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About Scheduling

The Scheduling module offers a Calendar interface where users can maintain
multiple Calendars in an Organization, multiple shifts on a Calendar, and manage
shift assignments and staff availability.

It allows customers to create Calendars, and manage shifts and on-call staff so
that when an Incident or Notification is launched, proper on-call staff members are
notified, and escalations occur when responses do not meet response quotas
defined in the Incident.

Workflow Overview

When creating a schedule, first, you need to analyze your schedule. ldentify the
shifts and the shift schedules. Then, identify your escalation levels and their
rotations if any.

Schedules consist of a Calendar, shifts, and staffing layers. Calendars hold the
work schedule of the team. When launching an Incident or a Notification, a
Calendar can be used to dynamically select individuals scheduled at that time.

Each Calendar contains a set of shifts to match coverage times. Multiple Calendars
can be created to cover different time frames or situations.

To set your schedule, navigate to Contact > Scheduling.

The first time you access the Scheduling page, you are prompted to create a
Calendar.
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Calendar Name Shifi{a) Create one now

e There are no items to display in
this table

Once Calendar has been created, it's time to add shifts, and then add staff to the
shifts.

Besides the Calendar view, you can also view by Shift or Staff. This allows you to
swap shifts as needed and handle understaffed shifts. You can use automated
email Notifications to monitor changes (when the Calendar is made "active").

Shift and Shift Schedule

A shift is a block of time. For example, 8:00 AM to 5:00 PM is a shift. Shifts have
their own time zones, and time changes will follow the time zone of the shift.

A shift schedule includes the days. It could be a weekly shift from Sunday through
Saturday, an 8-day shift, a night shift for the block of time, a weekend shift, or a
split shift (where some staff members work a portion of the day and another set of
staff members work the other part of the day), or a fixed number of days.

Once a Calendar has been created, as many shifts can be added to as needed. In
Shift view, you can see the shifts on a Calendar and, later, the individuals staffing
each shift. Each staff member is displayed on the Calendar by "name (external
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ID)". The Information icon next to a shift name provides more details about that
shift.
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Staff are the people assigned to a shift. A shift contains staffing layers which can
contain different sets of contacts who are part of the shift. Each layer can use a
specific rotation.

A staffing layer is a unique name for different staff in the same shift. For example,
one layer might be a team leader who works Monday through Friday, where
another layer lists the staff who work Monday through Wednesday, and yet
another layer of staff who work Thursday through Friday.

When you have a shift, you can add staffing layers and corresponding staff to the
layers. In Staff View, staff members, including groups, are listed alphabetically by
first name along the left-hand side, and their shifts are shown in the Calendar.
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In the case of a sequenced shift, layers are ordered in the order of the escalation
sequence.
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Creating a Calendar

To create a Calendar:
1. Navigate to Contacts > Scheduling and click New Calendar (or create one
now if it is the first time you are accessing Scheduling). The New Scheduling
wizard is displayed.

o
Y < A& & Everbridge 380~ O
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Save & Continue =

2. Provide a unique Calendar name and a description (up to 500 characters).

3. This description is displayed in the Calendars view and in the Member Portal,
if needed.

4. Optionally, from the Holidays drop-down list, select one or more countries/
regions from the drop-down list to have your Calendars display the name and
country flag(s) on the dates of the national holiday.

NOTE: The holidays are displayed on the Calendar Main view.

5. Optionally, select Update Other when changes are made to the Calendar. An
email is sent to the specified people each time a change is made either to the
Calendar, a shift, a staffing layer, or when a staff changes its schedule
(create or delete an unavailability). Those notifications ONLY occur once the
Calendar is active.

 Specific individuals via email: you can specify any email addresses
separated by a comma.
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« All individuals scheduled on this Calendar.

6. Optionally, select if you want to send a reminder email for the on-call staff
prior to their scheduled shift (see the On-call Reminder section for more
details).

7. Optionally, specify an ID number for your Calendar. If no ID is specified, one
is automatically generated after the Calendar is created.

« If using APIs, select the link: Generated after saving (or click to create
your own). A text box is displayed from which you enter the External
Calendar ID. Do not use any spaces in your External ID. (Even if the
Calendar is renamed, it keeps its ID.)

8. The Calendar is created once you click either Save or Save & Continue.

» Select Cancel to return to the main page without saving.

e Select Save to save your Calendar.

» Select Save & Continue to continue setting your schedule for this
Calendar.

Copying a Calendar

To copy a Calendar:

1. From the Scheduling subtab, ensure that the desired Calendar Name in the
left-hand pane is selected.

2. Click the Copy Calendar with shifts (no staffing) icon of the highlighted
Calendar or select Copy from the Action menu. The create wizard is opened
and displays the Calendar Details.

« I [ 7] @) Everbridge 360~ ©

[r.1]
Calendar Details
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3. Give the Calendar a new meaningful name (unless you want it to be named
"Copy of Xxx" where Xxx is the name of the original Calendar).
4. Optionally, type or replace the existing Calendar description.
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5. Optionally, select the Update Others checkboxes: When changes are made to
this Calendar, always notify:
 Specific individuals via email.
» Enter email addresses for those who should be notified of changes
and have not been staffed.
o Separate each email address with a comma.
 If the check box is not selected, the email notification does not
work.
 If the Calendar is inactive, the email notification does not work.
« If the Calendar is active, changes are sent to the email address(es)
entered here. Also, if you have removed a staff person from the
Calendar, all associated staff are notified, as well as the Calendar
owner/creator.
« Allindividuals scheduled on this Calendar.
6. From the Schedule Reminders field, optionally select the checkbox: Send an
email reminder before a scheduled shift (see On-Call Reminders for more
details).

NOTE: If the On-Call Reminder option is not enabled for the
Organization, the checkbox is grayed out.

7. In the External Calendar ID field, do one of the following:

« If using APIs, select the link: Generated after saving (or click to create
your own). A text box is displayed from which you enter the External
Calendar ID. Do not use any spaces in your External ID. (Even if the
Calendar is renamed, it keeps its ID.)

e Otherwise, skip to the next step. The system auto-generates an external
Calendar ID.

8. Under Shift Schedules, select one:

» Leave all shift dates/times as they are.

« Convert all shift end dates to 'no end date'.
9. Click Save or Save & Continue.
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Creating Shifts and Shift Schedules

In the next step, you specify your shifts and shift schedules. A shift is a block of
time. For example, 8:00 AM to 5:00 PM is a shift.

NOTE: Shifts have their own time zones, and time changes will follow the
time zone of the shift.

A shift schedule includes the days. It could be a weekly shift from Sunday through
Saturday, an 8-day shift, a night shift for the block of time, a weekend shift, or a
split shift (where some staff members work a portion of the day and another set of
staff members work the other part of the day).

To create a shift and shift schedule:

1. From the Shift Details section of the Scheduling wizard, enter a unique shift
schedule name for this Calendar.

2. Display color: Click the round color icon to change the color of this shift. The
shift is displayed in a specific color on the main scheduling page.

3. Select a time zone for the shift. The shift definition will show in that time

zone.

L Everbridge 360~

Selected Shift Calendas
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4. Shift Schedule Type: Specify how you want to set your shift schedule:
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» Day of the Week: Each week (Sunday to Saturday), the shift has the
same schedule.

e Number of Days: The same schedule repeats over the same number of
days.

NOTE: The maximum number of days that can be selected is 50.

5. Specify your Schedule period (start and end date for which the shift applies).
6. Specify the shift start and end date for each day. You can clear certain days
if there is no shift for that day.

W
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7. Optionally, you can set your shift as an override shift. An Override shift is a
type of shift used to replace an existing shift for a specific period of time.
This is used for example in the situation of overlapping holiday shifts.
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Once you have specified your shift schedule, you can:

» Go Back: Navigate back to the Calendar details step.

» Exit: The shift is not created, all settings done on the page are lost. You are
re-directed to the Scheduling home page

» Save & Add another shift: The shift is created but not staffed. You remain on
the same page, but the page is reset to create a new shift.

e You can toggle from one shift to another by selecting the shift you want to
edit using the Selected Shift drop-down menu.

» Save & Continue: The shift is created, and you are navigated to the next step
to staff your shift.

Override Shift

An override shift is a specific shift within a Calendar that is flagged and can be
used to override another shift schedule. An override shift is a normal shift,
composed of layers and staff, and can be sequenced or not.

When an administrator sets up an override shift schedule, once a Notification
occurs, the system uses the override shift schedule rather than the normal
schedule for the time definition of the override shift.

For example, the user has a regular rotation schedule that has coverage on
December 24, but as a company, there is a different holiday schedule that might
or might not completely overlap with the regular schedule.

When creating or editing a shift, the manager can specify that the shift is an
override shift. There is no limitation on the number of override shifts. Any shift can
be an override shift.

The following rules apply during notification:

« If there are no override shifts, the Notification is sent to the on-call staff of
the regular shift.

« If there are regular shifts and override shifts, the Notification is sent to the
on-call staff on the override shifts.

« If there are multiple override shifts, the Notification is sent to the on-call staff
of all the override shifts.

« If the Notification request is for a specific shift (as defined in a specific rule),
the override shift does not interfere, and the Notification is sent to the on-call
staff of the specific shift.

e For example, | have a morning shift from 9 AM-5 PM, and at the same
time, | have an override shift from 9 am-5 pm. When a Notification
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request is sent using a rule specifically targeting the morning shift, the
Notification is sent to the on-call staff of the morning shift.
« If the Notification request is for all the shifts in a Calendar, then the override
shift takes over and overrides the regular shifts.
¢ In both Member and Manager Portals, when a shift is displayed, an indicator
is displayed if the shift is an override shift.
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Staffing a Shift

When staffing a shift, staffing options for the shift as well as staffing layers must
be specified.

A shift is composed of staffing layers. Layers are used to group your Staff by
category and define the escalation process. Staff is added to the different layers.

= ®« & @ Everbridge 360™
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When accessing the Staffing page, each layer to be defined is added in an
expandable/collapsible form.

« Only one layer can be edited at a time.
« Changes made to a layer are saved by selecting Save on the page.
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e When selecting the Add New Layer link and the layer was not explicitly
saved, the user is prompted to confirm whether he or she wants to save the
changes or not.

e The order of the layers on the page defines the escalation sequence between
the layers.

e Layers can be re-ordered by dragging/dropping the forms.

From the shift drop-down, select the shift you want to staff. The shift that was
selected in the previous step of the wizard is automatically selected.

Shift Staffing Options

When you first access the Staffing tab for your shift, no layers exist in the shift.
They'll need to be configured.

To configure your shift staffing options:

1. Link a group to this shift. Select specific groups when you want to restrict the
selection of staff members in the layers to the contacts that belong to those
groups.

a. You can link multiple groups to a shift.

b. Contacts staffed on the shift must belong to the groups.

c. When adding or removing groups to/from the staffed shift, if any
staffing layers or overrides violate the newly linked groups' rules
(contacts staffed on the shift must belong to the groups), the layers
and/or overrides will be deleted after user confirmation.

e Unlinking all the groups or linking additional groups to the shift will
not impact the current staffing of the shift and staffing will be kept.

2. Enable Shift Sequencing. A shift can be sequenced or not sequenced.

a. If a shift is sequenced, when an Incident is launched, staff members will
be notified in the order of the sequence.

b. If a shift is not sequenced, when an Incident is launched, all staff
members across all layers will be notified at the same time. Sequencing
options in the layers will not be available.
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3. Set Minimum Staff Requirements.
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a. When adding contacts to the shift staffing layers, you can define the
minimum number of staff members in your shift that matches certain
criteria.

b. The staff members' criteria are defined based on the fields that are
predefined for the contacts.

c. Select a field, select the matching criteria, and specify the number of
required staff members that must match the criteria.

If the minimum staffing criteria are not met, a warning is displayed in the Calendar
View. You can view the minimum Staff requirements by selecting View Details.

D Evertridge 360™ ©
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Defining Layers

The staffing is done by using layers, which include the on-call contacts who are
notified when an Incident is launched and is targeting a Calendar. The
Notification engine sends the Notification to the first layer, then to the next layer.

Although there is no limitation on the number of layers a shift can contain, there
must be at least one layer.

To add a staffing layer to create the first layer:
1. From the Staffing section of the Scheduling wizard, click New Staffing Layer.

o « i3 (7] ) Everbridge 3860~ O

Add a staffing layer

When creating a layer, you must specify a name. Several layers can have the
same name as long as their schedules do not override.

