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Everbridge 360 Responses (formerly known as "Everbridge 360 Critical 
Events")are designed to help organizations respond to emergencies with speed, 
precision, and consistency. By streamlining workflows and standardizing 
processes, the platform reduces response times, minimizes errors, and 
strengthens situational awareness during Response Management.
 
With Everbridge 360 Responses, users can:

Accelerate Response Time - Move from alert to coordinated action in 
seconds, ensuring rapid intervention when every moment counts.
Maintain Complete Situational Control - Gain comprehensive awareness and 
proactive oversight to support informed decision-making and swift 
responses.
Ensure Consistent Process Excellence - Apply standardized templates and 
procedures to guarantee uniform, reliable responses across all situations.

 
This guide provides step-by-step instructions and best practices to help leverage 
Everbridge 360 effectively, ensuring customers are fully prepared to create and 
manage Responses with confidence.

Introducing Everbridge 360 Responses
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1.
2.
3.

Prerequisites
There are certain prerequisites that must be met in order to use Everbridge 360 
Responses:

Enabling the Everbridge 360 Interface
Enabling Everbridge 360 Responses
Permitting User Roles

Enabling the Everbridge 360 Interface

The Everbridge 360 interface is the updated, streamlined version of the Manager 
Portal that aims to better integrate and unify functionality across multiple core 
products, such as Visual Command Center, Alert Management, and 
Communications.
 
It must first be enabled by an Organization Administrator at the Organization level. 
From there, individual users can toggle it on and off for their profile as needed. 

Enabling at the Organization Level

An Organization Administrator must first enable the Everbridge 360 interface at the 
Organization level if it hasn't been done so already. To do this:

Navigate to Settings > Everbridge 360 > Default Settings. 
Toggle the Everbridge 360 switch ON. 
The page will refresh with the Everbridge 360 applied instead of Everbridge 
Classic.

Applying the Everbridge 360 Interface

Once enabled at the Organization level, users can apply the Everbridge 360 for 
their specific Manager Portal instance by clicking the Everbridge 360 toggle in the 
top menu bar. 

NOTE: For more details on the Everbridge 360 interface and its 
functionality, see the Everbridge 360 User Guide.

https://supportcenter.everbridge.com/hc/en-us/articles/19142253042075-360-Everbridge-360-User-Guide
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•

Permitting Everbridge 360 Response Management for User Roles

Once Everbridge 360 has been enabled and applied to the interface, an 
Organization Administrator must grant Everbridge 360 Response Management 
permissions for any user Roles that will be using it.
 
The following Role types can be provisioned to use Everbridge 360 Responses:

Organization Administrator (enabled by default)
Incident Administrator (configurable)
Incident Operator (configurable)
Custom Role (configurable)

Enabling User Role Permissions

To enable these permissions:
Navigate to Settings > Access > Roles. 
Under Permissions, enable at least the following three permissions for the 
desired Roles to allow them to launch Everbridge 360 Responses:

Everbridge 360 > Access Everbridge 360 Responses

Responses > Response > View the Responses, move the Responses 
into/out of a folder
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3.

◦
◦
◦
◦

4.

Responses > Response > Launch and update a Response (by existing 
Response template or blank Response template)

Optionally, enable any of the following permissions to allow greater 
autonomy for a Role when launching or managing a Response or Response 
Template:

View Communications in Responses
Launch and manage Communications in Responses
View Communication Templates in Response Templates
Add, update and delete Communication Templates in Response 
Templates

Click Save. 
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Considerations
When working with Everbridge 360 Responses, keep the following considerations 
in mind:

User Flows

Everbridge 360 Responses user flows are available alongside the existing Classic 
Response Management user flows, allowing for flexible adoption.

Templates in Everbridge 360 to Launch Responses

Users can utilize any existing Response Templates that their Role currently has 
access to.

Event Types

In Everbridge 360 Responses, the Event Type dropdown references Everbridge 
360 Event Types instead of the Classic Response Event Types.
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Known Issues and Limitations
Note that some functionality available in the Classic Everbridge Response 
Management flow aren't yet available in Everbridge 360 Responses, specifically 
when launching a Response and using bulk actions from the Response List. 

Launching a Response

Keep the following limitations in mind when launching an Everbridge 360 
Response:

Custom Fields can't be added on-the-fly to a Response during launch. They 
must be included in the selected Response template in order to be used. 
Responses don't honor the "Turn off notifications for task assignment and 
dashboard sharing" setting when launching Response Templates. 
Notifications will always be sent for Task assignments and Dashboard 
sharing for Responses launched via the Everbridge 360 Responses 
interface. 

Response List

The Response List doesn't currently offer the capability to perform bulk actions, 
such as deleting Responses, or publishing and unpublishing to Contacts. 
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Everbridge 360 Response List
The Response List displays all Responses launched within an Organization. 
Folders, filters, search and configurable columns make it easier than ever to 
quickly locate the desired Response and address it. 

