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SECTION A:
ADDING NEW CONTACTS




NEW CONTACTS - IMPORTANT TO NOTE

When you add new contacts to your group, you must:

= Use their personal cell phone with no spaces or dashes as their
external ID (ex. 5418675309)

" Include an email address in their device listing at which they can
receive the invitation to update their account and future
communications.

= Put their cell phone as the priority method of communication

= New contacts must have the following in order to receive messages:
= (1) add home agency (your agency) to the contact

= (2) after you create the contact add the new contact to the group from the
“groups” tab



NEW CONTACTS - HOW TO GET THERE

Log in to Everbridge and click “proceed”
on the welcome message.

g Descriptons):

O

Click the “Contacts”
tab from the
dashboard to access
the contacts that are
available to you.



THE CONTACTS TAB

Z

Contacts Uploads

Dashboard Universe Notifications v Incidents v

Groups Rules Deleted Contacts

Send Registration Email Add Contact

First Name M.L

Download

r !

Tom

Contacts Reports

Settings v Access v

Last Name Suffix External ID

test001

Page| 1 |of125

Record Type

Web Registration

Lincoln Test Org (Organization Admin) s

First Name Last Name

@ Advanced | Reset

Last Modified By

Last Modified Dat

Feb 08, 2021 12:56:420ST Thomas Crane (Everbridge)

View1-10f1

Access your groups
by selecting the
“roups” tab.

Utilize “add contact”
to add new personnel
to Everbridge.

Search for personnel to
update information
using the search bars.




ADDING A NEW CONTACT

General Information

*First Name M.L *Last Name Suffix

Enter general information. For

External ID, use their personal cell <| )
phone with no spaces or dashes.

*Record Type Country Time Zone

Select.. v Select.. v Select.. v

. “ ”
Click “manage groups” to add rouro)

them to applicable groups.

No groups found

Select delivery (contact)
methods from the available
drop down list.




ADDING A NEW CONTACT

Use the arrows on the left to organize the delivery Delivery Methods
methods in the preferred order. Emergency
Management recommends putting personal SMS
TXT as first preferred delivery method.

will go down this list, in the order specified here, when attempting to reach this contact.

Delivery Method Device address

Personal SMS TEXT #
* | = ~+1201-555-0123

Personal Mobile Ph
* | = ~+1201-555-0123

Business E-Mail _
* | someone@example.com

Be sure to include an email address so the new
contact can receive a registration email.

Personal E-Mail _
* | someone@example.com

Add a delivery methed: | Select... v

Static Location(s)
Add static locations. Emergency Management NOEE e x
recommends using home, office, school, and
. Apt/Suite/Unit
other frequently attended locations.
Note you can add more than one location e ettt S
by using the link at the bottom. A et




Add applicable information from the “Additional
Information” drop down menu.

You can edit
alert
subscriptions
by clicking on
“Manage

Subscriptions”.

ADDING A NEW CONTACT

Delivery Methods

in the order specified here, when attempling to reach this contisct

Add a delivery method: | Select

Static Location(s)

New Static Location

Additional Information

Addilional Infermation

Add an Additional information: | Select...

Alert Subscriptions

b Edit subscription ®

[ ~Automated Weather Alerts

*FLOGD
HWIND
*SEVERE
IFIRE
SHATARD
PWINTER
FTSUNAMI
SMARINE
STROPICAL
SHAIL AND LIGHTNING
INON-PRECIPITATION

infarmational - Cutres

ch Undates.

After clicking
this, the “edit
subscription”
drop down
menu will
appear.




ADDING A NEW CONTACT

Add your home agency to Additional Information
the new personnel profile | “ e B

by selecting it from the list. | -_—

You can select more
than one agency by
clicking all that apply.

Lincoln County Public Safety (Organization Admin) v I

Save the contact using the o
“Save” key at the top right of —

‘ Save ’ Cancel

the screen. —




SECTION B:
MANAGING YOUR
GROUPS




MANAGING A GROUP

To access Groups, hover over the “Contacts” tab and
click “Groups”.

O
~

You will only be able to see the groups that you
have access to. To add someone to a group,
select the group from the menu bar on the left.