2. Specify any of the following options:

» This layer must have at least one staff member: Any operation that
results in not having one on-call contact fails (creating an unavailability
without replacement, not staffing the layer for a specific day). If this
option is selected, you cannot save the layer unless there is one staff
member added to the layer.Send an email reminder before a scheduled
shift: Whether or not an email reminder is sent to the on-call staff prior
to the start of their shift. This option is grayed out if the on-call reminder
is not turned on for the Calendar.

« Start and end date: Define the time boundaries of the layer.

» Repeat: Whether you want to repeat the staff settings. You can repeat
weekly with a specific week interval and specify the day for which the
layer will be staffed.
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« Different staff on different days: You have the option to specify
different staff per day. Select the days for which you want the layer to
be staffed, then for each day select the staff to add to the layer.

NOTE: When you choose this option, you cannot use the Rotation
settings.

3. Define sequencing options (only when Advanced Escalation and Scheduling
is turned on).

When a shift is sequenced you can specify the sequencing options for the
layer. There are three options:

» Use the Notification escalation settings: Staff in the layer are notified
following the sequencing wait time defined in the Incident/Notification
template.

» Use custom escalation time: Escalation wait times defined in the
Notification are ignored, and staff in the layer are notified following the
custom time defined in the layer.

» None - Send to all at once: Escalation wait time defined in the
Notification is ignored, all staff in the layer are notified at the same time.
As a result, the layer is not sequenced.

In a specific shift, you can have a mix of layers with different
sequencing options. The sequencing wait time defined in the template
only drives the escalation time for layers with sequencing options set to
Use the Notification escalation settings.

NOTE: No deduplication occurs between the layers. If a contact
is staffed in more than one layer, he or she is notified multiple
times.

If Simple Escalation and Scheduling is used, the layer always uses the
Notification escalation settings for a sequenced shift. There is no ability to
set any other option.

4. Add staff to the layer.
You can add multiple individuals or groups to a layer:

e Individuals:
e Can be added if the shift is sequenced or not.
« If the shift is linked to a group, the selection of individuals is
restricted to the member of the group.
e You can use advanced search to search for individuals based on
specific criteria.




Yeverbridge

e Groups:

e Can only be selected if there is no minimum staff requirement set
for the shift.

« In Simple Escalation and Scheduling mode, groups can only be
staffed if the shift is not sequenced.

 In Advanced Escalation and Scheduling mode, groups can be
staffed to both sequenced and non-sequenced shifts. However,
when a group is staffed on the layer for a sequenced shift, the
sequencing options are automatically set to None - Send to all at
once. You cannot change the sequencing options until the last
group is removed from the layer.

NOTE: In order for a Calendar to not be shared amongst all
users in a particular role, create a separate role for each
group of users with who you want to share the Calendar,
and only select that group as staff to that Calendar.

5. Define sequence (Sequenced shift only).
e Drag and drop the contacts in the right-hand panel in the order in which
you want the contacts to be notified.
6. Define Rotation (Sequenced shift only).
e Rotation can only be defined if the staff is the same for all days.
7. Once the layer definition is completed, you can opt to:

» Save: The layer is created (if not created yet) and changes are saved,
and the user remains on the staffing page.

» Save and exit: The layer is created (if not created yet) and changes are
saved, and the user is returned to the Scheduling home page.

« Add New Layer: If the current layer was not saved, the user is prompted
to save, it collapses the existing layer form, and creates a new form for
the next layer. The new layer is created in the selected shift.

8. To staff a different shift, select the shift name in the drop-down on the top of
the staffing page and create or edit layers.

Order Your Layers

You can define the order of your layers in the sequence by dragging and dropping
the layers in the order of the sequence.

For a sequenced shift, the layers will be targeted in the order of sequence in which
they are displayed on the page.
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Define Escalation to Next Layer (Advanced Scheduling only)

When the Advanced Scheduling is turned on in Settings > Contacts and Groups
> Scheduling, the shift is sequenced and if there is more than one layer, you can
define an escalation time to the next layer.

Everbridge 360

kS -
L)
e | Sehectid Shift Calendas
Orvermight
a
+
! this Sl 1] ﬁ
<
bie Shift Sequencing
= dinimeum staff requirements €
s ]
Manage Layers | Preview & Override
Stafng Layer: Team Lesd
Tirmedrarmne [ eq: Off widuals: 1
# Edit -]

3 New SUfing Layer

Cancel Save

The escalation time specified starts at the start of the layer, when the first staff is
notified, to the start of the next layer, and triggers the Notification to the first staff
of the next layer.

By default, when creating a layer or when editing a layer that was created using
the Simple Escalation and Scheduling option, the escalation to the next layer time
presented in the user interface is the one that is currently set in the Advanced
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Escalation and Scheduling option at the Organization level. You can edit it and
change the default value.

The escalation time set to the next layer is not overridden by the Sequencing Wait
Time specified in the Incident/Notification. In the case of an override shift,
escalation between the layers are always one of the targeted shifts (regular or
override).

In the example below, a shift includes three layers, and escalation to the next layer
is set to:

e 5 minutes for layer "Resolvers"
e 10 minutes for layer "Escalation 1"

A Notification was sent with a sequencing wait time of 3 minutes.

As a result:

« Staff 1are notified first at 0 minutes, the clock for escalation to the Escalation
1layer is starting.

« Staff 2 are notified after 3 minutes.

e Mgr 1is notified after 5 minutes, the clock for escalation to Escalation 2 layer
is starting.

» Staff 3 are notified after 6 minutes.

e Mgr 2 is notified after 8 minutes.

e Executive 1is notified after 15 minutes.

Preview Schedule

As you are building your schedule and staffing your layers, you can preview your
staffing by selecting Preview & Override.

In Preview Mode, you can see the staffing for a specific time frame of all the
layers within your shifts. If working in the Advanced Escalation and Scheduling
mode, the escalation time to the next layer is displayed.
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Calendar Activation

Until the Calendar is activated, no Notification will be sent to on-call staff.

To activate the Calendar:

1. Navigate to Contacts > Scheduling > Calendar View.
2. Select your Calendar, then select Make Active from the Action menu.

o
L,
[
" Mew Calendas  kmport @ Daytime On-Call v unpusiished @ =Y
Edit
Maim  Shift View  Stalf View @
Copy
e
S - Dalato
el Shitt(s) < Ap13,2025Ap0 19,2005 > MR m
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Sun 413 Mon 4/14 Tuss 4115 Fri &g Sat 419
1 Fs D00 - 1405 B0 - 1480 Makp Active Slefd « 1400
» 1T Gabendes P T Y ey ud Lo Msrrirng Shift Tasin
1) Claing Ademan ¥} Clsing Admas NE bk ¥} Clsing Admas 1] Daniedls Jarmagin
3 X T G biran Al T} Laten Megasamn ke 3| Fraseiea Bathon | ) Tawana Dabe
£ Lan 1 %4 Change Owner 1) Garakding Aati ) Maria Haaby
= 4 Fredse Macis 4} Juhana Jaye 0r A Lbris Bfaidms
£ schona Jaye A i1 Freden Mstn
e ]
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While active, if the respective options have been turned on:

 Individuals or on-call staff are notified when the Calendar is changed.
» On-call reminders are sent to on-call staff before the start of the shift.

Make a Calendar Inactive

When making a Calendar inactive, all Notifications stop for on-call staff. While
inactive, if you have set up the option to notify individuals or on-call staff upon
Calendar Notification, no Notification is sent if the Calendar is modified. On-call
reminders are not sent while the Calendar is inactive.

To make a Calendar inactive:

1. Navigate to Contacts > Scheduling > Calendar View.
2. Select your Calendar then select Make Inactive from the Action menu.

Publishing a Calendar

You can share your Calendars to your Member Portal where you can view
Published Calendars and/or your Personal Schedule.
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To publish a Calendar:

1. Navigate to Contacts > Scheduling > Calendar View.
2. Select your Calendar, then select Publish from the Action menu.

Only active Calendars can be published to the Member Portal. If the Calendar is
not yet active, it is activated at the same time.

NOTE: The views to display a published Calendar on the Member Portal can
be set by the administrator under Settings > Member Portal > Publish
Calendar.
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Escalation and Deduplication

Escalation and deduplication rules depend on whether the Simple or Advanced
Escalation and Scheduling are chosen, as well as sequencing options defined in
the targeted shifts, layers, and Notifications.

In all cases, escalation stops when the response quota is reached. Response quota
is defined in the template Sending Options > Sequencing.
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Simple Escalation and Scheduling

Deduplication

When using the Simple Escalation and Scheduling option, deduplication will always
occur, meaning that the system will eliminate duplicate copies of repeating data.
When contacts are targeted more than once as part of a Notification, they will only
be notified once.

Deduplication occurs in the following order:

e Individual Contact
e Group
e Rules (including those targeting a Calendar).

If a contact is targeted as part of a group and a rule targeting a Calendar, the
contact is deduplicated and will not receive an escalation Notification.

Escalation when targeting a schedule

Escalation occurs for on-call staff ONLY if the Notification is sequenced AND the
targeted on-call staff belongs to a sequenced shift.

Shift Notification Result

Not Sequenced Not Sequenced All on—gall contacts are notified at the
same time.

Not Sequenced Sequenced All on-gall contacts are notified at the
same time.

Sequenced Not Sequenced All on—pall contacts are notified at the
same time

Sequenced Sequenced On-call contact are notified in the order

9 9 of the sequence defined in the shift.

Sequencing a Naotification or Incident

Escalation time when targeting a Calendar is set in the Notification or Incident
template by selecting the Sequencing checkbox and clicking Edit in the template
Contacts > Sending Options.
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SENDING OPTIONS

Send to linked calendar for all selected groups (3]
Send to incident subscribers
Sequencing | Edit

The escalation time between each contact in any targeted shifts is the Wait Time
specified when editing the sequencing.

Edit Sequenced Group Settings b 4
(2]
Sequencing: @) Edit default responses needed
Wait time: 5 Minutes ~ |between contacts
Group Name Contacts  Response Needed

There are no items to display in this table.

Cancel

By default, the wait time is 5 minutes between contacts and can be adjusted to any
number between 1and 1440 minutes or a maximum of 24 hours.

If there are multiple layers in the targeted shift, escalation from the last contact of
a layer to the first contact of the next layer follows the escalation wait time defined
in the template.
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Sequencing a Shift

When creating or editing your shift, select the Staffing tab, then select the Enable

Shift Sequencing checkbox.

o £ 7] @) Everbridge 360~

Zolected Shaft:

Staffing Layer: Might Shift

Culgnadsr

Shiow sapired layers

Then in your layer, define the sequence in which your staff will be notified by
dragging and dropping the staff in the list.
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taffing Layer:

.Slalﬁng Layer Name:

This layer must have a1 least one staff member
Resolvers
From | e 7, 200 m To Mo end date «

Su Mo Tu We Th Fr Sa

Repeat Weakly - PP I T I e e

Every | 1 week(s) on

Different staff on different days
Escalation Options:

@ Use natification escalation settings @
O Use cusiom escalation time a

O None, send 1o all stalf a1 the same time €

Cancel

AVAILABLE STAFF
Individuals Groups
{a ] Q | Reset
Selected Staff Rotation
Advanced Search Shift Sequencing is ON @
First Name Last Name = External ID 1S Lemuel Aamat o
- 2= Alison Aaron (]
Lemuel Aamat TG515
3 = Theron Aarsvald (%]
Alison Aaron aliscn.aaron
Theron Aarsvold TGE21
Geraldine Abati TG1292
Tarek Ali Abbas TG3027
Donna Abbe TGeaz
b
1 of 330 » = 10 - View 1-10af 3295
B New Staffing Layer

s
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Advanced Escalation and Scheduling

Deduplication

Non-sequenced Notification

When using non-sequenced Notifications, deduplication always occurs.
Sequenced Notification

In the case of a sequenced Notification, when using Advanced behavior, two pools
of contacts are considered for deduplication:

» Pool 1 - Contacts targeted as part of a group, individual contacts, or rules
(with the exception of Calendars targeting sequenced shifts)
e Pool 2 - Contacts targeted as part of a sequenced shift

Each pool of contacts has its own deduplication rules; there is no deduplication
occurring between the two pools of contacts.