The Response List can be found by navigating to Response Management > NEW 
Everbridge 360 > Response List. 



                         EVERBRIDGE 360 RESPONSES USER GUIDE

13

•

•

List Icons

There are two different icons that can appear for a Response in the List View:
Published to Member Portal - Indicates that this Response was shared with 
Contacts via the Member Portal. 

Launched as Exercise - Indicates that this Response was launched in 
Exercise Mode. 

Response Quick Actions

Hover the cursor over a Response in the List to open its Quick Actions panel. 
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•

From there, the following actions can be performed:
Close or Active - Click the toggle to either Close an Active Response or 
reactivate a Closed Response. 
Share
Edit

Folders

When launched, Responses can be sorted into Folders to allow for cleaner, more 
organized navigation. The number next to the Folder name indicates how many 
Responses it contains. 
 
There are two Everbridge system Folders:

All - Opens by default and contains any Responses launched from this 
Organization regardless of their Folder placement. 
Uncategorized - Contains any Responses that were launched without being 
placed in a designated Folder. 

 
Click on a Folder in the Folders pane to the left to repopulate the table view with its 
contents.
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Modifying Folder Settings from the Response List

Custom Folders can be managed from the Folders pane by hovering the cursor 
over them and clicking the Modifying Folder Settings cog icon. Note that the 
default All and Uncategorized Folders aren't editable. 
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◦
◦

There are four actions that can be taken from here:
Edit Folder - Allows users to edit the Folder Name and Role Permission 
Access.

Folder Name - Must be 200 characters or less.
Permission to Access - Specify which Roles can access the Folder. 
Note that Account and Organization Administrators will always have 
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•

access. 

Add Subfolder - Create a child Subfolder for the parent-level Folder. Note 
that it will inherit the Role access permissions from the parent Folder, and 
that if the parent Folder is set to All Users, the child Subfolder can't be 
restricted by Role. 
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Once saved, the new Subfolder can be found nested beneath its parent 
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•

Folder.

Move Folder - Click to move the selected Folder to a different Folder or 
Subfolder. 
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◦

•

Folders can also be dragged and dropped into one another for easier 
organization and navigation. 

Delete - Click to delete empty Folders or Subfolders. Note that parent-level 
Folders can't be deleted if they contain any Subfolders. 

Searching for Responses

Users can quickly locate Responses by using the Search bar to isolate items by 
the Response Name, Description, or Location. 
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◦
◦
◦

•

Filtering Responses

The Responses List can be filtered to provide a more granular view of the table, 
allowing users to surface Responses based on criteria most important to them.

Applied Filter configurations can be saved by clicking Save Filter or removed by 
clicking Clear All Filters. 
 
The following filters are available:

Status - Filter for either Active (default) or Closed Responses. 
Severity - Filter for Responses of a specific Severity or a combination of 
several Severities (Unknown, Minor, Moderate, Severe, Extreme).
Event Type - Filter for Responses by Event Type(s). 
Start Date - Filter for Responses that were launched during a specific time 
period. It can be filtered by:

Past 7 Days
Past 14 Days
Past 21 Days
Past 30 Days
Custom Range

Owner - Filter for Responses assigned to a specific user. 
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Reviewing Linked Alerts

If any Alerts have been linked to a Response, the total count will show in the 
Linked Alerts Column, allowing operators to know at a glance if a Response has an 
associated Alert without needing to open the Response Details. This helps to 
quickly identify Responses with high Alert volume that may require immediate 
action. 

Click the Response and navigate to the Alerts tab on its Response Details page to 
review information about its associated Alerts. See Alerts Tab for more details. 
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Saving Filters

Click Save Filter once one or more Filters have been applied to retain it as a 
reusable view, including setting it as the Primary View when accessing the 
Response List. 

Saved Filters can be applied by clicking the Filters icon and selecting them from 
the list. 

Column Configuration

The columns in the table can be enabled or disabled to offer a more customized 
navigational experience, allowing users to display the data most important to them.
 



                         EVERBRIDGE 360 RESPONSES USER GUIDE

24

1.

2.

To manage the columns:
Click the Columns icon. 

The Configure Columns modal will open. Enable or disable the desired 
columns by toggling them ON or OFF.
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3.

4.

Rearrange the columns as needed by hovering the mouse over them and 
clicking either Move Column Up or Move Column Down. 

Click Apply. The table will refresh and display only the enabled columns in 
the desired order.

Sorting by Column

Click a column header to sort its data from ascending to descending, or vice 
versa. 
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Dark and Light Modes

Users can click the Dark or Light Mode toggle at the top of the page to switch the 
view mode from Light to Dark. 
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Users utilizing the Everbridge 360 interface have the ability to launch a Response 
using a 360-specific form consistent with other key modules, including Visual 
Command Center, Alert Management, and Communications. 

NOTE:  Users with either interface applied (Everbridge 360 or Everbridge 
Classic) can still access the Classic Launch Response button from the 
Response Management menu. 

Launching an Everbridge 360 
Response
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1.