Group Group Name or Desc @

© Drag Groups to rearrange

All Contact Groups

[ *Alerts: Cooperators Leadership ¢ &
[ *Alerts: Distant Tsunami Cooperators
[ *EOC: CI/CO/Tribal Facilities (all)

™ *EOQC: County Activation and Update
[ *Leadership: City/Co/Tribal Policy

[ *Leadership: County EM's

[ *Leadership: County Policy Group

[ *Leadership: Dispatch (all)

[ *Leadership: Fire Defense Board (all)
[ *Leadership: PIO's (all)

[ *Leadership: Police (all)

M *Public Health Vaccine Alarm

I *Teams:

B Ambulance:

[ American Red Cross




ORGANIZING GROUPS

Group Group Name or Desc | | Q

€ Drag Groups to rearrange

- e,
[ Fire: *All Chiefs & Designee
[ Fire:*Conflag
I Fire: *Training - COCTOA
Wm Fire: Depoe Bay
ﬁ. Fire: Newport
[ Fire: Newport - *All Staff
[ Fire: Newport - A Shift
[ Fire: Newport - B Shift
[ Fire: Newport - C Shift
[ Fire: Newport - Career

[ Fire: Newport - Officers

\ [ Fire: Newport - \.Folunteer)

ITE INCTLTT LTt

Im Fire: OR Dept of Forestry
I Fire: Seal Rock
I Fire: Siletz e

You can organize your group as is most helpful
for your agency.

Emergency Management recommends
including subgroups for any combination of
people that you may need to contact quickly.

You are responsible for ensuring that your
subgroups are up-to-date with new hires,
volunteers, or departures from your
organization.

Maintain continuity between your group
hames.



ADDING A CONTACT TO A GROUP

Click on the “Add Contact” button. You will be given the following options:
“Add existing contact to this Group” — Select this if you already created the new contact
“Add a new contact to this Group” - Select this is you need to create the contact

©  Drag Groups torearrange May 23, 2010 09:56:50 PDT, Virginia Demaris
= ric.
[ Fire: *All Chiefs & Designee
[3 Fire:*Conflag
M Fire: *Training - COCTOA
Im Fire: Depoe Bay

Y

Description:

Add Contact v

Add existing contacts to this

B Fire: Newport
[ Fire: Newport - *All Staff & &
[ Fire: Newport - A Shift
[ Fire: Newport - B Shift Jason
[3 Fire: Newport - C shift

Jonathan Group

Add a new contact to this Group.

[y Fire: Newport - Career Theresa
| Fire: Newport - Officers Emma
[ Fire: Newport - Volunteer

B Fire: North Lincoln Todd

I Fire: OR Dept of Forestry Madison

I Fire: Seal Rock _

e Fire: Siletz <7 Jessica

Glennis

Tracy




ADDING A CONTACT TO A GROUP

Drag Groups fo rearrange
“Leadership: Folice (all)
*PIO's: Lincoln Gounty (all)

Q || Fire: Newport - *All Staff

May 23, 2018 D8:56:58 POT, Virginia Demaris

- 4 Description:

You have to add the new contact to

ol every subgroup by highlighting the
i B " subgroup (ex. All Staff, Shift A, etc.)
T o - | and using the “Add Contact” button.
e — e -
- | If you select “Existing Contact”, you will be
il | able to search the contacts that are visible
# Fire: OR Dept of Foresiry - Tom Jackson to you-
Use the check R
N qQ || Fire: Newpcu't-’»'f«ql‘l“ifﬁtgifmS
box on the left to s r—

select which
contacts you
would like to
add to the
highlighted

group.

*Leagership: Folice (all)
*PI0's: Lincoln County (all)
*Teams:

Ambulance:

an Red Cross

-

®

#E®
g g
&
@ 4

County
Day Care Providers
Dispatch:

EVENTS - Fall Creek Slide

&

= Fire:

4 Fire: Depoe Bay
= Fire: Newport

Fire: Newport - A Shift
Fire: Newport - B Shift
Fire: Newpert - C Shift
Fire: Newport - Car
Firs: Newport - O
Fire: Newport - Volunteer
- North Lincoln

Fire: OR Dept of Forestry

r

= 44 Description:

First Name
Jonathan

Jason

Todd

Tracy

Richard

Cole

Add Coniactw |

~ |Dane ax SO0

Add contacts to this Group

Samantha Q
Ml Last Name =« xternal ID Record Type

Buckley —
Konecny Employes
Marey Employee

2

2 Page{1  |of1] 25 v 3of3
| Cancel |
TEVEY TSZHIZD
isisler BE0SE4E401

Helmricks




CHECKING A GROUP

You can create a new subgroup @
Urag Groups to rearrange

within your agency by using the Cesgerehip. Cotce (ol
“+Gr0l.lp” button- *PIOrs: Lincoln County {all)

M- *Teams:
H- Ambulance:
American Red Cross

Group Mame or Description | | G Fire: Newport - C Shift
Cet 22, 2014 17:11:15 POT, \irginia Demariz

- . Description:

- Add Contact w

= CERT: First Name
You can check the contacts ina | - com 0 Jonathan
subgroup, but selecting that list | . oo.0r o
from the men u. z E'::ET‘:;'IE - Fall Creek Slide oy

= Fire:

5 Fire: Depoe Bay
= Fire: Mewpart

The highlighted subgroup Fire: Nex-«port::g'i:taﬁ
contact list will be visible on =T
the right.