Pool 1: deduplication always occurs in the pool of contacts targeted as part of a
group, individual contacts, or rules. When a contact is targeted more than once as
part of a Notification, the contact is only notified once. deduplication occurs in the
following order: Individual Contact - Group - Rules.

NOTE: Contacts targeted as part of non-sequenced shifts are deduplicated
along with contacts targeted as Individual Contacts, Groups, and other
rules.

Pool 2:

For contacts targeted as part of a sequenced shift:
e There is no deduplication occurring if a contact is staffed in two different
shifts.
e For sequenced shifts: There is no deduplication occurring if a contact is
staffed in two different layers of the same shift.
e Deduplication always occurs if a contact is staffed more than once in the
same layer.
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As aresult, if a contact is targeted as part of a group and a rule targeting a
Calendar, the contact is not deduplicated and receives an escalation
Notification.

Escalation When Targeting a Schedule

When the Advanced Escalation and Scheduling option is selected, each specific
layer contains the following information:

o Escalation between contacts in a layer
« |s escalation time between contacts taken from the Notification template
o Escalation to the next layer

The Scheduling user interface only allows changing the escalation time to the
next layer and whether the escalation between contacts taken from the
Notification template. By default, the escalation between contact in a layer is
0 (zero); if it is not taken from the Notification template, all contacts are
notified at the same time.

Sequencing a shift

When creating or editing your shift, select the Staffing tab and select the Enable
Shift Sequencing checkbox.

- (7] @) Everbridge 360™ O

Show sxpired layers

‘Staffing Layer: Night Shift

Then in your layer, define the sequence in which your staff is notified by dragging
and dropping the staff in the list.
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Staffing Layer: Resolvers

*Slafﬂng Layer Name:

[ This layer must have at least one staff member
‘ Resolvers |
From | Apr 24, 2023 ‘@ To ‘No end date V|

Bl Mo| Tu We| Th | Fr [E-I .
Repeat ‘ Weekly ~ ‘ Every | 1 |week(s) on R P A PP s |_) Different staff on different days

Escalation Options:

@ Use notification escalation settings (i}

(O Use custom escalation time (i)
(O None, send to all staff at the same time [ ]

AVAILABLE STAFF

Individuals Groups

i ne ‘ Last Name ‘ | Q | Reset -
Selected Staff [] Rotation

Ddranc el eanci Shift Sequencing is ON €

@ First Name Last Name « External ID 1 = Celeste Abbenante [x]
2 = Coleen Grboyan [x]

O Lemuel Aamot TG515
3 = Sharon Hanemann [x]

O Theron Aarsvold TG821

O Geraldine Abati TG1292

O Donna Abbe TG882

O Donna Abbe TG2063

Celeste Abbenante TG141

Page | 1 of 257 »» w1 (10~ View 1-10 of 2569

Sequencing Options in a Layer

When a shift is sequenced, you can specify the sequencing options for the layer.
There are three options:

» Use the Notification escalation settings: Staff in the layer are notified
following the sequencing wait time defined in the Incident/Notification
template.

+ Use custom escalation time: Escalation wait time defined in the Notification is
ignored, staff in the layer are notified following the custom time defined in
the layer.

» None - send to all at once: Escalation wait time defined in the Notification is
ignored; all staff in the layer are notified at the same time. As a result, the
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layer is not sequenced.

Staffing Layer: Resolvers

*Stafﬂng Layer Name:

This layer must have at least one staff member
Resolvers

From i To No end date ~

Su Tu Th Sa
Repeat | Weekly ~ | Every (1 week(s) on " v Different staff on different days

Escalation Options:

(O Use notification escalation settings (1]
@ Use custom escalation time | 15 minute(s) v | €

(O None, send to all staff at the same time (i)

In a specific shift, you can have a mix of layers with different sequencing options.
The sequencing wait time defined in the template only drives the escalation time
for layers with sequencing options set to Use the Notification escalation settings.

NOTE: If multiple layers are defined as None - send all at once, no
deduplication occurs between the layers, if contacts are staffed in more
than one layer, they are notified multiple times.

Escalation to the Next Layer

When the Advanced Escalation and Scheduling is turned on at the Organization
level, a shift is sequenced and if there is more than one layer, you can define an
escalation time to the next layer.

The escalation time specified starts at the start of the layer, when the layer is
initialized and the first staff is notified, to the start of the next layer and triggers the
initialization of the layer and Notification to the first staff of the next layer.

By default, when it is not set, a Notification targeting a schedule is sent, the time
used to escalate to the next layer is the one that is set in the Advanced Escalation
and Scheduling option at the Organization level.

When creating a layer or when editing a layer that was created prior to the 20.0
release, for which there was not escalation time to the next layer set, the time
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presented in the user interface is the one that is currently set in the Advanced
Escalation and Scheduling option at the Organization level.

You can set it to any value. As soon as the layer is saved, the value displayed in
the user interface is persisted and is used moving forward.

e The escalation time set to the next layer is never overridden by Sequencing
Wait time specified in the Incident/Notification.

e In the case of an override shift, escalation between the layers is always one
of the targeted shifts (regular or override).

» As the escalation between staff within a layer is specific to the Notification
the escalation to the next layer specific to the layer and the clock starts when
the first staff is notified in this layer, it is possible that staff on the second
layer could be notified before the last staff on the first layer is notified.

Example 1:

Shift with three layers, escalation to next layer set to 5 minutes for "resolvers"
layer and 10 minutes for "Escalation 1" layer, a Notification sent with a wait time of
2 minutes.

Layer Name Sun 315
4mmm 2 min
& min R g 7 min
- =
PR T
10 min
-

e Att = 0 - Staff 1is notified, the clock starts for the escalation to layer
"Escalation 1"

e At t= 2 min - Staff 2 is notified

e Att =4 min - Staff 3 is notified

e Att=5min - Mgr 1is notified (escalation to next layer set in layer "Resolver"
is reached, clock is starting for the escalation to layer "escalation 2")

e Att =7 min - Mgr 2 is notified

e Att =15 min - Executive 1is notified (escalation to next layer set in layer
"Escalation 1" is reached)

Example 2:

Shift with three layers, escalation to the next layer set to 5 minutes for "resolvers"
layer and 10 minutes for "Escalation 1" layer, a Notification sent with a wait time of
3 minutes.
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Layer Name Sun 3115
) dmmm 3 N
5 min ) ._”__- 4= 3 min
- 3
dmmm 3 N
10 min
.

o Att = 0 - Staff 1is notified, the clock starts for the escalation to layer
"Escalation 1"

e At t= 3 min - Staff 2 is notified

e Att =5 min - Mgr 1is notified (escalation to next layer set in layer "Resolver"
is reached, clock is starting for the escalation to layer "escalation 2")

e Att =6 min - Staff 3 is notified

e Att =8 min - Mgr 2 is notified

e Att =15 min - Executive 1is notified (escalation to next layer set in layer
"Escalation 1" is reached)

Sequencing a Naotification or Incident

Escalation time when targeting contacts in a sequenced shift is set in the
Notification or Incident template by selecting the Sequencing check box and
clicking Edit in the template Contacts > Sending Options.

SENDING OPTIONS

Send to linked calendar for all selected groups o
Send to incident subscribers
Sequencing | Edit
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Edit Sequenced Group Settings b 4

(2]
Sequencing: o Edit default responses needed

Wait time: 5 Minutes v | between contacts

Group Name Contacts  Response Needed

There are no items to display in this table.

=N

The escalation time specified drives ONLY the escalation time between contacts
within a layer.

At the time of the Notification, it sets the Escalation between staff for all layers
where the sequencing option was set to Use Notification escalation settings.

If there are multiple layers in the targeted shift for which the sequencing option
was set to Use Notification escalation settings, the escalation time between the
contacts within each of those layers will be the same.

For the layers where the sequencing option was set to None, send to all staff at
the same time, the default of O (zero) is used and all contacts in those layers are
notified at the same time.

By default, the sequencing wait time defined in the template is 5 minutes and can
be adjusted to any number between 1and 1440 minutes or a maximum of 24
hours.

NOTE: The escalation to the next layer is not driven by the sequencing wait
time; it is specific to the layer and defined in the layer itself.
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Layer Name

Escalation to Next Layer for Resolver Layer

Escalation to Next Layer for Escalation 1 layer

Sun 3/15

dmmm Sequencing wait time
4= Sequencing wait time

4mmm Sequencing wait time

NOTE: The escalation wait time defined in the template does not drive the

escalation from Staff3 to Mgr1.

Escalation and Response Notification

Response quota is met

Escalation stops when the response quota is reached. Response quota is defined
in the template Sending options > Sequencing.

Negative Acknowledgment (NACK)

When polling and the desired response are set in the template, the non-desired
response is considered a Negative Acknowledgment and at that time a Negative
Acknowledgment is sent (NACK) by the contact.

e When a NACK is returned and the confirmation quota is not met, the
Notification is immediately escalated to the next staff member in the layer

with no wait time.

Example1: |

et DII:' Immediately notify

next contact in the layer

\:\ Contact notified but do not respond
[] Contact notified and NACK

[] Contact not yet notified

| Indicate next contact immediately notified

 When a NACK is returned by the last staff member of a specific layer, the
Notification is immediately be escalated to the next layer (next contact in the
next layer) if the escalation time to the next layer has not yet been reached.
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E.KEI[TIP|EEZ ] Contact notified but do not respond
Leyard : 2 ] Coantact nolified and NACK
D]:' Immediately notify next contact
1 ! ] Conmtact not yet notified
in the next layer
Layarz | | Indicate next contact iImmediately notified
Exampled:

|_| Contact nofified but do not respond

Lyt ’ )
Dj—' Immediately notify next contact

1. in the next |EFE[ |_| Contact nofified and NACK
Laywrd
" D]j D Contact not yet notified
Layer ndicate next contact immediately notified
s [ 1] | immediaely nof

 When a contact sends a NACK and the next contact is immediately notified,
the escalation to the next contact is at NACK time + Escalation time between
staff for the layer.
e Ex: escalation time = 2 min
e Contact1 sent a NACK at 1 minute, Contact2 is immediately notified,
escalation goes to contact3 2 minutes later at 3 minutes (NACK time +
escalation time)

Duplicate/Invalid Delivery Path

If the system does not generate any attempt for a contact due to duplicate/invalid
delivery paths, it follows the same behaviors as for Negative Acknowledgment

(NACK). The next contact in the sequence (same layer or next layer depending on
the escalation wait time and escalation time to next layers) is immediately notified.

Setting the Advanced Scheduling and deduplication Behavior

Within a Calendar, shifts can be sequenced or not sequenced. For sequenced
shifts, escalations between staff are defined in the Incident template used to
launch a specific incident.

You have the option to either use the Simple Escalation and Scheduling behavior
or the Advanced Escalation and Scheduling behavior. The setting is on a per-
organization basis.

By default, Simple Escalation and Scheduling is used, but you have the option to
turn on/off the Advanced Escalation and Scheduling as desired. When turned on,
the effect is immediate for all on-call staff.
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NOTE: As staffing groups on sequenced shifts is not allowed in Simple
Escalation and Scheduling mode, if you have staffed groups on layers for
sequenced shifts while in Advanced Escalation and Scheduling mode, you
cannot select the Simple Escalation and Scheduling option anymore. You
must first remove all groups from staffing layers of sequenced shifts.

To turn on Advanced Escalation and Scheduling, navigate to Settings > Contacts/
Assets (or Contacts and Groups > Scheduling.

Organization Member Portal Everbridge Open Everbridge Mobile App
L,
il Organization 4 SChedu“ng
w Map ’ SCHEDULING AND DE-DUPING
& Interactive Visibility » () Simple Escalation and Scheduling
For sequenced notifications:
2] = Escalation wait time between contacts will be taken from sequencing wait time from the incident or notification template.
Publishing Options ’ « Notification de-duplication will always occur
m Notifications » @ Advanced Escalation and Scheduling
« Set advanced escalation rules for your calendar
» « Notification de-duplication will only occur within a specific staffing layer
Contactsf/Assets N
= Default escalation time to next layer: | 5 minute(s) v
Default Options
52
Contact Static Location ADDITIONAL SETTINGS
Types
* ‘ Send a calendar reminder via email
Contact Record Types
Enable schedule self-service for availability and replacement
Contact Upload Mapping Require replacement when making a staff member unavailable
Contact and Group
Integration m
Asset Types

In the Scheduling and Deduping section, select whether you want to use Simple
Escalation and Scheduling or Advanced Escalation and Scheduling.