2.

Creating a Response from the Everbridge 360 
Interface
To create a Response via Everbridge 360:

Navigate to Response Management > NEW Everbridge 360 > Launch 
Response. 

The New Response form opens. Select an appropriate Event Type from the 
dropdown menu, which will prefill the Response name while also being used 
for categorization and template recommendations. Note that a Response 
template must be associated with the selected Event Type for it to be 
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•

•

recommended. See Creating a Response Template for more details. 

NOTE: This dropdown menu displays the Everbridge 360 Event Types 
configured at Settings > Organization > Everbridge 360 > Event Types, 
not the Classic Response Types configured at Settings > Organization > 
Response > Event Type.
The Suggested By can be changed from the default Event Type to Most 
Recently Used or Most Recently Updated, allowing templates to be 
suggested by those data points, instead. 
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•

3.

Users can also click Search Templates to search for specific template 
names or filter by Event Type or Suggestions. 

Choose a template or select Send Without a Template. Note that selecting a 
template will update the Response name to whatever was specified in the 
Response Template, which can be edited again as needed. Once selected, 
any Task Lists, Communications, Documents, Trackers, and Dashboards 
associated with the template will populate in the panel to the right.
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4.

5.

•
•
•
•
•

6.

7.

•

If the selected template includes any Custom Fields built off of Incident 
Variables, they'll be available to fill in under Add Response Information. The 
values entered here will later populate in the Additional Response Details
section of the Response Details page. 

Set the Severity Level from the following options, which are unified across 
the Response, Alert Management, and Visual Command Center interfaces:

Unknown
Minor
Moderate
Severe
Extreme

Assign an owner for the Response to serve as a point of contact. If nothing is 
selected, it will default to the currently-logged in user. This will later be 
displayed on the Response Details page for reference.

Proceed to the Additional Response Details section and complete the 
following:

If a template was selected, then the Description field will be prefilled 
with its contents. If not, add a description of the Response up to 5000 
characters long. 



                         EVERBRIDGE 360 RESPONSES USER GUIDE

32

•

•
•

Enter the location name in the field (up to 2500 characters) or click Pick 
Location from Map.  
Enter the Response date and time. 
Set the time zone for the Response. 
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• Optionally, select which Folder to sort the Response into, or leave 
it Uncategorized. 
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8.

•

◦

Task Lists, Communications, Documents, Trackers, and Dashboards can be 
selected or changed by clicking the pencil icons and selecting the desired 
items. Configure them to be launched automatically with the Response or 
manually after it's been launched. Note that if a template was selected at the 
beginning, any of its items will already appear in this panel and available to 
edit. For an in-depth overview of these items, see the Response Management 
User Guide. 

Task Lists - Search for pre-created Task Lists to attach to the Response 
or edit the Task Lists already associated with the selected template. 
Either:

Click the total number of Task Lists to open the Total Selected tab. 
Clicking the down arrow on a Task List will expand its Tasks and 
details, and clicking the down arrow on an individual Task will 
expand it further. From here, users can assign the Task List or 
individual Tasks to an Owner, change the Launch Method (Manual 

https://supportcenter.everbridge.com/hc/en-us/articles/19141479860251-EBS-Crisis-Management-User-Guide
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◦

◦

or Automatic), or remove the Task List altogether. 

Click the Pencil Icon to open the Library tab, where more Task 
Lists can be expanded by clicking the down arrow and added to 
the Response by clicking the Plus icon. 

BCIC customers will see an additional BCIC Task List tab in this 
modal, allowing them to easily differentiate between Task Lists 
ingested from BCIC and those native to Everbridge. BCIC Task List 
descriptions include references to the plans, business entities, 
processes, locations, applications, resources, providers, and job 
titles that are associated with that Task List. See here for more 

https://support-bcic.infiniteblue.com/hc/en-us/articles/44214078296219-FAQ-Task-Lists-in-BCIC-Runways
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▪

•

◦

information on BCIC Task Lists.  

Click on a Task List from the list view to expand its 
Description.  

Communications - Search for pre-created Communication or Incident 
templates (depending on the Organization's configuration) to use in this 
Response or choose to edit the one included in the chosen Response 
template. Either:

Click the total number of Communications to open the Total 
Selected tab. Click the Preview button to review the preselected 
Communication. The Communication's Launch Method (either 
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▪

◦

•

◦

Manual or Auto) can be set here, or the Communication can be 
removed from the Response entirely, if needed. 

It's recommended to preview a template before using it to 
verify the contents and recipients so that they can be 
adjusted as needed. 

Click the Pencil Icon to open the Library tab, where more 
Communications can be previewed or added to the Response. 

Documents - Search and attach any applicable Documents that have 
been uploaded to the Document Library, such as emergency plans or 
escape routes. Either:

Click the total number of Documents to open the Total Selected
tab, where any Documents associated with the chosen template 
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◦

will be displayed and available for removal, if needed. 

