Preview

Earthquake in Los Angeles

'ﬂ' Delmah * Add Tab
2 Mew Trackes Q
B Statis Tracker Mamae Completed Ratio Fom Closed On = Created By Crested On
et Teit
= ® Aot Eartheuak Damsges
o

Closing a Tracker

To close a Tracker:

1. From the Trackers page, select the check box next to the Tracker you want
to close. The Actions menu becomes enabled.
2. Select Close from the menu.

Everbridge Suite W Everbridge 260~ D Logout

-

Help with this page ©

w Defmdt  +AddTab
Actions 3 M Temek Q
' « Hame Completed Raile Form Closed On +  Creabed By Created On
i Test
= .I:I #avw @ Earihquake Damages 0/1 Earthquake Damage Asses Sarsh Jan 16, 004 124017 PST
Tracker

3. The Close Tracker dialog appears. Click Close to confirm you want to close
the Tracker.
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Deleting a Tracker

To delete a Tracker:

1. From the Trackers page, select the checkbox next to the closed Tracker that
you want to delete. The Actions menu becomes enabled.

2. Select Delete from the menu. The Delete Tracker dialog appears.

3. Click Delete to confirm you want to delete the closed Tracker.

Managing Tracker Results

From the Trackers page, you can see your Trackers, their status, the ratio of
completed Trackers versus the number of contacts who were sent the Tracker,
and the form used in the Tracker.

To see the Tracker details:

1. From the Trackers page, select the Tracker name you want to review. The
Tracker Details page is displayed.
2. Continue to the desired procedures below.

Adding People and Groups to a Tracker

To add more people and groups to the Tracker:

1. Click Follow Up. The Follow Up dialog appears.

2. Select your additional contacts to receive the Tracker. If an active Tracker is
already in place, you can add additional contacts to the Tracker without
sending a new Tracker to all contacts.

3. Click Follow Up.

Adding a Chart to a Tracker

To add a chart to the Tracker:
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1. Click Add Chart. The Add Aggregated Chart appears.

Pfieffer University (Ceganization Admin}

Add Aggregated Chart ®
5 = Track Help weith this page G

* Tithe Preview
Earthquake Damages «¢

Form Eae g i Damags ATl B

Type:
Lyan *
¢ =
- =
Aggregate By:
Add Chart Graphic Properces

DATA LIST FollowUp 3 Inserta Record o Columns B Dow = Fillers

Duate: ! Time T LRHTHIED ASSES e Reporter

2. Enter the following:
e In the Title field, type a name for your chart.
e Select the type of chart:
= The Pie Chart is a circle divided into sectors that each represent a
proportion of the whole.
= The Horizontal Bar chart’'s X-Axis represents the categories and
the Y-Axis represents a value for the categories.
= The Vertical Bar chart’'s X-Axis represents the categories and the
Y-Axis represents a value for the categories.
 In the Aggregate By field, select the column name from the menu.
 In the Graphic Properties field, select the property corresponding to a
color of the chart.
= Double-click the field below the Graphic Properties field. Select
the desired color or enter the Hex or RGB numbers to change the
color.
3. Click Save. Your chart is added to the Tracker.
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4. If needed, hover the mouse over each sector to see the labels.

Help with this page ©

Sherer Charts

Earthquake Damages o rades
Expires: Jan 17, 2024 1403 PST Feem: Earthquaks Darnage Assessenent Form

CHARTS @ Add Chant =2 Shars with contscts | Priview Contscts

DATA LIST # O Insert a Record Mansge Colamns [ Dowsload ©SV W Fills

Diste / Time i Damaged Assars Upload Repores
2
: ==

Editing a chart

To edit a chart:
1. Click the Pencil icon of the chart you want to edit. The Edit Aggregated Chart

dialog appears.
2. Make your desired changes.
» In the Title field, type or replace the name for your chart.
= The Type is a Pie Chart. The Pie Chart is a circle divided into
sectors that each represent a proportion of the whole.
« In the Aggregate By field, select the column name from the drop-down

list.
 In the Graphic Properties field, select the property corresponding to a

color of the chart.
= Double-click the field below the Graphic Properties the field with

color. Select the desired color or enter the Hex or RGB numbers to
change the color.
3. Click Save.
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Deleting a Chart from a Tracker

To delete a chart from a Tracker:

1. Click the X in the upper right-hand corner of the chart to be removed from
the Tracker. The Remove Chart dialog is displayed.
2. Click Confirm.

Inserting a Record

To insert a record:

1. From the Tracker Details page, click Insert a Record. The Tracker appears
and allows you to provide answers on behalf of a contact.

2. Fill in the Tracker, then click Submit.

3. Click the Tracker Details link. The record is added to the Data List of the
Tracker Details page.

Viewing a Record in the Data List

To view a record in the Data List:

1. From the Tracker Details page, click the number of the record on the left-
hand side of the list. The individual's Tracker appears.
2. You can:
 Edit the record — Click Edit, make your changes, then click Submit.
e Delete the record — Click Delete, then click Confirm to confirm the
deletion.
e View the record — View the record, then click the Tracker Details
breadcrumb to return to Tracker Details.

Managing Table Columns

To manage the columns in the table:

1. From the Tracker Details page, click Manage Columns. The Manage Columns
dialog appears.
2. Select up to eight columns to see for this Tracker.

 Starting from the top of the dialog, select the desired column name from
the drop-down list. Top-to-bottom column names become left-to-right
columns in the Data List.

« If less than eight columns are displayed, click Add a column. The
column is added to the bottom of the dialog. Select the desired column
name from the menu.

e Reorder the columns by using the Hamburger menu and dragging a
column name.
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 If needed, remove a column by selecting the X to the right of its Column
Name.
3. Click Save.

Filtering Data by List

You can filter the data list by the following categories:

» Submitted By
» Last Updated By

To filter the data:

1. Click Filters.
2. Enter Submitted By, Last Updated By, or both, and click Search. The Data List
displays your filtered results.

Sharing the Tracker

To share the Tracker with contacts:

1. Click Share with contacts.The Share with Contacts dialog appears.
» Optionally, click Clear selected contacts to start fresh.

2. Click Preview Contacts to see who has already been sent the Tracker.
3. Select your Individuals, Groups, and/or Rules from each pane.
e You can select the check boxes of Individuals, Groups, and Rules you
want to remove.
4. Click Select.
5. Click Share. The Tracker is shared with the selected contacts.
6. Click OK.

Downloading a CSV of the Tracker

To download a CSV of the Tracker:

1. From the Tracker Details page, click Download CSV. The Download CSV
dialog appears.

2. Click OK.

3. Wait for an email of the generated CSV file.

4. Click the link in the email to access the content.
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Critical Event Settings

General Settings

Logo for Report and Dashboard Public Link

You can display a logo for your Situation Report and Dashboard Public Link. To
add your logo, from Settings > Organization > Critical Event > General Settings,
drag and drop your logo onto the field. If you decide to change the logo or remove
it altogether, simply click the X in the upper left-hand corner of the logo.

General Settings ®

Logo for Report and Dashboard Public Link

O

Drag and drop file here to upload

or click browse...

Sharing Public Dashboards

To enable or disable sharing Dashboards (both Landing and Single Event) via a
public link, select the Enable Share by Public Link on Critical Events Landing
Dashboard or Enable Share by Public Link on Critical Event Single Dashboard,
respectively.

Enable ‘Share by Public Link’ on Critical Events Landing Dashboard @

Enable ‘Share by Public Link’ on Critical Event Single Event Dashboard m

Tracker Permission Pre-configuration For Member Portal Contacts

The following Tracker permissions can be pre-configured for Member Portal
contacts by selecting the checkboxes:

e Edit Submission
e View all submissions
e Create multiple submissions
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Tracker Permission Pre-configuration For Member Portal Contacts

Edit submission
View all submissions

Create multiple submissions

Assets APl Permission on Member Portal

If configured, you can also select the desired checkboxes on this page to allow
Assets API permission on the Member Portal:

o Allow access to assets data
e Allow access to contact data

Assets API Permission on Member Portal

Allow to access assets data

Allow to access contacts data
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Variable Mappings

You can create Critical Event Variable Mappings from Settings > Critical Event >
Critical Event Variable Mapping. Each Critical Event field name must have a
corresponding Incident Variable. Click Save when done.

This is to support the auto-launch capability. If an Incident Template has different
required fields in the form, those variables must be filled in before launch. The
mapping below helps the user to automatically fill in the values for those required
variables.

If the intended Incident Template has required fields, and the Variable Mapping is
not set up so that those variables have values, the auto-launch will fail. So, when
the event is launched and the Incident Template still has the 'Launch' button, this
means that the Incident Template is not launched.

Everbridge Sute Phieffer University (Deganization sdmin) w232 7 ® ) NEW! Everbridge 360~ 0 Logeat

=
i
i

Critical Event Variable Mapping @

Critical Event Fledd Name Incident Varisbie )
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Event Types

Here, you can see all of the Critical Event Types and their respective Category
names for your Organization. In addition, you can add custom Event Types. Click
New Event Type, then type an Event Type name and select the Category from the
drop-down list. Click Save.

A Everbridge 360~ D

Event Types @

& New Event Type Q. Resst

Hew Event Type E
Event Type Lasst Modified On

* Event Type:

* Calpgery Salert -

& Nesirie Conflict/War Ofio Anderser o 20, 2022 11:51:22 PST

#  Aacks Confict/War Omo Anderscr Ja 29, 2022 11:50:22 PST

You can create your own Event Types from the Settings tab. There are different
potential actions to take:

» Hide/Unhide—From the Settings tab, the Event Type List directly
corresponds to the ones shown on the Event Template. If you do not want
some of the items to show, then you can hide them from that list.

» Delete—If you do not like the Event Types provided by Everbridge and want
to start fresh, you can delete all or some of the Event Types from the list.
However, know that it is not a physical purge.

e When you create a new Event Type, if that has been a part of the
Everbridge Default List, then the system prompts you to use the default
although you have deleted that entry. For example, if you delete
“Earthquake” from the default list, then start to create "Earthquake”, the
system automatically prompts one for you to choose.

» Category—A Category must be selected. Due to integration with various data
sources, the Category must be selected from the Default Everbridge
Category List. Even if you create a new Category, it must be linked to an
Everbridge Category.
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Also, in the case of a deletion, if you create a new Category that previously existed
in the Default Everbridge Event Type List, the Default Category classification will

also be used.