At a glance, the Advanced Scheduling allows you to specify for sequenced
Notifications the escalation times to the next escalation layers as well as specify
escalation options for a specific layer (use the Notification wait time or Send to all
contacts at once). It also allows you to turn off deduping between Calendars,
shifts, and layers. Deduping only occurs within a specific staffing layer.

A default escalation time to the next escalation layer of 5 minutes is proposed by
default. It applies to all layers for which an escalation time to the next layer has not
been explicitly set. After you set it, the new time always applies. The default time
can be changed at any time and applies immediately.
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NOTE: The Escalation time is a mandatory field with a maximum limit of
1440 minutes and 24 hours.

Requiring Staffing Replacements

Administrators can require a replacement when marking a Contact unavailable to
ensure schedule coverage. To do this:

1. At the Organization level, Navigate to Settings > Contacts/Assets
> Scheduling.

2. Under Additional Settings, select the Require replacement when making a
staff member unavailable checkbox.

Organization Member Portal Everbridge Open Everbridge Mobile App
Organization » Scheduling
Map k SCHEDULING AND DE-DUPING

ractive Visibil > Simple Escalation and Scheduling

® Advanced Escalation and Scheduling

Default escalation time to next layer: 5 minute{s)

T:Z.-:-‘tnc‘. Static Location ADDITIONAL SETTINGS
ypes

Send a calendar reminder via email

Enable schedule self-service for availability and replacement

ping | Require replacement when making a staff member unavailable

3. Click Save.
Behavior When Applied

When the this setting is enabled, a replacement is required when marking a
Contact unavailable. This applies when:

e An administrator marks a Contact unavailable in the Manager Portal.

e A Contact marks themselves unavailable (if self-service is allowed) in the
Member Portal or mobile app.

e The replacement selection process does not change.
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+ The unavailability cannot be saved without selecting a replacement. An error
message displays if a replacement is not selected.

Make unavailable b 4
Scheduling Error ®

Calendar name: wendy calendar 1

SratTare VAo A replacement is required. Time Zone: America/Los_Angeles

Starts | -

* 1 1 (Replace| @ {Invalid Replacement

Cancel a

Calendar-level Override

The same setting is available at the Calendar level. By default, Calendars inherit
the Organization setting but can be overridden for specific Calendars.
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Staff Scheduling Examples

Scheduling Staff for a Daytime On-Call Calendar

To schedule staff for a Daytime On-Call Calendar:
1. Analyze your schedule.
o Shift Schedule (Time Zone, Time, and Days): Pacific Standard Time,
8:00 AM to 5:00 PM, Monday-Friday

e Layers: There are two staffing layers:
o Team Lead layer
o Daytime Team layer

» Rotation:
o Team Lead layer: No rotation
o Daytime Team layer: Rotate each week, second to first (the

second staff member becomes the first staff member the following

week)
A B Cc D E F G H
Monday-Friday .

T 08:00-17:00 Davt[me On-CaII

8 First Craig Teresa Scott Brad Sharon Craig Teresa Scott Brad
9 Second Teresa Scott Brad Sharon Craig Teresa Scott Brad Sharon
10 Third Scott Brad Sharan Craig Teresa Scott Brad Sharon Craig
1 Fourth Brad Sharen Craig Teress Scott Brad Sharen Craig Teress
12 Fifth Sharon Craig Teresa Scott Brad Sharon Craig Teresa Scott
13 Team Lead Darren Darren Darren Darren Darren Darren Darren Darren Darren

2. Create your Calendar:
a. Calendar Name: Daytime On-Call.
b. Optionally, select the Update Others checkboxes, as needed. Enter
email addresses (separate each email address with a comma).

c. Optionally, click to create your own External Calendar ID. Otherwise, the
External Calendar ID is automatically generated.
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d. Optionally, select the countries/regions from the menu to see the
Holidays on the Calendar.

@ Everbridge 380" ©

w .

@
L] * Calendar Name: Diytirree Oerd
> Daseription:
s
e Daseription:
* Halldays:

Update others:

Schedule Reminders

External Calendar I0:

3. Add the shifts and staffing options (Link a Group to this Shift if needed.
Enable escalation by selecting Enable Shift Sequencing) to this Calendar. In
this Calendar, there is only one shift.

Calendar Detazl Shuft Detals Saffing

dar Dy
O @

Selected Shift Calendar:

) Vancouver IT Schedule
— Mew Shafi Creatson — e

Shift Schedule Name: '}

Shift Schedule Time Zone: | (GMT -8:00)Pacific Standard Time{AmericaVancouver) v
SHIFT SCHEDULE TYPE -
Shift Times/Days X

® Days of week (O Number of days

Schedule Period: £ M o |Moenddate + Start End 24 Hours

Day shifis Clear : Clear all

Apply to these days

Sunday All day M v T w T F
v ¥
Monday All day Select All | None
LN
Tuesday All day

Cancel

Wednesday All day
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4. Add staff to each shift and any corresponding rotation.
o Staffing layer1 - Team Lead
» Staffing layer2 - Daytime Team

o

o

o

o

No. of staff on shift - 5

Escalation Option - Use notification escalation settings

Rotate [#] staff members - 1

Rotation Order - First to Last

Repeat Rotation - Timeframe - Daily (for example purposes only)

" Staffing Layer Name:

This layer must have af least one staff memiber
:.'l.?)"hl"‘.lL Team

From 20 m ™ No end date ~

N Su Mo Tu We Th Fr Sa
Repeat Weekly ~ | Every | 1 week(s) on e lw|wl|lw|elw|w Different staff on different days

AVAILABLE STAFF

Individuals Groups

Selected Staff Rotation (® Rotation Settings
Reset Individuals Rotation Praview
No. of staff on shift:) 5
Advanced Search Geraldine Abati [x]
. 1D Laron Nagasawa [x] Rotate| 1 - i ]
Freddie Macia [x]
Francesca Backous TG309 TR LiJ
Johnna Jaye o @ First fo last
Michell Badder TG1640 Francesca Backous [x) Last to first
Repeat Rotation: o
Christin Baestocher TG1082 .
Shift schedule start
® Timefr P ——
Mordechai Batf TG2434 AL
Daily
Muornilgue Baghy TGA29
Every |1 day(s)
Morris Bagdasarian TG1706
Page | 1 of22 e w0 (10 Wiew1-100f211

0 New Staffing Layer
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If the Escalation to the next layer is set to 0, the team lead will be notified at

the same time as the first staff of the daytime team.

5. Edit the Daytime Layer and select Rotation Preview. Scroll as needed. Click

Save when done.

If you change the Rotation Settings (in the right-hand pane), select Update

Preview.
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6. Review your Staffing Layers after you have added all the layers by clicking
Preview and Override, then click Save & Exit.

@
&
L7
Sebeched Shift Calarnier
+ o1
£ 8, >m
S 123 Men 1204 Tow 125 Wed 124 Tha 127 Fri 148 Eat 139
D o
Owarride L Ak A
Srer & E:
7. From the Calendar view, hover the mouse over a silhouette to view the
staffing for that day.
Perw Calenciar  Impoert (=] Daﬁime QJ‘I-Call & b Unpublished  © =1
" Main  Shif View Sl View e
Calendar Hame: Ehifs) { Dec %, 2023-Dec §, 2023 » M B Srow Sating m
Sun 1278 M 1274 Tue 125 Wed 1208 Tha 12T fritam LR L]
o ' PR o [N T R e
IT Cabendar < ) e bl s T Raprirms £ repi .—.u—-m a—:m--;--c '
IR L ) ) Sreass Waca ) Sotema Juyy PR o e ¥ Gy At
A1 Freacs Miow A Jobany vy LG Tt G AN 4 Lirea Migied
1 M Brrn N i B W) Geruilie ALt b i U Pl Wi
w T uedeben Msn # dnia dopr
O:03ne 1700
—_— Tue 1275
O Mewm Shift o
it e Seqamed
Durytime Team
— - Edin S1atfing A1

8. When an individual is not available, see the procedure, to provide dates to
make an individual unavailable.

9. Click the Make Active action in the Calendar Action menu when you are done
creating your schedule.
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Scheduling Staff for an Overnight Calendar

To schedule staff for an Overnight Calendar:
1. Analyze your schedule.

» Shift Schedule (Time Zone, Time, and Days): Pacific Standard Time, 24-
hours/day, Weekly
e Layers:
o Team Lead layer (not shown above)
o M-T-W-Th layer
o F-Sa-Su layer
* Rotation:
o Team Lead layer: No rotation
o M-T-W-Th layer: 2 staff rotate Mondays and Wednesdays
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o F-Sa-Su layer: 2 of 3 staff rotate weekly every Friday

2. Create your Calendar:

a.
b.

C.

d.

e.

Calendar Name: Overnight.

Optionally, select the Update Others checkboxes, as needed. Enter
email addresses (separate each email address with a comma).
Optionally, click to create your own External Calendar ID. Otherwise, the
External Calendar ID is automatically generated.

Optionally, select the Update Others checkboxes, as needed. Enter
email addresses (separate each email address with a comma).
Optionally, click to create your own External Calendar ID. Otherwise, the
External Calendar ID is automatically generated.

3. Add the shifts.

4. Specify staffing options (Link a Group to this Shift if needed. Enable
escalation by selecting Enable Shift Sequencing) and add staff to the shift
and any corresponding rotation. Once finished, click Save & Exit.

» Staffing Layer 1: Team Lead
o Staffing Layer 2: M-T-W-Th

o No. of staff on shift: 2

o Rotate [#] staff members: 1

o Rotation Order: First to Last

o Repeat Rotation: Timeframe—Weekly on Monday and Wednesday
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New Staffing Layer: 1=}
k Staffing Layer Name:
. This layer must have at least one stalf member
M-T-W-Th
Frofm ;-] To No end date ~
Tl Mo Tu We Th Fr N
Repeat | Weekly » | Every | 1 week(s) on O R e B e Different staff on different days
AVAILABLE STAFF
Inedividuals Groups
[ Q
Selected Staff Rotation ® Rotation Settings
Reset Individuals Rotation Preview
Neo. of staff on shift:| 2
ACVIRaCS S Gianna Hages [x]
First N Last N - Ext 11D Kenyon Lafevers [x] Rotate| 1 - (i ]
Erin Labeviteh TG1253 : Ratation Order: o
@ First 1o kst
Raynard Lacasse TG246T 7 Last to first
Repeat Rotation: o
Fhea Lachney TG1770
) Shiift schedule start
Tl sy, i, mesink]
Stella Lacks G784 @ Timeframe sk, sesity, moan
Weekly
Martha Lacoste TG580
Every 1 weeks an
Kenyon Lafevers TG1468
s wEg m 7 s
Page | 1 13 s w0 (10 Wiew1-100f126
B Naw Staffing Layer

o Staffing Layer 3: F-Sa-Su
o No. of staff on shift: 2 of 3
o Rotate [#] staff members: 1
o Rotation Order: First to Last
o Repeat Rotation: Timeframe—Weekly on Friday
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New Staffing Layer: ]
* Statfing Layer Name:
This layer must have a1 least one staff member
F-Sa-5u
From ] L No end date +
me Tu we T ICHIE]
Repeat Weekly v Every |1 wisitk(5) on v | Different staff on different days
AVAILABLE STAFF
Individuals Groups
t Q
Selected Staff Rotation ® Rotation Settings
Reset Individuals Rotation Preview
No. of staff on shift: 2
Advanced Search Darcy Galeana o
. b Karrie Teater [=] Rotate 1 - i
Rosetta edrick 1672 Rotation Order L]
® First to last
Raul Teed TG1752 Last 1o first
Repeat Rotation: o
m Karrie Teater TG1445
@ Shift sci
Timefram orsl
Emil Tekell TG1248 reme
Weekly ~
Angle Tensley TG924
Every |1 WEEKS On
Zandra Terhune TG2565
su o T we Th Y s
« 4 Page 2 (of9 w e |10 View11-200f87
3 Now Staffing Layer
Cance save

5. Define your escalation rules: Order your layers and set escalation time to the
next layer (Advanced Escalation and Scheduling only).

Set the escalation from Team Lead to M-T-W-Th to O if you want the Team
Lead to be notified at the same time as the overnight staff.