Click the Pencil Icon to open the Library tab, where more 
Documents can be searched for and added to the Response. Any 
attached Documents can be removed from here, as well. 
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9.

Trackers - Any Trackers included in the Response Template will be 
shown, and can be removed as needed. 

Dashboards - Any Dashboards included in the Response Template will 
be shown, and can be removed as needed. Click the down arrow to 
expand a Dashboard to see what widgets it contains. 

If this Response is intended to be used for training purposes, click the 
Exercise Mode toggle in the top-right corner of the page. Doing so will add 
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10.

11.

“DRILL” to the Response name and automatically prefix it to the subject and 
body of any sent Communications, making it easy for recipients to know that 
it's not a real Response. Click Activate again on the modal to confirm. 

Review the selections from the entire form and make any adjustments as 
needed. Once ready, click Create Response. 

The Creating Response modal will appear. If there are any last-minute 
changes to make, click Stop Launch to make them. If not, wait for the timer to 
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12.

finish or click Create Immediately to create the Response. 

After the launch, the sender will immediately be routed to the Response 
Details page for review and management. See Viewing_a_Live_Response for 
more details about this page. 
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1.
2.

3.

•
•
•
•
•
•
•
•
•

Launching a Response from an Alert
Responses can be launched from an Alert, which will prefill its details with the 
Alert's information. This can be done in one of two ways: from within an Alert in 
Visual Command Center (VCC), or from the Alert Details page in Alert 
Management. 

Launching from an Alert VCC

To launch a Response from an Alert in VCC:
Locate the Alert in the Alerts panel and click it to open. 
Once the Alert is open, click Response Actions from the action bar or menu 
(depending on column width), then select Launch Response.

The Launch Response form will open. Edit the fields and make the selections 
as described in the instructions above. The Alert's details already prefilled, 
including:

Event Type
Template
Severity Level
Owner
Description
Location
Response Date and TIme
Time Zone
Folder
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4.

5.

6.

1.
2.
3.
4.

5.

Depending on the selected Response Template, add any applicable Task 
Lists, Communications, Documents, Trackers, and Dashboards.
If this is intended to be a practice drill, click the Exercise Mode toggle, then 
Activate. 

Click Launch Response. 

Launching from Alert Management

To launch a Response from Alert Management:
Navigate to Situational Awareness > Alert Management. 
Select an Alert from the list to open the Alert Details modal. 
Click Response Actions > Launch Response from the actions toolbar. 
The Launch form will open. 

Edit the fields and make the selections as described in the instructions 
above. The Alert's details are already prefilled, including:
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•
•
•
•
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•

6.

7.

8.

Event Type
Response Template
Severity Level
Owner
Description
Location
Response Date and Time
Time Zone
Folder

Depending on the selected Response Template, add any applicable Task 
Lists, Communications, Documents, Trackers, and Dashboards.
Activate Exercise Mode if this is intended to be a practice drill. 

Click Launch Response. The user will immediately be routed to the 
Everbridge 360 Response Details page, where they can monitor and manage 
its progress. 
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1.

2.
3.

Launching an Everbridge 360 Response from a Map 
Filter in VCC
Responses can be launched directly from a drawn Map Filter in Visual Command 
Center, making it easy to capture affected Assets or Contacts in a geopraphic 
area. 
 
To do this:

In the Visual Command Center Operator Console, click the kebab menu icon 
in the top-right corner and select Map Filter.
Draw a Map Filter shape on the map. 
Click the Launch Response (Everbridge 360) button on the Actions bar. 
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4.

5.

The New Response form will open with the Location section prefilled with any 
Assets or Contacts captured in the drawn Map Filter. 

Complete the rest of the Response fields, then click Launch Response. 
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1.
2.

Linking Alerts to Existing Responses
Alerts can be manually linked to existing Responses from the Alert Management
page. which can be found by navigating to Situational Awareness > Alert 
Management in the Manager Portal. 
 
Alerts that have been linked to a Response will show the Response icon in the 
Alert Management list view. 

NOTE: For more on Alert Management, see the Visual Command Center 
User Guide or Online Help. 

 
To link an Alert to a Response:

Navigate to Situational Awareness > Alert Management. 
Click the Alert that needs to be linked. 

https://supportcenter.everbridge.com/hc/en-us/articles/29374941192475-VCC-Visual-Command-Center-User-Guide
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3.

4.

5.

The Alert Details modal will open. Click the Response Actions icon and select 
Link to a Response. 

The Select Response modal will open. Either search for a Response by 
Response Name, Description or Location, or just scroll through the list and 
select the appropriate Response. Hover the cursor over the Response and 
click Link. 

The Alert Details modal will refresh, and the linked Response will now be 
displayed at the bottom. Clicking the link will open the Response Details page 
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for the linked Response. 
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•
•

 
Click on a Response from the Responses List to open the Response Details page, 
which displays crucial information about a launched Response and allows the user 
to take further actions on it as needed.