Everbridge Suite

) NEW! Everbridge 360~ 0 Logout

Event Types @

B Hew Evert Type Q | mesat

= Calegary Lavst Mcdified By Last Medified On

Aar Quality Otta Anderson Jan 2% 22 11:51-22 PET

The following table contains the Default Everbridge Event Types and Categories.

Event Type
After Shock

Air Accident

Air Quality

Air Quality Hazard
Air Security Incident
Airstrike

Attacks

Avalanche

Bacteria

Biological Threat

Category

Natural Disaster
Transportation

Air Quality

Weather
Terrorism/Suspicious Activity
Conflict/War

Conflict/War

Local Disaster
Health/Disease

Health/Disease
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Bird Infestation
Blizzard

Bomb Detected
Bomb Explosion
Bomb Threat

Brush Fire
Carjacking
Chemical Spill

Civil Arrest

Civil Demonstration

Civil Displaced
Population

Civil Rioting

Civil Unrest
Conflict/War
Corrosive Material
Coup

Crime

Curfew

Cyber Attack
Declaration of War

Disease Outbreak

Health/Disease

Weather
Terrorism/Suspicious Activity
Terrorism/Suspicious Activity
Terrorism/Suspicious Activity
HAZMAT/Fire

Crime

HAZMAT/Fire

Civil Unrest

Civil Unrest

Civil Unrest

Civil Unrest
Civil Unrest
Conflict/War
HAZMAT/Fire
Conflict/War
Crime

Other Security
Other Security
Conflict/War

Health/Disease
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Drinking Water
Drizzle

Drought

Dust Storm
Earthquake
Election
Emergency Landing
Emergency Law
Extreme Temperature
Facility
Flammable Liquid
Flammable Gas
Flammable Solid
Flash Flood
Flight Delay
Flight Disruption
Flight Diverted
Flood

Fog

Frost & Freeze
Fungi

Gas Outage

Utility/Infrastructure

Weather
Weather
Weather
Earthquake
Other Security
Transportation
Other Security
Weather
Facility
HAZMAT/Fire
HAZMAT/Fire
HAZMAT/Fire
Weather
Transportation
Transportation
Transportation
Flood
Weather

Frost & Freeze

Health/Disease

Utility/Infrastructure
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HAZMAT/Fire
Hail

Hazardous Materials
Health/Disease
Heat

Heightened Security
High Wind
Hostage

Hot Spot
Hurricane

IT Incident

Ice

Industrial Action
Insect Infestation
Inversion

Kidnap

Landslide

Local Disaster
Looting

Malware Attack
Marine & Coastal

Marine Accident

HAZMAT/Fire
Weather
HAZMAT/Fire
Health/Disease
Heat

Other Security
Weather

Crime
HAZMAT/Fire
Hurricane

IT Incident
Weather

Civil Unrest
Health/Disease
Weather
Crime

Local Disaster
Local Disaster
Crime

Other Security
Marine & Coastal

Transportation
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Marine Security
Incident

Maritime Disruption
Microbial Infestation
Military Engagement
Military Exercise
Mobile Safety

Multi-national Military
Exercise

Municipal Water
Management

Natural Disaster
Non-Flammable Gas
Non-Residentail Fire
Organic Peroxides
Other

Other Security
Other Weather
Oxidizers

Phishing Site
Poisoning

Police/Security
Forces Response

Political Controversy

Terrorism/Suspicious Activity

Transportation
Health/Disease
Conflict/War
Other Security
Mobile Safety

Other Security

Utility/Infrastructure

Natural Disaster
HAZMAT/Fire
HAZMAT/Fire
HAZMAT/Fire
Other

Other Security
Other Weather
HAZMAT/Fire
Other Secuity
Health/Disease

Crime

Civil Unrest
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Politically Motivated
Assassination

Power Outage
Product Recall

Protozoa

Radioactive Materials

Rail Accident

Rail Disruption
Rail Security Incident
Rain

Ransom

Reptile Infestation
Residential Fire
Road Disruption
Robbery

Rodent Infestation
School Fire

Secession
Declaration

Sewage Outage
Shooting
Snow

Social Clashes

Conflict/War

Utility/Infrastructure
Other
Health/Disease
HAZMAT/Fire
Transportation

Transportation

Terrorism/Suspicious Activity

Weather

Crime
Health/Disease
HAZMAT/Fire
Transportation
Crime
Health/Disease
HAZMAT/Fire

Conflict/War

Utility/Infrastructure
Crime
Weather

Conflict/War
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Special Needs Fire

Spontaneously
Combustible

Stabbing

State of Emergency
Structure Collapse
Subsidence
Suspicious Activity
Suspicious Object

Suspicious
Substance

Telecommunications

Terrorism/Suspicious
Activity

Thunderstorm
Tornado

Toxic Gas

Toxic and Infectious
Transportation
Travel Warnings
Tropical Cyclone
Tropical Storm

Tsunami

HAZMAT/Fire

HAZMAT/Fire

Crime

Other Security

Local Disaster

Local Disaster
Terrorism/Suspicious Activity
Terrorism/Suspicious Activity

Terrorism/Suspicious Activity

Utility/Infrastructure

Terrorism/Suspicious Activity

Thunderstorm
Tornado
HAZMAT/Fire
HAZMAT/Fire
Transportation
Other Security
Natural Disaster
Tropical Storm

Natural Disaster
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Unexploded
Ordinance

Utility/Infrastructure
Vehicle Accident

Violent Activity
Threat

Virus

Volcanic Eruption
Water Main Break
Wildfire

Wind

Winter Storm

Winter Weather

HAZMAT/Fire

Utility/Infrastructure
Transportation

Crime

Health/Disease
Natural Disaster
Utility/Infrastructure
Wildfire

Wind

Weather

Winter Weather
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Update Alerts

Update Alerts is a feature that generates additional pop-up alerts in the Manager
Portal for all users whenever new Critical Event notifications and Tasks are
created. Click the checkbox to toggle on Update Alerts from Settings > Critical
Events > Update Alerts.

o Select the play sound checkbox to pair an audio cue with these alerts.

Phicfier University (Onganization Admin) b B MEW! Everbridge 360~ D Logout

Contacts v Reports Settings v ACOESS v

Update Alerts @

(G Pl surdd whin on abiet displays 0 Priview

o u Gemigen

[

For more details, see Real-time Updates.
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Form Setting

Use the Form Settings page to add and customize status levels to indicate the
condition of your requests.

- Everbridge Suite Phieffer University {Ooganization Admin) » W y HEW! Everbridge 360~ 0 Logout
&

S

Incadanis v Cortacis v Reponi Saitings«

Form Settings @

s # Rename Forms®

Patus Masme W Ui Aented Manage

8 A

By default, this functionality is called Forms. You can rename this label according
to your Organization’s naming conventions. Click the Pencil icon and a dialog is
displayed. Change the name and click Save.

PfeHer Univers o Ackerin) HH - A" Everbridge 360~

Form Settings @

Forms # Rename Forms®

: Rename Forms” =
Status
* &
Batus Mame Bl Manage
B
- - TurECalion
b 1% 4 C beed aC
E w
Closad m
Sarve
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In addition, you can add up to 50 Status levels. Type a new status level in the field
at the bottom of the Form Settings page, then click Save.

Lastly, when requests are created or updated, an alert will be sent to specified
users.

In the Alerts section of the page:

« If there are no specified users, click the button: Select Users to Receive Alert.
« If there are specified users, click Manage. The Select Users dialog appears.
Select the check boxes of the users to receive the alerts, then click Save.

Everbaidge 360

w|  First Name (P Email

Lavemn Bairna Lawvern Baimaenbgiie com

| Donna Abbe Donna Abbegebdake com

B

From Data, toggle on the Always allow members of edit request
submissions option to allow members of your Member Portal to edit request
submissions.
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Everbridge Suite Phiefier University (O ion Admin) s ® ) NEW! Everbridge 360~ O Logout

Uriverse

Startus Aleris
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Alert Templates

You can customize your automatic action alert content in Crisis Management
at Settings > Crisis Management > Alert Templates.

These settings allow you to:

o Customize your automated messages to be more appropriate for your
audience.

* Modify delivery paths of notifications.

e Assign and reassign tasks.

o Create and update requests.

W Eirbridge 3607 O Logout

Alert Templates @

Customizing Alert Templates

To customize an Alert Template:
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1. Click on the pencil icon next to the desired template. The Custom Alert
Template page opens.

2. Start adding variables by first clicking on the applicable text field, and then
selecting the plus icon next to the desired variable. In the Tracker Alert
Template example below, we have the following variables to choose from:

o Critical Event Title
» Event Description
e Tracker Name

o Expiration Time

B MEW Everbridge 380° O Logout

Template Mame: Mew tracker, Follow Up

The added variables will be displayed in the green text where they were
inserted within the text field.
3. Select one of two Settings options:
o Crisis Management Default
o From a Notification Template. Choose this option if you'd like
Notification settings (delivery methods, sender email display, etc.) to be
utilized from a chosen template.

Settings

Crisis Management Default

(® From a Notification Template Classroom Change

4. Once satisfied, click Save.
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NOTE: If you'd like to recreate a template from scratch, select Reset to
Default near the template name.
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Creating a Critical Event Template

You can create a Critical Event (CE) ad hoc or include a Critical Event Template.
You can see the status and details of existing Critical Event Templates from the
Critical Event Templates subtab. View the template details by clicking the template
name.

To edit a Critical Event Template, click the Pencil icon of the desired Critical Event
Template.

You can also move the individual files into folders or add subfolders.

To delete a Critical Event template, select the checkbox next to its title, then click
Delete.

Create a Critical Event Template

To create a new Critical Event Template:

1. Select Critical Event Templates from the Critical Events tab. The Critical
Event Templates page appears.
2. Click New Critical Event Template.

“faverbridge

w8 - Tower Global (Organization Admin) = o &) Everbridge 360~ O

Launch a bew Bvert. IR

] board = ListView = cn it = Tosk List Templas B whagst i

0 Folder

Q

Ternphabe Ha Hatuz Created On Created By Last Modified . - Last Modified

3. The Create an Event Template page appears. If this template should be
usable immediately upon creation, set its status to Live. If you plan to work
on it and return later or collaborate with others, set the status to Draft.

» Note that only Live templates can be selected when launching a Critical
Event.