6. Click Preview & Override to review your schedule, then Save & Exit.
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Manage Layers | Préview & Override

| Dec10,2023-Dec 16,2023 |> M

Sun 12/10 Mon 12/11 Tue 12/12 Wed 12113 Thu 12714 Fri 12115 Sat12/16

1) Staffing Layer: Team Lead

Escalates in
? 0 Minutes

1) Comel Failgor? 1) Comall Fatidorf 1) Coenail Fador! 1) Comadl Faliiorf 1) Cormael Falldorf 1) Cormail Fatdorf 1) Coenall Fabdarf

1) Kasniyon Latwirs 1} Ky Lafnss 1) Gianna Hages 1) Gianng Hagws 1} Gaanna Hages
Escalates in 7) Gianes Hages ) Gianna Hages 2) Kenyon Latevers  3) Kenyon Lafevers 2 Keayon Lafevers
10 Migutes
3) Staffing Layer: F-Sa-Su
1) Dancy Galeana 1) Karrie Teeter 1) Karrie Teeter
) Eanrhs Tisbar 2} Darcy Gagana 2) Darcy Gakana
Override Add Add Hdd Add Add Add Add

Save Save & Exit

Cancel

7. Return to the Calendar view and hover the mouse over a silhouette to view

the staffing for that day.

Lgsaads Ugdaad Dy | ocalions. Dirieted Corlacty Schedubng ﬂ
AT Gtk Dary View | On Cal Niow Tome Joama ArTerica Lo AnQuskes.
N Calner oot e Daytime On-Call «veve unputsshes © &
fus Main SN Miew  SINIT View 2
& Hame Sniis) ¢ Dec:MMDect 2 > M B srow manng [JQET m
£n 123 e 1274 Tue 128 Wed 126 Tha 12T Finzm Sat12m
Dyt On-Call ¥ L - VT l“# J.u'-‘j-l'.
| D ddmar. 1) Dinena b
IT Cabondan [ & Pmssnen Tosiem
IR L ) ¥ Gt At
A1 Freacs Misi 4 Liren Migieed
Ll ) Pl Wi
B e s Bt W e Ao
Smiha (1)
O b SHi
Shift Hame Seqmcet
] baytime Team Yos
Wi AN -
WView-1081

8. Set unavailability for any of the Staff.
9. Click Make Active when you are done creating your schedule.

Scheduling Staff for an Ortho On-Call Calendar

To schedule staff for an Ortho On-Call Calendar:
1. Analyze your schedule.

—

53
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» Shift Schedule: Pacific Standard Time, 24-hours/day
e Layers: There is one staffing layer.
e Rotation: Rotation every Friday.

2. Create your Calendar:

a.
b.

Calendar Name: Ortho On-Call.

Optionally, select the Update Others checkboxes, as needed. Enter
email addresses (separate each email address with a comma).
Optionally, click to create your own External Calendar ID. Otherwise, the
External Calendar ID is automatically generated.

. Optionally, select the Update Others checkboxes, as needed. Enter

email addresses (separate each email address with a comma).
Optionally, click to create your own External Calendar ID. Otherwise, the
External Calendar ID is automatically generated.

7]

G dar Mary I |
Description:
Holidays Pick the countries/regions to see the Holidays for

Pick One OF Mone counties) reg
Update others: When changes are made to this calendar abways notify
Schedule Reminders:
External Calendar |0 saving
| 1o your ow
Cance Save Zave & Continue »

3. Add the shifts.
4. Specify staffing options (Link a Group to this Shift if needed. Enable
escalation by selecting Enable Shift Sequencing) to this Calendar.
5. Add staff to each shift and any corresponding rotation.
» Staffing Layer 1: Ortho On-Call

o No. of staff on shift: 1

o Rotate {#] staff members: 1

o Rotation Order: First to Last

o Repeat Rotation: Timeframe—Weekly on Friday
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Manage Layers | Preview & Override

’ Staffing Layer Name:
This Fayer st have a1 least one S1afl member
Ortho On-Call

From 6.3 -] To Mo end date

Mo Tu We Th Fr Sa
Repeat | Weekly ~  Every | 1 week(s) on

U [ Y R O Different staff on different days
Escalation Options:
@® Use natification escalation settings €
O U custom escalation time i ]
) None, send to all staff at the same time @
AVAILABLE STAFF
Individuals Groups
Q ) .
Selected Staff Retation () Ratation Sattings
Reset Shift Sequencing is ON @
Rotation Preview No. of staff on shift:| 1
Advanced Search
1 = Randla Vacl (%]
[First Name Last Name « Extemal ID Rotate 1 - [i]
2 = Audrey Gunther [x]
Gracie Balmores TG1309 - 3 = ina Drexler o Rotation Order: I
® First to last
Tawnya Baltzley TG1906 Last to first
FRepeat Rotation: o
Ti B; 1 TG2163
erris anger ) Shift schadule start
) TIMEIFaIMSE sk weekdy, mersly)
[Blair Barbara TGE4
Weekly
barfy barfbarf TGE3
Every 1 weeks on
Lynwood Barginear TG2404

Su Mo Tu We Th il Sa

m es Page 14 |of 258 w = VW 133140 0f 2571

New Staffing Layer

< Back Exit Save
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6. From the Add/Edit Staff dialog, select Rotation Preview. Scroll as needed.

Click Save when done.

Manage Layers | Preview & Override

: Staffing Layer Name:

This layer rmuwst have a1 least one s1all member
Ortho On-Call
From i) To Mo end date ~

S0 Mo Tu We Th Fr 35a
L L v

Repeat | Weekly ~ | Every 1 week(5) on o | v ’

Different stafl on different days

Escalation Options:

@ Use notification escalation settings €
Usa custom escalation time (1]

() Mone, send 1o all staff at the same time

Ratation Preview {shows the next 90 days with rotation) Close
(& Ratation Settings

Dec 6. 2023

No. of staff on shift| 1
Randle Vacl

N Rotate |1 -
Dec 8, 2023

Audrey Gunther Rotation Order

i@ First to last
Dec15 2023

Update Preview

I3 New Staffing Layer

< Back Exit

Last to first
Ina Drexder
Repeal Rotation:
P Shift schedule start
Dec 22,2023 '
8 TirmefTaimee: (s, wesksy, monmiy
Randle Vacl
‘ 2
Weekly ~
Every |1 Weeks On

su Mo Tu we ™h[CY s

« If you change the Rotation Settings (in the right-hand pane), select the

Update Preview button.

7. Once all of the staffing layers have been added, review them by selecting

Preview & Override, then click Save and Exit.
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9.

| Deci0 2023-Dec16,2023 | > M

Sun 1210 Mon 1211 Tue 12112 Wed 12113 Thu 12/14 Fri 12115 saL12n1e

1) Staffing Layer: Ortho On-Call
Override Acd Add Add Add Aad Add

cancel Save

From the Calendar view, hover the mouse over a silhouette to view the
staffing for that day. Set unavailability for any of the Staff (see Setting
Unavailability section).

Click the Make Active button when you are done creating your schedule.

Scheduling Staff for an 8-Day Firefighter Option

To schedule staff for an 8-Day Firefighter option:

1.

Analyze your schedule. There might be different options to create your
schedule.

-
Option 1:
o Shift Schedule (Time Zone, Time, and Day): Pacific Standard Time
o 08:00to 20:00 DD
o 20:00to 08:00 NN
o Layers: 1 staffing layer per shift
o DDOO for DD shift schedule
o NNOO for NN shift schedule
» Rotation: Rotate 2 staff every Shift Schedule Start (in this case, every 2
days)
o DD | DD | DD | DD (Team order: 4, 1, 2, 3)
o NN | NN | NN | NN (Team order: 3, 4, 1, 2)

Option 2: (Option 2 is provided as an example in this documentation)

o Shift Schedule (Time Zone, Time, and Day): Pacific Standard Time:
Shifts/Teams 1-4. (O = Off; D = Day; N = Night)
o 08:00 to 18:00 and 18:00 to 08:00 DDONNOOO
o 18:00 to 08:00 and 08:00 to 18:00 NOOODDON
o 18:00 to 08:00 and 08:00 to 18:00 ONNOOODD
o 08:00 to 18:00 and 18:00 to 08:00 OODDONNO
o Layers: There is one layer per shift.
» Rotation: Rotate staff by the order shown next:
o Shift 1: DDONNOOO (for Team 1)
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o Shift 2: NOOODDON (for Team 2)
o Shift 3: ONNOOODD (for Team 3)
o Shift 4: OODDONNO (for Team 4)

Option 3:
« Shift Schedule (Time Zone, Time, and Day): Pacific Standard Time

o 06:00 to 18:00 Day Shift: 44112233
o 18:00 to 06:00 Night Shift: 23344112

e Layers: 1 staffing layer per shift

o Day Shift for Day Shift — 8-Day shift schedule
o Night Shift for Night Shift — 8-Day shift schedule

» Rotation: Different staff on different days (no rotation).
2. Set the scheduling option at the Organization level to Simple Escalation and

Scheduling.

Scheduling

&

3. Create your Calendar:

a.

b.

Calendar Name: 8-Day FireFighter Option 2 - OODDONNO Staff Pattern
Approach.

Optionally, select the Update Others checkboxes, as needed. Enter
email addresses (separate each email address with a comma).
Optionally, click to create your own External Calendar ID. Otherwise, the
External Calendar ID is automatically generated.

. Optionally, select the Update Others checkboxes, as needed. Enter

email addresses (separate each email address with a comma).
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e. Optionally, click to create your own External Calendar ID

External Calendar ID is automatically generated.

. Otherwise, the

Calendar Denasls
* Calendar Name: 8 Day FireFighter Option 2 - DODDONNO Staff Pattern Approach
Daescription:
Holidays: Pick the countries, regions 10 see the Holidays for
Pick oM OF MOPE COUNIFIES/ Pegions
Update athers: r alw f
Sehedule Reminders Send an emall reminder before a scheduled shift
External Calendar 1D; Generated after saving
(or click to create your own)
Cancel

. Add the shifts to this Calendar.

o b~

. Specify staffing options (Link a Group to this Shift if needed. Enable

escalation by selecting Enable Shift Sequencing if needed) and add staff. For

each shift add the corresponding staff and rotation.

6. From the Calendar View, hover the mouse over a silhouette to view the

staffing for that day.

00

. Set unavailability for any of the Staff (see Setting Unavailability section).
. Click Make Active when you are done creating your schedule.
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Viewing a Schedule

Once your Calendar is staffed, you can view your schedule from the Scheduling
home page.

Calendar View

Main View

The Main Calendar View is the default view when accessing the scheduling area. It
displays by default the list of active Calendars, and for a selected Calendar, a

graphical representation of the shifts and a table with the list of shifts. Shifts will
display in the user's time zone, not in the time zone of the shift.

[} Everbridge 360™ (O

#
] Wew Calendar  Import ® Da)’llme On‘Ca" ® Acive  Unpublished £ =
Fesat
“ Main Shlft Wiewr Sxalf View @
A
Calendar Name Shifs) ¢ Apri1a2025-Ape 19,2025 | > MR Show Sialing Dy | Wik | Month
]
Sum 4713 Men 4714 Tus 415 Wed 4716 The 4117 Feidfg Sat 4119
0400 - 1400 Ol - 1408 B - 14300 D430 - 1400 00 - 1408
* Daytirme On-Call z Moming St Toan  Moming S Taam Mo ShiftTesms Mormiog Shift Team  Rhormkag Shilt Tesm
1) Claing ddrmay ) Ddras v 1) Claing Admas 1) Cluing Admaa 1] i vy
s IT Calendar 4 T) Garalithrs Abati 21 Laten Hagasewa ) Frovidin basia ) Judwera Jayn 21 Frasceisa Backiu
¥ Laron Magasaws 1) Freddie Macia 3} Johara Jeye ¥) Francesca Bechoun  3) Geraldine Abat
b= &) Frediia Macis 2] Jahes Jayr d) Francaence Backosn &) Dorsleling Abati A1 Lawan Hagusswa
B Johena Japr 51 Framcwica Bochiom ) Linwrwws, L]
&) Prancesca Backous &) Gamalding Abatl &) Larcn Kisgassss &) Fraddia Macis ] Jobrna Jayw
(2R S0 - 2400
Marriry) Shih Tears Marning Shil Tears
1} Claing Adman 1} Claina Adman
Shiifeg {2
B M Shife
hE | Acave (2) Shift Name Link To Group Sequenced
B Aifternoon Shift Team Edit Staffing es
Morning Shiff Team Edit Staffing
Page 1 1 10K " of

In the list of Calendars, a drop-down menu allows you to toggle between different
filters:

« All: Displays active and inactive Calendars
» Active: Displays only the active Calendars (published or not)
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« Inactive: Displays only the inactive Calendars
» Published: Displays only the list of active and published Calendars
» Unpublished: Displays the list of unpublished Calendars (active or not)

You can expand or collapse your Calendar by selecting the arrow in the Calendar
pane.

