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OVERVIEW 

This User Guide is intended for those personnel who 

only have permissions to send Keywords within the 

Lincoln Alerts org. It is not intended for “emergency 

notification” messaging.



SECTION A –

BACKGROUND



 County Emergency Management will provide initial training to 

Keyword agency leads and this user guide as resource for 

completing Keyword messages. 

 Agency Leads are requested to train their internal staff as 

needed. 

 Everbridge also provides the “University” with self learning 

modules on how to use the software program.

TRAINING



 Users are authorized to send messages to their specific 

keywords ONLY. Dispatch and Sheriff’s Office Leadership are 

authorized to utilize all Keywords for emergency notifications.

 Currently you can send Keyword messages only through the 

traditional desktop internet application of Everbridge. 

▪ The Everbridge app (Managebridge App) does not apply for Keyword 

messages. 

▪ Receivers (Public) can receive the Keyword message in the Everbridge App 

(intended for receivers of messages)

AUTHORIZATION/ACCESS

TO SEND MESSAGES



 Nixle used to be its own stand-alone program. Everbridge 
purchased Nixle and has brought it in as part of their suite of 
products. 

 In Lincoln County, Depoe Bay Fire and Newport Police 
Department had their own Nixle words. They agreed to move 
their subscribers over to the new keywords for Depoe Bay and 
Newport. 

 Original Nixle subscribers may have had an email associated 
with their subscription and they can sti l l  receive messages this 
way. 

 Nixle Information/Log in webpages:
▪ Original Nixle Sender Log In Page - https://agency.nixle.com/login/

▪ Original Nixle Subscriber page - https://local.nixle.com/accounts/login/

▪ EB Nixle FAQ Page - https://www.nixle.com/resident-faqs/

KEYWORD – NIXLE HISTORY

https://agency.nixle.com/login/
https://local.nixle.com/accounts/login/
https://www.nixle.com/resident-faqs/


 We have migrated our templates over to the “incident” feature. 
This allows the Senders the abil ity to group a single incident 
message together.

 Example:
▪ City Public Works has an immediate road closure due to a broken main 

water line flooding the street and yards nearby.

▪ Nixle/Keyword message is sent stating the closure of the road due to the 
water main break.

▪ 2 hours later an update that the road is open to 1 lane can be sent – the 
“update” feature is used instead of creating a new message.

▪ 2+ hours later the event is resolved and the “closed” feature is used 
when sending the final message.

 We recommend – if there is room in message to use “Update 01, 
02, 03), etc. when sending update messages .

 Use standard characters, i .e., Sentence case vs. all  caps or all  
lower-case letters.

KEYWORD – INCIDENT TEMPLATES



KEYWORD – INCIDENT TEMPLATES

Each of the City/Tribal Keyword 

Incident Templates include both the 

Keyword and the associated zip codes 

for that area, i.e., Newport & Zip 

Codes 97365 97366



 Community Members opt in by texting 

their selected keyword and/or zip 

codes to “888777’ 

 They must do each one individually

 They will receive a receipt of their 

subscription

 They can stop anytime by texting 

“STOP” – they will receive a return 

message with all of the items they 

have subscribed to and how to stop the 

notifications

COMMUNITY MEMBER OPT IN



SECTION B –

ACCESSING EVERBRIDGE



 Everbridge Software Log-In Page:

https://manager.everbridge.net/login

EVERBRIDGE USER REGISTRATION

County Emergency 

Management will grant access 

and forward your “registration” 

email to you. 

You will have 72 hours to 

register your account, create 

your user name and password. 

If not completed within 72 

hours you will have to contact 

County Emergency 

Management to request to 

resend the request.

https://manager.everbridge.net/login


ORGANIZATIONS

Lincoln County has two organizations included 

in our Everbridge contract:

• Lincoln County Lincoln Alerts = general public contacts

• Keyword Users 

• Lincoln County Public Safety = public safety/cooperators contacts



Logo Name Functions 

Managebridge Allows authorized users to send Everbridge 

messages for the Public Safety organization.

Everbridge Allows users to receive messages (both 

public safety organization and public 

organization).

MANAGEBRIDGE APP VS.

EVERBRIDGE APP



LOGGING IN TO EVERBRIDGE

Everbridge Software Log-In Page:

https://manager.everbridge.net/login

https://manager.everbridge.net/login


 Keyword Users need to select “Lincoln County Lincoln Alerts” 

organization

▪ If you are a group manager or dispatcher you may have access to 

both organizations

LOGGING IN TO EVERBRIDGE



SECTION C: 

SENDING MESSAGES



SENDING MESSAGES:

NEW NOTIFICATION 

To send messages, go to the 

Incidents Tab and select 

“Launch Incident”. 

Then select “Nixle Only 

Templates”. Select your 

Keyword template. 



CREATING THE MESSAGE – TIPS:

Keyword messages are sent as SMS Text messages. 

Messages are limited to 138 of characters. The software program will show you how many characters you 

have left to use.

Try to abbreviate when possible and eliminate words and characters that are not needed.

Note that the completed messages will not populate in the Everbridge mobile app and it is separate from 

the rest of the Everbridge suite.



SENDING MESSAGES:

SETTING UP THE MESSAGE 

Imminent Threat to Life and 

High Priority – Do not select 

these options for routine 

messages. 

Title – You must add a prefix 

for your agency with your 

Message Title - DEPOEBAY or 

SILETZCITY, this will make sure 

the receiver know who is 

sending it. 

NO OTHER OPTIONS NEED TO 

BE CHANGED OR ENTERED ON 

THIS SECTION.



SENDING MESSAGES:

FINAL REVIEW AND SEND

• Review your full message and all selected 

options.

• Select:

• Now or

• Schedule for a later date/time

• Select Review and Schedule to Confirm/Send 

Your Message



SENDING MESSAGES:

NOTIFICATION SUMMARY PAGE

After sending the message, you can select the Open/History tab at the top. Your message will be 

at the top of the notifications. It will show who sent the message and when the message was 

sent. Below is an example of a Keyword message. You can open to see a report of the message 

you sent. It will indicate “Published Only” – there is no confirmation of the users receiving or 

acknowledging the message.



SENDING MESSAGES:

NOTIFICATION SUMMARY REPORT

Keyword messages will state 

“No results yet” – because 

there is no confirmation 

process – one way only 

messaging

Current Status –

You can send a follow-up 

message from here.

You can review the “incident 

report” or print/save for 

documentation.

If you are only sending 1 

message and no updates then 

close the message when 

concluded.

Check for the Message on your own device and check the 

County Lincoln Alerts portal page to validate it was sent at -

Lincoln County Lincoln Alerts - Notifications (everbridge.net)

https://member.everbridge.net/892807736721689/notif


 County Emergency Manager(s)

▪ Jenny Demaris, 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 or life safety messages contact 

County Emergency Manager or your sponsoring Dispatch 

Center.

QUESTIONS OR ASSISTANCE

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

