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Safety Connection Overview

Everbridge Safety Connection allows an Organization to notify its contacts based
on their Last Known Location in case of a location-based emergency.

The Last Known Location can be updated based on information from Badging and
Access Control systems, Network Access (Wi-Fi), and Room Reservation

tools. This enables decision-makers to simultaneously monitor events and
communicate efficiently to designated recipients using insight gathered from
multiple sources.

Using Everbridge-defined templates, administrators upload two types of CSV
(Comma-Separated Values) files:

 Buildings - Administrators upload the templates from Settings > Map >
Manage Buildings.

» Last Known Locations - Administrators upload the templates from Contacts >
Upload Dynamic Locations.

Designated operators can see the contacts’ buildings and last known locations on
the Universe map. Users can draw a polygon around contacts who were last
known to be an in affected area, or draw a polygon around contacts who are
expected to be in an affected area, and notify them of emergencies.

Buildings

Organizations upload an Everbridge-defined list of the locations that are important
to them.

NOTE: You can upload the Domestic and International Airport locations via
the Building upload.

See Managing Buildings for more details.

Last Known Locations

There are two options to update the Last Known Location on Contact profiles:
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» Upload - Organizations can upload an Everbridge-defined template every
5-10 minutes to Everbridge via Secure FTP upload, independent of the
Contact upload. This upload updates the Last Known Locations of contacts.

» /dynamicLocations API - Organizations can use the /dynamicLocations API to
update the Last Known Locations of contacts.

See Uploading Last Known Locations for more details.
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Managing Buildings

You can create and manage a list of Buildings important to your Organization from
Settings > Map > Manage Buildings. These locations typically contain Assets, such
as people or sensitive equipment. For example, you may have employees working
in a series of Buildings that you want to be able to communicate with at the same
time.

The Manage Buildings section is split into two pages:

 Buildings - Individual Buildings can be viewed and updated from Manage
Buildings > Buildings.

» Uploads - Buildings can be uploaded from Manage Buildings > Buildings by
downloading the provided template, filling it out, and then uploading it from
this page.

NOTE: The Manage Buildings section is only available for customers who
have not migrated their Safety Connection Buildings to Asset Management.
Those who have migrated their Buildings can upload and manage them from
Contacts+Assets > Assets > Asset List.

After you have added your Buildings, you can see them as icons on the Universe
map. See Finding Contacts on the Map.

Buildings

To leverage this feature, you must upload a master list of Assets. Your master list
of Buildings can contain any number of address records.

Your Buildings are displayed on the Manage Buildings > Buildings page. The
application displays the following information for each Building:

e Location Name (as submitted by the user)
Icon

Location ID (as submitted by the user)
Street

Apt/Suite

City

State/Province

Postal Code

Country
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* View on Map

Everbridge Suite Tower Global (Organization Admin) v | 33 ? )) NEW! Everbridge 360™ Logout
Dashboard Universe Notifications v TAv Critical Events v Incidents v Contacts v Reports Settings v
Organization Member Portal Everbridge Open Everbridge Mobile App
SR @
Organization ,  Manage Buildings: Buildings'
Map v Add Q

Map Defaults

Contact Display Properties Location Name lcon  Location ID Street Apt/Stite city e Postal Code Country
Shape Library
& Singapore 1 20 Ah Hood Rd Singapore 329984 Singapore View on map
Ic
Display Layers #  Toonto m m 2275 Bayview Ave Toronto  Ontario M4N3M6 Canada View on map
Custom Map Los
#  LosAngeles 1245 1234 Washington Bivd. Angeles  California United States  View on map
Manage Buildings v
Buildings ¢ Chicago 5567 556 Jackson Bivd, Chicago Ilinois United States  View on map
Uploads
& Newvork 8 555 Main Street New York  New York 10044 United States  View on map
>
> Page 1 of 1110 ~ View1-50f5
Publishing Options >
Notifications >
Contacts and Groups >
Security >
A >
Critical Event >
Everbridge 360 >

You can perform the following tasks on this page:

View your current master list of Buildings

Delete a Building or selection of Buildings

Add a Building

View the address location on the map using the geo-point in the record
Search for an asset record or group of asset records

Add a Building

To add a Building:
1. Select Add. The Add/Edit Building dialog is displayed.
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View on map

View on map

View on map

View on map

View on map

View 1-50f 5

Everbridge Suite Add/Edit Building X Everbridge 360™
f Dashboard ~ Univer
(2]
; Ktziown | Edissn
Organization  Member Portal Location Name | oy qejohia Office m w
Quakertown’ East G
G &) Binswick viddieo
| i N 3) 4 ns!
Organization > LocationD | 4321 S @) Princeton + Monroe w1
Doylestown ) jTownship;
Ma v P o) ©;
g Country Select . B A Q) @ Freehold
Map Default R S Howell
ap Defaults = o7 owel
P 4 . Levittown v Township;
Street Address d@; King of -
Contact Display Properties ) Prussia) o i ekwadh Country
Exton Malvern o
Shape Library Apt/Suite/Unit 3 () ks ol
@ st Cresten Philadelphia  wttauel ) Toms River Singapore
Icon Display Defaults Floor number ) Jgvmstlp (Berkeley
Kennett Gz Voorhees, @) 2]
Display Layers {: F e Vi B vepiorg yuneng Canada
Room Number O] /o, ©) Bamecat
Custom Map Wilmington 5 — ownship
ot Newark -7 o STEI et United States
i AL, jew Castle
Manage Buildings v v 0 ey Hammonton Ute 99
Elkton;-{20) Township
Buildings State/Province ©) ® United States
=5 Vneond () o
Uploads Middietown E Nationai
Postal Code Bridgeton p
Millville B United States
Location Data Sources > Township_“Atiantic City.
() Somers Point
Smyma D
EEEE N Update Lat/Long then click Preview to see new pin o) (o Oeesnciy
location. @)
el o &
Publishing Options > Location Gogle KR Vi3p date 92023 Google | Terms | Reporta map error
Suggestion Enter an address above to see sui v
Notifications > §
*Latitude
Contacts and Groups >
“Longitude
Security >
Preview
ITA >
Critical Event >
Everbridge 360 >

2. Fill'in the fields and click Save when done. The new Building will appear in the

list view.

Delete Buildings

You can delete Buildings from your Organization's master list. However,
Everbridge recommends also removing the desired records from your system of
record to ensure your next upload does not overwrite your changes.

To delete a Building:

1. Select the checkbox for the applicable Building.

2. Click Delete.

3. Click Yes to confirm the request to delete the record(s).
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Everbridge Suite Tower Global (Organization Admin) v ! Everbridge 360™ Logout
Dashboard  Universe  Notificationsv ~ [TAv  Critical Events v Incidentsv  Contactsv ~ Reports  Settings v
Organization ~ Member Portal  Everbridge Open  Everbridge Mobile App
g RN c®
el ,  Manage Buildings: Buildings'
Map v Add Q
Map Defaults
Location N I Location ID Street t/Suit cit State/ Postal Cod Count
Contact Display Properties .ocation Name icon .ocation ree Apt/Suite ity Province 'ostal Code ountry
Shape Library
Singapore st Confirm x Singapore 329984 Singapore View on map
Icon Display Defaults
Display Layers #  Toronto Tl Are you sure you want to delete the Toronto  Ontario MANSM6 Canada View on map
selected building(s)?
Custom Map -
#  LosAngeles 1245 California United States  View on map
N - Angeles
Manage Buildings v o €3
Buildings #  Chicago 5567 556 Jackson Bivd. Chicago lllinois United States  View on map
Uploads
& NewYork 8 = 555 Main Street New York ~ New York 10044 United States  View on map
Location Data Sources >
Interactive Visibility > Page| 1 [of 110 ~ View 1-50f 5
Publishing Options >
Notifications >
Contacts and Groups >
Security >
T

View Address Location on Map

To view an address location on the Map:
1. Locate the desired Building, then select View on map. The Map View displays

the location.

Everbridge Suite Tower Global (Organization Admin) v Everbridge 360™ Logout
Dashboard  Universe  Nofificationsv ~ ITAv  Critical Eventsv  Incidentsv ~ Contactsv ~ Reports  Settings v
Organization ~ Member Portal  Everbridge Open  Everbridge Mobile Ap
JR— View on map
Organization ,  Manage Buildings: Buildi i
" S postRS
ap v © Add BRIDLE PATH 7, Q
i,
Map Defauits %
_ 2 State/
Contact Display Properties Location Name H Province Postal Code Country
= of‘\u"u‘mu School
Z
Shape Library z
#  Singapore . 329984 Singapore View on map
Icon Display Defaults E
N
& Toronto H ndon Ontario M4N3M6 Canada
Display Layers TFS- Canada’s 3 mouspe)
ternational School o
Custom Map
& LosAngeles California United States ~ View on map
Manage Buildings v 2 Glendor) FU‘WQ 4
Buildings #  Chicago = Fieronce Park e Illinois United States  View on map
o Community Church o
Uploads
& NewYork GETPARK Sunnybrook Health Sunnybrook Dog Rark New York 10044 United States  View on map
Location Data Sources > 2 feciencesicente
Googlewn® 3 Mep deta ©2023 Google  Terms  Reporta map emor
Interactive Visibility > View1-5015
»
Publishing Options >
Notifications > m
Contacts and Groups >
Security >

2. Click Close when you're done.

10
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Using the Quick Search Field

To search for a Building using the quick search field:

1. Enter the desired search string in the Search field. You can search by any of
the following:
e Location Name
e Location ID

Everbridge Suite Tower Global (Organization Admin) v | 33 & & = ? ® ) NEW! Everbridge 360™ Logout
Dashboard Universe Notifications v ITAv Critical Events v Incidents v Contacts v Reports Settings v
Organization ~ Member Portal  Everbridge Open  Everbridge Mobile App
Y
Organization , | Manage Buildings: Buildings'
" N et @
Map Defaults
Location N I Location ID Street VSt city Sutel] Postal Cod Count
Contact Display Properties ocation Name icon~ Location ree Apt/Suite ity e ostal Code ountry
Shape Library
& Singapore s1 20 Ah Hood Rd Singapore 329984 Singapore View on map
Icon Display Defaults
Display Layers & Toronto B 2275 Bayview Ave Toronto  Ontario M4N3M6 Canada View on map
Custom Map Los
& LosAngeles 1245 1234 Washington Bivd Angeles  Califoria United States  View on map
Manage Buildings v
Buildings #  Chicago 5567 556 Jackson Blvd, Chicago lllinois United States  View on map
Uploads
& New York 8 7789 555 Main Street New York  New York 10044 United States View on map
Location Data Sources >
Interactive Visibility > Page| 1 |of1[10 ~ View1-50f5
Publishing Options >
Notifications >
Contacts and Groups >
Security >

2. Click the Search icon. The application will search the Location Name or
Location ID fields for Building asset records that contain the search string in
any of those fields.

1
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Everbridge Suite Tower Global (Organization Admin) v | 33 | & 2 @) NEW! Everbridge 360™ © Logout

ITAv. Critical Events v Incidents v Contacts v Reports Settings v

Organization ~ Member Portal  Everbridge Open  Everbridge Mobile App
Organization , | Manage Buildings: Buildings®
Map v Add Toronto |E|
Map Defaults
Contact Display Properties Location Name lcon Location ID Street Apt/Suite city :‘;:,eir:ce Postal Code Country
Shape Library
& m m 2275 Bayview Ave Toronto  Ontario M4N3M6 Canada View on map
Icon Display Defaults
Display Layers Page 1 |of110 ~ View1-10f1
Custom Map
Manage Buildings v
Buildings
Uploads
Location Data Sources >
Interactive Visibility >
Publishing Options >
Notifications >
Contacts and Groups >
Security >
Uploads

You can upload your master list of Buildings by means of a CSV file. You can
download the template from the Settings > Map > Manage Buildings > Uploads
page that contains the required column headers for your file.

Asset Data Elements

The following table provides details about the column headings, from left to right,
in the Asset-Template.csv file. The column headings must not be changed! If you
use your own spreadsheet, then ensure your column headings use the exact case-
sensitive spelling and spaces.

This feature is designed to enable you to achieve the level of precision you need
for your Notifications. The Everbridge application will not verify the address
records that you submit are actual address locations. Since you define the
Latitude and Longitude for an address, you can determine the precision of the
geo-point and the actual location of the geo-point.

Field Required Comments

Client-defined unique identifier for
the location record.

Location ID Yes Maximum Length: 50
Data Type: String
Cell cannot be empty

12



Yeverbridge

Value must be unique in file

NOTE: If two records have the same
Location ID, both records are
uploaded without error, but only the
latest record is inserted in the
Building list if the upload batch
records are less than or equal to
1000.

Location Name

Yes

Client-defined unique identifier for
the location.

Maximum Length: 120
Data Type: String
Cell cannot be empty

No (If Latitude/Longitude
are provided)

NOTE: You can provide
either a full address and

Maximum Length: 100

Street ) ) . .
the latitude/longitude is Data Type: String
automatically geo-coded,
or you can provide the
latitude/longitude.
Apartment or Suite (or Unit)
Apt/Suite No Maximum Length: 75
Data Type: String
City name
Maximum Length: 40
City No Data Type: String
For US addresses, jurisdiction name
below county level
Administrative level below the
county level
Maximum Length: 40
State/Province |No Data Type: String

For US addresses, Everbridge
recommends full State name, e.qg.,
“California”

13
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No (If Latitude/Longitude
are provided)

NOTE: You can provide

If Country = “United States”, then:
Minimum Length: 5 digits
Maximum Length: 9 digits plus a

Postal/ZIP either a full address and | hyphen

Code the latitude/longitude is Data Type: String
automatically g?g‘cﬁded' Formats: 99999 or 99999-9999 or
or you can provide the | 999999999 if Country is “United
latitude/longitude. States”
No (If Latitude/Longitude
are provided) Full ISO country name
NOTE You can pI‘OVide Maximum Length: 40

Country either a full address and Data Type: String

the latitude/longitude is
automatically geo-coded,
or you can provide the
latitude/longitude.

Country name is in the ISO country
list

Floor number

Floor number |No Maximum Length:20
Data Type: String
Room number

Room number |No Maximum Length: 20

Data Type: String

No (If Address fields are
provided

NOTE: You can provide
either a full address and

Latitude value

Data Type: Precision

Not validated for client jurisdiction
Only Decimal Degrees (DD) are

Latitude ) : . supported
the latitude/longitude is . _
automatically geo-coded, Minimum Value: -90.0000000000
or you can provide the Maximum Value: 90.0000000000
latitude/longitude. Recommend Spherical Mercator
projection
No (Addd(;ess fields are Longitude value, including negative
Longitude provided) sign

NOTE: You can provide
either a full address and

Data Type: Precision

14
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Only Decimal Degrees (DD) are
supported

the latitude/longitude is | Not validated for client jurisdiction

automatically geo-coded, |y y.-ir0 i Value: -180.0000000000
or you can provide the

Recommend Spherical Mercator
projection

NOTE: If you do not enter a Location
No icon number, or you enter an invalid
value, Location icon 1, Office, is
used.

The following types of Building
locations are, from top to bottom,
correspond with the icons to the left.

Office
Airport

Hospital

Police/Sheriff Station
Fire Station

Power Plant
Your location of Interest
(generic)

8. Bank

9. Data Center
10. Manufacturing Plant
11. Prison/Jail

12. Retail Store/Restaurant
13. Meeting Room

Location Icon

NoOakRWN -

SOE000LGODOEIO

The following is an example CSV file, using the “asset-template.csv” and renaming
the filename to “Glendale_Assets.csv”. It contains 10 Buildings (in lines 2-11).

15
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MSERT FACE LAYDLIT

i T:r Calisi dnoe A = ap Test Gererd ?, =l | Er S ]
RN Maxacens - 8 Gt Pt e Db e Ot [
13 i H
A E D F a 1 J K L M N |=
1 |Location i Locateon Mama Eirgsat Bpti Suita City StateyProvinga Postal/Zpcoda Country  Floor s Rooen romiber Latitude Longinuds Location kon
2 |wiork Glandak 500 K Brand Blvd 00 Glandala  Califania 91303 LS 1 1
Festauranilll  [in Tai Fung 177 Canso e Glendaie Califoenia AL 5 iz
L EE Bob Hope dinport M7 N Holywood Way Berbank Calificenia S U5 z
= |Hoeprall USC Yerdugo Hills Bospital 1812 Verdugo Bied Glandsin Califcrnia 1300 U5 3
& Policad Ghandake Police Departerent 191 K isabsd St dGlandala California 1306 15 &
7 Firait Glandabe Fire Station 21 42 Oak 51 dlandals  Califormia 91204 U5 5
5 |UrdorEank  Glendabe Union Bank 30 N Brand Bhvd 100 Glendse  Califernia 9130 15 ]
9 |Restaurantll  Poro's Bakery 316 Hl Brand Bhwi Glendsie  California 3130 U5 12
10 dald Gl dabe City Jail 191 N Isalsd 5t dGlandala California 91306 LS i1
Buthari 70 il 00 K 5 5t Burbaric Califormia 91502 U5 11

11 Jal2

Glerdale heeste =

——— 1%

Uploading Your Assets CSV File

After you have prepared your CSV file using the “asset-template.csv,” you can use
it to upload or delete Buildings using the steps outlined below.