4. Fill in the Critical Event Template details accordingly. Required fields have a
red asterisk (*). You can fill in the fields now and return later to edit the
template when you have additional information.
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Yeverbridge

ccccc

valp with this page @

Communications

o
S Los Angeles

S Diego
4 =

+ Add Cussern Fields

[ 5o |
Refer to the field descriptions below:
Field Description
Status*

Set the Status as either Live to make it usable
immediately after saving, or Draft to save it as a draft
to return to later.

Template Name*

Enter a unique Template Name (up to 800
characters).

Title Enter a descriptive Title of the template (up to 800
characters).

Description Enter a description. Maximum characters: 2500.

Event Type Select the Event Type from the drop-down list.

Owner Click the Select an Owner link and choose an

owner.
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Location

Select an address, drag the pin to change location,
then click Select This Location.

Use shapes on the map. Select a shape from the
Select Shapes dialog and place it on your location.
Repeat as needed. Then, click Select These Shapes.

Location Name

Enter a Location description. Maximum characters:
2500.

Add Custom Fields

Your template can include your Organization's
Incident variables so that the Critical Event is
automatically filled in when launched.

To add custom fields to the template:

1. Click Add Custom Fields.

2. Search and select the checkbox next to the
desired Incident variables name(s).

3. If required, select that checkbox as well.

4. Click Add. The custom field is added to the
bottom of the template.

To reorder the custom field, click the Hamburger
icon and while holding the mouse, drag the field to
its new position.

If the custom field was created by mistake, click X to
delete it.

Folder

When you launch a Critical Event, a folder name can
be included in the template. The launched event is
placed in the folder. A default folder is presented,
but you can change it. If the user has no folder
permission, then the event will be placed in the
Uncategorized folder.

Turn off
Notifications for
task assignment
and dashboard
sharing

Select this checkbox to turn off the Notification
when launching the event and dashboard sharing.

Auto-Launch

Select the checkbox to auto-launch the selected
task lists and Incident communications.
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Task Lists Click Add to add existing task lists. Select the
desired checkbox and click Save. If already added,
you can also delete a task list by clicking the X next

to its name.
Incident Click Add to add existing Incident Templates. Select
Communications the desired checkbox and click Save. If already

added, you can also delete an Incident template by
clicking the X next to its name.

Documents Click Add to add existing Documents. Select the
desired checkbox and click Save. If already added,
you can also delete a document by clicking the X
next to its name.

Trackers Click Add to configure Trackers for this Critical
Event Template. See Adding a Tracker to a Critical
Event Template for details.

5. Click Save when done. The new template will now appear in the list view.

NOTE: Critical Event Templates can also be created by copying a
preexisting one from the Critical Event Templates tab.

2= Dashboard = List View = Critical Event Templates = Task List Templates BB Widget Library
E3 New Critical Event Template Q
Template Na... Status Created On Created By Last Modified.. » Last Modified...
_-9" Severe Weathe.. * Live Jul 7,2022 09:3... Jul 7,2022 09:3..

The copied Critical Event Template will inherit all of the original
configurations and items, like Documents or Trackers, which can then be
adjusted as needed before saving the new version.

Insert an Incident Communications Template

An Incident Communications Template can also be added to a Critical Event
Template to include all of the variables from the IC Template. This makes
launching communications from the Critical Event itself seamless and effortless
while saving time spent on manually adding these variables again.

1. Enter the Add or Edit Critical Events Template pages.
2. Click Add Custom Fields.
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3. The Add Custom Fields pop-up menu will appear. Click the By Incident
Templates header, and then Select Incident Template.

4. Check the boxes next to the Incident Templates to include them. Click Add
Selected Templates.

5. You'll be returned to the Add Custom Fields pop-up menu. Check the boxes
next to the desired fields from the selected templates, and click Add.

6. Once done, the new fields will be included in the Critical Event Template.
Finish filling out the template and click Save.

Adding a Tracker to a Critical Event Template

Trackers can also be added to or removed from Critical Event Templates to
streamline the future response process before an event occurs. However,
remember that launching a Critical Event Template doesn't automatically launch
the Tracker. It will be available to launch from the Trackers tab of the Critical
Event.

To add a Tracker to a Critical Event Template:

1. Depending on the need, navigate to either the Create an Event Template or
Update an Event Template.
2. Click Add in the Trackers section.

“everbridge

A - Tower Global (Organization Admin) - (7] i) Evorbridge 360~ O
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3. Give the tracker a name, and if applicable, set the following permissions for
Member Portal contacts:

 Edit submission - Allows changes to tracker answers.

» View all submissions - Enables Members to view each other’s
submissions.

» Create multiple submissions - Enables Members to submit the tracker
multiple times. For example, for the Member and then on behalf of
another Member.
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Add Tracker

Enter Details Select Form

* Name:

X

(2]
Select Contacts

‘ Damage Assessment Form

Set the action permissions of the Member Portal contacts €@

(] Edit submission
() View all submissions

(] Create multiple submissions

‘ Cancel ‘

Click Next.
4. Select a form for this tracker, then click Next.
Add Tracker
Enter Details Select Form
* Form:

X

(7]
Select Contacts

Damage Assessment

Edit | Delete

| < Back ‘

(D

123




Yeverbridge

5. Select the contact recipients by choosing individuals, groups, and/or rules.

Add Tracker

Enter Details

Send to:

30

Individuals

Preview Contacts

Turn off tracker notifications

< Back

Select Form

Groups

X

i
Select Contacts

——

3

Rules

i Clear selected contacts

Cancel Add Tracker

» Tracker notifications can be disabled by selecting the Turn off tracker

notifications checkbox.
6. Click Add Tracker.

Event Template Export report.

NOTE: If added to a template, the tracker will be displayed in the Critical

Update Template

To update a Critical Event Template:

1. From the Critical Event Templates sub-tab, click the Pencil icon of the
template you want to edit. The Update Critical Event Template dialog

appears.
Edit the details as needed.
. Click Save.

w N
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Creating a Task List Template

Create Task Lists from the Task List Templates subtab. Each task item is a line of
its own, with an owner and any documents you want to associate with the task.

You can edit an existing Task List, copy a Task List Template, delete a task item
from a task list, or delete the task list altogether.

Al Wby e [4)

Creating a Task List from a Task List Template

To create a task list from the Task List Template:

1. From the Critical Events tab, select the Task List Templates subtab.
2. Click the New Task List menu.
3. Select Create New. The New Task List page appears.
4. Fill in the fields accordingly and click Save.
e Required fields have a red asterisk (*).
e You can fill in fields now and return later to edit the template when you
have additional information.

Field Name Description

Title Type a descriptive Title for the template.
e Can be up to 800 characters.

Description Type a description.
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Click the Select an Owner link, choose an owner, then click
Select.

Owner « Or, click Multiple Tasks to assign an owner to multiple
tasks at once, select the desired tasks, then click OK.
o For details, see the Selecting an Owner procedure.

Click Add to add a new task item. The task is automatically

numbered.
Add a New  You can select an Owner and add a Document.
Task List Item  You can set a timer that will automatically start once the

task list is launched.
e You can also delete an existing task.

Account and Organization Administrators can lock the order of the items on a
launched Task List to prevent them from being rearranged by other users.
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Creating an Ad Hoc Task List for an Event

If no appropriate Task Lists exist for an Event at launch, an ad hoc Task List can be
created and launched from the Critical Event Details page while the event is still
Active. To do this:
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1. From the Critical Event Details, scroll down to Task Lists and click Add Ad
hoc Task List.

Task Lists (3) [0 Al Task List
Saatus LList Name D Completed Tasks Completed On Added From
® In Frogre Assess Weather impact 3
F Building Evacuaticn
& Launch #  Sheiter In Place L

2. The New Task List modal will open. Fill in the name, owner, and description.
If multiple Task Lists need to be created, check the Add Multiple Task Lists
box

VCC: Location Typs:  Expecied VCCE Record Type: b thd 2

Samon text b

Mew Task List ®
0w
Whezage Tit .
Add b

W Akt T

Splpet EB Sit * Title:

weisi object

Cwrt o
« Task List * Dencrigiion List | 3 Add Task Lism
St Added From
& I Progress Libsrany
Tusk Hame lH.WTD Deoriamient Thmast Actions
e Librany @
B Launch Librany (o]
3 Add e task e

* Incident Communications (14) .Aad Incidern Tomplate | 3 Add Exinting Incident | D A4 Scheduled Incident
Status sy Hama Opa Duration Optred On Opanind By st Upairtied O =

3. Click Add a new task item at the bottom to add Tasks to this new Task List.
Each individual Task within a Task List can be assigned, and they can include
Documents from the Documents Library as needed. Click Save to add the
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Task to the Task List. Repeat for as many Tasks as is necessary.

Add Task

* Task Name:

Description:

Assigned To: Select an assignee

Document: Add afile

Cancel

4. Once the Task List is finished, click Add to Event. This new Task List will now

be included in the Task List section of the Critical Event Details page.

Creating a New Task

Once the Task List has been created, it's time to add the individual Tasks to be

completed. Select New Task Item to begin. This will open the Add Task modal,
which includes the following fields and data points:

o Task Name
e Description
e Assigned To
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Select Save to continue, and you'll then see the new Task populated on the Task

List.

Creating a Task Timer

Since time is of the essence during any Critical Event, creating a Timer for each
Task in a Task List can help save vital time when it matters the most.

This can be done by selecting the Timer Icon on the desired task within the Task
List. The Set Timer popup will appear with the following data points:

Task Name
Timer Type
Timer Duration

Escalation point of contact. This person will be alerted if the task isn't
completed before the timer expires.
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Select Save to continue once you've made your selections. Remember that the
Timer will begin counting down as soon as the Task List is launched.

Downloading Task List Template

NOTE: The standard Task List Template is an empty CSV-format file that
allows you to enter task list and task item information, then upload it back
into the system. The file contains brief instructions on what each heading
means. The required columns are: Task List Title, Task List Description, and
Task Item Name.

To download the standard Task List Template:

1.

5.

6.

From the Critical Events tab, select the Task List Templates subtab.

2. Click the New Task List drop-down list.
3.
4. The template_crisisTaskList.csv is downloaded from which you can enter the

Click Download Template.

required and optional fields.
e The template can be up to 5 MB, and have up to 500 tasks. Each task
list can have up to 100 task items.
Enter your information into the Task List Template.csv file and save it as a
different name.
Import your CSV file when ready.
» Follow the Import Task List Template File procedure below.

The table below contains a description of each field in the CSV file.