 
The Response Details page is broken into multiple tabs or areas, allowing users to 
easily navigate to any items included in the Response:

Basic Response Details
Overview (default tab)
Dashboards

Everbridge 360 Response Details
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•
•
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•
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•
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•
•
•

•
•
•
•

Alerts
Communications
Tasks
Impacts
Documents
Trackers
Form Reports
Situation Reports
Meeting
Root Cause
Estimation

Basic Response Details

The Basic Response Details is an omnipresent panel at the top of the page that 
displays editable information about the Response, including:

Response Title
Severity
Status 
Owner
Event Type
Response Start Time
Response End Time

Several actions can also be taken from the Basic Response Details panel, such as:
Closing or Reopening the Response 
Using the Audit Log
Publishing to Contacts/Previewing Contacts 
Reviewing or Leaving Notes

Closing a Response

Active Responses can be closed directly from the Response Details page. Once a 
Response has been closed, no further changes can be made or actions taken on it.
 
To close a Response:
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1.
2.

3.

1.

Click Close Response in the top-right corner of the Response Details page. 
The Change Status modal will appear. Click Continue. 

A success message will appear at the top of the page, and the Response 
Status will now be set to Closed instead of Active. Note that the Close 
Response button has become the Reopen Response button, and the fields on 
the page are no longer editable. 

NOTE: Responses can also be closed or reopened with Quick Actions from 
the Response List. See 

Reopening a Response

Closed Responses can be reopened as needed, which will allow operators to edit 
or take actions on it again. To reopen a Response:

Click Reopen Response on the Response Details page. 
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2.

3.

The Reopen Response modal will open. Click Continue to proceed with 
reopening the Response.

A success message will appear at the top of the page, and the Response 
Status will now be set to Active instead of Closed. Note that the Reopen 
Resoonse button has reverted back to the Close Response button, and the 
items on the page can be edited or updated again as needed. 

Using the Audit Log

The Audit Log shows any Action that has been taken on a Response since being 
launched, such as adding comments, updating information, or closing the 
Response, including who took the action and when. Each individual change will 
create its own Action item for tracking. 
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Clicking View Details for a taken Action expands its details and provides a side-
by-side comparison of the content before and after the change. 
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Click the Export button in the top-right corner to have the Audit Log exported via 
an emailed download link, then click Send to confirm. 

Once generated, the email will arrive in the user's inbox, where they can click the 
link to download the Audit Log. 
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1.

Publishing to Contacts

Responses can be published directly to an Organization's Member Portal. To do 
this:

Click the Publish to Contacts button at the top of the page.



                         EVERBRIDGE 360 RESPONSES USER GUIDE

58

2.

•

Choose the desired recipients individually or via Groups and Rules.

Optionally, click Advanced to open the Advanced Search, which allows 
users to search for Contacts using specific data points: External ID, 
Country, Associated Groups, Email Address, Additional Information, 
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3.

Location, and Record Type. 

The total number of Selected Recipients across all three selection methods 
will be displayed at the bottom, which should be reviewed before publishing 
to ensure accuracy. Click the Selected Recipients total to open the Recipient 
Details modal, which will allow the launcher to see the selected recipients by 
Individuals, Groups or Rules. Click Done to close it. 
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4.

•

1.
2.
3.

Click Publish. The chosen recipients will be notified that there's a new 
Response ready for review in their Member Portal

If needed, the Response can be removed from the Member Portal at any 
time by clicking Unpublish from the Basic Response Details panel. 

Using Notes

Operators can use the Notes panel to leave messages or important context for one 
another in real-time. Any existing Notes will be displayed for review, including 
when they were left and by whom. 
 
To leave a Note:

Click the Notes icon at the top of the Response Details page. 
The Notes panel will open. Review any existing Notes. 
Type a new Note (up to 5,000 characters) in the text field. 
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4.

5.

Optionally, click Add Attachments to attach up to four attachments (maximum 
of 50 MB each/ 200 MB total). Select the desired files and click Attach. 

Click Add a Note. 
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6.

•

The new Note will appear in the list for other stakeholders to see. 

Users can expand a Note to review its details and any attachments by 
clicking on its arrow. They can also edit it or delete Notes from here, if 
needed. 
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• Note Attachments can also be previewed by being clicked on. 
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•

Overview Tab
The Overview tab is the default landing place when opening the Response Details
page. It contains contains Summary Views of Task Lists, Communications, and 
Trackers, while also allowing users to review the Response's Description,
Response General Details, Affected Assets and People, Escalations, 
Alerts, Location, and Response Additional Details.

Summary Views

The Summary View tiles surface important details about the Response's Task 
Lists, Communications, and Trackers. 

Task List Summary View - Displays the total number of Task Lists and their 
status (In Progress, Not Started, and Not Launched). Any Task Lists that 
require attention or that are currently unassigned can be seen here, as well. 
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•

Clicking on the Summary View will open the Response's Task List tab. 

Communications Summary View - Displays the total number of 
Communications attached to this Response, including how many have been 
Closed or have yet to be launched. It also offers insight into the confirmation 
rates for these Communications. Clicking on the Summary View will open the 
Response's Communications tab. 