To upload your Buildings:

1. From the Manage Buildings > Uploads page, select the Upload to Portal
button. The Uploads dialog is displayed.

16
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Everbridge Suite Tower Global (Organization Admin) v 3 | & = ? NEW! Everbridge 360™ Logout

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

Organization ~ Member Portal  Everbridge Open  Everbridge Mobile App

u— ,  Manage Buildings: Uploads @
[z >  Refresh & Upload to portal || | Download Template |€
Map Defaults
File Name Batch ID File Size Upload Date+ UploadedBy = File Status Records Received  Records Loaded Upload Option
Contact Display Properties
Shape Library There are no items to display in this tahle
Uploads
Icon Display Defaults P x
Display Layers o

Upload buildings

Custom Map You r compressed (.zip) .csv file. If your fle is
larg eFTP
Manage Buildings v
Buildings Cancel
Uploads

Location Data Sources >
Interactive Visibility

Publishing Options

>
>
Notifications >
Contacts and Groups >

>

Security

. Click Upload Buildings. The Open dialog is displayed.
3. Select the desired CSV file and click OK. Make sure it is a CSV file that used
“asset-template.csv”.

4. Select one of the following radio buttons:

» Uploads (Only insert new Building records and update existing Building
records) - You have selected the option to only insert new Building
records and to update existing Building records. This option does not
delete Building records from your Organization.

» Delete (Only delete existing Building records) - You have selected the
option to delete all Building records for your Organization with the
records in this file.

5. Click Upload to Portal at the bottom of the overlay.

6. Click Refresh to see the change in the File Status, Records Received, and

Records Loaded.

Click the Binoculars icon to see the upload results.

. If your CSV loaded with error(s) or was not loaded - critical error(s), select
the corresponding tab and click Download to download a zip file containing
the CSV with the error(s).

9. Refer to Buildings for details.

N

®
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Uploading Last Known Locations

Your contacts can have two types of locations:

 Static - Each contact can have up to five fixed addresses in his or her profile.
These fixed locations do not typically change, such as a work address, home
address, and so on.

e Dynamic - Via the /dynamicLocation API (Application Programming Interface)
or Secure FTP, each contact can have a temporary Last known location or
Expected location, such as a restaurant address for lunch, a hospital address
to visit someone, and so forth. Although the Last Known Locations are read-
only in the user interface. They can be updated via Secure FTP or REST API.

NOTE: Visit the Developers Hub for information about the /dynamicLocation
API.

To leverage this feature, you must upload a master list of Last Known Locations.
Your master list can contain any number of records.

From the Contacts > Contact List, when you open a contact’s profile, you can see
the static locations (up to five fixed addresses) under Static Location(s) and any
Dynamic Locations. The dynamic locations display Last Known Location(s) or
Expected Location(s).

Each time Everbridge receives geo-location data from the Everbridge Mobile App
(from Solicited Messages, Unsolicited Messages, SOS, Safe Corridor, Check-In,
and Emergency Call), the contact’s Last Known Location for the Everbridge Mobile
source is updated.

When you click an existing Location Name, its details are displayed. The
Source can be empty, or a customized name in Settings > Location Source,
Everbridge Mobile App, or International SOS Mobile Check-In.
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Dynamic Location(s) - Last Known @ e
Location Name Last Updated Date

> Location via unknown source Sep 30,2021 10:58:20 EDT Q

Dynamic Location(s) - Expected

Location Name Date Range

> Nov 05,2023 18:00:00 EST - Nov 09, 2023 08:00:00 EST Q
> Detroit Metropolitan Wayne County Apt Sep 01, 2021 00:00:00 EDT - Sep 01, 2026 00:00:00 EDT Q
view1-20f2 < [ » [10

NOTE: To link a static address to a building, the building must have a
Street and Country entered in the CSV file.

If there is no Expiration Date and Time in the Dynamic Locations Upload, Source
Wait Timespan is used for the Last Known Location records.

Link to a static address to a building

1. From the Contacts > Contact List, click the Pencil icon of the desired contact
name to view the contact profile.

2. Scroll to the desired static location (in the Address Information pane) that
you want to link.

3. Select Link to existing building to link the static location to an existing
building address. The Link to Existing Building dialog is displayed.

NOTE: In order to link a static address with a building, the Street and
Country must not be empty.
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Link to existing building X

Select a Building @ Search H Q ‘ Reset

Location Name Icon Location ID Street Apt/Suite/Unit  City State / Provin... Postal Code  Country

Singapore S1 20 Ah Hood... Singapore 329984 Singapore

Toronto 2275 Bayvie... Toronto Ontario MAN3ME Canada

Los Angeles 1234 Washi... Los Angeles California United States

Chicago 556 Jackso... Chicago llinois United States

New York 555 Main St... New York New York United States
view1-50f5 < [} > [10 v ]

| Cancel HE|

4. Select the radio button corresponding to the building you want to link and
click OK.
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Preparing to Upload Last Known Locations

To manage your dynamic locations, upload a CSV file from an Everbridge-defined
template called “dynamicLocation-template.csv” from Contacts > Upload Dynamic
Locations.

After you have uploaded your dynamic locations, you can see your contacts’ last
known locations on the Universe map. See Finding Contacts on the Map.

Dynamic Location Data Elements

The following table provides details about the column headings, from left to right,
in the dynamiclocation-Template.csv file. The column headings must not be
changed! If you use your own spreadsheet, then ensure your column headings use
the exact case-sensitive spelling and spaces.

This feature is designed to enable you to achieve the level of precision you need
for your notifications. The Everbridge application will not verify the address
records that you submit are actual address locations. Since you define the
Latitude and Longitude for an address, you can determine the precision of the
geo-point and the actual location of the geo-point.

Field Required Comments

Date and Time Format with a Time Zone
Designator (TZD).

Example: March 14, 2016 at 10:07:30AM
Pacific Daylight Time is
2016-03-14T10:07:30.000-08:00.

No, but “Arrive date and e The Date formatis: YYYY-MM-DD

time” and/or “Expiration e The Time delimiter is: T (required)
Arrive Date |date and time” is e The Time format can be one of the
and Time required. Neither of these following:

fields can be empty at o hh:mm:ss (hours-minutes-

the same time. seconds) Example: 10:07:30

o hh:mm:ssZZ (hours-minutes-
seconds-TZD) Example:
10:07:30+08:00. The TZD is
the offset from UTC as + or -
hours and minutes (HH:MM)
(required).
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o hh:mm:ss.SSSZZ (hours-
minutes-seconds-TZD)
Example:
10:07:30.000+08:00 or
10:07:30.000Z. If the time
element is in UTC time, then
the TZD can be expressed as
Z. Either the UTC = orthe Z
is required.

Data Type: String

No, but at least one of
the following three parts
must be provided in the
CSV file:

1. Location ID (if
provided, the other

Client-defined unique identifier for the
location record.

Maximum Length: 50

Location ID
it%fjcgs are Data Type: String
2. Sgtreet City, State/ For Latitude/Longitude, only Decimal
Provin’ce ' Degrees (DD) are supported
Postal.Zipcode,
Country
3. Latitude/Longitude
Client-defined unique identifier of the
contact record.
Maximum Length: 50
Data Type: String
Cell cannot be empty
External ID Yes. Must be unique in the organization
If the External ID does not exist in the
organization, then the record is not
loaded with critical errors.
If more than one record in your file has
the same External ID, then only one
record is loaded to the database.
. No, but “Arrive date and
Expiration L et . . .
time” and/or “Expiration Date and Time Format with a Time Zone
Date and e )
Time date and time” is Designator (TZD).

required. Neither of these
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fields can be empty at
the same time.

Example: March 14, 2016 at 10:07:30AM
Pacific Daylight Time is
2016-03-14T10:07:30.000-08:00.

e The Date formatis: YYYY-MM-DD

e The Time delimiter is: T (required)

e The Time format can be one of the
following:

o hh:mm:ss (hours-minutes-
seconds) Example: 10:07:30

o hh:mm:ssZZ (hours-minutes-
seconds-TZD) Example:
10:07:30+08:00. The TZD is
the offset from UTC as + or -
hours and minutes (HH:MM)
(required).

o hh:mm:ss.SSSZZ (hours-
minutes-seconds-TZD)
Example:
10:07:30.000+08:00 or
10:07:30.000Z. If the time
element is in UTC time, then
the TZD can be expressed as
Z. Either the UTC £ orthe Z
is required.

Data Type: String

No, but at least one of
the following three parts
must be provided in the
CSV file:

1. Location ID (if
provided, the other

Maximum Length: 100
Data Type: String

Street
FWO parts are For Latitude/Longitude, only Decimal
ignored) Degrees (DD) are supported
2. Street, City, State/
Province,
Postal.Zipcode,
Country
3. Latitude/Longitude
Apartment or Suite (or Unit)
Apt/Suite No. Maximum Length: 75

Data Type: String
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No, but at least one of
the following three parts
must be provided in the .
CSV file: aty.”ameL 6
1. Location ID (if aximum e”9t )
, provided, the other |Data Type: String
City two parts are For US addresses, jurisdiction name
ignored) below county level
2. Street, City, State/ | For Latitude/Longitude, only Decimal
Province, Degrees (DD) are supported
Postal.Zipcode,
Country
3. Latitude/Longitude
Administrative level below county level
Maximum Length: 40
Statg/ No. Data Type: String
Province For US addresses, Everbridge
recommends full State name, e.qg.,
“California”
No, but at least one of
the Tollowing .three. parts For US Addresses, ZIP Code or ZIP
must be provided in the Code + 4
CSV file: Maxi ] h:10
1. Location ID (if aximum e”9t '
Postal/ZIP provided, the other |Data Type: String
Code two parts are Length 99999 or 99999-9999 or
ignored) 999999999 if Country is “United
2. Street, City, State/ |States”
Province, For Latitude/Longitude, only Decimal
Postal.Zipcode, Degrees (DD) are supported
Country
3. Latitude/Longitude
No, but at.least one of Full ISO country name
the following three parts )
must be provided in the |Maximum Length: 40
Country CSV file: Data Type: String
e Location ID (if Country name is in the ISO country list
provided, the other | For | atitude/Longitude, only Decimal
two parts are Degrees (DD) are supported
ignored)
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o Street, City, State/
Province,
Postal.Zipcode,
Country

o Latitude/Longitude

Floor

Floor number

No. Maximum Length: 20
Number
Data Type: String
. Room number
oom . )
Number No. Maximum Length: 20
Data Type: String
No, but at least one of
the following three parts || atitude value
must be provided in the ) -
CSV file: gata le'/ge. Zr(:cmlcl).n N
1. Location ID (if ot vali éte or client jurisdiction
provided, the other |Only Decimal Degrees (DD) are
Latitude two parts are supported
ignored) Minimum Value: -90.0000000000
2. Street, City, State/ | Maximum Value: 90.0000000000
Province, R d Spherical M i
Postal.Zipcode, egorrlmen phericat viercator
Country projection
3. Latitude/Longitude
No, but at least one of
the following three parts || ongitude value, including negative sign
must be provided in the . .
csyV file: l[\)lata le./ge. F;rimsnl).n _—
1. Location ID (if ot vali éte or client jurisdiction
provided, the other |Only Decimal Degrees (DD) are
Longitude two parts are supported
ignored) Minimum Value: -180.0000000000
2. Street, City, State/ | Maximum Value: 180.0000000000
Province, R d Soherical Mercator
Postal.Zipcode, egorr](rnen phericat viercato
Country projection
3. Latitude/Longitude
Source
Source No.

Maximum Length: 20
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‘ ‘ Data Type: String

The following is an example CSV file, using the “dynamicLocation-template.csv”
and renaming the filename to “OurContacts_LastKnownLocations.csv”. It contains
seven contacts (in lines 2-7).

Hd - = OQurContacts_LastKnownLocations - Excel 7 @ - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT Lucy Kajimoto ~

R1 M Ji v
A B C D E F G H 1 J K L M N o] 1=

1 |Arrive date and time Location llExternal ID Expiratior Street Apt/Suite City State/Province Postal/Zipcode Country Floor num Room nun Latitude  LongitudeSource  END

2 2016-02-15T10:07:30.000-0800 BUR 8185772201 2627 N Hollywood Way Burbank California 91505 US

3 2016-02-15T10:07:30.000-0800 UnionBan 8185772220 330 N Brand Blvd 160 Glendale California 91203 US

4 |2016-02-15T10:07:30.000-0800 Restauran 8185772219 177 Caruso Ave Glendale California 91210 US

5 |2016-02-15T10:07:30.000-0800 Hospital3 8185772205 1812 Verdugo Blvd Glendale california 91208 US

6 2016-02-15T10:07:30.000-0800 Fire21 8185772382 421 0ak 5t Glendale California 91204 US

7 |2016-02-15T10:07:30.000-0800 Jail2 8185772321 200 N 3rd 5t Burbank California 91502 US

8 |2016-02-15T10:07:30.000-0800 Work 3.22E+18 500 N Brand Blvd 1000 Glendale California 91203 10

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25 -
QurContacts_LastKnownLocations -'{3- 1 >

READY B M o-——+ 100%

In the following example, note that the External IDs are from a Contact data file
(“AllI2_CA.csV”), and the Location IDs are from an Asset data file
(“Glendale_Assets.csv”).
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<= HE_C8 - Becel r m 0 s
HIWE  WMSAT  PAGELAYDUT  FORMULAS  [&TA  REVIPN VW ADDHMS  ACROAAT Lucy Ksjimalo -
X - e |:|:I it = & ¥ g Tek e r.I:. ‘.-'IJ :-," rl.:;n e - E f}w ﬁ
¢ P E ke e Bt - % (B8 Gt g
Ot Fosil abgreRe il Apes cens BT A
AKE = I_h- w
a E [ [x] = F ] H I i L L [X] 7] 1] [ -
1 |Firat e biddla b Last Naens Sulfis qumry  Busirss | Record Ty Groggs Leation £ 5rest AdlApLSultel City 1 StanayProe Posal CocCounry 1 Latit
2 |Gy ok ELESTTIZAZ LIS Ernploraa Managars Work 500 N Brand Bk Glandake CA ug
5 |Shaila Wrgan Eengoldoypan * | Meswhal ‘Work 530 N Arand Ekad Alandake CA (11
4 Erpd Curriar BLEXTTI321 LS Ermploryee * | Mewhal Work 200 N Brand Evd Glendels Ca M5
5 5ot Colloy BLESTTIZR0 LS Ernpiloryee * | Meswhal work 300 N Brand Bivd Glendals C4 us
B |Lor Willigre BLENTTIZ05 LS Opt-in Wnrk 500 N rand Bivd Glendals C4 L]
T |Crag Barrick BLESTT2I01 LS Ernlorpun ® | Wortk 500 M Brand Bked Glundabe CA us
& Sharon M [ g Erngdopau " |Employ Work 500 M Brand Sk Glandaks CA (113
@
1]
11 [ L= erabe_fsats - Eacel T @ o =
:2 HIOWE  [MSERT  PAGELEYDUT  FOAMLAS DATR  FEVEW  VIEW  ADD-WNS  ACROBAT Lucy Ksjimelo -
=
¥ Caliari - - & & e - o= Wrap Tt Genaral - | iman - - oy
15 A - | = 3 # @ w1 o c-n-dt:v--:-l :-:-nfen-s -:‘-.-1 2 ouee - 8- "irﬂ :"&
. ¢ (0 FU- M 4 | BlMegetiloter - - % 0 (8 3 Fas Table= Stykse EFamats 7 e el
17 Oipbaard Fonl 3 Higrenmi durknr Thyine Cah Editing -
5]
19 2 - Jr || soom Brand g w
A E C &) E F 2 H I I K L ] N [a]
Location B0 Locaticn Hame  Street apt/suhe Cmy StateFroPostel{Dg Country  Floor nue Room renLatidude  Longrude Location Ioon
ik Glendsls 1M Glerscain Calfornis 90203 LS m 1
| Rectasrantdl | DinTad Furg 177 Caruso Ave Glendala Calfornia 9820 LS i
EUR B Mo Aurpecirt. 2637 W Hollywiood Wiy Eurbank  Calfomia 9505 LS 2
| Hospitald USC Verdugs Hills 1ELT vardugo Skd Glendala Calfornia 92306 LS 3
Polcad Glandale Polcs Ds 131 M kabal 5t Gleradala Calformia 91306 LS 4
Fir=2l Glendals Firs Stadl 421 Ok 5 Glerclale Calfornia U L5 3
| UnionBank Glendals Urion B 330 X Brand Blv 160 Glenciale Calfornin I3 L5 a
[ |Restsurantlz | Porto's Bakery 315 M Erand Blwe Glenclale Calfornia 91303 LS jE]
B | Jwil] Glendale City Jail 131 M =abel 5t Glerclale California 91306 LS 11
Juilll Erbark @0 Aail 200 M 3rd B Eurbank  Calformia 9i502 LS i1
ﬂ H % urloniech_Ladnovnd sofiem - Bl 1 - n
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_ i HET? 177 Caruso Awe Glendale Califaria LT
& ALESTIEE 1E43 Werdugn Bwd Glendale Calfwmia 130E US
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Uploading Dynamic Locations Data File Via Secure FTP

By configuring your computer and Secure FTP (File Transfer Protocol) software to
work together, you can programmatically submit the CSV file containing your
Dynamic Location records. The computer system needs to add and place the data
file in the location configured in the Secure FTP software. The Secure FTP
software is scripted to perform the transfer.