When viewing a Calendar in the Calendar list, you can access the specific actions
for this Calendar: Edit, Copy, or Delete. (You can also access these actions from
the Action menu.

In the Graphical view, when you hover the mouse over a shift, you can see the
staffing for that shift and directly access actions to edit the shift staffing or
schedule. You can select to display the Calendar for the Day, Week, or Month by
selecting the option on the right-hand side.

r.1
H New Calendar  Impert @ Daytime On-Call «sove vnpubiisned % a
&
Main  Shift View  Staff View ¢
° )
=]
Sun 4713 Mon 4714 Tue 4115 Wed 4116 Thia 4117 Fri 4718 Sat 4119
D - WD B0l - 100 B0 - 1400 D400 - 1400 DED0 - 1400
e Daytime On-Call 2 Morming Shift Team Marming Shift Team Marring Shitt Tagm - =
Maria Hasby 1} Elasna Ad=iad o] Elired Adiad 1] Dl Adbrea Muoming Shilt Team b Jamagin
- IT Calisndss 1 Danisls Jumagin ) Garalding Abati 3} Laron Nsgaasws 2) Fradd Macis 0600 12 14;00 Dats
Tamaa fialer ) Lanies Mijeiiims T Foution it e T) Sebva Jurk Wed 4716 e
= i} Froddie Mack A} Johana Seye A Francesca Backow
51 Jodeir Jard B Fier s Bibi 5| Cotaldand Abati
&) Francesce Bachous ) Swakding Abati 4] Lavon Hegase=a
000 2440 ) Franotace Rack !
Wharainng Shilt Ve ) Bt Tider
1} Claing ddeas Mdaria basby Maria Hasby 1) Cureells Jarmangin e Ldrar
Daiela Juragin Cuniela Jumagis | | 2) Tamine Db Lt
TawacaDabe Tawana L ) Maria Hasby
enites (2} Edit Staffung
B How Shift Edit Shift Schadule

NOTE: If Month is selected, the selected holidays will be displayed.

You can hide the staffing for the Calendar by clearing the Show Staffing
checkbox. This selection persists for the entire user session and all Calendars.
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A warning icon is displayed if there is a staffing issue in a specific shift. Hover the
mouse over the shift to see more details.

The shift table displays the list of shifts for this Calendar, where you can delete or
add a new shift, edit a shift schedule by selecting the shift, edit the staffing, see
the group linked to the shift, and see whether the shift is sequenced or not.

Shift View

The Shift View lists all the shifts and the daily staffing for each shift. Shifts will
display in the user's time zone, not in the time zone of the shift.

) Everbridge 380~ (3

= Daytime On-Call  active Ungublished &

o o
Main  Shift View  Stal! View @
L
¢| srnazsaprn s > m oy v |
=]
Mamia Sunday 413 Manday 4714 Tuesday 4115 Wednasday 4/16 Thursday 417 Fridey 4118 Sutian
e
= w
I~
- ]
W ] w

You can select any of the following:
« Staffing—edit or delete individuals from shifts.

o Clear all staff—remove all staff from the current shift. When you select this
option, you must confirm the deletion of staff from the current shift.

In the Shift view, all the layers are consolidated into a single view. It displays the
layer in the order of priority for the notification engine. The top layer has a higher
priority than the lower layer. The Override layer has the highest priority.

Staff View

Staff View allows you to display all the staff for a specific Calendar during a
specific time frame. Shifts will display in the user's time zone, not in the time zone
of the shift.
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@) Everbridge 360~ O
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W
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t L
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¥ Mistni_ Wi Mesni_ Meeni Marmi
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»

From the staff view, you can select any of the following:

o Scheduling-edit or delete this individual's schedule.

» Make unavailable-provide dates that a selected individual is unavailable, for
example, on vacation or holiday. The Staff view for the individual displays
"UNAVAILABLE", removing the person from any shifts. The individual cannot
be added to any shifts while unavailable.

» Clear from all shifts-remove this individual from all shifts on this Calendar.

Staff Schedules

You can see an individual's schedule directly from the Scheduling subtab.

To see a staff member's schedule:

1. From the Scheduling subtab, in Calendar view, select Staff Schedules located
above the Calendar name. The list of staff members from all Calendars is
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displayed.

¥ L 2 [7] @) Everbridge 3860™ O
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2. Search by individual or group and select the name of the person whose
schedule you want to see. You can see the schedule for the Day, the Week,
or the full Month.

el -
i £ - [ 7] ) Everbridge 380~ O

il Geraldine Abati Q| Advanced Search  Reset

L
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)
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3. Optionally, hover the mouse over a time and click the Calendar icon that
appears next to the date to change unavailable dates or add a replacement.

L Everbridge 360~ O

Geraldine Abati )  Adwanced Search  feset
¢ Aprid, 2025-Ape 19,2025 S M B vioc R
Sun 413 Mon 4714 Tue 4115 Wed 4716 Thu 4117 Fridng Sat 419
Geraldine's
0600 o 14:00 06:00 18 14:00 05:00 10 14:00
Cat Daylime On-Call O Cak DiaySime On-Call Call Location
Shafy Moening Shift Shft: Marsing Shift None
Toum Tearn
External i
TG1292
Primary Email

For more details, see Setting Unavailability.

Day View

Day View shows all Calendars and their shifts/staff for the day. You can filter by
Calendar or staff. Shifts will display in the user's time zone, not in the time zone of
the shift.

To use Day View:

1. From the Scheduling subtab, in Calendar View, click Day View located above
the Calendar name. The list of all active Calendars and their shifts/staff is
displayed.

« 2 (7] @ Everbridge 360 O
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2. Select the desired Calendar(s) from the drop-down list to filter by Calendar.
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@ Everbridge 380™ O
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The columns next to a staff member's name can show two delivery methods.
In this example, two email address delivery methods are shown. If there is an
information icon to the right of the Calendar name, hover the mouse over the
icon to see the Calendar description.

3. Click Customize Delivery Methods to select up to two different contact
delivery methods.

NOTE: Fax, TTY, and Mobile Push delivery methods are not supported.

4. Select a maximum of two columns and click Update.

o

Calendars Staff Schedule Day View

=] o Mon Apr 14, 2025 >m Daytime On-Call
u

Calendar Shift Staffing Laver Hama Primary 5M5 Primary Email
¥ 1 Dayytime Gn-Call Moring Shift 1) Tea Customize Table View
<] S 2) Day
= Select & maximum of 2 celunng, Theee selections will be applied 16 o Users of your
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= =
£ . G

=
"

1) gl
idgenot com

These selections are only applied to your view. If there are replacements, the
time of the unavailability and replacement employee will automatically
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populate in the Notes column.

ContactList ~ Uploads  Upload Dynamic Locations ~ Groups ~ Rules  Deleted Contacts Scheduling
Calendars |  Staff Schedules DayView | oOnCallNow | Admin T
- Customize Del
< FriOct 6, 2023 > B (LG EIEE Sl | Click to choose specific calendars + |Reset Customize Ad|
Calendar shift Staffing Layer Name Home Phone Personal | Email Notes
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20.0 Regression 0130 t0
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5. Click Customize Additional Information to select up to two different Additional
Information contact attributes.

6. Once the selections have been made, click Update.
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Organization.
.
- =
=

These attributes will be displayed after the Delivery Methods attributes in the
tabular format in the Day View and On Call Now tabs.

7. Optionally, click the link next to the Group name to see the members' hames.
(Click the link again to collapse the group name list.)

8. Optionally, click a group name to see the staff schedule and members of the
group.

9. Optionally, click the following to:

e Printicon - prints the Calendar currently displayed. You can expand all
groups before printing to see the group members' names in addition to
the group names.

» Calendar name - returns you to the Calendar view.

 Staffing Layer-opens that staffing layer, where you can edit the layer
and/or add staff.

» Staff name - displays that individual's schedule.
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On Call Now

On Call Now shows all active Calendars and shifts/staff who are currently on-call.
You can filter by Calendar or staff. Shifts will display in the user's time zone, not in
the time zone of the shift.

To use On Call Now:

1. From the Scheduling subtab, select On Call Now. The list of all active
Calendars and their shifts/staff who are on call now is displayed. If there is an
information icon to the right of the Calendar name, hover the mouse over the
icon to see the Calendar description.

| Current Tin 5:59 POT
= .C.L en. . .]e TR m-m Click 1 choase specific calendars *  Ressl @
&

Calendar Shift Statfing Layer Namue Primary SMS Primary Email

Darytime On-Call Afterio 1) Might Shift 1) Maria Haakry

IT Calandar [i] IT Dy Skaft 1) T Dy 1) e T {6 Goroup mepembars

2) Encalations U3 Leslie Trisks

2. To filter by Calendar, select the desired Calendar(s) from the drop-down list.
3. As needed, select more than one Calendar.
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4. Optionally, from On Call Now, click the number of group members to see
their names. Click the number again to collapse the group name list.

e
3

w2 @) Everbridge 360~ ©
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5. Optionally, from On Call Now, click a group name to see the current staff
schedule.

= @) Everbridge 360~ O

(7]
L]
o
¥ IT Q Advanced Search  Reset
§ Apri32025Apr19,2025 S M Daj| vicek [Mosth
-l
Sun 4/13 Mon 4714 Tue 4118 Wed 4116 Thu 417 Fri 4718 Sat 4119
] [ Ts Memi
AN day 0900 10 1700 089508 1700 O%:00 82 1700 0500 1o 17 00 90010 1700
* T Calendt Cak IT Caléndar Ca: T Calendur Cail T Calentar Ca 1T Cakendad Cal: IT Cabéndtar
Shife: IT Day Shift Shife: IT Day $aift Shift: IT Day Shift Shaft: IT Qay Shaeht Shir: (T Day Shfy Shife 1T Day Sain
A
= + Muhammad Watton

= Sarah Smith

6. Optionally, click the following to:

e Printicon - Prints the Calendar currently displayed. You can expand all
groups before printing to see the group members' names in addition to
the group names.

« Calendar name - Returns you to the Calendar view.

 Staffing Layer - Opens that staffing layer, where you can edit the layer
and/or add staff.

» Staff name - Displays that individual's schedule.
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Staff Count

You can see the staff count for one or all Calendars. Select a date range and then
optionally select a Calendar if you do not want to see the staff count for all
Calendars or a specific Calendar of your choice.

@) Everbridge 360~ ©
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Editing a Schedule (Calendar, Shift, or
Staff)

Schedules can be edited from different places in the Scheduling page, when
selecting an action, it always opens the Edit wizard. Depending on what is edited
(Calendar, Shift, or Staff), you are directed to different steps of the wizard.

Once the wizard is open, you can navigate directly to the shift or staffing tabs by
selecting each tab. If there are no shifts in a Calendar, the staffing tab is inactive.

Edit Calendar

You can edit a Calendar from the following places in the Calendar view:

e From the Calendar list, hover the mouse over the Calendar and select Edit. It
opens the Calendar tab.

Mew Calendar Import ®

Reset

Calendar Name Shift(s)

IT Calendar & w1
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e Select a Calendar and select Edit in the action list.

o
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Editing a Calendar navigates you to the Calendar page of the wizard. Here, you
can change the Name, Description, Holidays, Update Other settings, Schedule
Reminders, and the External Calendar ID.

I Everbridge 380~
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Change Calendar Owner

By default, the Calendar is owned by the user who created the Calendar. Only a
Group Manager or Organization Administrator can own a Calendar.

To change Calendar owner:

1. From the Scheduling subtab, ensure that the desired Calendar Name in the
left-hand pane is selected.

2. From the Action menu, select Change Owner.

L

Everbridge 380~ O
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The Change Calendar Owner dialog is displayed. The current owner role is
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displayed.