Trackers Summary View - Displays the total number of Trackers, including 
those that are Active, Not Launched, or Closed. It also offers a completion 
percentage for the Active Trackers to help monitor responses. Clicking the 
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Summary View will open the Response's Trackers tab. 

Description

The Response Description is either inherited from the used Response template or 
entered manually by the operator during launch. It should offer a high-level 
explanation of the Response that clearly outlines the risk and stakes, as well as 
any other information necessary to accurately convey the situation to 
stakeholders. It can be edited post-launch as long as the Response is still active. 

Impact Summaries

The Impact Summaries section displays the total number of affected Assets, 
People, Escalated Submissions, and Alerts associated with this Response. Clicking 
an a total will open the Impact tab for further analysis. 
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Location

The Location section provides the location of the Response, which can be edited 
as needed so long as the Response is still active. 

Response General Information

The Response General Information section offers key details about the Response, 
such as the Time Zone it was launched in, who launched it, and which template 
was used. 
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Click Edit to change the Response's Time Zone, End Time, or Folder. If desired, 
enable or disable notifications from being sent to a user when they've been 
assigned a Task or sent a Dashboard. 
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Response Additional Details

Any Custom Fields or Incident Variables configured in the Response Template will 
appear in the Response Additional Details section. 
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Dashboards Tab
The Dashboards tab allows users to review and manage a Response's 
Dashboards, as well as create new ones post-launch. Dashboards are single-pane 
displays built from data-driven, arrangeable Widgets that can be configured to 
display information most important to specific stakeholders. 

Clicking on the individual Dashboards from the list allows users to switch between 
them with ease. 
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1.

2.

3.

Creating a Dashboard

Dashboards can be created for a Response directly from its Dashboards tab. To 
create a Dashboard:

Click Configure, then Create New.

The Add Dashboard modal will open. Give the new Dashboard a name that 
clearly describes its intended purpose. 
Select the desired Widgets to add to this Dashboard. 
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◦
◦

◦

◦
◦

◦

◦

Under Responses, choose which Widgets to include on the Dashboard.

The following Widgets are available for selection and configuration:
Response Details - Displays key details about the Response. 
Incident Notifications - Displays information about Incident 
Notifications associated with the Response. 
Root Cause - If applicable, specifies the Root Cause of the 
Response. 
Documents - Displays any included Documents. 
Task and Note Documents - Displays any Documents attached to 
Tasks or Notes. 
Dashboard Comments - Users can add Comments about a single 
Dashboard in the Response. Dashboard Comments are only 
shared with others who have access to the Dashboard. Users can 
edit or delete their own Comments, while Administrators can edit 
or delete those left by others.
Notes - Displays Notes related to the Response. Users can edit the 
Widget title and add Notes to the dashboard, including up to 4 
attachments (images and other file types). Notes are shared 
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◦

◦

◦

◦

•

•

across the Response. Users can edit or delete their own Notes, 
while Administrators can edit or delete those left by others.
Meeting Minutes - Displays a record of what happened during a 
meeting. 
Audit Log - Allows users to see a Response Audit Log, Dashboard 
Audit Log, or both. They can also export these audit logs.
Tasks Needing Attention - Displays the Tasks that need attention. 
Click a Task to see its Task List Details, from which you can 
change the status of a Task List item. You can also add Comments 
to a Task, including a maximum of 4 files.
Escalated Submissions - Displays any Escalated Submissions 
associated with this Response. 

Under Tasks, select any Task Lists that should be included on the 
Dashboard as Widgets, or select All Task Lists. 

Under Custom, either:
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◦

◦

Click Create to create a new Widget from scratch. See Creating a 
Widget below for more information.

Click Add from Library to open the Organization's Widget Library, 
where any existing Widgets can be found categorized by type 
(Custom Text, Webpage, Widget Comment). Add any desired 
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4.

•

Widgets, then click Add to Dashboard. 

Click Next once all of the desired Widgets have been chosen to specify 
which users should have access to this new Dashboard. Select either:

All Users - Make this Dashboard available to all Organizational users. 
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•

5.

Private - Invite specific roles and/or Users to access this Dashboard. 
Note that Organization Administrators will have access by default. 

Click Next to select the Contacts who will have access to this Dashboard in 
their Member Portal. They can be selected as Individuals or via Groups and 
Rules. 
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6.

1.

Click Save. The modal will close and open the new Dashboard in the list view, 
where it can be refined further as needed. 

Creating a Widget

Widgets can be created on-the-fly for a Response from its Details page. To create 
a Widget:

Navigate to the Dashboards Tab > Configure > Create New.
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2. On the Custom tab, select Create. 
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3.

4.

The Create Widget modal will open. Select the desired type from the Widget 
Type dropdown, then click Next. 

Give the Widget a Title and fill in any required fields, which are determined by 
the selected Widget Type. For example, if the Tracker type was chosen, the 
user will be prompted to select an existing Tracker to surface as a Widget. 
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•

5.