Submit a Dynamic Location data file via Secure FTP

1.

2.

From the Settings tab at the Organization level, select Contacts and Groups >
Security.

With your IT department, use Secure FTP to upload contact data files
(replacing the “contact data file” with your “dynamic location data file”
generated by using the Everbridge-defined dynamicLocation-template.csv).

NOTE: The Access Instructions are intended to guide you in exploring
and testing the Everbridge Secure FTP connectivity. They do not
provide instructions for developers since Everbridge does not know
which tool your organization uses to develop your FTP client. Contact
your IT department regarding third-party tools and/or any source code
for interfacing with an FTP server.

Prepare your Dynamic Location data file. (See Preparing to Upload Last

Known Locations.)
Ask your IT department to configure your computer system and Secure FTP
software. The Secure FTP software is scripted to perform the transfer.

On the server, use the following folders as destinations for your contact data
file:
« If you upload Dynamic Locations, drag your CSV file to Dynamic

Location > Update Folder.
« If you upload building “Update,” drag your CSV file to Asset > Update

Folder.
e If you upload building “Delete," drag your CSV file to Asset > Delete

Folder.

. Click OK.
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Upload Dynamic Locations Page

The application displays the following information for each upload:

e File Name

Batch ID

File Size

Upload Date
Uploaded By

File Status
Records Received
Records Loaded
Upload Option

You can perform the following tasks from this page:

View - View the Upload Results by clicking the View icon.

Refresh - Click Refresh to update the File Status.

Upload to Portal - Upload your custom “dynamicLocation-template.csv”.
}_____D_Q\gv_nlg_a_q Template - Download the Everbridge-defined template called 8 <

“dynamicLocation-template.csv”.
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Upload to Portal

Using your customized “dynamicLocation-template.csv”, you can upload the file to
the portal from this page.

Upload to Portal

1. From the Upload Dynamic Locations sub-tab, select Upload to Portal. The
Upload Dynamic Locations dialog is displayed.

Everbridge Suite Tower Global (Organization Admin) v 3 | & ? NEW! Everbridge 360™ Logout

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

ContactList ~ Uploads  Upload Dynamic Locations Groups  Rules  Deleted Contacts Scheduling (2]

< Refresh . Upload to portal & Download Template

File Name Batch ID File Size Upload Date+ Uploaded By File Status Records Received Records Loaded Upload Option

There are no items to display in this table

Upload Dynamic Locations %
Upload Dynamic Locations )
Yo pload pressed (i le. If le is larger than 100

Cancel

2. Select Upload Dynamic Locations to choose a file to upload.
3. Navigate to your file and select it.
4. Click Upload to Portal.
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Dynamic Locations - Expected

The Dynamic Location(s) section of the contact record allows you to define
dynamic locations for each contact. These locations can be used to include the
contact in a notification sent using map addresses. When editing the contact, click
New expected location.

Dynamic Location(s) - Expected

Location Name Date Range

New expected location

This can be used when you send a Notification to an airport or to a specific
address, for example. Enter a Date Range (for example, dates the contact is
expected to be at a hotel). Verify the correct Country is selected. Enter address
information, up to the Postal Code field. The system tries to convert this address
into a standardized format from the list.

NOTE: Expected Locations are kept up to 12 months in the past and 12
months into the future.
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Add an Expected Location

+ Location Name: ‘ Link a building

Link to existing building @

* Date range: ‘ Select date 85 ‘ To ‘ Select date

* Country: : United States

* Address: ‘

Apt/Suite/Unit: \

City: ‘

State / Province ‘ Select...

Postal Code: \

Location Suggestion : ‘ Enter an address above to see suggestions

Latitude ‘

Longitude \

Find your location on a map

‘ Cancel H Save this location to contact ‘

When you click an existing Location Name, its details are displayed. The
Source could be MANUAL, International SOS icon, Concur, iJet, or API.

Dynamic Location(s) - Expected
Location Name Date Range = =
v Weekend Trip Dec 20,2023 16:00:00 PST - Dec 22, 2023 22:00:00 PST 4 o
Location Name Weekend Trip
Date Range Dec 20, 2023 16:00:00 PST - Dec 22, 2023 22:00:00 PST
Country us
Address 1234 Main Street
Apt/Suite/Unit
City Los Angeles
State / Province California
Postal Code
Source Manual
Location Latitude Longitude
view1-10f1 < [} > [10 v |
New expected location
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Travel Arranger

To add an existing contact as a Travel Arranger for a contact:

Travel Arranger

First Name M.1. Last Name Suffix External ID

No Data

| Add using existing contact record |

1. Click Add using existing contact record and select the name of the desired
contact.

Add using existing contact record

Search

First Name Last Name 4 Extenal ID
) Lemuel Aamot PU2496
O Theron Aarsvold PUT975
O Geraldine Abati PU646
) Domna Abbe PU1887
D Celeste Abbenante PU2007
Cathi Abele PU356
D Gabriel Abels PU738
O Vickey Abigantus PUT638
() Mexandra Abkemeier PUT999

O Example Account PU4T

View1-1002573 < [ 2 3 4 5 - 258 > [10 v |

| cancel \

2. Click OK and the name is listed in the Travel Arranger pane. Add more travel
arrangers as needed.

Travel Arranger
First Name M.L Last Name Suffix External ID

Cathi Abele PU356 of

Add using existing contact record

33



Yeverbridge

Location Sources

The Location Sources page allows you to configure sources from which Last
Known locations for contacts will get updated. These location sources can be
Physical Access Systems, the Everbridge Mobile Application, or the International
SOS Mobile Check-In, which can send location data to the Everbridge platform.

« If there is a value for Expiration Date and Time in the Dynamic Locations
Upload, this value is used.

e If there is no Expiration Date and Time in the Dynamic Locations Upload, the
Location Source Valid Time span value is used to set the expiration of the
dynamic location.

e If there is no Expiration Date, Time in the Dynamic Locations Upload and no
corresponding location source, then the expiration date is set 24 hours after
the dynamic location start date.

If a user edits the source and changes the Valid Time span from 8 hours to 10
hours, the records that have come into Everbridge up until that moment will still
have a valid time span of 8 hours. However, once the Source changes have been
saved, the new records coming next will have a valid time span of 10 hours.

%verbridge‘ « & | @ | @ Everbridge 360 ©

Organization Member Portal Everbridge Open Everbridge Mobile App

Home
%1 Situational Awareness Organization > | Location Sources @

Communications Map >
& Crisis Management Interactive Visibility > Source Valid Timespan

Contacts + Assets Publishing Options ’ Badging Company 7 Days s @

Reports + Analytics Notifications >

Everbridge Mobile Safety App 7 Days rd

Travel Risk Management Contacts/Assets v

International SOS Mobile Check-In 7 Days rd

Default Options
ITA

Contact Record Types OnGuard 7 Days s W
Workflow

E Contact Upload Mapping
Settings RiskBand 1 Days rd

Contact Integration

Organization

Asset Types minute(s) v Add

Member Portal

Asset Upload Mapping
Everbridge Open

Asset Association
Everbridge Mobile App

Additional Information

Access
Alert Subscriptions

Incident Subscriptions

To add a new location source, enter the Source name and number of minutes,
hours, or days. Then, click Add.
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Finding Your Contacts' Last Known Locations

After you have uploaded the Buildings that are important to your Organization and
uploaded the Last Known Locations of your contacts, you can see your contacts’
whereabouts on the Universe map.

To find your contacts’ Last Known Locations:

1. From the Universe tab, click Select Contacts on the map, and then from
the drop-down list, under View Contacts, select Contact Layers.

Everbridge Suite Tower Global (Organization Admin) v b 2 ? @) NEW! Everbridge 360™ @ Logout

Dashboard Universe Notifications v TAv Critical Events v Incidents v Contacts v Reports Settings v
You've selected:

New Notification

Calfornia City
®

Moy Dunn Basin Crucero
North Edwards. Lockhart 75 Sands
Boron @ i
Harvard
Edwards AF8 (e)=—Hinkley,
Barsto w Yermx
Rosamond 0a
98 Newberry
@ Springs T
% Pisgah
Lanasten Helendele gy Lavie—Ludiow </
Los Padres, Lake Hughes Ragtown Klondike
National Forest Quartz Hill gt
Lake Los. Bell M Siberi
e el Mountain
Palmdale Adelanto Bagda
G @ ) vt
= . £ @ 55 ) Applevalley
0j . SEE. N [z @luceme Johnson
@) = ) feso Vo oo
0ak View Filmore - (70~ santa Clarita - @
SantaPaula (5 ] ©, @
D Angeles, Mt SMQ w
e ¥ NationalFarest  Antonio &
Simi Valley ~ (118) g
@ .\ e
Camarillo. e ~@ Wilde
Oxnard Thousand o et . Al
Port Hueneme Oaks o) Paghdena ol P Sunfai Twen
lley Paim:
,,,,, 2, g Los [beles _
B
Desert Hot
glewcod Spring
©
=~ Comptc D) & Joshua Ti
Torrance Anaheim 1 pbim Springs e lationall
Voria Beach Perris San Jacinto Cathedral Cty
Santa Ana @ Hemet
2 o) Paim Desert_indio—
Huntington Irvine e ¥ CacusCity
Beach Lake Forest Ny
- @)
Mission Vie 2 ®
anza D

2. From the Contact Layers pane, select/clear the desired checkboxes: Static
Location, Last Known Location, and/or Expected Location. Colored dots
indicate the location of your contacts by record types, or who are part of
groups, displayed on the map.
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Everbridge Suite Tower Global (Organization Admin) v N! Everbridge 360™

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

You've selected: New Notification

contact(s)

e Harvard
Barstow erg)
Contact Layers P
Newberry
Search & Springs Hector
Filter ., — = 5 Pisgah
) Static Location () Last Known Location ) Expected Location Helendale g5 e — @
Expz)cled Time Frame Ragtown Klondike
Lake Los Siberia
Draw Shapes Bow TR Bell Mountain
o Adelanto Bagdad
Shape Library AT [ Victorville G
Exclude (0) Clear Apple Valley
Johnson
Search Hesperia Valley Valley
Display Layers o ° | AM! San. Q
frest  Antonio
o e View by: O Record Types @ Groups Cleghorn
Base Map () ® Employees o Foeatds Widerness
el rea
B GO IaD) o) Pioneertown Sunfalt yentynine
(¥ m Partners San Bernardino Yucca Valley Palms
San
T @  Consultants Ontario Redlands  Bernardino
islands (¥ W Vendors Chino @7/ National|Forest
Ranalkces NationallPark Riverside o] Desert Hot
Moreno Valley—gosy oo Springs
) &) Corona ® Joshua Tree
Torrance Anaheim paim Springs 5 National Park
Long Beach Perris San Jacinto Cathedral City
Santa Ana @ Hemet
i Palm Desert_indio @
Huntington |rvme‘ AN LLake Elsinore (nGTD Cactus City. cmﬁ
@ Mission Viejo A
Murrieta @
@ North Shore
Temecula
Catalinallsland| SaniClemente.
Essential Pa\umaro o
Fish'Habitat: /Mounram %,
@) %,
Warner Salton Gty 8 .

3. Close the Contact Layers pane.
4. Under Change Map Display, click Display Layers.

Everbridge Suite Tower Global (Organization Admin) v ) ) NEW! Everbridge 360™
Dashboard ~ Universe Notificationsw ~ [TAv  Critical Eventsv Incidentsv  Contactsv  Reports  Settings v
You've selected: New Notification
Display Layers North Edwards Lockhart Sands.
Glasgowdlyny
_ Harvard
Contact Layers Edwards AFB @) Hinkley "
Search iiding, airport tion la Barstow Yermo
b - - Rosamond Daggett T
Filter @ Building Layer z Springs. -
(¥ Airport and railway station layer Piagan
Helendale g5 o
Contacts . . R @ Lavic—udi T
O only display airports and railway stations with Lancaster vdlow:
Draw Shapes expected locations. P Quartz Hill Ragtown Klondike
Shape Library @ Displayall e oe. Bell Mountain Sthege
Palmdale, Adelanto Bagdad
Exclude (0) DIRES . = Amboy
default La & Victorville
N G5/ Applevalley
[ @) Luceme Johnson
Hesperia Valiey Valey
play Layers @
Premium Weather Layers Angeles Mt S.sno
Base Map National Forest/ - Antonio Cleghorn
akes
of FEatdd Wilderness
Burbank R4 S Area
Pasadena YD} Pioneertown unfair yentynine
San Bernardino Yucca Valley Belns
- San
Channel Los [ikgeles rigioT = Rediands  Bernardino)
TR Islands; s Chino @ National/Forest
anta Rosa ivardi
Island NationallRark| Inglewood Riverside 0] Desert Hot
MorenoValley —gou mont
@ o 8 s ® Joshua Tree
Torrance Anaheim P National Park
Long Beach Pers. San Jacinto Cathedral City
- Santa Ana D Hemet
D) Palm Desert indio— .
Huntington Irvine Lake Elsinore La Quinta ¥ cacusonyonia
Beach Lake Forest L b Sumn
Mission Viejo @ P> %
Murrieta Anza T
B il (D] North Shore
CatalinalIsland
Ll b San Clemente Pmmmo
FishiHabitat: Mountain & % .

5. Click Building Layer and/or Airport and Railway Station Layer. The map icons
are described next.

Map Icon Description

Building (green)

Airport with no expected location (blue)
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@ Railway Station with no expected location (blue)

0 Airport with expected location (orange)

@ Railway Station with expected location (orange)

e For Building Layers:
o The assets (buildings) that have been uploaded for your
Organization are displayed as Location Icons on the map.
e For Airport and Railway Station Layer:
o Only display airports and railway stations with expected locations
o Display all
6. Close both the Display Layers panel and the Select Contacts drop-down list
SO you can see the map.
7. Hover the mouse over a Location icon to see its:
e Building Name
o Street Address, Apt, City, State, and Postal Code
o Country
e The number of contacts by location type

Everbridge Suite Tower Global (Organization Admin) v b ? @) NEW! Everbridge 360™ @ Logout

Notifications v TAv Critical Events v Incidents v Contacts v Reports Settings v

You've selected: New Notification
" Lo unn Basin’ CIUCero
i —_ i North Edwards Lockhart ] Sands.
¥ @ doron © masgw%m
New Cuyama Grapevine BT G Hinkdey Harvard
v - Barstow — Yermo
]
® Pine Mountain Rosamond Daggett
- . Club) Lebs @ Newberry
B Gorman Springs Hector
(138)
g @ i Pisgah .
Helendale &5 i o &
Y o Lancaster
s Padre: ake Hughes wn Klon
[ National Forest Quartz Hill GegEm (o
Lk Lake Los. Bell Mountain Siberia
Solvang Angeles
- Palmdale, Adelanto Bagdad
(152) Amboy
) Victorville.
= We 3 ) Aplevalley
flota Napl o 8 @ Lyceme. Johnson
Santa Barbara, (E) @ Hesperia Valley. Valley
Oak View Fillmore - (2 Santa Clarita - @
ant la 53 G — %
@ - ol &
e Simi Valley (118) A C\]i?a?v
o D ool - of TP Wilderne:
Ornard Thousand o Bu - o - 2
Port Hueneme Oaks. = va: iena Ian) Pioncertown _ Sunfair Twenty
Lol San Bernardino Yucca Valley Fal @
& Ontario
Channel ‘0 T Los fikgeles s o Redlands
Islands) Chino @~/
santa o e e iowob Riverside Desert Hot
e ] Moreno Vall Spring:
Nl Z
o Compton | o - 5
= P faparen Navonl Park
Torrance Anaheim Pam Spings 5
Perris. San Jacinto Cathedral Cit
Long Beach - J
2 Santa Ana @ Hemet
D) Paimoesert Indo
Huntington Irvine Lakat isinore WBETID CactusCityChiria
Beach Lake Forest Lo 1S Sumn
) v P2 D
Murrieta A @)
@ B N . @ North Shore
Catali Island: San Clemente
Essential Palom .
FishiHabitat Mount &

8. Click the Location icon to view contacts in their Static (fixed) location, Last
Known Location, and/or Expected Location.