Fire: Newpor - Omcers
Fire: Newport - Voluntesr
+- Fire: Morth Lincoln
+- Fire: OR Dept of Forestry




SECTION C:
SENDING MESSAGES




SENDING MESSAGES

To send messages, go to the Notifications Tab. You will be able to see previous
messages, scheduled messages, and templates. Select “New Notification”

O




SENDING MESSAGES

Title: Create a title following the
format “Agency Abbreviation -
Message Title” Example: LCSO -
Radio Update

Message: Fill in your message. Try to
keep it short - It will be sent via text
message

Speech: You can select to do text-to-
speech or use a voice recording, if
you are activating phone devices

Save as a template: Select this box if
you would like to save the message
as a template

Attach Files: Click Attach Files to
include an attachment with your
message - this is only for emails

Message

Imminent Threat to Life €

High priority €

*TITLE

Title/Subject

TEXT

Use custom SMS message ©
Us

tom Email/Everbridge Mobile App message €

Message body

Characters remaining: 2500 - Email/Fax | 160 -

SPEECH

Click this box to include a
separate message, sent only
to email. It will open a
second text box for the email
only messaging.

@® Text-to-speech €«

() Use a voice recording

Save this as a message template
@ Standard (O Polling
Attach Files €)

(O Conference Bridge




SENDING MESSAGES

Publishing Option: We do not use Publishing Options
this feature at this time. Pt

Contacts

*Click to add contacts

Contacts: To select contacts, click 0 0 0 0
on the “groups” Ilnk- ﬁ Groups Rules Map

Preview contacts

Contacts

Select gl - Organization Contacts
Individuald @ ules Manage Contacts

This Wi" open a second box With Group Name or Descriptic @
tabs for “Individuals”, “Groups”, or 0 Al Contact Groues

3O *Alerts: Cooperators Leadership

“ R u Ies” . You ca n Select from [0 *Alerts: Distant Tsunami Cooperators

[0 *EQC: CI/CO/Tribal Facilities (all)
“ I d HVH d I ” “ G ” (3 [] *EOC: County Activation and Update
n IVI u a s o r ro u ps - 30 *Leadership: City/Co/Tribal Policy Ce remove
[0 *Leadership: County EM's
(3O *Leadership: County Policy Group

Individuals Remove

Leadership: Dispatch (all)

We do nOt use “RUIeS” at this time' ;g :Leadershlp: Fire Defense Board (all)

3O *Leadership: PIO’s (all) Rules Remove
[ [ *Leadership: Police (all)
[0 *Public Health Vaccine Alarm

-




SENDING MESSAGES

individuals Groups Rules Manage Contacts|

To Select Groups: —_—
Using the groups tab, check the croup tameor pesctc | [ Q | individuats Remove

. 8[| Ambulance: R
boxes on the left to select which [0 Americen Red Cross
subgroups you want to receive the SR
=[] Community:
message' % [ County: Groups Remove
(unty: BOC Leadership t -
bunty: Facilities County: BOC Leadership
Eehunty: HHS County: Facilities -
S @ County: PIO'S P »
To Select Individuals: (3] Gourty: Roag Departmen e o
Using the Individuals tab, search for o e
people you want to receive the =1 Emercency Mensoement ’
message. Click the box on the left
to Select someone. m Preview - Organization Contacts
Individuals Groups Rules Manage Contacts
Jess Last Name @ Advanced | Reset Individuals Remove

Jessica Palma(5035221527)
First Name ML Last Name Suffix External ID

Selected groups and individuals wi
be visible on the right side of
contacts box. You can remove them
by checking the box and clicking
“remove”.

Jessica L Calvin-G

4 »

Jesse Hess
Jessica Hubbarc N

. County: BOC Leadership
Jessica McCorr

County: Facilities
ssica Palma . R

Rule:




SENDING MESSAGES

Contacts

Check to make sure you have to

correct number of groups and ’ o
individuals selected on the message

screen. Click “preview contacts” to
make sure you have selected to
correct groups/individuals.

Contacts X

Select Preview - Organization Contacts

The preview contacts gives y0u the A_H Individuals ~ Groups(4)
option to view individuals, groups or 206 unique contacts B
a" contact. F;:::me U L;S:Wﬂme suffix External ID

- 3




SENDING MESSAGES

Message Settings: To change the message settings, click “edit”. This will open the message options.

7N

Sender E-mail Display & Sender caller
ID: You can change these to reflect
your organization (i.e. Newport Fire).