Column | Field name Description

A

Title Task List Title.
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Required field
Maximum 800 characters.

Required field

B Description e Maximum 2,500 characters
This can be one of the following:
C Owner Type o IndiViduaI
e Group
e Rule
This can be an External ID of an individual, a Group
D Owner ID
name, or a Rule name.
E Owner First Optional field.
Name
F Oner Last Name |Optional field.
e Required field
G Task Name e Maximum 1,500 characters
This can be one of the following:
H Assigned To e Individual
Type e Group

e Rule

This can be an External ID of an individual, a Group

I Assigned To ID
name, or a Rule name.

Assigned To

J First Name Optional field.
Assigned To . .
K Last Name Optional field.
L Documentation |A document in the Document Library.

Importing Task List Template File

To import a Task List Template CSV file:

1. From the Critical Events tab, select the Task List Templates subtab.

2. Click the New Task List menu.

3. Select Import CSV file. The Upload Task List Templates dialog appears. The
imported file should be less than 5 MB, and can contain up to 100 tasks.

4. Click Browse.

5. From the Open dialog, browse to the desired Task List Template CSV file,
and click Open.

6. Click Upload.

7. View the Upload status by clicking Task List Imports.

8. Review the file upload status of your previous action.
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e This shows the file upload status such as how many rows have been

received and how many have been loaded.
9. Click the View icon to see any import errors, organized by the Task List
names.

» Pick different task lists to view the details of what row of task items
have been successfully uploaded or failed.

 If an entry does not have a task list name, it is grouped into the
Unaffiliated Tasks.

Your Task List Template is uploaded and ready to use.

NOTE: Existing Task Lists will be overridden by lists uploaded here if they
have the same name. It means that your existing task lists will be deleted.
Make sure you are not replacing other people's task lists.

Error Handling Principles in the CSV Imports

Each row must have a Task List name. Otherwise, it will be skipped and put into
the Unaffiliated Task bucket.

The Description field is required. The lack of a Description field content fails the
entry.

« If a task list has more than one row, only one Description row is required.
o For example, if one task list has 20 task items, you only need to add a
description for one of the rows.

If more than one kind of description exists for a single task list, the first one will be
used.

Task List owners are not required information in the CSV file. However, if multiple
different task owners are entered for the same task list, then the first one will be
used.

e The Owner Type is required so the system can recognize the event owners.

» For Individual Owner Type, both the Task List Owner and Task Owners, the
External ID needs to be entered. First Name and Last Name will not work, as
there might be multiple contacts with the same name.

e For the Group Owner Type, enter Group at Owner Type, and enter the Group
name in the Owner ID column.

e For the Rule Owner Type, the CSV file needs the Rule name in the Owner ID
column.

» Assigned To Type and Assigned To work the same way as Owner Type and
Owner ID.
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Owner First Name, Owner Last Name, Task Assignee First, and Task Assigned Last
work the same way.

The Document section needs to have the Document name from the Critical Event
Document Library.
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Maintaining Task List Templates

Task List Templates can be viewed and maintained under the Task List Templates
tab.
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Copying a Task List Template

To copy a Task List Template:

1. From the Critical Events tab, select the Task List Templates subtab.
2. Click the Copy icon next to the Task List Template you want to copy.
3. Click Confirm. Your Task List Template is copied.

Updating a Task List Template

To update an existing Task List Template:

1. From the Critical Events tab, select the Task List Templates subtab.
2. Click the Pencil icon next to the task list to be modified. The Edit Task List
Template page appears.
3. Modify the Task List Template as needed.
e See the procedure Creating a Task List from a Task List Template for
details about each field.
 If needed, delete a task by clicking the X to the right of the task name.
4. Prioritize each task item by moving it up or down. The entire list also can be
sorted by each column in the table.
5. Click Save.
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Previewing a Task List Template

To preview the Task List Template Details:

O WN

From the Critical Events tab, select the Task List Templates subtab.
Click the Task List name. The Task List Template Details appear

View the details.

Click Edit template to modify the Task List Template details as needed.
See the previous procedure for details about each field.

Click Save.

Uploading a Task List Template

To upload a Task List Template:

1.

From the Critical Events tab, select the Task List Templates subtab. The Task
List Templates page appears.

2. Click the down arrow of the New Task List link.
3. Select Import CSV File. The Upload Task List Templates dialog appears.
4. Click Browse and navigate to your CSV file.
5. Select your Task List Template file and click Open.
6. Verify the name of the file. Existing task lists will be replaced by listed upload
here if they have the same name.
7. Click Upload.
Deleting a Task List
To delete an existing Task List:
1. From the Critical Events tab, select the Task List Templates subtab.
2. Select the task list to be deleted.
3. Click Actions and select Delete. The Delete Task List Templates dialog
appears.
4. Click Delete again to continue.

NOTE: Task List Templates associated with an active event template cannot
be deleted.

Downloading a Task List

To download an existing Task List:

1.
2.

From the Critical Events tab, select the Task List Templates subtab.
Select the task list to be downloaded.
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3. Click Actions and select Download. The TaskListTemplate... CSV file is
downloaded to your computer.

NOTE: The downloaded task lists will be a CSV format. If you have
documents, they will also appear in the CSV file.
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Documents Library

Using the Home Folder and its Subfolders

A Home folder and its subfolders can be used across a Critical Event, Critical
Event Template, Task List Template, and Document Library.

M Everbridge 360° O
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There is one Home folder, with up to 500 subfolders nested under it per
Organization. The permissions of the parent folder are inherited by its child
folders. Only Account Administrators, Organization Administrators, and Incident
Administrators can move subfolders to other subfolders. Users can create and
nest the subfolders up to four levels from the Home level. Each folder name can
be up to 800 characters.

If a user launches an event template from Folder A, for example, then that event
stays in Folder A. Users cannot delete folders that contain content.

» All my files — You can view all the resources to which you have access.

» Uncategorized — This refers to the files that are not in a folder.

» Home folder — There is only one Home folder per Organization. Any other
folders created are subfolders. Users can rename the Home folder and any
subfolders.

Mixed Object Permissions in Folders

Critical Event Templates and Task List Templates can have mixed permissions.
This means if a Critical Event Template contains components from different
folders, the user can view the event template, edit the event template
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components, and remove the components to which he or she does not have
access.

Example 1

The Organization Administrator mixes the following permissions:

e The Incident Administrator Boston has access only to Folder A, which
includes a Critical Event Template called Earthquake, a Task List called
Earthquake from Folder C, and a Document called B from Folder B.

e The Incident Administrator can view the Critical Event Template and can view
and edit the Task List and Document. However, if the Task List or Document
are removed, then the Incident Administrator cannot add them back in once
removed.

 If a Task List Template contains a document from a non-permitted folder, the
user can view the task list template, and edit, remove, and delete the task list
template.

Example 2:

The Organization Administrator mixes the following permissions.

e The Incident Administrator Boston has access only to Folder A, which
includes a Task List called Flood and a Document called B from Folder B.

e The Incident Administrator can view, remove, and delete the Task List
Template and Document B. However, the Incident Administrator cannot add
them back in once removed/deleted.

e If the Organization Administrator moves Folder C from Public to Private, some
users will have no access to Folder C and therefore cannot view it. For
launched active events, the Organization Administrator must manually move
the active events into Folder C.

Renaming the Home Folder

To rename the Home folder and give it permissions:
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1. From the Critical Event Templates, Task List Templates, or Document Library,
hover the mouse over the Cogwheel icon next to the Home folder name.

Namea Neadlina Shara With Addad On | ast Mo
Edit Folder Name/Permissions X
2]
* Folder Name: Home
Access: @ All Users Selected Roles
Cance

2. Click Edit Name/Permissions. The Edit Folder Name/Permissions dialog
appears.
In the Folder Name field, rename the folder.
In the Access field, select one of the radio buttons:
e All Users — All users can access the selected folder.
= Click the All Users radio button.
= Click Continue to apply All Users permission to all subfolders.
= Click Save.
» Selected Roles — Only specific roles can access the selected folder.
= Click Select Roles. The Select Roles dialog is displayed.
= In the Role Type field, select Incident Administrator or Incident
Operator from the menu.
= Search to or select the checkbox of the role you want to specify.
= Select all roles by selecting the checkbox next to the Role
column heading.
= Optionally, delete unneeded roles by selecting the checkboxes
from the Selected Roles pane, then click Remove.
= Click Save.
5. Click Save to save the folder name and its permissions.

P w

Adding a Subfolder

To add a subfolder to the Home folder or a subfolder:

1. From the Critical Event Templates, Task List Templates, or Document Library,
hover the mouse over the Cogwheel icon next to the Home folder name.
2. Click Add subfolder. The New Folder dialog appears.
3. In the Folder Name field, enter the subfolder name.
4. In the Access field, select one of the radio buttons:
e All Users — All users can access the selected folder.
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= Click the All Users radio button.
= Click Continue to apply All Users permission to all subfolders.
= Click Save.
» Selected Roles — Only specific roles can access the selected folder.
= Click Select Roles. The Select Roles dialog is displayed.
= In the Role Type field, select Incident Administrator or Incident
Operator from the menu.
= Search to or select the checkbox of the role you want to specify.
= Select all roles by selecting the checkbox next to the Role
column heading.
= Optionally, delete unneeded roles by selecting the checkboxes
from the Selected Roles pane, then click Remove.
= Click Save.

5. Click Save to save the folder name and its permissions.

Performable Actions

You can perform the following actions with Critical Event Templates, Task List
Templates, and Documents:

Download — Generate a CSV file of a task list.
Share With Mobile Members — Share your task lists and documents with
mobile members.
Remove Sharing — Halt the sharing of task lists and documents with mobile
members.
Delete — Delete a subfolder from the following subtabs:

o Critical Event Home (Active events)

o Critical Event Templates

o Task List Templates

o Document Library
Move To Folder — Move a Critical Event Template, Task List Template,
Active Events, or Document to a folder.

Follow the procedures below to perform the desired action.

Downloading a Task List

To download a Task List:

1.
2.

3.