Click Save.

Note that the Custom Text, Webpage and Widget Comment types 
include an option to add the new Widget to the Organization's Widget 
Library upon saving. 

The new Widget will now appear for inclusion on the Custom tab of the Add 
Dashboard modal. Continue configuring the Dashboard following the rest of 
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the Creating a Dashboard process outlined above. 

Managing Dashboards

Individual Dashboards for a Response can be managed and edited from the 
Dashboards tab. To do this:
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1.

2.

3.

Select the Dashboard to be edited and click Manage Dashboard. 

The Manage Dashboard modal will open, allowing users to manage its 
Widgets, Internal and External Share options. Make the desired changes.

Click Save to retain the changes and be returned to the Dashboards tab. 
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1.

2.

3.

Deleting a Dashboard

A Dashboard can be removed from a Response from the Dashboards tab. To do 
this:

Select the Dashboard that needs to be deleted, then click Manage 
Dashboard.
The Manage Dashboard modal will open. Click Delete This Dashboard in the 
top-right corner. 

A confirmation modal will appear, informing the user that deleting the 
Dashboard will permanently remove it from the Organization. Click Continue 
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4.

1.
2.

to proceed. 

The Dashboard will be deleted and the user returned to the Dashboards tab. 

Sharing with Public Links

Individual Dashboards can be shared via Public Links emailed directly to specified 
recipients. To create a Pubic Link:

Select the desired Dashboard. 
Click Public Link.
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3.

4.

5.

6.

The Public Link modal will open. Add at least one email address in the Email 
Recipients field. Up to 200 addresses can be entered at a time. 

Edit the Message field as needed, which will be used as the body text of the 
email.
Optionally, click Copy to save the Public Link to the clipboard and record it in 
a safe place. 
Click Send. The specified recipients will receive the emailed Public Link. 
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1.
2.

Managing Widgets

Widgets can be resized and rearranged on a Dashboard for flexibility and ease of 
use. They can also be edited or deleted as needed. 

Resizing Widgets

Widgets can be resized by clicking the bottom-right corner and dragging it to 
adjust the height and width to the optimal size. 

Rearranging Widgets

Click a Widget's header and drag it around the Dashboard interface to rearrange it 
as desired. 

Editing Widgets

Users can change the name of a Widget on a Dashboard. To do this:
Select a Dashboard. 
Click the meatball menu icon for the Widget that needs to be edited and 
select Edit. 
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3.

4.

1.

Rename the Widget. 

Click Save. 

Removing a Widget

Users can remove a Widget from a Dashboard. To do this:
Select the Dashboard. 
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2.

3.

Click the meatball menu icon for the Widget that needs to be deleted and 
select Remove. 

The Dashboard will reload without the deleted Widget. 
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•

Alerts Tab
The Alerts tab houses any Alerts that have been sent out for this Response.

Open an Alert by clicking on it from the Total Alerts panel to the left. The Alert is 
broken into three tabs:

Details
Assets
History

 

NOTE: For a detailed explanation of Alert Management, see the Visual 
Command Center User Guide.

https://supportcenter.everbridge.com/hc/en-us/articles/29374941192475-VCC-Visual-Command-Center-User-Guide
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•
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•
•

Details Tab

The Details tab (shown above) is the default view when clicking on an Alert from 
the list and contains the following details:

Response Start Date/Time
Response Reported Date/Time
Response source
Count Affected Assets
Distance to nearest Asset
Count Affected People
Distance to nearest Person
Alert Map Image
Alert Description
Alert More Information
Linked to Response

Linked to Response

Any Responses linked to this Alert will be shown in the Linked to Response section 
at the bottom of the page. Click on a Response to navigate to it in the Manager 
Portal, or if needed, click Unlink to remove the association. 

Assets Tab

The Assets tab offers an overview of all Assets affected by this Alert. 

History Tab

The History tab provides a full timeline of any actions taken on the Alert, like when 
Risk Event information is updated or the Alert is assigned to an Owner. Click the 
down arrow on an item to expand its details.
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Communications Tab
The Communications tab hosts any Communications, Incident Communications, 
and Notifications associated with a Response. Users can also attach Incident 
Templates, existing Incidents, and Scheduled Incidents to the Response from this 
tab using the Add button. 

Filtering and Sorting

Under Communications, users can sort and filter the following data points for ease 
of navigation:

Sort by - Sort using one of the following criteria: 
Last Updated
Launch Time
Status
First Added

Launched by - Filter for items launched by a specific user. 