* Sender E-Mail Display:
* Sender caller 1D:
* Request Confirmation:

* Delivery methods:

Sett | n g S View: Read-onlw

Lincoln County Notifications - Public Safety
View
Yes

Everbridge Push App
Personal SMS TXT #
Personal Mobile Ph
Business SMS TXT #
Business Mobile Ph
Home Phone
Business Phone
Business Phone Ext
Business E-mail
Personal E-mail
Fax 1

Request Confirmation: If you request a
confirmation, the messages will stop cycling
through the delivery methods as soon as the
recipient confirms receipt.

* Sender E-Mail Display:

* Sender caller ID:

Lincoln County Notifications - Public Safety

<'! Request Confirmation:

W

United States =~ +1541-2650616 <Default=
o (D
Please select... ~

Everbridge Push App
Personal SMS TXT #
Personal Mobile Ph
Business SMS TXT #
Business Mobile Ph
Home Phane
Business Phone
Business Phone Ext
Business E-mail
Personal E-mail

Fax 1




SENDING MESSAGES

lease select... v

Everbridge Push ADp Select which delivery methods you

ersonal SMS TXT #

reonal Mobie o would like to receive the message.

usiness SMSTXT #

siness Mobile Ph

e Prone The message will cycle through the
siness Phone delivery methods in the preferred
usiness Phone Ext

S order established in each persons
ersonal E-mail prOfile.

You can also select from the drop down box in the top right corner.
All - Highlights all delivery methods

All Text - Highlights all options that delivery messages in text (i.e. text message,
email, etc.)

All Voice - Highlight all options that deliver voice messages (i.e. phone calls)



SENDING MESSAGES

DeTvery oraer. Contact Preferred | €9
Interval between delivery methods: 3 ~ [ min(s)
Select “more options” to change other settings.
Broadcast duration: . . 1+ Emergency Management recommends that you
leave most of these settings as they are.
Contact cycles: 1 v | Settings you might want to change are:
Ib | ! b4 " -
metvalbeteen cycies ’ "l Voicemail preference: You may opt to not leave a
Reply-to E-Mail: Organization default VOICemall
Apply vo_ice delivery throttling rules for this O Yes @ No Everbridge MObile App Setting' YOU may decide
Voice mail preference: ® Message only O Message|{ tO request a location, image, or other
Request location information using the Everbridge mobile app.
requestimeoe | This feature is only available to those who use
Request additional informa . .
Enable sharing Options | the Everbridge mobile app.
Language: English (US) v




SENDING MESSAGES

Before you send your message, review all the information including :
e Content - Is the message clear and concise?
* Recipients - Have you selected all the appropriate people to receive the message?
e Attachments - Have you attached necessary documents?
» Settings - Are the send settings correct (i.e. confirmation request, correct delivery
method, etc.)

* You can send the message now, or set it
to send later. You can also select it to

reoccur.
o Send & Save
* You can “Save” the message as a
template- Send: (@ Now () Later () Recurring
. . -0r-¢ Save as a nofification template
* Once you have reviewed, click the “Send”
button.




SENDING MESSAGES

After sending the message, you will be taken to the notification screen. Your message will be at
the top of the notifications. It will show who sent the message, when the message was sent, and
how many people confirmed.

New Notification

InProgress [} Last7 days BB}  Last30days @00

Active/ History | | Stheduied | | Notification Templates | | Message Templates L]
Auto Refresh [ E | & Refesn | Search Q

Status Published Title Event Name Senton « Sent By Sent To Charts

@ Acions ~ LCSO - Test Test Test Msy 28, 2018 16:51:51 PDT Samantha Buckley Mo results yet

@ Actions ~ NLFR Qperations May 28, 2018 14:15:00 POT Rab Dahiman 4 o

& Actions - PuA Need ALS/ELS for 515 tomommow May 27, 2018 21:3513 POT Theresa Helstowski E] 6

@ ations ~ PWA Need ALS/BLS for 515 tomorrow May 27, 2018 21:26:46 POT Theresa Helstowski

@ cut Pis 3l call May 27. 2018 15:25:54 POT Craig Andersen s G
@& Actions PWAALL CALL May 24, 2018 18:54:25 POT Laura Ballanger 52 G
@ sctions ~ PWAALL CALL May 24, 2019 15:25:52 PDT Brett Gnau 52 c
@ Acions ~ PA ol call May 24, 2019 16:10:57 PDT Brett Gnau 3 Q
@ 2 Lincoin Co - Radio System Update May 24. 2018 15:12:54 POT \irginia Demaris 24 Q




QUESTIONS OR ASSISTANCE

County Emergency Manager(s)

= Jenny Dematris, vdemaris@co.lincoln.or.us, 541-265-4199,
541-270-0702

= Jess Palma, jpalma®@co.lincoln.or.us, 541-265-0657,
541-270-8548

Dispatch - For urgent message for “team activations”
contact your sponsoring Dispatch Center.



mailto:vdemaris@co.lincoln.or.us
mailto:jpalma@co.lincoln.or.us
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