NOTE: Expected Locations are kept up to 12 months in the past and 12
months into the future.
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You can see the contacts’ first names, last names, and their external IDs.

Everbridge Suite Tower Global (Organization Admin) v i3 ? @) NEW! Everbridge 360™ Logout

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

You've selected: New Notification

stiing 2

Keene B
( Roseneath Shannonville
@ eyl (01 Belleville:
eeeeeee [se1) ) D S ol g o
East Uxbrid ut (s @ i
Gwillimbury S BT ) @ Quinte West y
Newmarket 20) Campbelicroft ) @) ). &
DR = ol ol ig) 2 Brighton (e4] 57 (
AR (2 N Colborne Prince Edward
2 oo Grafton o
Whitchurch Stouffvile L] orono For ) 5
King City - [a04)  (ag] - 7 ganang Sormanils
Vaughan Building Contacts
Pickering
m (ar Last Known Location (0) Expected Location (0)
@
) )
W&
surngon R )
Ay ‘ o)
St Marys - Hamilton Niagara ohthe Lake
B J] ) ]
Lucan | [7 (a3} *Grimsby y =
St. Catharines
Woodstock———(453) Brantford @ incon g
p Thorndale: ~ Burford Smithville St
e B \@ Ohsweken Caledonia m
2} Ingersoll / () Pelham
& London Norwich () > Wellandport  yeang o

9. Select the desired sub-tab: Static Location or Last Known Location. Each
sub-tab shows the number of contacts under that particular location.

« Static Location subtab—A static location is a location from a contact’s
profile. Static locations are a home address and work address, as these
do not typically change often and are more permanent in nature. A
contact can have up to five static locations.

» Last Known Location subtab—The last known location is a temporary
location of a contact. Examples of these are any of the building types
and any addresses you have uploaded to a contact.

10. Draw a polygon around the area and contacts to whom you want to send
your Notification.
11. Create and send your Notification.
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Dynamic Groups

Account and Organization Administrators can assign dynamic groups to Group
Managers and Dispatchers to allow them access to contacts that might not be in a
“group”. Dynamic groups update while “groups” stay static. Dynamic groups do not
display as a “group” in Everbridge Suite. Rather, it allows the Group Managers and
Dispatchers to view and/or select individuals who meet the criteria at the point of
notification.

To manage dynamic groups:

1.

Log in to the system.

2. Click the Access > Roles tab. The Roles page is displayed. The default view is

W

S.

the Account roles.

. Select Organization.

Select the desired Organization from View roles for: menu. The Role Types
for the selected Organization are listed on the left-hand side of the page.

t(’évefbfldge' v Customer Learning Universe (Account Admin) ~ (2] @ Everbridge 360™ ©

Roles Help with this page @

View roles for: O Account (Customer Leaming Universe) ~ ® Organization
City of Midland
New Role New Custom Role Fenwick County

Harbor Bay International Airport

Q

Organization Admin(1) v

Pfieffer University

Rainier County
Organization Admin
Tower Global
at left

Mass Notification Operator(1) v

Winchester LLC

Mass Notification Operator

Incident Operator(1) v
Incident Operator

Group Manager(1) v
Group Manager

Dispatcher(1) v

Dispatcher

Data Manager(1) v

Select the Role Type: Group Manager and the role you added under this role
type (for example, Group Leader). The right-hand side of the page shows
subtabs:

a. Permissions - Scroll down the page to see the permissions of this
particular role. The permissions are locked because the new role is
based on a default role. Permissions for default roles are locked.

b. Resources - Displays the groups to which the users of this particular
role have access restrictions.

c. Assigned Users - Lists the users assigned to this particular role.

. From the Resources subtab, under Groups, select the checkboxes of the

Groups you want your Group Manager (or role under Group Manager) to be
able to access.
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From the Resources subtab, under Dynamic Group, click Manage.

‘feverbridge » & v Customer Learning Universe (Account Admin) v (2]

Roles

! Communications

View roles for: © Account (Customer Learning Universe) ~ @ Organization

NewRole 3 New Custom Role Ed |t RO | e

Q |
Organization Admin(1) v Type: Group Manager
Organization Admin Name: | Group Manager
Mass Notification Operator(1) v

Permissions Assigned Users

Mass Notification Operator

Incident Operator(1) . What are users in this role allowed to use/access?

Incident Operator

Group Manager(1) o Contacts

Group Manager ® Limited access €@

> STATIC GROUPS

Dispatcher(1) v
Dispatcher
v DYNAMIC GROUP
Data Manager(1) v

Data Manager
nag Q Selected Groups

@ Everbridge 360™ ©

Help with this page @

Select from the group list
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8. The Dynamic Groups dialog appears. Click Add (or to edit an existing
dynamic group, select the group name from the list and click the Pencil icon).

Dynamic Groups 4
Add (2
Name Color Last Modified Date v Last Modified By

There are no items to display in this table.

Page| 1 |of1 > »|25 ~

9. The Add Dynamic Group dialog appears. Enter a name for the new dynamic
group.
10. From the Color field, click the round color icon and select a different color for
this dynamic group. The color you choose here is used on the map of the
contacts in this dynamic group.
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1.

12.

13.
14.
15.
16.
17.
18.

19.

In Custom Filters, select a Field name from the drop-down list. The full list
can be found below in Dynamic Group Fields.

Add Dynamic Group X

Dynamic Group Name

= Name: Expatriates

Color: ]

Custom Filters

Field Condition Value
Expatriate false [ ]
Add Filter:

Contact Last Name -

Contact Suffix

Contact Country
VIP

Delivery Method

Delivery Method Value Cancel

Expatriate

Created On

=

Select a Condition from the drop-down list and type a Value to meet the
condition.

Repeat Steps 11 and 12 to add more filters.

Click Save.

Click OK to see the new Dynamic Group in the Limited Access list.

Click Save.

Click OK to see the new Dynamic Group in the Limited Access list.

For this particular role, select up to 25 desired dynamic group names from
the list and click Save. Preview Results display the contacts who are a part of
the group.

Communicate to your Group Managers that they will see contacts from this
dynamic group.

Dynamic Group Fields

The following fields are supported by Dynamic Groups:
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Field Type

Field Name

Contact Details

Linked User

Contact Details

Contact External ID

Contact Details

Contact First Name

Contact Details

Contact Middle Initial

Contact Details

Contact Last Name

Contact Details

Contact Suffix

Contact Details

Contact Country

Contact Details

VIP

Contact Details

Delivery Method

Contact Details

Delivery Method Value

Contact Details

Expatriate

Contact Details

Created On

Contact Details

Last Modified By

Contact Details

Last Modified On

Contact Details

Record Type

Contact Details

Registered

Contact Details

Registered Email

Contact Details

Registered On

Contact Details

Associated Group(s)

Contact Details

DeliveryMethod-pager Service

Location Details

Contact is Geocoded

Location Details

Geocode Source

Location Details

Location Name

Location Details

Location Street Address

Location Details

Location Apt/Suite/Unit

Location Details

Location City

Location Details

Location State/Province

Location Details

Location Country

Location Details

Location Postal Code

Location Details

Location Latitude

Location Details

Location Longitude

Location Details

Building Name

Location Details

Floor Number

Location Details

Last Known - Building Name
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Location Details

Last Known - Floor Number

Location Details

Expected Location - Building Name

Location Details

Expected Location - Airport/Railway
Station

Location Details

Expected Location - City

Location Details

Expected Location - Location Name

Location Details

Expected Location - State/Province

Location Details

Expected Location - Country

Location Details

Expected Location - Type

e Travel
e Non-Travel

NOTE: When this field is added to a
rule, users can further filter on the
location type. If the field is not in the
rule, it will return both travel and non-
travel.

Location Details

Expected Location - Postal Code

Location Details

Expected Location - Travel Type

Location Details

Expected Location - Vendor Name

Location Details

Expected Location - Longitude

Location Details

Expected Location - Latitude

Travel Information

Travel Segment - Airline/Train Code

Travel Information

Travel Segment - Local Travel

Travel Information

Travel Segment - Segment Type

Travel Information

Travel Segment - To Airport/Railway
Station

Travel Information

Travel Segment - From Airport/Railway
Station

Travel Information

Travel Segment - Travel Type

Travel Information

Travel Segment - Supplier Name

Travel Information

Travel Segment - Destination Country

Travel Information

Travel Segment - Country of Origin

Travel Information

Travel Segment - Start Date

Travel Information

Travel Segment - End Date

Additional Information

Additional Information
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NOTE: Travel Information and Dynamic Location fields are only available for
Travel Protector customers.

Expected Location - Type

There are two types of Expected Locations that Travel Protector users can apply
in filters or rules using Expected Location - Type field: Travel and Non-

Travel. Customers can further filter on the location type when this field is added to
the rule. If the field is not included in the rule, it will return both Travel and Non-
Travel items.

“everbridge « & | @ | @ Everbridge 360 ©

Contact List Uploads Upload Dynamic Locations Groups Rules Deleted Contacts [>]

Home

. Q ADVANCED SEARCH
Situational Awareness

 Communications Expected Location - Type o

&' Crisis Management AND Travel &y
Non-Travel
Contacts + Assets Expected Time Frame
Contacts
+AND
Assets
EOoR
Reports + Analytics Save as arule
Travel Risk Management w Exit Advanced Search
Settings )
@ Download Send Registration Email
3 Add Contact Advanced = Reset
First Name M. Last Name * Suffix External ID Record Type Last Modified Date Last Modified By
P Lemuel Aamot TG515 Employees Oct 29,2021 08:06:20 .
s =2 Theron Aarsvold TG821 Partners Oct 29, 2021 08:06:29 ..
£ =2 Geraldine Abati TG1292 Employees 0c129,2021 08:06:10 v - eoovom e e
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Safety Settings

From the Settings tab, under Interactive Visibility, you can configure the following
Safety settings:

» Variables Mappings - A Safety Alert is triggered and the Incident uses
Incident information variables that match the Safety field names.

e Thresholds - To automatically receive alerts from unsolicited messages,
configure your Safety Thresholds.

e SOS - RiskBand - Everbridge Safety Connection integrates with RiskBand's
wearables, allowing customers to receive SOS alerts and provide details on
the contact's location.

o CT - Harald - Everbridge Safety Connection integrates with Harald for
contact tracing. Using an Incident Template, your contacts can report
“positive” for COVID-19. In turn, you can send a Contact Tracing notification
to others who have been in proximity to the contact reporting “positive.”
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Configuring Safety Variables Mappings

When a Safety Alert is triggered, the Incident will include the Incident variables you
select here:

Date/Time
SOS URL
Member Name

e Record Type
e Phone Number
e Location

From the drop-down box of each field, select the Incident variable name to be
included in your Safety Alert. Only Text Area and Text Box variable types are
included in the drop-down lists.

e i -
everbridge « 2 - @ Everbridge 360™
Organization Member Portal Everbridge Mobile App
Organization > | Safety Variable Mapping @
Map > Each Safety Field Name must have a corresponding Incident Variable.
Interactive Visibility v Safety Field Name Incident Variable
Weather and Hazard Alerts
Date Time Current Time
Safety v
Variables Mappings Record Type Contact Record Type Vi
Select.
Thresholds Contact Record Typke
S0S URL
E Member Messages > Member Name
Settings Message - Spanish
Publishing Options > Title - Spanish
Cpz i Member Name Variable - Spanish
Notifications >
Contacts/Assets >
Location Geo Point v
Security >
ITA > Phone Number Select.. v
Critical Event >

Everbridge 360 > ﬂ

The SOS notification will include the phone number of the person who pressed
“SOS” so that the security officer can quickly reach out to the individual.
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Configuring Safety Thresholds

When you select Safety Thresholds, the Safety Thresholds page displays any
Current Thresholds and their on/off status. You can also add a new Safety
threshold.

Yeverbridge: ~

VCC SaaS Devs (Organization Admin) (2] r Everbridge 360™ ©

Be
4

Organization Member Portal Everbridge Open Everbridge Mobile App

Organization , | Safety Thresholds (>}
Map > v ADD NEW
Interactive Visibility v
LAUNCH NOTIFICATION / INCIDENT IF LAUNCH NOTIFICATION / INCIDENT
RIMC Alerts
A Notification / Incident meets the following Criteria *Select at least one
Everbridge Network >
Launch a Notification
Event Source is Select v| and Launch an Incident
Safety ~
Variables Mappings Typeis and
Thresholds Sender's Record Type is and
SOS - RiskBand Senders are/belong to and
Member Messages >
£ Settings
B Publishing Options >
Organization
Notifications > Message location is
within shapes (0)
Contacts/Assets >
within
ITA > of the address Find your location on a map
Critical Event >
Everbridge 360 > When this type of message is geo-tagged, show on the map with this icon
Threshold name @
> CURRENT THRESHOLDS 0 Active/ 0 Inactive

For each threshold, you can see the name and criteria that will trigger an alert. If
the alert will launch a Notification, the name of the template is shown. The Status
shows whether the threshold is currently active (ON). If it is inactive (OFF), it is still
configured but is not currently monitoring selected Incidents. The number of
Active and Inactive thresholds is displayed at the top of the list (right-hand
corner). You can activate/inactivate a threshold by clicking the ON/OFF toggle.

Collapse the Current Thresholds list by clicking the Down arrow at the top left-
hand corner of the list. Expand the Current Thresholds list by clicking the Right
arrow at the top left-hand corner of the list.

You can hide the entire panel by clicking the panel heading. Click it again to
reopen the panel.
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Add a new Safety Threshold

To add a new Safety Threshold:

1. Under Add New Launch Notification/Incident If... select from “A/An

Notification/Incident meets the following criteria™:

« Event Source is - Select one:

o RiskBand

o Personal Safety Devices

o Mobile App
Type is - Depending on the Type of Event Source you selected above,
select the desired Event Type from the drop-down list:

o SOS

o Chaperone

o Location

o Phone Call
Button Name is - (for the Mobile App source only) Depending on the
Type selected above, choose the desired button name from the drop-
down list.
Sender’'s Record Type is - Select the checkbox and select one Record
Type:

o Employee

o Opt-In

o Member Portal

o Mobile App Opt-in
Senders are/belong to - Select senders (contacts in Everbridge Suite)
by Individual, Group (contacts in a group), and/or Rules. This is a
targeted population within your database. It is dynamic in nature. The
rule is stored, not the results.

Optionally, select Preview Contacts. From the All subtab, you see the
names of all the contacts you have selected, whether as Individuals,
from a group, or a rule. When previewing from a group, select the group
name from the drop-down list to see the individuals in that group. Or,
select Preview from each subtab to see the specific contacts you have
selected.
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Contacts

All

Individuals Groups(13)

90 unique contacts

First Name M.L.
Lemuel

Theron

Geraldine

Donna

Celeste

Cathi

Gabriel

Rules(1)

Last Name * Suffix
Aamot

Aarsvold

Abati

Abbe

Abbenante

Abele

Abels

Page| 1 |of9 > »[10 ~

External ID

PU2496

PU1975

PUB46

puigs7

PU2007

PU356

PU738

View 1-10of 90

+ Message location is - Select the checkbox, then select one of the radio

buttons:
o Within Shapes:

Select the Manage Shapes link to select your

shapes from the Shape Library, then enter the number of feet,
meters, kilometers, or miles of the following address.