! Change Calendar Owner
L

V' Current Owner Role: Organization Admin €
ur Change Owner Role to:

4:(
@®  Org Admin (Organization Admin)

Role Name -

Role Type

ig

There are no items to display in this table.

Page| 1 |of1 > »|(10 ~

Cancel

3. Select the radio button corresponding to the owner role you want.
4. Click Change Owner Role. An email notification is sent to your Calendar
distribution list.

Edit Shifts Schedule

You can edit a shift schedule or add a shift for a Calendar from the following
places in the Calendar > Main View:

» Create a shift in an existing Calendar: Select the Add Shift action on the top
of the shift table. It launches the wizard and sets the wizard to the Shift
Details tab for the specific Calendar.

» Create a shift in an existing Calendar: Select the Add Shift action from the
Calendar action list. It launches the wizard and sets the wizard to the Shift
Details tab for the specific Calendar.

« Edit an existing shift: Select the shift hyperlink in the shift table. It launches
the wizard, opens the Shift Details tab, and displays the selected shift
schedule.

« Edit an existing shift: Hover the mouse over a shift in the Calendar view and
select Edit Shift Schedule. It launches the wizard, opens the Shift Details tab,
and displays the selected shift schedule.

To edit a shift schedule:




Yeverbridge

1. Select the shift you want to edit. The Shift Details tab of the wizard is
displayed.

2. Change the following information: Name, Shift Schedule type, Shift schedule
period and times, and Override information.

@) Everbridge 360 ©

14:00 to 20000
14:00 to 20000
14:00 to 20600
1400 to 20000
14200 to 20000

All day

3. Click Save & Add Another Shift, Save, or Save & Exit.

Edit Shift Staffing

You can edit shift staffing from the following places:

 In the Calendar > Main view, select the Edit Staffing link in the shift table,
which launches the wizard and opens the Staffing tab on the selected shift.

e In the Calendar > Main view, hover the mouse over the shift, select the Edit
Staffing link in the shift table, which launches the wizard and opens the
Staffing tab on the selected shift.
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In the Shift View for a specific shift, select the Staffing action, which
launches the wizard and opens the Staffing tab on the selected shift.

In the Shift view, to clear all staff from a shift, select the Clear All Staff action
for a specific shift. This action removes all the staff from the specific shift for
the specific Calendar.

In the Staff View for a specific staff member, select Scheduling, then in the
Manage Staff Schedule window, select the Pencil icon, which launches the
wizard and opens the Staffing tab on the selected shift.

In the Staff View, to clear staff from all the shifts, for a specific staff member,
select Clear from all Shifts, which removes the staff from all the shifts
(including override) for the specific Calendar.

Selecting any of those actions opens the Staffing tab of the edit wizard.

K &k ¥

&

7] @) Everbridge 380™ O

ESaleciod Shifi: Calendar:

D Hew Seaffing Layer

From the Staffing tab, you can:

Change the shift staffing options

Add / Delete layers

Edit layers

Change layer sequencing options (Advanced Escalation and Scheduling
mode only)

Add / Remove staff from a layer

Reorder layer sequence.

Set the escalation time to the next layer (Advanced Escalation and
Scheduling mode only)

Preview the schedule
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e Set overrides

Reuse a Staffing Layer

You can use the same Staffing layer name for multiple layers as long as the
schedule does not override. This can be used when you want to define different
staff for a different time period for the same layer.

To reuse a staffing layer name:

1. Select Edit Staffing from one of the entry points listed above. The Staffing tab
is opened.

2. Select New Staffing Layer.

3. In the Staffing Layer Name field, make sure to select the same Staffing Layer
name of an existing layer.

4. Enter your From and To dates.

NOTE: Staffing layers with the name cannot overlap with each other.

5. Select your staff and click Save.

Overriding Staff for a Shift (Shift Substitution)

Within a specific shift, for a specific day, the Administrator can choose to override
all the staff members.

To override staff for a shift:
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3. Select the checkbox of the name(s) with whom you want to override the
current staff, and click Save.
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4. As aresult, the on-call staff will be the ones defined in the override.
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o If the shift is sequenced, the on-call contacts defined in the override are
notified in the order of the sequence. There is no possibility to turn off the

sequence.
« If the shift is not sequenced, the on-call contacts are all notified at the same

time.

When advanced scheduling is turned on, for sequenced shift:

» For that specific day, the predefined layers do not exist any longer.
» The escalation between staff is taken from the sequencing wait time as

defined in the Incident/Notification template.

NOTE: If a shift is not sequenced, on the day of the override, all
contacts are notified at the same time.

To remove the overrides, select Remove from the desired date on the
Staffing Layers dialog.
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Exporting a Calendar

You can export a Calendar into a .ics format. Export creates an iCal in ICS format
that you can later import into Microsoft Outlook or Google Calendar.

To export a Calendar:

1. From the Scheduling subtab, ensure that the desired Calendar Name in the
left-hand pane is selected.

2. From the Action menu, select Export ICS file. The ICS file is exported.
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3. Import your ICS file according to your Help documentation from the
respective Calendars (Microsoft Outlook or Google Calendar).
» The file will be imported to your calendar according to your calendar’s
time zone regardless of the shift time zone.

Exporting the Staff View

To export the staff view in a PDF or CSV format:

1. From the Scheduling subtab, select the Staff View link.
2. Select the week you want to report.
3. Select Export.
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4. Select the export format (PDF or Excel) and select Export.
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The exported file includes each staff member, and the list of shifts for each
day is displayed in the selected time range. Shifts will be exported in the
user’s time zone rather than in the shift's time zone.

Exporting the Shift View

To export the shift view in a PDF or CSV format:

1. From the Scheduling subtab, select the Shift View link.
2. Select the week you want to report.

3. Select Export.

4. Select the export format (PDF or Excel) and select Export.

“« 2 () Everbridge 380~ ©
Export PDF/CSV
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The exported file includes for each shift the list of staff members and their
replacements for each day displayed in the selected time range. Shifts will be
exported in the user's time zone rather than in the shift's time zone.




Yeverbridge

Importing a Calendar

You can import your .ics Calendar files to your Calendars in Scheduling. Only .ics
files are supported from Microsoft Outlook and Google Calendar. For details about
creating .ics files, see your Help documentation from the respective Calendars.

To import a Calendar:
From the Calendars page, click the Import link. The Import Calendar dialog is

1.

5.

displayed.

. Click the Select a file link.

. Choose your .ics file and click Open.
. Select the Target Calendar from the drop-down list. It can be an existing
Calendar, or you can create a new Calendar.
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Print a Calendar

A calendar can be printed from the Main Calendar View. When printed, the
calendar will reflect the user’s time zone instead of the shift's time zone.

To print a Calendar:

1.

2.

From the Scheduling subtab, select the desired Calendar Name in the left-
hand pane.
Click the Print icon. The Print Calendar dialog is displayed.

Print Calendar ) 4

Printing preferences: (2]
Show staff
Include staff name list under Group names

Include unavailable/replacement details

. Optionally, select one or both checkboxes:

« Include staff name list under Group names
« Include unavailable/replacement details

. Click Print. The document is put together depending on your options, then is

displayed in a Print dialog. See Example Calendars Using the Print Icon, next.

5. Optionally, change the Layout, Paper size, Margins, and other print options.
6.

Click Save to save the Calendar as a PDF file if you want to keep the printed
Calendar. The Save As dialog is displayed.

7. Type a new filename and place the PDF on your computer.
8.

Print your PDF as you normally would.

Examples of Print Formats

Show staff:
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Setting Unavailability

Administrators can manage unavailability and replacement for staff in the
Calendar.

You can set an unavailability for a specific Calendar or all Calendars.

« When setting an unavailability for a specific Calendar, the unavailability and
replacement apply to all shifts and layers within the Calendar where the
contact is staffed.

e When setting an unavailability for All Calendars, the unavailability and
replacement apply to all Calendars, shifts, and layers within the organization
where the contact is staffed. If the contact is staffed in a new Calendar, that
contact will automatically be unavailable.

To make a contact unavailable:

1. Navigate to Contacts > Scheduling and select Unavailability under the Admin
tab.

2. Select a contact and select either a Calendar in the drop-down menu or All
Calendars.

3. Select Add Unavailability next to the contact name.

4. In the Make Unavailable dialog, select the Start and End dates, if all day or a
period of time, and a recurring time (daily, weekly, or monthly).

<« - (7] @ Everbridge 360~

Make Unavallable x

w

Staff Count

Audit Logs: saart  Apr 14, 20 sl | 3 Repeat
ay
Unavailability

NOTE: A contact cannot be unavailable and set as a replacement at
the same time.
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When selecting All day, the unavailability starts at 00:00 on day1 and ends at
00:00 on day2. Therefore, if you make a contact unavailable all day on day1,
but select that same contact as a replacement on day2, you need to select a
Start and End for either day1 or day2 so there is no overlap between the
unavailability and the replacement.

For example:

e Day1 - Unavailable from 00:00 to 23:59 and Day2 - All Day, or
e Day1 - All day and Day2 - 00:01 to 00:00
5. Click Replace to select a replacement.

Replace ) 4
Q. | Reset
First Name Last Name ~ External ID
Lemuel Aamot TG515
O Theron Aarsvold TG821
Geraldine Abati TG1292
@ Donna Abbe TG882
Donna Abbe TG2063
O Celeste Abbenante TG141
Page | 1 of 257 »» w0 |10 v View 1-10 of 2569

When setting an unavailability and replacement, the minimum staffing
requirement for the layers applies.

e The Unavailability setting without replacement fails if the minimum staff
requirement is not met for any of the layers.

e You cannot replace a staff with an unavailable contact. If you select a
replacement that is unavailable at any time during the period of time for
which you set the unavailability, an error message is displayed, and the
unavailability creation fails.
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» The list of unavailability and their replacements for the specific contact
is listed in the table after saving.
6. To Edit an unavailability, select the Pencil icon in the table.
7. To Delete an unavailability, select the Delete action in the table.

For any sequenced shift, the contact selected as a replacement takes the place of
the contact it replaces in the sequence.

Unavailability can also be viewed, set, deleted, or edited for a specific contact in
the following views:

» Calendar view - Hover the mouse over a shift to see the staffing, select Edit
Staffing.

Everbridge Suite Tower Global (Organization Admin) v ?  Logout

=

Dashboard Universe Notifications v MAv Critical Events v Incidents v Contacts v Reports Settings v

ContactList ~ Uploads  Upload Dynamic Locations  Groups ~ Rules  Deleted Contacts Scheduling >}
Calendars | Staff Schedules Day View OnCallNow | Admin Time Zone America/Los_Angeles
New Calendar  Import ® nght Shift Stafﬁng Inactive  Unpublished & a
Staffing schedule for the overnight shift for the Dorm front desks.
Reset
I . (2}
i Main  Shift View  Staff View
Calendar Name Shift(s)
< | Apr3,2023-Apr29,2023 | > E8 Show Staffing Day Week = Month
Night Shift Staffing 1

Sun 4/23 Mon 4/24 Tue 4/25 Wed 4/26 Thu 4/27 Fri4/28 Sat 4/29
Night Shift Night Shift | Night Shift Night Shift
oo | 00011700 Frencem e
4) Alexandra Abkemeier bkemeier 4) Alexandra Abkemeier 4) Alexandra Abkemeier
5) Gracie Balmores pres. 5) Gracie Balmores 5) Gracie Balmores
6) Kendall Chui | 6) Kendall Chui 6) Kendall Chui

Shifts (1) 7) Mariynn Barnett

@ New Shift

Edit Staffing

Shift Name it Shift Schedute 0 Group Sequenced

View:| All (1) v

Night Shift Edit Staffing Yes

« Staff Schedule - Hover the mouse over a shift and select Make unavailable,
edit, or delete.