From the Critical Event Templates page, select the Task List Templates page.
Select the checkbox of the task list to download. The Actions menu is
enabled.
Select Download from the Actions menu.
Open the CSV file.

e Resize the columns, as needed.
Save the CSV file.
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Sharing a Task List or Document with Mobile Contacts

To share a task list or document with mobile contacts:

1. From the Task List plan, select the Task List Templates page or Document
Library.
2. Select the task list or document to share with mobile members. The Actions
menu is enabled.
e You can also search for the task list name.
3. Select Share With Mobile Contacts from the Actions menu.
4. From the Share With Mobile Contacts dialog, select the Individuals, Groups,
and Rules with whom you want to share, and click Select.
Click Share. The Share With icon appears.
. Email and mobile push Notifications are delivered to your selected mobile
members. The push Notification will display either:
e Task List — New task list plans have been shared with you.
 Document — New documents have been shared with you.
7. Optionally, click the Share With icon to see the contacts with whom you are
sharing. The Preview Contacts dialog appears.
8. Select the different tabs to see Individuals, Groups, or Rules, then click OK.
e In turn, mobile members tap the link and the task list or document
appears.

o o

Removing Sharing

To remove sharing of a Task List plan or Document:

1. From the Task List Templates page or Document Library, select the item from
which to remove sharing. The Actions menu is enabled.

2. Select Remove Sharing from the Actions menu.

3. Click Remove to remove sharing. Contacts can no longer access the selected
documents on their mobile device and downloaded documents will be
removed.

4. See the page from which you removed sharing. The Share With icon no
longer appears.

NOTE: Removing the sharing on the Manager Portal triggers the Everbridge
Mobile App to remove the downloaded documents.

Deleting a Subfolder

To delete a subfolder:
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1. Make sure to remove all contents from the folder. The folder must be empty
in order for it to be deleted.

2. From the Critical Event Templates, Task List Templates, or Document Library,
hover the mouse over the Cogwheel icon next to the subfolder to delete.

3. Click Delete. The Delete Folder dialog appears.

4. Click Delete to confirm you want to delete this folder and all its content,
including any subfolders.

Moving a Critical Event

To move a Critical Event, Critical Event template, a Task List template, or a
document to a folder:

1. From the Critical Event list, Critical Event Templates page, Task List
Templates page, or Document Library, select the checkbox of the item you
want to move. The Actions menu is enabled.

2. Click Actions and select Move to Folder. The Move to Selected Folder dialog
appears.

3. As needed, search for the folder name or click either Collapse all or Expand
all to see the nested folders.

e Subfolders can be nested four levels under the Home folder.

4. Select the folder to which you want to move the item, and click Select. The

item is moved to the selected folder.

NOTE: The item number is added to the current folder (the folder to which
you moved the item), not any folder levels above it.
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Maintaining Documents

A document file helps the owner of a Task to do their job. You can upload different
types of documents, with the exception of executable files (files with the .exe file
extension).

Common file formats include the following, and the maximum file size is 50 MB:

« Document file formats—csv, doc, docx, docm, dotx, dotm, eml, gdoc, gsheet,
log, md, msg, numbers, ods, odt, pages, pdf, rtf, txt, vi, webdoc, wpd, xls,
xlsm, xlItx, xltm, xIsx, xsl

» Presentation file formats—gslide, gslides, key, odp, ppt, pptx, pps, ppsX,
pptm, potx, potm

» Image file formats—ai, bmp, dcm, gif, eps, heic, ico, jpeg, jpg, png, ps, psd,
svg, tif, tiff, dcm, dicm, dicom, svs, tga, pjpeg, webp

 Video file formats—mpg, mpeg, avi, qt, mov, mp4, m4v, wmv

e Audio file formats—wav, mp3, wma, amr

o Other file formats—ics, ical (calendar)

NOTE: These file formats may be updated based on customer feedback.

After uploading, the document can be added to your Critical Events. You can
download the document by clicking the Download icon.
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Adding a Document

To add a new document to the Document Library:

1.
. If known, select the folder name from the left-hand pane.

2
3.
4. Do one of the following:

From the Critical Events tab, select the Document Library subtab.
Click New Document. The New Document dialog is displayed.

e Click Upload, enter a Document Name (up to 800 characters), and
Browse to the file. You can upload up to 15 files at once, with a
maximum single file size of 50 MB. Each document must have a unique
filename.

e Click Link, enter a Document Name (up to 800 characters), and enter
the URL. Make sure to precede your website address with the https://
protocol.

Click the Information icon next to the File label to see the currently-supported
file formats.

Click Add to Document Library. Your document is added to the selected
folder. If you did not select a folder, your document is added to the
Uncategorized folder.

Updating an Existing Document

To update an existing Document:

O wnN

From the Critical Events tab, select the Document Library subtab.
Select the check box next to the document to be modified.

From the Actions menu, select Update.

Enter your updated information.

Click Update Document.

NOTE: The document type is controlled by the file extension.

Sharing Documents with Mobile Contacts

To share a Document with mobile contacts:
1. Select the checkmark next to the desired Document in the Document Library.
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2. The Actions menu button will become available. Click on it to open the
dropdown of available actions, then select Share with Mobile Contacts.
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3. The following modal will appear, where recipients can be specified
individually, or by groups and rules.

Share With Mobile Contacts » il

Who can view and save shared documents in the Everbridge Mobile App?

Individuals Groups Rules 4
Preview Contacts D Clear selected contacts

Turn off notifications for document sharing

Cancel Share

4. If desired, review the selected recipients by clicking Preview Contacts.
5. Click Share.

Setting a Reminder

To set a reminder:

1. From the Critical Events tab, select the Document Library subtab.

2. Select the check box next to the document to set a reminder.

3. From the Actions menu list, select Set Reminder. The Set Reminder dialog
appears.
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4. Fill in the fields, as needed.
» Update Deadline—From the drop-down list, select Recurring or One
Time.
» Recurring—Select how often from a specific date.
e One Time—Select a date.
o Alert Settings:
= Start—Enter the number of minutes, hours, or days before the
deadline to be alerted.
= Frequency—Enter the number of minutes, hours, or days to be
reminded.
= Recipients—Select the users to be reminded.
» Escalation—If the document is past due, users on this escalation
list are added to the Notification recipients.
5. Click Save. Reminders that have deadlines approaching will also have Delete
Reminder in the Actions menu. Once you have updated the document based
on the reminder, open the Set Reminder dialog and click Document Updated.

Deleting a Document

To delete an existing Document:

1. From the Critical Events tab, select the Document Library subtab.

2. Select one or more check boxes next to the names of the desired
Documents.

3. From the Actions menu, click Delete. The Delete Document dialog is
displayed.

4. Click Delete when you are sure you want to continue.

NOTE: Documents associated with an active event cannot be deleted.
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Forms Module

After you have set up your Form Settings, you can add folders to your Forms. Click
Forms in the menu. The number in the red box indicates the number of Forms.

NOTE: To learn about Folders and Subfolders, see Using the Home Folder
and its Subfolders.

Next to New, you can select a specific form from the Form drop-down list or a
specific status from the Status menu. The forms are in the Form Library. The
statuses are configured in Settings > Organization > Critical Event > Form
Settings.

To search for a Form:

1. In the Search field, enter one of the following:
o A word that is part of the Form name.
e The Form ID.
o A word that is included in the content of the Form.
2. Click the Search icon and, depending on what you entered in Step 1, select
either:
e By name & ID.
+ By content.
3. From the search results, select the Form.

. Everbridge Suite Pfieffer University (Organization Admin) v | 333 ? Logout
g
Dashboard Universe Notifications v Critical Events v Incidents v Contacts v Reports Settings v Access v
Events Forms 1 Documents Reports Audit Log (>}
B Folder ® = Submissions & Form Library
Q New Form ~ Custom Components Q

Collapse all | Expand all

All My Files (2) Status Name Share With Public Link Alert Recipients Tags Last Modified By Last Modified ..
Uncategorized (2)
S0 ° Live COVID Vaccine V.. & Inherited Vaccination Sarah Dec 12,2022 10..
s Home (0)
BnjBukingZ(0) S0 e Live Suspicious Activ. & Inherited Sarah Dec 12,2022 10..
mm Building B (0)
= Building C (0) View 1-20f 2 ' 10/ page

mm COVID Management (0)

mm Public Health (0)

mm Safety (0)
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Creating a Search Filter

To create a search filter:

1. From the Form Library, click Forms in the top menu bar.
2. Your Forms are displayed.
3. Select from the following lists:
e Form — Select either All Forms or any individual recent form.
o Status — All statuses except Closed are selected by default. Select or
clear the items as desired.
o Show — If you selected an individual form, then select List (default) or
Raw Data.
e More — If you selected Raw Data, add more filters:
= Created By
» Last Updated By
= Date Range - You can search up to a six-month date range.
4. Select the Gear icon to Manage Filters.
5. Select Save Current Filter. The Save Filter dialog is displayed.
6. Type a name and click Save.

To use this filter, select the Gear icon to Manage Filters, and select its name from
the list.

Adding a Form

To add a Form:

From the Status drop-down list, select the desired status.
The status is determined by your organization and set up in Form Settings.
Click New. The Select a Form dialog is displayed.
Select the form (you can search for its name or its form tag), then click Next.
The selected form is displayed.
Enter the information and click Submit. The Add Title dialog is displayed with
a suggested title.
6. Determine whether to keep the suggested title or rename the title, then click
Save.
7. From the Record Information pane, you can:
» View History — Click the View History icon to see the history of a Form.
The most recent updates are listed at the top. Select the desired date
and time to view its history.
» Status — Change the status by selecting a different status from the list.
e Linked — Click the number and the Linked Critical Events dialog is
displayed. Click OK after viewing the critical events.
8. Your Form is now listed at the top of the table.

PWDN -

o
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Editing a Form

By default, you can edit the form while its status is still Open. If your Administrator
enables the toggle in the Settings > Organization > Criticial Event > Forms Settings
page, then you can edit the form even if the status is In Progress.

NOTE: Everbridge does not support multiple users editing a Form at the
same time. If two users (for example, one using Manager Portal and the
other using Member Portal) are simultaneously editing the same Form, a
warning message appears to the second user that the first user is editing
the page. The message explains the latest submission will override earlier
submissions. To continue with the second user's edits, click Continue.
Otherwise, click Cancel and wait, then refresh the page and make your
changes.

To edit a Form from the Manager Portal:

From the Critical Events tab, click Critical Event Home.
Click Forms. The list of form forms is displayed.

Click the Pencil icon of the form to edit.

Read the NOTE above, if applicable.

Make the desired changes.

Click Submit Resource Form.

O UoAWN

To edit a Form from the Member Portal:

1. Log in to the Member Portal, and click Critical Events. The Events page is
displayed.

Select the down arrow (v) next to the Events header, then click Forms.
Click the desired Form name, and click Edit.