Find your location on a map b 4
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® E
= Latitude 36.034095764160156
4 A° E
\sl o
Longitude -114098445129204531 & E
o« @ &
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e B 7 A s
— A K . g
&) 5 _— \ % & 3
— ©. z D o p §
. z ur % ¢
ad PkWY 2 El pesiim S ¢ Morrell Park
W Lake Me 24 % % o = J o o ) & Basic Academ|
s kS 7, & = > e‘“bj < International Stu
% & o e S
%, o & o = o,
A 3 ang, %,
o |7, en g, & o . %
e = A 7. Q < Ly »
cnistand VS & 3 & Ne,, A g
. g 3 : 2
= 2 %= 8 Roots:and Wings Daycare 7y, Y, A g s
% £ F ¢ s Ten sy Henderson & s H e
e % < S8|F > i € 3 o
o G Burkholder < Municipal Court s %, 2 ot
o 5 Buchanan Ave P Lyal'Burkholder o TQWNSITE < o CY a of
e\ = s Middle School 5 & SNy -
¢ 3 iddle School __5 % 2
-} 2 Coolidge Ave @ e o(, g <
_ iy < Downtown ¥ o %% alibu or §
£, Recreation Center ¥ ¥ %, o q
Waterwheel Falls Dr an oo 2 S %fs: & o %, o,,d;,« % g
e k) SWa Y % 582
Viewmont Dr N 8y ter st o %, % +
5 L - &, \
Opal Dy 2 g W Fairway Rd & E Fairway 2y f s 4
g - z o g z Yan , .
2 @ g 8 W Laval Dr & 8 206, Blackmore py B
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Googleds, B & = 5 v ] & ot
9%, Rockyra-3. % & % W Sherwood Dr- & ® Sra Keyboard shorteuts  Map data ©2023 Google - Terms of Use  Report a map error
Cancel Use This Location
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» Address: Type the address, then select the corresponding address from
the Please input address information for searching your location drop-
down list. (You could also select the link: Find location on map).

. Under Add New Launch Notification/Incident, select the checkbox of at least

one:
« Launch a Notification - Proceed to Step 3.
e Launch an Incident - Proceed to Step 4.
Fill in the fields for launching a Notification.
e Optionally, select the checkbox: Start the Event, and enter the name of
the Event.
o Search for the desired Notification Template. Click the blue + sign. (To
remove a Notification Template from the Threshold, click the Trash Bin
to the left of the desired Notification Template name.)

. Fill'in the fields for launching an Incident. Search for the desired Incident

Template. Click the blue + sign. To remove an Incident Template from the
Threshold, click the Trash Bin to the left of the desired Incident Template
name.

. In the Threshold Name field, type a nhame and click Save.

Variables Mappings

e — | Button Name is and

Member Messages Sender's Record Type is and

Publishing Options Senders are/belong to and

>
>

Notifications > 1 0 1 3 1 Preview contacts
>
>

Contacts and Groups Individuals Groups Rules

Security Message location is
within shapes (0)
within

of the address Find your location on a map

When this type of message is geo-tagged, show on the map with this icon

Threshold name

v CURRENT THRESHOLDS 1 Active / 0 Inactive

Threshold Name Category Record Type Within = Notification(s) Incident(s) Status

SOS Response Location S0S Alert O &S W

Edit an existing Safety threshold

On the Safety Threshold page, the Current Thresholds are displayed at the bottom
of the page. It shows the number of thresholds that are active (Status: ON) and
inactive (Status: OFF).

1.

2.

Click the Pencil icon corresponding with the desired threshold you want to
edit. The threshold becomes inactive (Status: OFF). If not, tap the Status: ON.
Make your changes in the upper pane by performing the steps in the
procedure .

. Optionally, rename the threshold.

o1




Yeverbridge

4. Click Save.

5. To delete a Safety threshold, click the Trash Bin in the row of the threshold to
be deleted.

6. Click Yes to confirm that you want to delete the threshold.

T AT

Variables Mappings

— | Button Name is and
Member Messages > Sender's Record Type is and
Publishing Options > Senders are/belong to and
Notifications >
Contacts and Groups >
Security s Message location is

within shapes (0)

within

of the address Find your location on a map

When this type of message is geo-tagged, show on the map with this icon

Threshold name Save
v CURRENT THRESHOLDS 1 Active / 0 Inactive
Threshold Name Category Record Type Within Notification(s) Incident(s) Status
SOS Response Location SOS Alert [ @) | mf
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Configuring CT - Harald

Everbridge Safety Connection integrates with Harald for contact tracing. Using an
Incident Template, your contacts can report “positive” for COVID-19. In turn, you
can send a Contact Tracing notification to others who have been in proximity to
the contact reporting “positive”.

Create a Contact Tracing Incident template that includes your contacts.

NOTE: For detailed information, see the Everbridge - Harald Connector
documentation in the Everbridge Support Center.

To configure Harald to Everbridge integration:

1. From Settings > Organization > Interactive Visibility > Safety, click CT-
Harald. The Harald page is displayed.

2. Click Edit configuration.

3. In the Edit Configuration dialog, enter the values as provided by Everbridge,
then click Close:

e URL: The URL to enable communication from the Harald connector to
Everbridge.

e User Name: A user name.

o Secret Key: A unique key.

4. From the Report Positive drop-down list, select the Incident Template to be
used to generate an Incident each time a contact is reported as COVID-19
positive.

5. Optionally, to close the Incident after the message is sent, select the check
box: Auto-close the Incident.

6. Click Save.
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Using the Safety Messages Widget

After you configure your Safety variable settings and thresholds, you can see the
Safety messages once they are triggered from the Universe tab.

There are four types of alerts:

e SOS

e Chaperone
e Location

e Phone Call

NOTE: Actions triggered from Self-Report and Custom Form buttons are not
available in the Safety Messages Widget.

If there is no alert displayed or if you want, you can change the time frame to
include older alerts — from 1 to 30 days.

If there are more alerts than can be displayed on one list, use the controls (First,
Previous, Next, Last) at the bottom of the list to step through the pages.

SOS

Every time a new SOS has been launched, a banner appears across the Universe
map. The banner displays on the screen for five minutes. It shows the time of the
SOS, and a link: Show Me, which shows you the SOS pin on the map. The pop-up
is fixed on the page to show the SOS details.

If there is more than one SOS during the five minutes, each banner displays one
above the other. The default polling time is 1 minute.

Click Show Me in the banner to see the SOS that was initiated.

You can choose the last hour or up to the last six months. Also, search for an
individual by First Name and Last Name (clear the names by clicking Reset).
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) Everbridge Suite VCC Saa$S Devs (Organization Admin) - ?
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powered by Google
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Button Name: S0S
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Record Type: Employee
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Phone Number:
Address:

powered by Google
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Click Video to see a video of what is happening during the SOS (example shown
next). The video will play for two minutes.

Everbridge Suite VCC Saas$ Devs (Organization Admin) NEW! Everbridge 360™ Logout

g

Widgets e e New Notification
Video

Dashboard v Universe Notifications v ITAv Critical Events v Incidents v Travel Risk Management v Contacts/Assets v Reports Settings v Access v
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by Google
SaoPaulo

You can export videos from the Universe page. After the video has started, right-
click to show the video player menu and select the Save video as... option.
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Chaperone

When Chaperone/Safe Corridor is triggered, the details will appear under the
Chaperone tab. If the Chaperone resulted in an SOS being issued, then the SOS
tag will be present next to the issuer's name.
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Hover the cursor over the green dot to see details about where the Chaperone
was initiated. The orange dot indicates where the SOS was triggered.

Everbridge Suite Everbridge Enterprise (Organization Admin) - ? | Everbridge 360™
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If the Chaperone/Safe Corridor was safely ended, then it will have the Exited tag
next to the issuer's name and in the details in the Show on Map view.
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Check-ins will be displayed under the Location tab. They can be filtered anywhere
from within the last hour up to within the last six months.
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Click Show on Map for a check-in to see the exact location it was issued. The

location will appear on the map as a green checkmark. Zoom in and out for more or
less detail.
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Click Show on Map to see exactly where the call was placed. Hover the cursor
over the Phone Call icon on the map to view the phone number from which the

emergency call was made.
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Safety Connection Use Cases

Including the Geolocation of a Person in SOS

Notifications

There are four major steps to include the geolocation of a person in SOS

notifications. They are:
Create a Variable

Prepare the Incident Template
Create an SOS Threshold
Trigger the SOS Threshold

For details about SOS, see the Using the Everbridge Mobile App chapter of the
Interactive Visibility User Guide.

Create a Variable

1. From the Incidents tab, select the Variables sub-tab.

2. Click New Variable.

3. Perform the following when the New dialog is displayed:

a. From the Type drop-down list, select Location: Geo Point.

eeeeeee

Delete New Variable

Name~
# (B Campus Location
# (7 ContactRecord Type
& ) Dae
# () How doyou wantto be contacted?
& () Member Name
# () Point Location

@@ Which COVID-19 vaccine did you
get?

Pfieffer University (Organization Admin) v | 332

Incidentsv  Travel Risk Managementv  Contactsv  Reports  Settingsv  Access

New X
Variable Typ
(2]
Single Select
@ Expand
Textbe
Tooltip
Dat
Multiple Selection
Text * Options Make address field required whenever variable is
extarea required
Location: Geo Point
el o |
Single Selection ADr 28, 2023 12205:81 PO
Page| 1 |of1/25 ~

Last Updated On

Sep 08,2021 14:04:55 PDT

Sep 10,2021 08:15:30 PDT

Sep 08,2021 14:03:44 PDT

Apr 21,2023 13:42:48 PDT

Sep 14,2021 09:48:56 PDT

Sep 10,2021 08:01:42 PDT

Apr 24,2023 12:05:47 PDT

Updated By

Jaime

View 1-70f 7

b. Add a name, such as "Geo Point," and click OK.

4. Proceed to Prepare the Incident Template.

Prepare the Incident Template

1. From the Incidents tab, select the Templates sub-tab.

2. Click New Incident Template.
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3. In the Name field, type Incident_template_geo-point. You can name your
Incident template anything you want. It is named Incident_template_geo-
point for the sake of this example.

4. From Forms & Messages (in the left-hand pane, select the Geo Point variable
created above and observe the Operator’s form in the right-hand panel.

Everbridge Suite Pfieffer University (Organization Admin) v | i3 | & = 2 NEW! Everbridge 360™ Logout

=

Incidents > Incident Templates

Notifications v~ Incidentsv ~ Travel Risk Managementv ~ Contactsv ~ Reports  Settingsv  Accessv

Help with this page @

New Incident Template  Returto Template List

* Name | Incident_template_geo-point ® Draft ) Live @ Save & Copy IR

Category

New | Updated | Closed  MANAGE

SELECT THE INFORMATION YOU WANT TO COLLECT: PREVIEW & EDIT:

Form & Message
To add form fields, select vari:

ables at left. Drag them up or down to rearrange.

Publishing Options Q New Variable
View:  Operators Form  Outgoing Message
Contacts
Req Variable Name
Settings * 1 Geo Point Find your location on a map
_Travel: Booking Alert Message
Permissions

_Travel: Booking Alert Message - HTML
_Travel: Contact First Name

_Travel: Contact Last Name

_Travel: Travel Intelligence Message

_Travel: Travel Intelligence Message - HTML

Campus Location

Contact Record Type

Date

Geo Point

How do you want to be contacted?

Member Name

Point Location

Which COVID-19 vaccine did you get?

Select the Outgoing Message tab in the right-hand panel.
Input your information in the Text field. For example:
» Input the Google Map link as follows: https://maps.google.com/maps/
search/?api=1&query={geo-point}
» Input the Bing Map link as follows: https://www.bing.com/maps?qg={geo-
point}
7. Enter other required information, as needed, such as Contacts.
8. Save the template.
9. Proceed to Create a Variable Mapping.

2

Create a Variable Mapping

1. From the Settings tab, select Organization > Interactive Visibility > Safety >
Variables Mappings. The Safety Variable Mapping dialog is displayed.
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2. In the Safety Field Name: Location, select the variable created above. In this
example, “Geo Point” is used as the variable name.

Everbridge Suite Pfieffer University (Organization Admin) v i1 = & @ 2 @) NEW! Everbridge 360™ @
Dashboard  Universe  Notificationsv Incidentsv  Travel RiskManagementv  Contactsv  Reports  Settingsv  Access v
Organization ~ Member Portal  Everbridge Mobile App
Organization ,  Safety Variable Mapping @
Map > Each Safety Field Name must have a corresponding Incident Variable.
Interactive Visibility v | safety Field Name Incident Variable
Weather and Hazard Alerts
Date Time Current Time
Safety v
Variables Mappings Record Type Contact Record Type v
Thresholds
SOS URL Select v
Member Messages >
Publishing Options >
Member Name Member N
Notifications >
Contacts and Groups >
Locati Geo Point v
Security >
Everbridge 360 > Phone Number Select. v

3. Click Save.
4. Proceed to Create an SOS Threshold.

Create an SOS Threshold

1. Select Interactive Visibility > Safety > Thresholds. The Safety Thresholds
page is displayed.

2. From the Launch Notification/Incident if pane, the Type is: SOS and the
Sender’s Record Type is Faculty, for example.

NOTE: The geolocation of a person can also apply to Safe Corridor and
Check-In scenarios (“Type is”).

3. From the Launch Notification/Incident pane in the right-hand panel, select
the checkbox: Launch an Incident.

4. From Choose Incident Templates, search for Incident_template_geo-point.
Make sure to type the template name exactly as you named it in the
procedure To prepare the Incident template earlier.

5. Type a Threshold Name in the text box and click Save.
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Everbridge Suite Pfieffer University (Organization Admin) v 35 ? @) NEW! Everbridge 360™ Logout

Dashboard Universe Notifications v Incidents v Travel Risk Management v Contacts v Reports Settings v Access v

Organization ~ Member Portal  Everbridge Mobile App
Organization . Safety Thresholds 2]
Map > v ADD NEW
Interactive Visibility v
LAUNCH NOTIFICATION / INCIDENT IF LAUNCH NOTIFICATION / INCIDENT
Weather and Hazard Alerts
ANotification / Incident meets the following Criteria + Select at least one
Safety v
e Launch a Notification
Typeis S0S v| and

Launch an Incident
Choose Incident Templates

Variables Mappings

Button Name is and
Thresholds Incident_template_geo-point Q

Member Messages > Senders Record Type is Faculty v| and Incident_template_geo-point
Publishing Options > Senders are/belong to and
Notifications >

check searched items above to the select box below.
Contacts and Groups >
’ T Incident_template_geo-point
Security N Message location is
within shapes (0)

Everbridge 360 >

within

of the address Find your location on a map

When this type of message is geo-tagged, show on the map with this icon 9

Threshold name | SOS Save

6. Proceed To test the Incident template, next.

Testing the Incident Template

1. From the Incidents tab, select Launch Incident.
2. Under Individual Incidents, select Incident_template_geo-point. The Launch
Incident Step 1 of (2) page is displayed.

. Everbridge Suite Pfieffer University (Organization Admin) v | 33 ? @) NEW! Everbridge 360™
s
Dashboard ~ Universe  Nofificationsw  Incidentsv  Travel RiskManagementv  Contactsv  Reports  Settingsv  Accessv
Launch Incident  Live coLive @D
Incidents > Launch Incident Help with this page @

Select Template stepiofs

Incident_template_geo-point

Enter / update incident details below
Individual Incidents

Exercise mode () Off
CcoviD >

* d your location on a m
Ad-Hoc Notification 1 Point Location Find your location on a map
Incident_template_geo-point

Miscellaneous Report

SOS Alert

3. Click Find your location on a map. When the Incident is manually launched, a
location needs to be provided. If this Incident is triggered by the SOS
Threshold, this property will be automatically filled with the location of the
person initiating the SOS.
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4. Select any location on the map and click Use This Location. Click Next.
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If you haven't selected any select contacts, do so now.

From the Incident Details page, click the Title of the Incident. The Notification

Details are displayed.
Click the link in the received email to see the location from the map.
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Using the Everbridge Mobile App Custom Form Button

Custom Form buttons on the Everbridge Mobile App display a configurable
questionnaire to the end user. Once submitted, an Incident is automatically
triggered. The different steps to configure, use, and report on a Custom Form
Button are described in this section:

e Create Incident variables that correspond to the questionnaire questions
Create an Incident Template

Set up the Custom Form Button

Using the Custom Form Button

Reporting on the Custom Form Button

For additional details about Everbridge Mobile App buttons, see the Everbridge
Mobile App User Guide.

NOTE: This feature is only available to Safety Connection Pro customers.