Contacts  Uploads  Groups  Rules Deleted Contacts Scheduling 9

Calendars Staff Schedules Day View on Call Now Admin Time Zone America/Los_Angeles

Shawna Aadland Q| Advanceasemcn Rese
¢ MNov21,2021-Nov27,2021 > MR m 8

Sun 11/21 Mon 11/22 Tue 11/23 Wed 11/24 Thu 11/25 Fri11/26 Sat 11/27
Shawna's Details
00:00 10.09:00 00:00 1 05:00 00:00 10 09:00 00:00 1 05:00 00:00 10 09:00 00:00 10 09:00 00:00 to 05:00
cal:uz cal:uz caluz cal:uz cal: uz cal:uz cal: vz Ly
Shift: 522 Shifr: 522 Shift: 522 Shift: 522 Shift: 22 shift: 522 shift: 522 None
09:00 10 24:00 06:00 10 17:00 06:00 10 17:00 06:00t0 17:00 06:00t017:00 06:001017:00 09:00 to 24:00 External ID:
cal:uz Cal: Daytime On-Call Cal: Daytime On-Call Cal: Daytime On-Call Cal: Daytime On-Call cal: uz EBO01799
shift: 522 Shift: Monday-Friday Shift: Monday-Friday Shift: Monday-Friday shift: Monday-Friday shift: 522
09:00 1o 24:00 09100 10 24:00 09:00 10 24:00 09:00 to 24:00 09:00 to 24:00 Associated Group(s):
cal:uz caluz cal:uz Cal: Uz cal:uz None
Shift: 522 Shift: 522 Shift: 522 Shift: 22 shift: 522

Go 1o contact details @
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» Day View - Hover the mouse over a contact and select Make unavailable.

Calendars

< Sun Nov 21,21

Calendar
CalSeqShiftTest
Daytime On-Call

FlexCal2

Ortho On-Call
Overnight

PDTestCal

Primary On-Call

Contacts  Uploads

(i ]

(i ]

Groups Rules

Deleted Contacts

Scheduling

> | [SSNEI =l | Click to choose specific calendars i

Shift Staffing Layer

Unstaffed on this day

Unstaffed on this day

Unstaffed on this day

Unstaffe:

d on this day

Layer 1

1) Resolver

2) Escalation 1

3) Escalation 2

Unstaffed on this day

taffed on this day

Name

1) Christiana Aakre
2) Clyde Aanenson
1) Shani Abati

2) Gretchen Abatti

ts PDTesIGroup (3 6rous memsess |

1) Gaylord Abdulla
2) Jaysen Abbington
3) Tanya Abbey

1) Gretchen Abartti

2) Shani Abati

1) Gretchen Abatti

1) Shawna Aadland

Second Email

2}

Time Zone America/Los_Angeles

Customize =

Notes

Group
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Self-Service Scheduling

Using the Everbridge Mobile App or the Member Portal, staff members can use the
Calendar to view their schedule and unavailability. Depending on the Organization
settings, they can manage their unavailability (that is, make themselves
unavailable and/or name replacements while they are unavailable or delete their
unavailability).

Enabling Self-Service Scheduling

Administrators can enable Self-Service Scheduling for the entire Organization.

To enable self-service scheduling:

1. Navigate to Settings > Organization > Contacts and Groups > Scheduling.
2. Select the checkbox: Enable schedule self-service for availability and
replacement.

@) Everbridge 360~ @

-

Scheduling

SCHEDULING AND DE-DUPING

k ¥ @ o n 4 B

ADDITIOMAL SETTINGS

e When enabled, contacts can view and manage their unavailability both
from the Member Portal and the Everbridge Mobile App.

e When disabled, contacts can only view their unavailability. They cannot
create, edit, or delete any unavailability.

e The option applies to both Member Portal and Everbridge Mobile App.
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About On-Call Reminders

The On-Call Reminder feature allows contacts to be reminded by email a
predefined time ahead of the start of their shift.

Reminders are enabled for an organization, then configured on a per Calendar and
staffing layers basis.

When an on-call reminder is set up for a Calendar staffing layer, all on-call staff
for that layer will receive an email at a predefined time prior to the start of their
shift.

On-call reminders are only sent by email by a predefined email address
noreply@everbridge.net to the on-call contacts registered email address.

If there is no registered email address for the contact, On-Call Reminder email will
be sent to the first email address specified in the delivery options for the contact.
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Enable On-Call Reminder for an Organization

In order to receive an On-Call Reminder, the feature must first be turned on at the
Organization level.

To enable the On-Call Reminder feature:

1. Navigate to Settings > Organization > Contacts and Groups > Scheduling.
2. Select the checkbox: Send a Calendar reminder via email.

| @ -] 7 @) Everbridge 380~ O

Scheduling

(=] My ¥ SCHEDULING AND DE-DUPING

& K k& ¥ B <

3. Specify the time in hours or days prior to the start of the shift for which the
reminder will be sent. The minimum time allowed to be set is 1 hour.

4. Specify whether you want to allow your contacts to be able to opt out of the
reminders. By default, contacts can opt out of reminders from the Member
Portal.

5. Click Save.

6. Time configured at the Organization level applies to all Calendars and layers
where the On-Call Reminder has been enabled.

7. Disabling On-Call Reminder in an Organization wipes out all On-Call Reminder
configurations made for Calendars and layers.

8. Every half hour, the system scans for the next reminder to be sent.
Reminders are sent in a window of +/- 15 minutes of the scheduled time
specified.

e For example, the administrator set the reminder time to 1-hour before
the start of the shift, and the shift starts at 8:00 AM. The reminder is
sent between 6:45 AM and 7:15 AM (+/- 15 minutes from 1 hour before
start of the shift).
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Configuring On-Call Reminder for a Specific Calendar

Enabling the On-Call Reminder feature at the Organization level will allow you to
configure On-call reminder for each individual Calendar. By default, none of the
Calendars are configured to receive On-Call Reminders.

e Turning on On-Call Reminder for a specific Calendar will apply to all Staffing
layers in the Calendar.

» Turning off On-Call Reminder for a specific Calendar will wipe out any on-call
reminder configuration made for layers within that Calendar.

NOTE: If On-Call Reminder is not enabled at the Organization level, the
option will appear in the Calendar, but will be grayed out (not
selectable).

To configure On-Call Reminder for a specific Calendar:

1. Navigate to Contacts > Scheduling.

2. Create a new Calendar or edit an existing one.

3. Under Calendar Details, select the checkbox: Send an email reminder before
a scheduled shift.

4. Click Save.
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Configuring On-Call Reminder for a Specific Layer

When On-Call Reminder is turned on for a Calendar, it applies to all staffing layers
within this Calendar.

Each staffing layer can be configured individually, and On-Call Reminder can be
turned off for a specific layer.

 If On-Call Reminder is not turned at the Organization level, the option will not
be displayed in the layer.

 If On-Call Reminder is turned on at the Organization level, but not at the
Calendar level, the option will be displayed but disabled in the layer.

 If On-Call Reminder is turned on at the Calendar level, the option is displayed
and enabled in the layer.

To configure On-Call Reminder for a specific layer:

1. Create a new layer or edit an existing layer.

2. Clear the checkbox: Send an email reminder before a scheduled shift to turn
off On-Call Reminder for the on-call staff of that specific layer.

3. Click Save.

Once the On-call Reminder has been turned off, it can be turned back on at any
time.
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Turning Off On-Call Reminders

When turning off On-Call Reminder for a Calendar, it wipes out all settings made
for any layers within that Calendar. No further reminders are scheduled to be sent
to on-call staff.

When disabling On-Call Reminder for an Organization, it wipes out all settings
made for any Calendar and layers within the Organization. No further reminders
are scheduled to be sent to on-call staff.
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Opting Out of On-Call Reminders

Administrators can allow contacts to opt out from On-Call Reminders. This is an
Organization setting and applies to all contacts in the Organization. When allowed,
contacts will be able to opt out from the Member Portal.

To allow contacts to opt out from On-Call Reminders:

1. Navigate to On Call Schedule > My Schedule.

2. To opt out, clear the Reminders checkbox.

3. To optin, select the Reminders checkbox. If opt-out has been restricted for
the Organization, the checkbox is selected, but grayed out.
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Auditing On-Call Reminders

On-Call Reminders configuration changes for layers and Calendars are displayed
in Scheduling > Admin > Audit log > Scheduling Audit. It records per Calendar and
per layer when and by whom the On-Call Reminder has been turned on or off.

If the On-Call Reminder feature has been disabled for the Organization, a specific
item is recorded in the audit log that applies to all Calendars.

On-Call Reminder sending activity is recorded in Scheduling > Admin > Audit log >
Reminder Activity. It records the reminder sending success/failure per Calendar
and layer, along with the time sent. You can further filter by recipients and status.
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About the Audit Log

All changes made to a schedule and on-call reminder activity are recorded and
displayed in the Audit Log.

To use the Audit Log:

1. In the Calendar Main view, select your Calendar.
2. Select Audit Log in the action menu of the Calendar.

It opens the audit log and filters all information for the specific selected
Calendar.

Alternatively, you can:

1. Select Contacts > Scheduling > Admin > Audit Logs.
2. Select the Date Range for which you want to run your audit as well as the
Calendar, then select Search. By default, it displays the past six months and
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all Calendars.

o ! ~ Audit Logs
I Staff Count
' Audit Logs » SEARCH

Unavailabiiity

Scheduling Audit

Reminder Acthvity

Action Item
50:18 POT Usnrvgsilghility removed T

Description

Dons: by
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Reminder Activity

All the records for reminder sending success/failure per calendar and layers, along
with the time sent, are displayed under the Reminder Activity subtab. You can
further filter by recipients and status to narrow your results.

v Audit Logs

Staff Coumnt
Audit Logs » SEARCH

Uriarvallability

Viewing: | All slaluses «

Time Senl = Calendar

Scheduling Audit Remin wder Activity

Clear Filbers

Slatus

Recipients
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Scheduling Audit

Any changes made to a Calendar, shift, or layer are recorded under the
Scheduling Audit tab. It records:

» Time -The time the change was made.
e Action - The action performed.
e The item changed in the schedule or setting changed that will affect the
schedule.
e For Schedule items, the format is the following: Calendar:Shift:Layer.
» Description - A description of the change.
» Done By - Who performed the change.
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Notify a Group Linked to a Calendar

Linking a group to a Calendar allows you to send a Notification to on-call staff of
the linked Calendar. If there are no on-call contacts on the linked Calendar, the
Notification is sent to all contacts in the selected group.

Link a Group to a Calendar

To link a group to a Calendar:

1. Navigate to Contacts > Groups.

2. In the Linked Calendar drop-down menu, select a Calendar.

Only an active Calendar can be selected.

There can be only one Calendar linked to a specific group.
There can be more than one group linked to the same Calendar.
If the Calendar is active, a link is displayed.

Unlink a Group from a Calendar

To unlink a group from a Calendar:

1. Navigate to Contacts > Groups.

2. In the Linked Calendar drop-down menu, select the Calendar.

3. Click the X button that appears when hovering the cursor over the chosen
Calendar.

“Yaverbridge
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4. A confirmation modal will appear, warning that unlinking the group from the
Calendar can't be undone. To proceed, click Confirm.

Warning

Are you sure you want to unlink Calendar Night Shift
Staffing from this Group? This action cannot be undone.

Cancel Confirm

5. The group is unlinked from the Calendar.

Target Linked Group in a Notification

To target a group linked to a Calendar as part of a Notification:

1. Select Incident > Templates.

2. Select and edit your template.

3. From the Contacts tab, select Groups, then select your targeted group.

4. Select Send to linked Calendar for all selected groups in the Sending options.

When a Notification or Incident Notification targeting a group is sent, each
selected group is checked for a linked Calendar before broadcasting so that the
Notification is sent to the on-call contacts on the linked Calendar. If there are no
on-call contacts on the linked Calendar, the Notification is sent to all contacts in
the selected group. If the group is sequenced, the sequence is honored.
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Notify On-Call Staff Using Rules

When you send a Notification, you can apply a rule based on the characteristics of
the contact that will receive the message. Rules can be added to Name, Location,
Delivery Method, and the other contact data fields.

Rules are a dynamic way of selecting contacts using multiple filters based on their
contact information, such as Name and Address, Calendar, or Additional
Information that is custom to your Organization.

If the data content for a contact record is current, then the rule is up-to-date
whenever you send a notification. You do not have to "maintain” the list.

Create Notification Target Rule

To create a rule to be used as a notification target:

Navigate to Contacts > Rules.

Select Add to create a new rule.

Specify a Rule Name.

Select Calendar as a filter criterion and the targeted Calendar.
Specify the shift you want to target.

Add any additional filter criteria you want.

DA hWN

Target Rules in a Notification

To target a rule as part of a notification:

1. Select Incident > Templates.
2. Select and Edit your template.
3. From the Contacts tab, select Rules, then select your targeted Rule.
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