Read the NOTE above, if applicable.

Make the desired changes.

Click Submit Resource Form.

SESESAIN

Managing Columns

To manage the columns on the Forms page:

1. To change the order of the last three columns on the Forms page, click the
Manage Columns icon (to the left of the Search field). The Manage Columns
dialog is displayed.
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2. Perform one or more of the following:

e Change the order of a column by selecting its Hamburger menu, holding
down the mouse key, moving the column up or down, then releasing the

mouse key.
e Delete the column from the page by clicking the X to the right of the
column name.
3. Click Save.

Maintaining a Form

To maintain a Form on the Forms page:

1. Click the checkbox next to the Form on which to perform actions. The
Actions menu becomes enabled.
2. Click the desired action from the Actions drop-down:
e Link to Critical Event — Perform Steps 3 and 4.
e Delete — Perform Steps 5 and 6.
e Move to a Folder — Perform Steps 7 and 8.
Click Link to Critical Events. The Link to Critical Events dialog is displayed.
From the menu, select the Critical Event to link and click Save.
Click Delete. The Delete Forms dialog is displayed.
Click Delete Forms to confirm the deletion.
Click Move to Folder. The Move to Selected Folder dialog is displayed.
Select the folder name and click Select.

©NO G AW

Adding a Comment

To add a comment or Notification to a Form:

1. From the Form Library, click Forms along the top menu bar. Your Forms are
displayed.
2. Select the name of the Form to add a comment or Incident Notification.
3. Add one or both of the following:
e To add a comment about this Form, go to Step 4.
e To add an Incident Notification that can be sent to alert your contacts
about this form, go to Step 5.
. To add a comment, click Comment.
Optionally, select the checkbox if the comment is only for the Manager
Portal.
6. Enter your comment text, using a maximum of 5,000 characters and a
maximum of four files.
Click Add Comment.
To add a Notification, click the Notification tab.
Click Create New Incident Notification.

b
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10. Select the desired template from the list of Incident Scenarios or Other
Incident Templates.

1. Click Add Selected Templates.
12. Update the Incident details as needed, then click Send.

NOTE: Standard users can edit and delete their own comments and notes,
while Administrators can also edit or delete those left by others.
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Form Library Overview

You can create Custom Forms using the Form Library. The Form builder supports
simple and complex Forms. Collect data all at once, then repurpose the data
across many Forms. It utilizes a similar folder hierarchy to other areas of the
Manager Portal, allowing for easy organization and navigation.

The following are a few examples of Custom Forms:

 Situation Reports
* Resource Requests
e Impact Assessment Surveys
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The types of Forms you can create are:

o Form—~Create a single Form

o Wizard—Create multiple-page Forms
 PDF—Upload a PDF, then enter components into it

In general, there are different Form components from which to use. In each
component, there are options to define the fields and validations, allowing you to

Format the information as desired.
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NOTE: The Form Library includes a Developer Mode toggle, which provides
additional subtabs in each component, such as API, Logic, and Layout.
Experienced developers can use the toggle to add advanced features as
they create Form components. Only the non-Developer model is
documented here. If you use the Developer mode, feel free to explore the
advanced features.

General Settings

The following lists some of the general settings that are offered for the majority of
the Form components.

Label—Enter the name or title of this component.

Label Position—The position for the label for this field.

Placeholder—The placeholder text that will appear when this field is empty.
Description—The text that appears below the input field.

Tooltip—Adds a Tooltip icon to the side of this field.

Prefix—The text to show before a field. An example is “$" for USD.
Suffix—The text to show after a field. An example would be "Ibs"” for weight.
Widget—A component of the interface that enables the user to perform a
function or access a service.

Hidden—A hidden field is still a part of the Form JSON, but is hidden when
viewing the rendered Form.

Hide Label—Select this check box to hide the label of this component. This
setting displays the label in the Form builder, but hides the label when the
Form is rendered.

Hide Input—Hide the input when viewing the Form from the front-end
browser. This does not encrypt on the service. Do not use for passwords.
Disabled—A disabled field cannot be edited by the user or contact.

Creating a New Form

To create a new Form:

1.

Navigate to Critical Events > Form Library.
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2.

(208~

N O

10.
1.

12.

13.

Click New Form > New Form.

. The New Form page appears, where you use the Form Builder on the left-

hand pane to create your Form. The Form Builder sections are as follows:
1. Basic
2. Advanced
3. Layout
4. Data
5. Custom

. Type a unique name for the component.
. Select the Type from the menu:

e Form—Create a one-page Form.
o Wizard—Create multiiple pages of a Form.
o PDF—Upload a PDF file.

. Optionally, add any Tags.
. Drag and drop the desired component onto the Form where you want it to be

located.
Enter the component information, as applicable. As you enter the information,
you can see how the component appears by looking at the Preview.

. For Text Fields or Text Areas, insert an Incident Communications custom

variable or Crisis Management system variable so that Form content will
automatically be pulled from an event.

From the Data subtab, type {{ in the Default Value field.

Select the default value from the drop-down list. This will be the value for this
field, before user interaction. Having a default value overrides the
placeholder text.

Click Save. You can use this Form to create a Form Report or Tracker. When
you preview the Form Report or submit the Tracker Form, the value of the
variable is displayed.

To add a similar component on the Form, click the respective Action icon
located to the right of the component:
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Edit

Move

Copy

Save

Remove

14. If you duplicated a component, click the Edit icon to rename the component
and modify any component information.

15. Make sure to go through each Form Builder section in the left-hand pane and
fill in the fields as needed. You can always return to the Form and edit it.

16. Repeat steps 5-9 above for each component you want to add to the Form.

17. Click Save.

NOTE: Forms have either a Live or Draft designation in the Create Form and
Edit Form flows near the top of the page. If a Form is in a Draft state, then it
can't be shared or used to create submissions, trackers, form reports, and
custom widgets.

Search for a Form

You can search for a Form by name or by tag. To do this:

1. Navigate to Critical Events > Form Library.

2. Enter the Form name or Form tag you want to find. The search results list the
Form name or Form tags that match the search.

3. Perform any actions on the Form.

Search for a Form Report

To search for a Form report:

Navigate to Critical Events > Critical Event Home.

Select an event. The Event Details page appears.

Select the Form Report icon. The Form Report page appears.
Select New Form Report. The Select a Form dialog appears.
Search for the Form by name or by tag.

Click Save.

O WN

Add Public Forms to My Organization

You can add Incident Command System (ICS) industry-standard Forms to your
Organization’s Form Library. To do this:

1. Navigate to Critical Events > Form Library.

155



Yeverbridge

2. Click New Form > Add Public Forms to My Organization. The Add Public
Forms to My Organization dialog appears.

3. Search for the system Form, if needed.

4. Click OK.

Upload a Form

You can upload up to 15 JSON files, with a maximum json single-file size of 50 MB,
to your Organization’s Form Library. To do this:

1. Navigate to Critical Events > Form Library.

2. Click New Form > Upload Form. The Upload Form dialog appears.
3. Click Browse.

4. Select your JSON Form (up to 15), then click Upload.

Make changes to a System Form

To make changes to a system Form:

1. Select the system Form you want to change.
2. Proceed to the step below to perForm the following:
Step 3 to edit the system Form.
Step 4 to copy a system Form.
Step 5 to download a Form.
Step 6 to share a system Form with members of your Member Portal.
Step 7 to remove the sharing from your Member Portal.
Step 8 to delete a system Form from your Organization.
3. To edit the system Form:
» Click the Pencil icon next to the Form.
e Make your changes using the Form Builder.
e Click Save.
4. To copy a system Form:
e Click the Copy icon. The Copy Form dialog appears.
e Rename the copied Form.
e Click OK.
5. To download a Form to your desktop:
e Click the check box of the Form you want to download.
e From the Actions menu, select Download.
6. To share a system Form with members of your Member Portal:
Select the check box next to the Form name.
Click Actions.
Click Share with Contacts. The Share with Contacts dialog appears.
Choose either All members or Selected Members.
= |f Selected Members, select the contacts by clicking Individuals,
Groups, or Rules.
Click Share.
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7. To set a Request Alert, which allows specified recipients to receive alerts
when a request is created:
o Select the check box next to the Form name.
Click Actions.
Click Set Request Alert Recipients.
Click Edit and navigate the search menu to add users
Type in emails manually and press Enter if they are not a part of your
Member Portal.
o Click Save.
8. To remove the sharing from your Member Portal:
e Select the check box next to the Form name.
» Click Actions.
» Click Remove Sharing. The Remove Sharing dialog appears.
» Click Remove.
9. To delete a system Form from your Organization:
» Select the check box next to the Form name.
» Click Actions.
e Click Delete. The Delete Form dialog appears.
e Click Delete Form to confirm you want to permanently remove the Form
from your Organization.

o

o o o

Edit a Form

To edit a Form:

1. From Critical Events > Form Library, click the Pencil icon of the existing Form
that you want to modify.
2. Select a component to be modified.
3. Click the respective Action icon located to the right of the field:
» Edit
 Move
« Copy
» Save
 Remove
4. Repeat Steps 2-3 above for each component.
5. Click Save to return to the Form.

To configure PDF settings for a printer-friendly version of your Form:

1. Enter Critical Events > Form Library, and click on the Pencil icon of the
existing Form that you want to modify.
2. At the top left corner, left of the blue Save, click PDF Settings.

Move Forms to Folders

To move a Form to a folder:
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From Critical Events > Form Library, select the checkbox for the Form you
need to move.

Click the Actions button.

Select Move to Folder.

A popup menu will appear. Select the destination folder.

Click Save.

—_—
.
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Create a Public Link

Forms can be shared externally by utilizing Public Links. To create one:

1. Click the Public Link icon for the desired Form in the Form Library.

2. Copy the generated Public Link.
3. Alternatively, input the emails of the intended recipients and an optional

message. Click Send.

O Folder ) e MU bl Link %

Applying Field Mappings

Field Mappings can be applied on the Edit Form page to avoid filling the same
fields twice when launching an Incident Communication Form or Critical Event

Form.
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1. Click Edit Form, then the Settings drop-down, and then S

T Developer Mode

et Fields Mapping.

# o8 7

o Everbridge 360~ O

2. A popup menu will appear. Choose the desired Form Fields by checking the
box to their left. Note that only persistent fields (those stored on the server)
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can be mapped to variables.