Create Incident Variables

Each variable will represent a question in the questionnaire displayed on the
Everbridge Mobile App. There is no limit to the number of variables that can be
created for a questionnaire.

To create a variable:

1. From the Incidents tab, select the Variables subtab.
2. Click New Variable.
3. Perform the following when the New dialog is displayed.
a. From the Type drop-down list, select any of the following types:
e Single Selection
Multiple Selection
Textbox
Text Area
o Date
b. In the Name textbox, type the question that will be asked to the
Everbridge Mobile App user. The expand switch can be used to expand
the size of this textbox for questions that carry a long text. Questions
are limited to 255 characters.
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c. A tooltip can be entered and will be available on the Everbridge Mobile
App.
d. Enter or select the options needed for the new variables and click OK.
4. Repeat the process above for each individual question. Incident variable
types other than the ones mentioned above, such as Onshift Date Range,
Location Geo Point, and so forth, are not supported.
 If selected in the Incident template, they will not be displayed as
questions on the Everbridge Mobile App.
« If selected and made mandatory, Incidents will not be triggered.

Everbridge Suite Pfieffer University (Organization Admin) v | 3% ? NEW! Everbridge 360™ Logout

Dashboard Universe ntv Contacts v Reports Access v
Open/History ~ Scheduled  Templates  Scenarios Variables Launch Incident 2]
Delete New Variable Q
New X
Name= Variable Type Last Updated On Updated By
e
& € CampusLocation Single Selection Tree Multiple Selection v Sep 08, 2021 14:04:55 PDT Jaime McCall
* Name & ) - @ Expand
# () ContactRecord Type Textbox How do you want to be contacted? Sep 10,2021 08:15:30 PDT Jaime McCall
Tooltip
# A Date Date Sep 08, 2021 14:03:44 PDT Jaime McCall
& B Geopoint Location: Geo Point Dec 19,2023 13:03:14 PST Sarah Venezio (Account Admin)
* Options Sort:A-Z |Z-A
# B MemberName Textarea P Sep 14,2021 09:48:56 PDT Jaime McCall
Email o)
# (F PointLocation Location: Geo Point Cell Phone & Sep 10,2021 08:01:42 PDT Jaime McCall
% Landiine w
¢ (@) LSRR TR Single Selection Apr 24,2023 12:05:47 PDT Sarah Venezio
sMs @
3 Add another item
View1-70f 7
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~everoriage

For this use case, the following four variables (questions) are created:

Type Name Options

Security issue
Hazardous situation

What do you want to | EdulPment not

Single Selection working
report on?
Incident involving
individuals
Other
When did you first
Date notice the issue? N/A
Please provide a short
textbox or TextArea description of the N/A

issue.

How do you want to | Email

Multi Selection be contacted? Cell Phone
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S.

Land Line
SMS

Proceed to Prepare the Incident Template.

Prepare the Incident Template

To create the Incident template:

1.

From the Organization level, select Incidents > Templates.

2. Click New Incident Template.

3.

In the Name field, type "Miscellaneous Report". You can name your Incident
template anything you want. It is named Miscellaneous Report for the sake of
this example.

. Select the Incident variables corresponding to the questionnaire. Questions

will appear in the order they have been selected. A preview is available on
the right-hand side of the screen if View: Operator's form is selected. To
change the order of the questions, deselect and reselect them in the desired
order.

Select the two systems variables, _initiator ID and _initiator Name, to capture
the details of the user filling the questionnaire. These variables will be left
empty if the Custom Form Button Anonymous Report option is selected. All
other system variables can be added; system variables do not show as
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guestions on the Everbridge Mobile App.

Everbridge Suite

Dashboard Universe Notifications v Incidents v Travel Risk Management v

Contacts v

Pfieffer University (Organization Admin) v )) NEW! Everbridge 360™ Logout

Reports  Settingsv  Accessv

Incidents > Incident Templates

New Incident Template

Return to Template List

* Name | Miscellaneous Report O Draft ~ @® Live

Category -

New | Updated | Closed  MANAGE

17}

ELECT THE INFORMATION YOU WANT TO COLLECT:

Form & Message

Publishing Options Q New Variable

Contacts
Req Variable Name
Settings
Permissions Current Time HH:MM - 12 ho...

IncidentiD

Message Sender

Notification Status

TodaysDate  MM-DD-YYYY v
_Initiator ID
_Initiator Name

_Travel: Booking Alert Message

_Travel: Booking Alert Message - HTML

_Travel: Contact First Name

_Travel: Contact Last Name

_Travel: Travel Intelligence Message

_Travel: Travel Intelligence Message - HTML

Camnus | ocation

Help with this page @

E savescory IR

PREVIEW & EDIT:

To add form fields, select variables at left. Drag them up or down to rearrange

View:  Operator's Form  Outgoing Message
1 _Initiator ID

255 characters remaining

2_Initiator Name
255 characters remaining

* 3 How do you want to be contacted?

Select

4 Current Time

Time Format: HH:MM AM/PM
§ IncidentID

6 Today's Date

Date Format: MM-DD-YYYY

6. From the Preview & Edit pane, click Outgoing Message and build the

message using the variables. Variables can be added to the message title or
body by clicking the + button to the left of each variable name.
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PREVIEW & EDIT:

View:  Operator's Form  Outgoing Message

Imminent Threat to Life 9

High priority (i}

*TITLE
Miscellaneous Report
TEXT
Use custom SMS message 0

Use custom Email/Everbridge Mobile App message € Hide list of variables

All delivery methods

_Initiator ID

_Initiator Name

Current Time {time}
IncidentID {IncidentID}
Today's Date {date}

How do you want to be contacted?

Characters remaining: 2321 - Email/Fax | 0- SMS AO

SPEECH
@ Text-to-speech )49

(O Use a voice recording

MESSAGE TYPE:

@ Standard O Polling O Conference Bridge

& Attach Files (20 MB Total Limit) | €@

8. Select the contact(s) that will receive the Notification.

Total files: 0 Total size: 0b
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9.
10.
1.

Everbridge Suite Pfieffer University (Organization Admin) v | 232 a ? ® ) NEW! Everbridge 360™ Logout

e

Incidents > Incident Templates

Incidentsv  Travel RiskManagementv ~ Contactsv  Reports  Settingsv  Accessv

Help with this page @

New Incident Template  Returto Template List

* Name | Miscellaneous Report O Draft @ Live @ Save & Copy [RINCUSY

Category

New | Updated | Closed MANAGE

CONTACTS
Response Quota: @ None

*ALWAYS SEND TO THESE CONTACTS

10 4 1 0 Preview contacts

Individuals Groups Rules Map

Form & Message
Publishing Options

Contacts |
Settings

Permissions

INCIDENT RULE
Select contact whose individual/group attribute meets the incident variable value
Individuals: € New Groups: New

CONDITIONS 0

New Condition

SENDING OPTIONS

Send to incident subscribers

The Conditions section of the Contacts tab can be used to send the
Notification attached to the Incident to different sets of contacts based on
answers to the questionnaire represented by Incident variable values.

Set the template status to Live.
Save the template.
Proceed to Set Up a Custom Form Button.

Set Up a Custom Form Button

To set up a Custom Form Button

1.

From the Settings tab, select Everbridge Mobile App > Application Options >
Safety. The list of all available buttons is displayed. If none are visible, select
the checkbox: Enable Safety features in Everbridge Mobile App.

At the bottom of the button list, click Add a Custom Button.
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Everbridge Suite

Dashboard Universe

Organization  Member Portal  Everbridge Mobile App

0 Sync Settings
Search Terms Safety Buttons @

Organization Code Enable safety features in Everbridge Mobile App

Application Options v
satety |
Location Tracing Make this the landing page for the mobile app

MANAGE SAFETY BUTTONS

Content
laboration Options > is supported by the Mobile
Enabled  Button Name Type
S0s S0S
Safe Corridor Chaperone
Emergency Call Phone Call
Check In Location

Pfieffer University (Organization Admin) v 3

Notifications v Incidents v Travel Risk Management v Contacts v Reports Access v

Click this button to sync the latest settings to the Everbridge Mobile App. (Last push time: Nov 20,2023 12:12 PM PST)

@ Your safety buttons will display when the user taps this floating safety icon

Enable and customize the buttons you want displayed after a user taps the floating button. Select at least one.
Amaximu tor App for each individual user.

for each

Description

System button

System button

System button

System button

®) NEW! Everbridge 360™

+ Add a custom button

3. Select Custom Form from the Type list.

Everbridge Suite

Pfieffer University (Organization Admin) v ) NEW! Everbridge 360™ Logout

Dashboard Universe Notifications v Incidents v Travel Risk Management v Contacts v Reports Settings v Access v

Organization  Member Portal  Everbridge Mobile App

[ Sync Settings Click this button to sync the latest settings to the Everbridge Mobile App. (Last push time: Nov 20, 2023 12:12 PM PST)

Search Terms Safety Buttons > New Button

Organization Code

Button Detail ¢

Application Options v Type: Select o ]
Safety
08
ype to create your safety
Location Tracing Chaperone
Content Phone Call
Location
Collaboration Options > .
ontent
Self-Report

Custom Form

Hyperlink

4. Enter a name and a description for the button. An icon can be uploaded; the
recommended size for an Everbridge Mobile App icon is 256x256 pixels.
Access to the button can be controlled in the Who Can See This Button?
section. The recommendation is to limit access to a small number of users
while the button is created and tested. Once the validation is done, the
button can be made available to all relevant users.

5. Select the template to use for that custom button. In this example, the
Miscellaneous Report.

6. Indicate if the Incident should be closed immediately after sending the
Notification by selecting or clearing the checkbox: Auto-close the Incident.
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Everbridge Suite Pfieffer University (Organization Admin) v | 232 a ? ® ) NEW! Everbridge 360™ @

e

Incidentsv  Travel RiskManagementv  Contactsv  Reports  Settingsv  Accessv

Organization Member Portal Everbridge Mobile App
0 Sync Settings Click this button to sync the latest settings to the Everbridge Mobile App. (Last push time: Nov 20, 2023 12:12 PM PST)
Search Terms Safety Buttons > Misc. Report
Organization Code f
Button Detail g
Application Options v “Type: Custom Form
Safety
* Name: Misc. Report
Location Tracing
Description Miscellaneous Report
Content
Status: Enabled
Collaboration Options >

Image:
qf Replace Image @

WHO CAN SEE THIS BUTTON?

© All contacts Selected groups Selected rules

WHAT HAPPENS WHEN THIS BUTTON IS TAPPED?
Display Custom Form on the users’ mobile device
Use the following Incident Template:
Miscellaneous Report

Autoclose the incident @

WHAT HAPPENS WHEN THIS CUSTOM FORM IS SUBMITTED SUCCESSFULLY?
No data will be reported in the Universe.
aunch Incident with the above Incident template @

Anonymous Report @

<]

Report users location @

<]

Send the users callback number @

<]

Customized Confirmation Message @

9 @ B I YU A~V &~V sansserif v o12pt v Paragraph v

S L EBBYRE =vizvE

Thanks for your submission! For any issues, please contact Customer Support.

E Ganeel

NOTE: Make sure your Incident Template is set with the status Live.
Draft Incident Templates do not appear in the drop-down list.

If the Anonymous Report option is selected, the custom form questionnaire
will always be anonymous; that is, the name of the user submitting it will
never be exposed in Everbridge Suite.

7. The Report user's location and Send the user callback number checkboxes
can be used to capture the geocoordinates of the device when the button is
used as well as the associated callback number. These values will only be
exposed in the Custom Form quick report.

8. Once the questionnaire has been submitted, a message can be displayed to
the end user using the Customized Confirmation message option.

9. Once set up, the new button will be displayed in the Everbridge Mobile App.
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Using the Custom Form Button

1. From a mobile device installed with the Everbridge Mobile App, tap the
Safety icon at the bottom of the page.

=

Misc. Report

-

Emergency Call Check-in

3 @
o

o
[ ¥
L

S0S Safe Corridor
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2. Tap the New Custom Form Button (in this example, Misc. Report) and reply to
each question of the questionnaire.

X

Misc. Report

PAGE 1 OF 1

How do you want to be contacted?

PLEASE SELECT ALL THAT APPLY

O  Email

@) Cell Phone

O  Landline

O sMms

SUBMIT

3. Validate the questionnaire.
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©

You've successfully submitted your
form.

Thanks for your submission! For any issues,
please contact Customer Support.

CLOSE

NOTE: The text beneath the green banner is the Customized
Confirmation Message that was set on the Custom Form Button page.

4. Once validated, an Incident will be generated using the Incident Template
attached to the custom button. In this example, an email message is received
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each time the button is used.

Miscellaneous Report: Security issue - Message (HTML)

File Message Help '-;.‘ Tell me what you want to do

m ~ =5 h- g ! ] MarkUnread gg~ [0~ B~

[}

Miscellaneous Report: Security issue

©y Reply All Wan
Everbridge-EB: i Sl

ecurity Wed 7/1/20

Reported by: Vincent

Preferred method of contact: SMS

Incident #: 317763155714649

Description: Door in building A does not close
First time the issue was noticed: 06-30
IncidentID: 317763155714649

Reporting on the Custom Form Buttons

Using the Custom Form Button Quick Report

You can view a chart and download the list of all your contacts that have used the
Everbridge Mobile App Custom Form buttons for a specific period.

To use the Custom Form Button Quick Report:

1. From the Organization level, click Reports.
2. Select the Custom Form Button Report from the list of Quick Reports.

3. Click View Report. The report criteria are displayed.
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Everbridge Suite

Pfieffer University (Organization Admin) v it 4 @) NEW! Everbridge 360™

Dashboard Universe Notifications v Incidents v Travel Risk Management v Contacts v Reports Settings v Access v

Reports Help with this page @

Quick Reports

~| CUSTOM FORM BUTTON REPORT

nsul uests
erformance by Inciden
oD oo neldent View Report
Chat Summary y Report
[Custom Form Button Repo rlk
Mobile Users Not Reporting tocation
SOS Summary

Location/Check-in Summan y
Phone/Emergency Call Summary

Custom Reports e

Create Report

Name Type Created On Created By Last Updated «

No custom reports
Create one now

Page 1 of1 > » 25 ~

4. Select the Custom Form Button Name from the drop-down list.

5. Select a time frame. By default, the period selected is 14 days ending on the
current date. Start and end dates can be adjusted to a different time frame.
Once selected, click Update to refresh the chart.

6. The chart displays the number of actions from the Everbridge Mobile App on
a day-by-day basis for the selected Custom Form Button. Positioning the
cursor on each data point shows the date and the corresponding value.

. Everbridge Suite Pfieffer University (Organization Admin) v/ B ? Logout

Dashboard Universe Notifications v Incidents v Contacts v Reports Settings v Access v

Reports > Custom Form Button Report -
Help with this page @

Custom Form Button Report

Organization Name: Pfieffer University

Button Name Misc. Report

From @ Clear To & Clear Update

Total: 1 [® Download CSV

Custom Form Button Report

Apr 20,2023

Custom Form Button : 1

7. The detailed data corresponding to the charts can be downloaded as a CSV
file. Click Download CSV to generate and download the file.
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Once downloaded, the file can be viewed in Excel. Each question from the
questionnaire attached to the Custom Form button is shown as a column;
answers provided by each end user are displayed in the corresponding rows.

AutoSave DE & custom_form_button_event_1593532651327.c5v = P search

File Home Insert  Pagelayout Formulas Data  Review  View  Help
P1 e F

Multi
Single Selection-
Selection-Date- How do
Whatdo Whendid Textbox-Please youwant
youwant youfirst provideashort tobe
toreport notice the description of the contacte
[l Local Event Dat Contact External Id First Name Last Name Callback Number Phone Number Email Latitude  Longitude Incident ID on? issue?  issue d?

b3 un 28, 2020 22: ValerieC Valerie  Cope 555-457-4587  535-457-4587  valerie.cope@everbrigde.com 317763155714345 Security  6/28/2020 Door is left open on buiemail

BN Jun 28, 2020 22: AlexaB Alexa Barton 555-698-4569 555-698-4569  alexa.barton@everbridge.com 317763155714353 Hazadous 6/29/2020 Spill of unknown liquid email

ES un 29, 2020 20: JessV Jess Vargas 555-789-7414 555-789-7414  jess.vargas@everbride.com 317763155714413 Hazardout 6/30/2020 Exposed wires in the cc SMS

ERl/un 29, 2020 20: RajinB Rojin Bush 555-975-5421  535-975-5421  Rojin.Bush@evernrbidge.com 317763155714416 Equipmer 6/23/2020 AC not working in build Phone

() un 29, 2020 23: ConnahP Connah  Pena 555-154-8951 555-154-8951  Connah.Pena@everbridge.com 317763155714421 Equipmer 6/23/2020 Coffee machine only pr Cell

[l /un 30, 2020 02: YousifH Yousif Hurst 555-456-7834 555-456-7894  Yousif Hurst@everbrigde.com 317763155714436 Other 6/29/2020 New community idea: SMS

custom_form_button_event 159353

NOTE: The end user details will not be displayed if the report has been
set to "anonymous". In that case, the callback number and geolocation
will not be displayed as well. The callback number and geolocation
may appear empty if the corresponding options have not been set on
the Custom Form Button.

Incidents

You can view the list of all Incidents triggered by the Custom Form Button from the
Organization level in Incidents > Open/History.
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NEW! Everbridge 360™ Logout

== -

Q| Advanced |Reset

Pfieffer University (Organization Admin) v

Everbridge Suite
Dashboard Universe Notifications v Incidents v Travel Risk Management v

Scenarios Variables

Contactsv ~ Reports  Settingsv  Accessv

Open / History Scheduled Templates

Closed (2) | All(2)  AutoRefresh (J) | & Refresh

Viewing: | Al Incidents ~| Open (0)
Status Mode Name Open Duration Opened On Opened By Last Updated + Closed On Integration
Closed e 0d0h17mdds Apr 21,2023 15:40:33 Sarah Apr 21,2023 15:58:17 Apr 21,2023 15:58:17
Closed Simulation Severe Flooding 0d0h8m27s Apr 03,202315:45:17 Sarah Apr 03,2023 15:53:44 Apr 03,2023 15:53:44
View 1-20f2

Page] 1 |of1| 25 ~

80



Yeverbridge

Using the Everbridge Mobile App Self-Report Button

Self-Report buttons on the Everbridge Mobile App enable an end user to report
positive for COVID-19 to their Organization. These buttons can optionally trigger
proximity events. Multiple Self-Report buttons can be created for different groups
of users. A Self-Report Button displays a configurable questionnaire to the
recipient on the Everbridge Mobile App. Once submitted:

e An Incident is automatically triggered.

» Optionally, proximity events can be triggered. The different steps to
configure, use, and report on a Self-Report Button are described in this
section:

Create Incident variables that correspond to the questionnaire questions
Create an Incident Template

Set up a Self-Report Button

Using a Self-Report Button

Configuring Proximity Events

Reporting on Self-Report Buttons

For additional details about the Everbridge Mobile App buttons, see the Everbridge
Mobile App User Guide.

NOTE: This feature is only available to Safety Connection Pro customers.

Create Incident Variables

Each variable will represent a question in the questionnaire displayed on the
Everbridge Mobile App. There is no limit to the number of variables that can be
created for a questionnaire.

To create a variable:

1. From the Incidents tab, select the Variables sub-tab.
2. Click New Variable.
3. Perform the following when the New dialog is displayed.
a. From the Type drop-down list, select any of the following types:
e Single Selection
e Multiple Selection
o Text Box
o Text Area
o Date
b. In the Name text box, type the question that will be asked to the
Everbridge Mobile App user. The Expand switch can be used to expand
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the size of this text box for questions that carry a long text. Questions
are limited to 255 characters.
c. A tooltip can be entered and will be available on the Everbridge Mobile
App.
d. Enter or select the options needed for the new variables and click OK.
4. Repeat the process above for each question. Incident variable types other
than those mentioned above, such as Onshift Date Range, Location Geo
Point, etc., are not supported.
 If selected in the Incident template, they will not be displayed as
questions on the Everbridge Mobile App.
« If selected and made mandatory, Incidents will not be triggered.

Everbridge Suite

Pfieffer University (Organization Admin) v 3% NEW! Everbridge 360™ Logout

Dashboard Universe Notifications v Incidents v Travel Risk Management v Contacts v Reports Access v

Open/History ~ Scheduled ~ Templates  Scenarios Variables

Launch Incident 2

Delete New Variable Q

Name Variable Type Last Updated On Updated By

# (3 CampusLocation Single Selection Type Single Selection . Sep 08, 2021 14:04:55 PDT Jaime

@ Expand

Name® | \yhich COVID-19 vaccine did you get?

# (%) Contact Record Type Textbox Sep 10,2021 08:15:30 PDT Jaime

Tooltip

& () Date Date Sep 08, 2021 14:03:44 PDT Jaime

€ GeoPoint
€2 How do you want to be contacted?

@) Member Name

# (2 Point Location

Location: Geo Point

Multiple Selection

Textarea

Location: Geo Point

* Options

O |Modema

O | Phizer

O | Johnson and Johnson

Dec 19,2023 13:03:14 PST Sarah

Dec 19,2023 14:17:44 PST

Sep 14,2021 09:48:56 PDT

Sep 10,2021 08:01:42 PDT

(3 Add another item

View1-70f7

5. Proceed to Prepare the Incident Template.

Prepare the Incident Template

1. From the Organization level, select Incidents > Templates.

2. Click New Incident Template.

3. In the Name field, type COVID-19 Report. You can name your Incident
template anything you want. It is named COVID-19 Report for the sake of this
example.

4. Select the Incident variables corresponding to the questionnaire. Questions
will appear in the order they have been selected. A preview is available on
the right-hand side of the screen if View: Operator's form is selected. To
change the order of the questions, deselect and reselect them in the desired
order.

5. Select the two systems variables, _initiator ID and _initiator Name, to capture
the details of the user filling out the questionnaire. These variables will be left
empty if Everbridge Suite is configured for "anonymous" Self-Report. All
other system variables can be added; system variables do not show as
qguestions on the Everbridge Mobile App.
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Everbridge Suite Pfieffer University (Organization Admin) v | 232 ? ® ) NEW! Everbridge 360™

e

Dashboard Universe Notifications v Incidents v Travel Risk Management v Contacts v Reports Settings v Access v

Incidents > Incident Templates Help with this page @

New Incident Template  Returto Template List

* Name | COVID-19 Report @ Draft O Live @ Save & Copy Cancel

Category -

New | Updated | Closed  MANAGE

Form & Message SELECT THE INFORMATION YOU WANT TO COLLECT: PREVIEW & EDIT
0 add form fields, select variables at left. Drag them up or down to rearrange.
Publishing Options Q New Variable
View:  Operator's Form  Outgoing Message
Contacts -
Req Variable Name
Settings 1 Current Time
Permissions Current Time HH:MM - 12 ho...
ime Format: HH:MM AM/PM
N, 2 IncidentiD
Message Sender 3Today's Date
Notification Status Date Format: MVFDDYYYY
4_nitiator ID
TodaysDate  MM-DD-YYYY v
255 characters remaining
_initiator ID -
5 _Initiator Name
_Initiator Name

255 characters remaining

* 6 Which COVID-19 vaccine did you get?
_Travel: Booking Alert Message youg

Select.
_Travel: Booking Alert Message - HTML * 7 How do you want to be contacted?

Select

_Travel: Contact First Name
_Travel: Contact Last Name
_Travel: Travel Intelligence Message

_Travel: Travel Intelligence Message - HTML

Camnus | ocation

6. From the Preview & Edit pane, click Outgoing Message and build the
message using the variables. Variables can be added to the message title or
body by first clicking on the message text field, and then on the + button to
the left of each variable you'd like to add to it.
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Everbridge Suite

e

Incidents > Incident Templates

New Incident Template

Return to Template List

* Name | COVID-19 Report @ Draft O Live

Category -

New | Updated | Closed  MANAGE

Form & Message

Publishing Options Q
Contacts
Req Variable Name
Settings
Permissions Message Sender

Notification Status

Todays Date  MM-DD-YYYY v

_initiator ID

_initiator Name

_Travel: Booking Alert Message

_Travel: Booking Alert Message - HTML

_Travel: Contact First Name

_Travel: Contact Last Name

_Travel: Travel Intelligence Message

_Travel: Travel Intelligence Message - HTML

Campus Location

Contact Record Type

Date

Dashboard Universe Notifications v Incidents v Travel Risk Management v

SELECT THE INFORMATION YOU WANT TO COLLECT:

Contacts v

New Variable

PREVIEW & EDIT:

View:  Operator's Form  Outgoing Message

Pfieffer University (Organization Admin) v W! Everbridge 360™

Reports  Seftingsv  Accessv.

Help with this page @

[ soe Jf sovescors IR

Imminent Threat to Life €

High priority €

*TITLE

COVID-19 Report

TEXT
Use custom SMS message €@

Use custom Email/Everbridge Mobile App message € Hide list of variables

Al delivery methods

{Current Time}

{Today's Date}

{incidentiD}

{_Initiator Name}

{How do you be contacted?}
{Which COVID-19 vaccine did you aet?}

racters remaining: 2351 - Email/Fax | 1

SPEECH
) Text-to-speech €@ )

) Use a voice recording

MESSAGE TYPE:
@ Standard O Polling O Conference Bridge
& Attach Files (20 MB Total Limit) | € Total files: 0 Total size: 0b

7. Set the contact(s) that will receive the Notification by specifying Individuals,
Groups, and Rules, or by utilizing the Map.
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Everbridge Suite Pfieffer University (Organization Admin) v | 232 a ? ® ) NEW! Everbridge 360™

e i Incidents v Travel Risk Management v Contacts v Reports Settings v Access v

Incidents > Incident Templates Help with this page @

New Incident Template  Returto Template List

* Name | COVID-19 Report O Draft @ Live @ Save & Copy [RINCUSY

Category

New | Updated | Closed MANAGE

CONTACTS
Response Quota: @ None
*ALWAYS SEND TO THESE CONTACTS

10 4 1 0 Preview contacts

Individuals Groups Rules Map

Form & Message
Publishing Options

Contacts |
Settings

Permissions

INCIDENT RULE
Select contact whose individual/group attribute meets the incident variable value

Individual New

CONDITIONS 0

New Condition

SENDING OPTIONS

Send to incident subscribers

NOTE: Setting the Self-Report as anonymous or non-anonymous can
only be done by Everbridge at the Organization level. This value is set
during the implementation and is not supposed to be changed.
Contact Everbridge Support if you have questions.

8. Set the template status to Live.
9. Save the template.
10. Proceed to Set Up a Self-Report Button.

Set Up a Self-Report Button

1. This is exclusively for customers using Contact Tracing. From the Settings
tab, select Everbridge Mobile App > Application Options > Safety. The list of
all available buttons is displayed. If none are visible, select the check box
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INFANNY

Enable Safety features in Everbridge Mobile App.

Everbridge Suite Pfieffer University (Organization Admin) v | 33 ? @) NEW! Everbridge 360" © Logout
Dashboard  Universe  Notificationsv ~Incidentsv  Travel RiskManagementv ~ Contactsv ~ Reports  Settingsv  Accessv
Organization  Member Portal  Everbridge Mobile App
{Sync Settings Click this button to sync the latest settings to the Everbridge Mobile App. (Last push time: Nov 20, 2023 12:12 PM PST)

Safety Buttons g

Enable safety features in Everbridge Mobile App

@ Your safety buttons wil display when the user taps this floating safety icon

Make this the landing page for the mobile app

Location Tracing

MANAGE SAFETY BUTTONS
Content

Enable and customize the buttons you want displayed after a user taps the floating button. Select at least one.
Collaboration Options > Amaximum of 10 buttons is supported by the Mobile App for each individual user.

Enabled  Button Name Type Description

S0S S0s System button

Safe Corridor Chaperone System button

Emergency C Phone Call System button

Check In Location System button

Misc. Report Custom Form  Miscellaneous Report W

+ Add a custom button

. At the bottom of the button list, click Add a Custom Button.
. From the New Button page, Select Self-Report from the drop-down list.

Enter a name and a description for the button. An icon can be uploaded; the
recommended size for the Everbridge Mobile App icon is 256x256 pixels.
Access to the button can be controlled in the Who Can See This Buttons?
section. The recommendation is to limit access to a small number of users
while the button is created and tested. Once the validation is done, the
button can be made available to all relevant users.

Select the template to use for that custom button. In this example, it is
COVID-19 Report.

. Indicate if the Incident should be closed immediately after sending the

Notification by selecting or clearing the checkbox: Auto-close the Incident.

NOTE: Make sure your Incident Template is set with the status Live.
Draft Incident Templates do not appear in the drop-down list.

. If the Self-Report is configured as "anonymous" in Everbridge Suite, it is

better to clear the check box: Report's user location.

If selected, the geocoordinates of the device will be captured when the
questionnaire is submitted. This value is not exposed today and is reserved
for future use.

Once the questionnaire has been submitted, a message can be displayed to
the end user using the Customized Confirmation message option.

Once set up, the new button will be displayed in the Everbridge Mobile App.
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8. Proceed to Using the Self-Report Button.

Using the Self-Report Button

1. From a mobile device installed with the Everbridge Mobile App, tap the
Safety icon at the bottom of the page.

2. Tap the new Custom Form Button Misc. Report and reply to each question of
the questionnaire.

' Sprint

X

Self-Report

. v

Emergency Call Check-in

Safe Corridor
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.* Self-Report * Self-Report

Question 1of4 ¢  QuestionZofd 3
Have you been medically tested What is the estimated date
positive for Covid-197 of infection?
PLEASE SELECT ONE ENTER & DATE
Yo & mm/dd/yyyy

Waiting for results

July 2 2020
Next t '

* Self-Report * Self-Report

Question 3ofd4 Question 4 of 4

Have you been in any of our offices

Do you need any personal suppert fram
since the estimated date of infection?

the company? If ves please describe your

PLEASE SELECT ALL THAT APPLY need
_ USE TEXT AREA BELOW
% Burlington
Pasadena
Submit

[ @  Landsing 1

NiA

Next

3. Validate the questionnaire.
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4. Once validated, an Incident will be generated using the Incident Template
attached to the custom button. In this example, an email message is received
each time the button is used.

« ! Sprint =

You've successfully
submitted your form.

Everbridge

Thank you for submitting this report. The HR deparment
will contact you as soon as possible. In the meantime, if you
need urgent assistance please call 555-124-9262

Close

NOTE: The text above the Close button is the Customized
Confirmation Message set on the Self-Report Button.
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= = Covid-19 Report. Incident# 317763155714769 - Message (HTML)
= 3 g

File Message Help Q  Tell me what you want to do

m - B - DY =] Mark Unread EE |:t| - B~ ____.!:3' Find
5

Covid-19 Report. Incident# 317763155714769

Everbridge-EBSuite 0 Reply Al Forward

Security Team Thu 7/2/2020 10:07 AM

Initiator Name: Vincent Brasseur
Estimated date of infection: 06-30-2020
Tested Positive: Yes

Visited Offices: Burlington, Landsing
Additional Support needed:

Reporting on the Self-Report Button

Using the Contact Tracing Quick Report

You can view a chart and download the list of all your contacts that have used the
Everbridge Mobile App Self-Report buttons for a specific period.

To use the Contact Tracing Quick Report:

1. From the Organization level, click Reports.

2. Select the Contact Tracing Report from the list of Quick Reports.

3. Click View Report. By default, the time frame is set to 14 days ending on the
current date.

Optionally, adjust the Start and End dates to a different time frame.

Click Update to refresh the charts. The chart displays the number of Self-
Reports for all buttons of this type on a day-by-day basis. Positioning the
cursor on each data point shows the date and the corresponding value.

This report displays both Self-Report and Exposure events data.

6. Download For—The detailed data corresponding to the charts can be
downloaded as a CSV file. Select the contact record type on which to report,
then click Download CSV to generate and download the file.

oab
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Once downloaded, the file can be viewed in Excel. All questions and answers
from the questionnaire are displayed in the last column.

Autosa ) g ©- B

Fle  Home Insert

uscontact_contact_tracing_1598281085174.csv -

Pagelayout  Formulss Data  Review  View  Help

fe

4 D E F
[ contact External 1D [ First Name [ Last Name Bl Record Type Bl

5 Sefdefdul 02, 2020 10:06:53 VBRASSEUR Vincent Brasseur  Employee

| 46 | |Sefdefafb Jul 02, 2020 10:31:11 VBRASSEUR Vincent Brasseur Employee
uscontact_contact tracing_15982

555-1231-65i vincent brasseur@everbridge. self-report

555-1231-65tvincent. brasseur@everbridge. self-report

M event Type B Exposed byBd Exposed byBd selfreportld incident ID

¢4 Share | 2 Comments

B icvariable values
Have you been medically tested positive for Covid-19?
["Yes"]
What is the estimated date of infection?
["2020-06-30T14:06:112"]
Have you been in any of our offices since the estimated date of
infection?
["Burlington","Landsing"]
Do you need any personal support from the company? Ifyes ple]
describe your need

™

0 317763155714769

Have you been medically tested positive for Covid-197
["Waiting for results"]

What isthe estimated date of infection?
["2020-06-26714:30:582"]

Have you been in any of our offices since the estimated date of
infection?