VCC SaaS Devs (Organization Admin)

Set Fields Mapping %
tir
Use the following table to map form fields to critical event fields and incident variables
Form Field © Incident/Critical Event Variable @ Configuration @
Incident Name Replace
Mc Full Address Replace
GPS Location Replace
re
Date / Time Replace
Extent of Damage Replace
en
Cause of Damage Replace
hd Description of Damage Replace
Additional Comments Replace
Lo
Cancel
/ Time

Click on the IC/CE variables to map to the selected Form Fields.

Under Configuration, specify whether you'd like to Match or Replace. Match
populates the field so long as the values on the Form and the incident
variable match. Replace swaps the value from the Form with the value from
the incident variable. Note that Replace is only valid when the Form field and
the incident variable are of the same type.

5. Click Save when finished.

P w

Managing Custom Components

From the Form Library page, you can manage custom components by clicking
Custom Components near the top right-hand side of the page. The Manage
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Custom Components dialog appears, where you can edit a component or rename
it.

To manage custom components:

1. From the Form Library page, click Custom Components. The Manage Custom
Components dialog appears.
2. Select the checkbox of the custom component.
3. To edit the custom component:
« Edit the component fields as needed.
e Remember to review all the sub-tabs within the component.
4. Click Save.

To rename the custom component:

1. Click the A. The Rename dialog is displayed.
2. Rename the component.
3. Click OK.

Creating Automatic Folder Routing

Admin users can create settings to automatically route new contact requests into
designated folders from the Form Library.

1. In the Form Library, click Edit Form on the desired entry.
2. Click the Settings drop-down near the top-right corner and choose Request
Folder.
3. Select the Field Name from the drop-down. Doing so will open the
corresponding options for that data point.
e Choose the parameters or relationship for the selected field.
» Designate the folder that will receive these requests.
e Note that you can add multiple settings here to customize your routing
options.
4. Click Save to finish.

Set Submission Alert Recipients

Forms can be configured to automatically alert specific recipients based on
conditional criteria configured in the Form Library.

1. Select the checkbox for the desired Form. The Actions menu button will be
activated.

2. Click the Actions button and select Set Submission Alert Recipients from the
dropdown menu.

3. A popup page will appear. In the top section, select the Users who should be
alerted regardless of the data collected by the Form responses. The email
addresses of additional recipients can be added here, as well.

4. Click the Enable Conditions toggle to populate the Conditions section.
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5. Under the Conditions section, select the data fields that will determine the
additional recipients based on the Form responses.

Set the conditional values for each field.

Select the Users that will automatically receive these alerts based on the
outlined Conditions. Additional recipients can also be notified by email when
applicable.

8. Click Save.

NS
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Set Submissions Alert Recipients e

When this form is submitted, an alert will be sent to the users specified below.
Users: 1 0 Edit | Delete | Reset to Organization Setting
Additional Recipients Via Email:
Input one or more email addresses, pressing enter after each.
Emails remaining: 200
Conditions

If a condition is met, those users are alerted IN ADDITION TO the users specified above.

@ cnable Conditions

# Field name

Extent of Damage

v Condition 1 i}

* When its value is

Major x

The rel3onship between values is OR.
Users: Edit | Delete
Additional Recipients Via Email:
Input cne or more email addresses, pressing enter after each.

Emails remaining: 200

v Condition 2 [}

+ When its value is

Minor x

The rel hip between values is OR.
Users: 'I Edit | Delete
Additional Recipients Via Email:
Input one or more email addresses, pressing enter after each.

Emails remaining: 200

Add Condition
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Form Components

You can customize the majority of the Form components by inputting values in
their corresponding subtabs.

Display—To configure the look and feel of the component.

Data—To set up the values of the components.

Validation—To put in boundaries for the component, such as length, pattern,
error messages, and so forth.

Conditional—To set up logic when this component should be shown or
hidden.

Basic Components

See the following dialogs of each component.

Text Field

A Text Field can be used for short and general text input. There are options to
define validations, allowing users to use the desired formatting.
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Text Field Component

Data Validation Condticnal Preview

Labal @ * Taxt Fhakd

Label Position @ m Cancel m

Placehalder O

Description G
1 [ c

Tosltip £
TR

Display Mask @

fugtceomplate €

Hiddien ©

Hidwe Label @

Show Word Counter @
Show Charscter Countes G
Hidi Ingiut @

Disabled G

Text Area

A Text Area field has the same options as the Text Field component. The
difference is that a Text Area field is a multi-line input field that allows for longer
text.
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Text Area Component

Data WValidation Condition: Presview

Labol @ * Taxt Area

Label Poaition & &

m - m

Placeholder @
Description @
Rowws @

Teallip @

Rich Text Editar

Display Mask @

Ao Expand @

Aunccomplete @

Hidden @

Mide Label €

Show Word Counter ©
Show Character Counter ©

Disabded @

Number

Number fields should be used whenever a field should be limited to a number or
digit value.
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Number Component

Data Valicatien Conditiona Preview

Lakel Position & m Cancel m

Placetoldes &

Description G

Tooltip &
1

Dispiay Mask @
Autocomplate &

Hidden @
Hidi Labol @
Hida Ingiut

Disabied @

Checkbox

A Checkbox is a Boolean value input field. It can be either on or off.

Checkbox Cornponent

Display Daa Walidation Conditional Preview
Label 9 * Checkiti

Descrigtion @ E Cancel

Tockip @
S Teasdan

Inpint Type G

Hidden @
Hidg Label ©

Disabiod @
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Select Boxes

The Select Boxes component works like the Radio component but allows the user
to select multiple values.

Select Boxes Component

Dats  Validation  Concitional Preview

Label @ * Sadect Bowe
Label Position § m Cance m
Gptions Label Position &

Description §

Toaltip G

Inling Layout
Hidden @
Hide Label €

Disabled @

Select

A Select field will display a list of values from a drop-down list. Users can select
one of the values.
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Select Component

Data Valication Canisana Breview

Labe! i * Solect

Label Position @

R m

Placeholder &

Description G
TN Dwscripnon ke Mg Beid

Toaltip ©
|

Hidden @
Hide Labil @

Disabied

Radio

Radio components should be used when presenting a list of options from which
one can be selected.

Radio Component

Preview

Labol Position © E Cance m
Top K

Options Label Position &

Right e

Description @

Tesltip @
1

Il Layain &
Hidden @
Hida Latsd @

Disabled @
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Button

Buttons can be added to perform various actions within the Form.

Button Component
thona HFriEdiew

. P
Submit
Action @ m m
Sut
Save On Enter @
hama G
ize @
Block Buiton ©

Description §

Tooltip @

Disable on Form knvalld @
Hidden ©

Disabled ©

Advanced Components
See the following dialogs of each component.

Email

The Email component is similar to the Text Field component. The Email component
has a custom validation setting that can ensure the value entered is a valid email
address. The Email component can also more easily be integrated into a Form'’s
email action. Use this component when you want an email address field for your
Form.
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Labsed & * Email

Ernail
Label Position @ E Cancal
Placehalder 9

Description @

1 Owsergmon i
Taoltip G
1 Tor adl i oedinge 00 Mes i, #r2ee’ it B

Display Mask ©

Autacamplete

Hidden @

Hide Label &
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URL

Urd Component

Data Validation Conditiona!

Privview

Label Position i§

Placehaldes @

Description G
o

Toaltip

Display Mask @

Autocomplote §

Hidden &
Hide Label §
Hide ingut

Disabled @
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Phone Number

Phone Number Component

Digplay  Dma Validation Preview
Labei & * Phane Nurmber
& UMb
Labed i'l’.‘&‘.ll’.ﬂ“ ﬂ Faned m
Top =
Piaceholder &

Display Mask @

Input Mask Placehalder Char @

Allow Muhipde Mashs

Autacomplato ©

Hidden @
Hids Labal €
Hida input ©

Disabled G
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Tags Component
Data Validation Conditional Preview
Label © ¢ Tags
Label Position §
Cancal R

Top “w

Placetalder @
Description ©

Tesltip @
1 Vo W03 B BOORD 13 T Pl B0 T Pobi

Hiddan §

Hide Label ©

Disabled @
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Address

Address Component

Data Valictation Condisona Preview

Label i * Address

Enable Marual Mode §
Disabde Clear loon @

Provider opticns @
1

Placetalded 5
Description g
Tealtip @

R0 T BT DG B D M, T Bt

Hidden @
Hikde Latol @

Disabled @

Date/Time

The Date/Time components can be used to input dates, time, or both dates and
times.
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Date / Time Component

Dane Tiirre: Dasa Walidatian Conditicnal

Label Position @

Tep “w

Display in Timazone @

Usa Locaks Settings @
Allow Manusl input @
Format &

MM-3d hhvmm &
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Description €
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Disabled @
Shortcut Buttons
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Preview

Date / Time
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Day

Day Component

Dy Month

Label @ *

Hide input Labsis ©

Description &

i D

Us Locale Senlings @

Tooltip §

Hidden @
Hide Labal @

Disablod ©

Data Validation Conditional Provisw

Time

Presiew

Time Component

Input Type &

HTMLS Time bnput

Description @

Taoltip @

Hidden &
Hide Label §

Disabled ©

Conditional

Currency

The Currency component should be used when a field should display currency
amounts on a Form. This component holds a numeric input mask that allows two
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decimal values and automatically adds commas as a user inputs a currency
amount.

Currency Component :

Daza Validation Conditicnal Breview

Label @ * Currency

Label Position @ ﬂ Cancel

Maceholéer @
Description @
Toaltip @

1
Prefc @
Sutfix €
Haplay Mask &

Aunccomplats O

Hidden
Hide Label @
Hidie Input @

Dizabled @

File

A File field allows users to upload and download files to a Form. In order to use a
File field, file storage must be set up. Files are stored on the storage provider
which allows uploading and downloading files to and from it.
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File Component

Label @ *

Label Position ©

Display as image(s) @
Miualtiphe Vahoes &

Description @

i D
Taoltip @
Higden &

Hide Label §

Dizabled ©

Conditional Preview
Updoad
File Hamw Size
&3 Doop files 1o an ¢ bierid

Survey

The Survey component works like the Radio component. Instead of one question,
users are able to select a value for multiple questions that are configured with the
component settings. Survey is a great component to utilize when asking multiple
questions with the same context of answers or values.