["Pasadena’]

Doyou need any personal support from the company? If yes ple}
describe your need

[

0 317763155714771

NOTE: None of the end-user details will be displayed if the Self-Report
is set to "anonymous" in Everbridge Suite.

Incidents

You can view the list of all Incidents triggered by all Self-Report buttons from
the Organization level by selecting Incidents > Open/History.
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Exposure Events

Exposure events rely on the Everbridge Mobile App and Bluetooth technology to
continuously detect if devices are in proximity of other ones. If one contact self-
reports as COVID-19 positive, all other contacts that have been in his/her proximity
for the past 14 days can be alerted and an incident can be triggered in Everbridge
Suite.

The different steps to configure, use, and report on an exposure event are
described in this section:

» Setting up Contact Tracing Settings
e Setting up the Everbridge Mobile App
e Reporting on Exposure Events

NOTE: This feature is only available to Safety Connection Pro customers.

Setting Up Contact Tracing Settings

1. Using the Manager Portal, from the Organization level, click the Settings tab.
Then select Everbridge Mobile App > Application Options > Contact Tracing.
2. Select the checkbox: Enable Mobile App Bluetooth Proximity Tracing.
3. If you want to send an alert:
a. Select the checkbox: Enable app to notify mobile users after exposure
event. A push notification is sent to contacts at risk.

NOTE: Everbridge Mobile App users must enable push
notifications on their devices to receive these alerts.

b. Enter the alert message that will be displayed to the Everbridge Mobile

App users.
4. If you want to trigger an Incident each time an exposure event occurs:

a. Select the check box: Trigger Incident after Exposure Events.

b. Select an Incident Communication template.

c. Indicate if the Incident should be closed immediately after sending the
notification by selecting or clearing the checkbox: Autoclose the
Incident.
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Setting Up the Everbridge Mobile App

The exposure event feature has the following requirements on the mobile device:

e Bluetooth must be enabled for the Everbridge Mobile App. On some Android
devices, both Location Permissions and Location Services may be needed for
the Bluetooth advertisement and scanning capability to work.

» Push Notification must be enabled for the Everbridge Mobile App to receive
exposure notifications.

These permissions can be turned off by end users on personal devices. In that
case, the Exposure Event feature might not work.

Once the Bluetooth proximity feature is activated on the Manager Portal, devices
installed with the Everbridge Mobile App will receive a new anonymous key every
24 hours. When two of these devices are in range of about 6 feet for more than 15
minutes, they will both exchange their keys. All keys are kept on mobile devices
for a maximum of 14 days.

When a contact reports himself/herself as self-positive for COVID-19 using a Self-
Report, the following will happen:

» All the keys received from the server on his/her device will be sent back to
the Everbridge server.

e These keys will be sent to all devices installed with the Everbridge Mobile
App within the same organization.

» Within the next 2 to 8 hours, each connected device will try to match these
keys with all keys exchanged during proximity events. If a match is found,
depending on the Manager Portal Configuration:

o The device may issue an alert through a push notification. For instance:
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*)
9:47

Monday, June 3

We detected that you've been exposed to
someone with Covid-19. Please contact the
Wellness team immediately to discuss your
health & safety at 5565-112-8116 or at
wellness@organization.com

swipe up to open

o An Incident might be triggered.

NOTE: Regardless if the Self-Report feature has been set to "anonymous" or
"non-anonymous," at no time contacts receiving an exposure notification
will know who has self-reported positive. Only anonymous keys are
exchanged between devices.

Reporting on Exposure Events

You can view a chart and download the list of all your contacts impacted by an
exposure event for a specific period.

To use the Contact Tracing Quick Report:

1. From the Organization level, click Reports.
2. Select the Contact Tracing Report from the list of Quick Reports.
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(2~

. Click View Report. By default, the time frame is set to 14 days ending on the

current date.

. Optionally, adjust Start and End dates to a different time frame.
. Click Update to refresh the charts. The chart displays the number of

Exposure events on a day-by-day basis. Positioning the cursor on each data
point shows the date and the corresponding value.

NOTE: This report displays both Self-Report and Exposure events
data.

. Download For—The detailed data corresponding to the charts can be

downloaded as a CSV file. Select the contact record type on which to report,
then click Download CSV to generate and download the file.

Once downloaded, the file can be viewed in Excel. All questions and answers
from the questionnaire are displayed in the last column.

NOTE: The CSV file will always show the details of any contact
impacted by an exposure event. This information is not anonymous. If
the Self-Report feature is not set to anonymous, the report will also
display the detail of the contact that has self-reported positive and
generated the exposure event. If the Self-Report feature is set to
anonymous, the details of that contact will not be available in the
report.
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Using View Location History

Access to the View Location History feature is limited to:

e Account Administrators
e Organization Administrators

Accessing the View Location History

To access the View Location History feature:

1. From the Organization level, navigate to Contacts > Contact List. The list of
contacts is displayed.

2. Select an existing contact in View mode by clicking the contact’s First Name.

3. From the Contact Information page (in View mode), click the View Location
History button located below the Static Location(s).

. Everbridge Suite Pfieffer University (Organization Admin) v kit a ? ®) NEW! Everbridge 360™ © Logout

Dashboard  Universe  Notificationsv Incidentsv  Travel RiskManagementv  Contactsv ~ Reports  Settingsv  Accessv

Contacts > Contact Information

External ID: PU2496 S0 User ID: Country: United States
Lemuel Aamot Record Typo: St Time Zone:
2 Edit contactinformation (7 Delete this contact
Delivery Methods
Groups
Order Delivery Method @ Country Device address
Campus Services
1 Text
1
2 Campus Email
© Weather Alert Quiet Time Record Information
« Weather Alert Quiet Time is enabled from 9:00 PM (EST) to 8:00 AM (EST).
« Weather alerts will NOT be sent during Weather Alert Quiet Time (except for weather events that have Overrides enabled) Created date:
See details in Alert Subscriptions below. Sep 16,2021 12:00:03 PDT
Created by:
Jaime
Last updated date:
Static Location(s) Jul 25,2023 16:00:33 PDT
Last updated by:
Sarah
LocationName  Office
Country
Address
Apt/Suite/Unit
City

State / Province
Postal Code
Latitude

Longitude

Location Name ~ Home
Country

Address

Apt/Suite/Unit

City

State / Province

Postal Code

Latitude

Longitude

® View Location History

4. Continue to the procedure To query and view the results,
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Querying and Viewing the Results

After clicking the View Location History button, the following pop-up window is
displayed:

Location History

Specify Date Range From @ Clear To @5 Clear Include Static Locations

Enter a Date Range and Click SCAN to View Location History

The analysis is performed as follows. The system goes back in time for the
duration of the date range and looks at all the location data for the considered
contact, such as:

 Static location based on the setting

e Last known locations

e Expected Locations

» Check-ins and any other location data obtained from the Safety buttons of
the Everbridge Mobile App

For each of these locations, a circle of 50 meters (164 feet) is considered. All
contacts found in these areas for the full date range are classified into four
categories:

1. In red, contacts who were in these locations at the same time as the
considered contact.

2. In orange, contacts who were in these locations later than the considered
contact, but never at the same time.

3. In green, contacts who were in these locations prior to the considered
contact, and never at the same time or later.

4. In black, all contacts from the three categories above
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To query and view the results:

1.

2.

Enter a date range. The From and To dates cannot be more than a month
apart.

Clear the Include Static Locations checkbox if these need to be discarded
from the analysis.

. Click Scan once the parameters are set. The Location History displays the

results.

Location History

Specify Date Range From f Clear To @ Clear Include Static Locations m

Scan found the following results within 160 ft of Contact...

775 0 775

Contacts found at Contacts found at Contacts found in Total Contacts
the same time the same location after the same location before
in the same location the Contact was there the Contact was there
Notify These Contacts | | | Notify All Contacts | |
Chopped Qak Church Ll
V' o o

3 ise
29, Lake Louis
RG LeTourneau 7
Field
Toccoa-Stephens
— County Airport =y
(2 123
Godl . Toc@nlls Henderson 9 AL
) n FallsiPark
(@) 5
'®) Georgia r.--p:arm-«-:no
of Driver Services
Toccoa +
(D
fim) (106)
Google G3) Keyboard shortcuts  Map data €2023 Google  Terms of Use  Reportamap error
J3)

. Click the Download Contacts icon to view a list of all contacts in each

category. The following properties are exported:
e Contact ID
e Contact External ID
e Contact First Name
e Contact Middle Name
o Contact Last Name
e Contact Suffix
o Geo-coordinates (longitude and latitude) of the location)
e Arrival time of the contact
o Departure time of the contact
e Location Type: Static, Expected, Last Known Location, and so on
e Location Source: Manual, Connector Name, and so forth, when available
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o Everbridge Record ID: internal Everbridge Suite identifier

99



Yeverbridge

Starting a Notification or an Incident

From the Location History results, a Notification or an Incident targeting a group of
contacts can be started by clicking the Notify These Contacts button. The
following dialog is displayed:

Location History
@® Launch Notification
Start the Event Enter

Choose Notification Templates
Type to search templates Q

O Launch Incident

Cancel

To launch a Notification or an Incident:

1. To launch a Notification, perform the following steps:
a. Select the Launch Notification radio button.
b. Search for the desired Notification Template, then click the blue + sign.
c. Optionally, to remove a Notification Template from the Threshold, click
the Trash Bin to the left of the desired Notification Template name.
d. Optionally, select the checkbox: Start the Event, and enter the name of
the event.
e. Proceed to Step 3 below.
2. To launch an Incident, perform the following Steps:
a. Select the Launch Incident radio button.
b. Search for the desired Incident Template, then click the blue + sign.
c. Optionally, to remove an Incident Template from the Threshold, click the
Trash Bin to the left of the desired Notification Template name.
d. Proceed to Step 3 below.
3. Click the Send button.
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NOTE: Only Incidents with no mandatory variables can be used in this
feature. Launching an Incident that requires mandatory variables will return
an error.
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Using Travel Connectors

Everbridge Safety Connection delivers connectors to update a contact's expected
location from travel itinerary data. These itineraries are made of flight, train, car, or
hotel bookings.

Visit the CEM Connectors page on the Everbridge Support Center for
downloadable resources including documentation.

Configuring Default Travel Connector Settings

In Settings > Organization > Map > Location Data Sources > Defaults, you can set
up values that will be used to set the duration of the expected locations generated
from travel segments.

Expected locations generated from travel itineraries are set by default to start or
expire 24 hours before or after travelers reach a specific location. For instance, if a
traveler is leaving his/her home to take a flight, he/she will be considered at the
airport 24 hours before the scheduled time for the flight. Similarly, a traveler
reaching a destination will be considered at that location for 24 hours after the
expected arrival date/time. These 24-hour periods or expected locations enable
Everbridge to send alerts related to events that may impact the traveler. These
periods can be fine-tuned on the Defaults page.

To configure the Travel Periods:

1. Navigate to Settings > Organization > Map > Location Data Source >
Defaults.
2. To change a setting, select the corresponding value for each travel segment

type.
3. Change the status of the setting to activate it.
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4. Click Save.

Everbridge Suite

Dashboard Universe

Notifications v TAv

Tower Global (Organization Admin) v | 5% )) NEW! Everbridge 360™ Logout

Critical Events v Incidents v Contacts v Reports Settings v

Organization

Map v

Map Defaults

Contact Display Properties

Display Layers

Custom Map

Location Data Sources v

Organization  Member Portal  Everbridge Open

Manage Buildings >

Everbridge Mobile App

Defaults @

Maintain traveler at their last expected location

Status Event

Hotel Check In

Hotel Check Out

Flight Departure

Flight Arrival

Train Departure

Train Arrival

Max Flight/Train Connection time

Car Rental Pick Up

Car Rental Retumn

Other

Default Value

Pointin Time 18:00 Local Time

Point in Time 08:00 Local Time

2 hours

one hour

one hour

one hour

4 hours

one hour

one hour

one hour

Defaults
Intemational SOS
Other Source

Interactive Visibility >

Publishing Options >

Notifications >

Contacts and Group >

Security >

1A >

Critical Event >

Everbridge 360 >

For train, flight, and car rental, two expected locations are created for each travel
segment. For hotel segments, only one expected location is created for the
duration of the stay. The rules to calculate the start and end dates of each
expected location are as follows:

Hotel Check-In

Setting Value Rule
The expected location starts on the check-
Off in date/time found in the itinerary segment

minus 24 hours.

On and setto a
length of time

The expected location starts on the check-
in date/time found in the itinerary segment
minus the length of time specified.

On and setto a
point in time

The expected location starts on the check-
in date and time specified in the setting.

Hotel Checkout

Off

The expected location ends on the check-in
date/time found on the itinerary segment
plus 24 hours.

On and setto a
length of time

The expected location ends on the check-in
date/time found on the itinerary segment
plus the length of time specified.

On and setto a
point in time

The expected location ends on the check-
out date and time specified in the setting.
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Flight Departure

Off

The expected location starts on the flight
departure date/time found in the itinerary
segment minus 24 hours and ends on flight
departure date/time at the departure
airport.

On

The expected location starts on the flight
departure date/time found in the itinerary
segment minus the length of time specified
in the setting and ends on flight departure
date/time at the departure airport.

An additional rule may be applied if the Max
Flight/Train connection setting is used.

Flight Arrival

Off

The expected location starts on the flight
arrival date/time found in the itinerary
segments and ends 24 hours later at the
destination airport.

On

The expected location starts on the flight
arrival date/time found in the itinerary
segment and ends on the flight arrival date/
time found in the itinerary segment plus the
length of time specified in the setting at the
destination airport.

An additional rule may be applied if the Max
Flight/Train connection setting is used.

Train Departure

Off

The expected location starts on the train
departure date/time found in the itinerary
segment minus 24 hours and ends on train
departure date/time at the departure
station.

On

The expected location starts on the train
departure date/time found in the itinerary
segment minus the length of time specified
in the setting and ends on train departure
date/time at the departure station.

An additional rule may be applied if the Max
Flight/Train connection setting is used.

Train Arrival

Off

The expected location starts on the train
arrival date/time found in the itinerary
segments and ends 24 hours later at the
destination station.
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On

The expected location starts on the train
arrival date/time found in the itinerary
segment and ends on the train arrival date/
time found in the itinerary segment plus the
length of time specified in the setting at the
destination station.

An additional rule may be applied if the Max
Flight/Train connection setting is used.

Car Rental Check
In

Off

The expected location starts on the car
rental check in date/time found in the
itinerary segment minus 24 hours and ends
on the car rental check in date/time.

On

The expected location starts on the car
rental check in date/time found in the
itinerary segment minus the length of time
specified in the setting and ends on the car
rental check in date/time.

Care Rental
Return

Off

The expected location starts on the car
rental return date/time found in the itinerary
segments and ends 24 hours later.

On

The expected location starts on the car
rental return date/time found on the
itinerary segment and ends on the car rental
date/time found on the itinerary segment
plus the length of time specified in the
setting

Others

Off

Reserved for future use.

On

Reserved for future use.

Max Flight/Train
Connection

Off

No rule is applied.

On

If the time difference between two train or
two flight segments is less than the Max
Flight/Train Connection time setting and the
airports/train stations are the same, only
one expected location is created from the
date/time arrival of the first flight/train to
the next flight/train date/time departure.

Note that expected locations generated from travel segments may overlap with
each other. In that case, the traveler will be considered in all overlapping locations

at the same time.
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Maintain Travelers at the Last Expected Location

In some situations, there may be a gap between two expected locations generated
from two successive travel segments. For instance, a traveler may book a hotel
outside of the company travel system or stay with relatives when traveling to a
city. In that case, there may be a duration in-between the expected location
generated by the air/rail travel segment that brought the traveler to that city and
the one that will bring the traveler out where no expected locations exist.

Another scenario is when a traveler is arriving in the morning at a destination and
considered only at the arrival airport or train station for a few hours, and then
checks in later in the evening at the hotel. In each of these situations, the system
will not be able to locate the traveler; if any local event is occurring during these
gaps, the traveler will not be alerted. To avoid such a situation, the Maintain the
traveler at the Last Expected Location toggle can be used. This setting keeps the
traveler to his/her Last Expected Location until a new one is generated. On the last
segment of the itinerary, that setting is not applied.
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