Labal 8 *

Label Position @

Description @

Tooltip

1 %
Higdon @
Hite Label @

Disabled &

Survey Component

Data Walictation

Preview
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Signature

A Signature field is a special field that allows someone to sign the field with either
their finger on a touch-enabled device or with the mouse pointer. This signature
will be converted into an image and stored with the Form submission.

Signature Component .
¥ Validation

Condiicaal Preview
Label i * Sigratune
=

Foober Labal @
Label Position ©
Background Color @
Pen Colar @
Iy ption §
Toaltip @

Hidden ©

Hide Label

Disabiled @

See the following dialogs of each component.
HTML Element

An HTML Element component can be added to a Form to display a single HTML
element.
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HTML Element Component

Conddicnal Presies

Label @

HTML
HTML Tag @ ﬂ Cancel

CS5 Class @

Antributes ©

Abiribate Walae

Content @

Rafresh On Changs @

Hidden @

Content

Content Component

Pamgah v v Alv B I @D S5 @ & @-BEv S = =

Conditional

Rafresh On Change @

Hiddin G
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Columns

Columns Component

Display Condnions Preview
Label
Column Propediies § ol m
Sire Width Offaed Push Pull
= | - G)
= - ®

Auto adjust columes @
Hidden &

Hida Label @

Field Set

Field Set Component

Fraview

Legend @

o - =

Hikiden &

Disabled @
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Panel

Panel Component

Display Conaitional Preview

Title @ Pared

k. m m
Cancet

Tooltip @
17 Toas

Collapsible @
Hidsden €
Hidg Label ©

Disabled @

Tabs

Tabs Component

Conditicnal Preview

Labal

Hidden G

Wartical Layout @

Data

See the following dialogs of each component.
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Hidden

Hidden Component

Data Preview

ﬂ e m

Container

Container Component

Data Valicatior Conditicnal Freview

Label @ *

Labol Position © E Canced

Tooltip &
i

Hiddien @
Hide Label @

Disabled ©
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Data Source

Data Source Component

gt Fetet Conditional Breview

Label @ *

Data Source

Chear Walue When Hidden @ Cancel m

185



Yeverbridge

Data Grid
Data Grid Component
[ata Walidation Conditianal Préview
Label @ Drata Grid

Label Position ©

Toalhtip @

Disable Adding / Remaving Rows ©

Cenditional Add Buston @

Al Floodder

Add Another Text

Add Ancther Position @

Equal column width
Enable Row Groups
Iniitialize Empty @
Hidden &

it Labsl @

Disabled @

Custom

Custom components allow you to create a Form field with a custom JSON schema
that can be rendered as anything within a front-end application. Using the Custom
component, any kind of field can be created.

Once you have saved a component on the Form, select the component. Then,
click the Save icon from the right-hand side.
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() Dervwdapent et

Drag and Drop a Form Component

From the Save as Custom Component dialog, give the custom component a name
and click OK. The new custom component is listed in the Custom section of the
Form Builder.
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Managing Tasks in the Everbridge
Mobile App

During a Critical Event, an authorized user of your Organization may launch an
alert to responders that action is required to resolve the Event.

Receiving Task Assignments

When a Task List is launched for a Critical Event and a Task or Task List is
assigned to you, a Notification will be delivered to your device via the Everbridge
Mobile App.

To successfully respond to a Task List Notification:

1. Make sure you are logged into the Everbridge Mobile App with the record
associated with your Organization.

2. Ensure you have allowed the app to deliver push alerts to your device. The
push alert will be delivered from “Everbridge" and will advise a Task has
been assigned.

3. For quick access to the Task List, open the app by tapping or selecting the
alert that was delivered to your device; this will launch the Everbridge Mobile
app and take you directly to the full Task List.
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6

Wildfire Evacuation (4)

Owner: Sarah

® Gather essential items.
Assignee: Sarah

Jan 17, 12:20:45 PM

Secure any animals.
Assignes:

02:14:27 PM

1) Notify emergency contacts.
Assignes:

1 8 Jan 17, 12:20:45 PM

Leave the area.
Assignes:

Jan 17, 12:29:45 P

You can also open the app by tapping on the app icon from your home screen. If
you do this, follow the red dots to get to the Task Lists:

* View the Notification in your Feed.
o Tap Events.
e Tap the Event record to view My Tasks

Any Task assigned to you will appear in the My Tasks tab of an Event.
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To manage My Tasks:

1. Tap the Event record in your feed to view your Tasks.
2. Select a Task from your list to view details.
3. Tap the name of the Task List to view all Tasks in the list, even if they are not
assigned to you.
4. If more than one Task List is active they will all be listed here.
Managing a Task

You can modify the status of any Task assigned to you, as well as add comments.
In addition, you can add up to four files to the Comments. To do this:

1.
2.
3.

a A

Tap an individual Task from My Tasks or from the complete Task List.

Tell your team you have started a Task by tapping In Progress.

Tap Done when a Task is complete. If attention is needed for a Task, tap
Needs Attention. You will be required to add a comment when changing a
Task to Needs Attention.

You can also add a text comment or image attachment to any Task.

A Task can also contain an attachment. Tap the attachment to download. If
your device allows, you can view the document in the Everbridge Mobile
App. You can see the status of all of your Tasks when you return to My
Tasks.

. Any update you make to a shared Task List will be reflected in your team'’s

Tasks lists on their app.
Updates will also be viewable from the Manager Portal for that Critical Event.

e & ? # ) NEW! Everbridge 340~ Logout

elp with tha page @

Wildfire Evacuation

4 ks Edin Lazhisd Ony Deseription:

# & e puzential e 2
= & Socary s L]
= F P Moty smaegency conksoit o
o
= 4 8 - Laave the ana 4141 o
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NOTE: If configured, when a status change is made from a Mobile phone or
the Member Portal, a real-time alert is shown in the Manager Portal.

Managing a Complete Task List

To manage a complete Task List:

1. Tap the name of the Task List from your My Tasks page. Here, you can see
all the Tasks in a list, even if they are not assigned to you. When another
assignhee updates a status, you will see that update here.

2. View the details of a Task assigned to someone else by tapping the
Task. You cannot modify the status of someone else's Task.

3. To add a text comment or an image to someone else’s Task, tap Add
Comment.

NOTE: You may not be the owner of every Task on a Task List. You can
view and comment on Tasks assigned to others, but you cannot modify the
status.

Incidents in Events

When a Critical Event is in progress, you may be notified of an Incident related to
the Event. If the Everbridge Mobile App is a delivery method in that Incident
Notification, you will see the Incident record listed in the Incidents tab of the Event.

To manage Incidents in Events:

1. While viewing an Event, tap Incidents to view any Incidents associated with
the Critical Event.

2. Tap an Incident record to view the details of that Incident. You will see:

e The metadata about that Incident.

e The Incident information from the Incident'’s variables.
 All Notifications for that Incident.

e Optionally, a button to join the Incident chat.

3. The Incident information, or variables, will be updated whenever the
information for the field changes. The information for a field can change
when an update Notification is issued for an Incident and contains new
values for existing fields or new fields. Visit this page any time to see the
most current information about the Incident.

4. Tap a Notification to view the Notification details.

191



Yeverbridge

5. Tap Go to secure chat to join the chat for that Incident.
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Mobile Offline Access to Documents

If your Task Lists or Documents are shared with Everbridge Mobile App users,
they will be notified via email and push Notifications. See the procedure Sharing a
Task List or Document with Mobile Contacts for more.

New document ‘Emergency Plan’ has been shared with you

everbridge.net>
dge receipt of this m
Newly shared document 'Emergency Plan' is ready for download in your Everbridge Mobile App. If

you don't have the app , you can install the app from the Apple App Store or Google Play.

ng future email notifications from this zation unsubscribe here

“~ Reply ~? Forward
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Everbridge Mobile App users will have a Library option added to their menu. This is
where they can view shared Task List Templates and Documents.

Tower Global

(<) Emergency Plan
®  Folder : Home

e The list of files in the Library will include the name of the file, its size, and the
date it was last downloaded to the device.

e The mobile user can delete files from local storage on their device. When a
file is deleted, that file's record will remain in the list and will be identified as a
file that has not yet been downloaded.

o A download button and dot indicate a newer version of a file is available for
download.

o Users can choose to automatically download new and updated documents
from Settings > Everbridge Mobile App > Secure Messaging > Settings.
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e Once a file has been downloaded, it is stored as encrypted on the device so
that it can be securely accessed even when the user does not have a
network connection.

e A Document that is included in a Task List for a Critical Event can also be
downloaded and securely stored in the mobile user's library

 If a device has been lost, stolen, or compromised, the secure Document
Library can be remotely wiped from the Organization in the Everbridge
Manager Portal.
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Critical Event Reports

You can create and maintain custom Critical Event Reports from Event Templates.

Adding Event Report

To add a Critical Event Report:

1.

2

From the Critical Events Home page, select Reports. The Reports page
appears.

2. Click Add Report.
3.

Select the desired Events Report Template from the left-hand pane. An
example of the report appears on the right-hand side of the window.
Set the basic information
e Optionally, add an image in the Header. When you add a logo in General
Settings, then you can overwrite it in the actual Events Report Template
if needed. Otherwise, the logo from General Settings is used. If no logo
is added in General Settings, you can upload one in the Events Report
Template if needed.
e Name your Report.
e Set the conditions for the events:
= Event Status—Active, Closed, or All (default)
= Event Type—The event types are listed alphabetically. You can
select more than one.
= Event Date—Select a Start Date and End Date, no more than three
months apart.
Click Create.
While your report is being generated, it is added to the Reports page with
spinning circles. Click away from the Reports page, then click Reports again.
When generated, your report is ready to be viewed online or downloaded.
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7. Click the Download icon next to the report name to download its PDF.

Everbricige Sufte Tower Global (Oegnirstion Admin) v 2 | X 7 B0 HEW Everbridge 380~ O Logesn

Rpons SHTIAGE

Create a Report

Deleting a report

To delete a Critical Event report:

1. From the Reports page, select the check box next to the report to be deleted.
2. From the Actions menu, select Delete.
3. Click Delete Reports.

Adding a Report Logo

To add a report logo:

1. From the Settings tab, select Organization > Critical Event > General Settings.
2. Drag and drop the Report logo. Acceptable file formats are jpg, png, or bmp,
less than 10 MB in size, and 60 pixels or less in height.

When you add a logo in General Settings, then you can overwrite it in the actual
Events Report Template if needed. Otherwise, the logo from General Settings is
used. If no logo is added in General Settings, you can upload one in the Events
Report Template if needed.
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