NOTE: Incidents will include an Incidents tag under the title in the list view to 
distinguish them from other Communications. 
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Reviewing an Incident Communication

Click on an Incident Communication from the list to open its Incident Details page, 
which displays the following information:

Incident Name
Incident Status
Incident ID
Opened Date/Time
Last Updated Date/Time
Closed Date/Time

Reviewing Notification Details

Click on one of the individual Notifications associated with the Incident 
Communication to open the Notification Details to drill down even further into its 
key details, such as Notification Type, Message, Start and End times, and more. 
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•
The bottom section of the page is broken into four tabs:

Delivery Details - Displays the recipients' Confirmation, Contact Name, 
Confirmed Method, Confirmed Method Value, Confirmation Time, and Final 
Attempt Time. Click on a specific Contact to expand its details and see the 
number of Attempts, Delivery Method, Delivery Method Value, Call Result, 
and Attempt Time. 
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• Settings - Displays the settings used to send the Notification, such as 
Delivery Methods, Notification Duration, and more. 
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•

•

1.
2.

Incident Variables - Shows which Incident Variables were included in this 
Notification. 

Operator Confirmation  - If Operator Confirmation is enabled for the 
Organization, then permitted operators can confirm on behalf of a Contact if 
they're unable to do so themselves. 

Adding an Incident Template

Additional Incident templates can be added to a Response after launch. To add 
another Incident template: 

Select the Response from the Response List. 
Open the Communications tab. 



                         EVERBRIDGE 360 RESPONSES USER GUIDE

97

3.

4.

5.

Click Add > Add Incident Template. 

The Add Incident Template modal will open. Select any templates that need 
to be added, then click Add Selected Templates. 

The newly-added template can then be launched from the Communications 
tab on the Response Details page.  
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1.
2.
3.

Adding an Existing Incident

If a Response should be associated with an existing Incident, it can be linked from 
the Communications subtab of the Response Details page. To do this:

Select the Response from the Response List. 
Open the Communications tab. 
Click Add > Add Existing Incident. 
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4.

5.

1.
2.

The Add Existing Incident modal will open. Select any related Incidents that 
should be attached to the Response, then click Add Selected Incidents. 

The newly-added Incident will now appear in the Communications list on the 
Response Details page, where it can be monitored, updated or closed as 
needed. 

Adding a Scheduled Incident

Users can add a Scheduled Incident to a Response after it's been launched. To do 
this:

Select the Response from the Response List. 
Open the Communications tab. 



                         EVERBRIDGE 360 RESPONSES USER GUIDE

100

3.

4.

5.

Click Add > Add Scheduled Incident. 

The Add Scheduled Incident modal will open. Select a Scheduled Incident 
from the list and click Add. 

The newly-added Scheduled Incident will now appear in the Incident 
Communications list with the Scheduled status. 
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•

Tasks Tab
Click the Tasks tabs to monitor any Task Lists associated with this Response. Note 
that while Everbridge 360 Responses currently uses the Classic Everbridge 
Responses framework for creating Task Lists, existing Task Lists attached to a 
Response can be managed using the Tasks tab's interactive kanban board on the 
Response Details page. 

NOTE: See the Task List Templates section in the Response Management 
User Guide for more details on creating and maintaining Task List 
Templates via the Classic Response Management interface. 

 
The Tasks tab is divided into two subtabs:

Task Lists Subtab - Displays all Task Lists associated with this Response, 
including their status, description, owner, Task count and completion status, 
and if there are any Tasks marked as needing Needing Attention. 

https://supportcenter.everbridge.com/hc/en-us/articles/19141479860251-EBS-Crisis-Management-User-Guide
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• Tasks Subtab - Displays all Tasks associated with this Response using an 
interactive status-based kanban board, including their owner, parent Task 
List, and attachment and comment count indicators. 

Task Lists Subtab

The Task Lists subtab contains any Tasks Lists associated with this Response. 
Click on a Task List to open its details, which include its status, individual Tasks, 
start time, duration, and more. 

Selecting the checkbox for a Task Template reveals the options to remove the 
Task List from the Response or assign an owner.
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1.

2.
3.

Launching a Templated Task List

Many Task Lists will be configured to auto-launch as soon as a Response is sent 
using a template that include them, while others will need to be manually launched 
from the Tasks Lists subtab, instead.
 
To manually launch a Task List that was inherited from a Response template:

Review the unlaunched Task List from the Task Lists subtab and make any 
needed changes before launching, such as updating the owner or adjusting 
timers. 
Hover the cursor over the unlaunched Task List.
Click the kebab menu button to the right and select Launch Task List.
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4.

5.

The Launch Task List confirmation modal will appear. Click Launch Task List
again to proceed. 

The Task List will be launched, and the status for the Task List (and all Tasks 
it contains) will be updated from Not Launched to Not Started. The Task List 
owner and Task assignees will be notified that they have new Tasks assigned 
to them. 

NOTE: A Task List can also be launched from the Tasks subtab by clicking 
the Launch Task List button on its kanban tile, which can be found in the 
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1.

2.
•

•

3.

Tasks in Unlaunched Lists column to the far left. 

Adding a Task List to a Response

In addition to the Task Lists inherited from the Response Template, users can also 
add Task Lists to a launched Response from either the Task List Library or as an 
ad-hoc list. To do this:

On the Task Lists subtab, click the Add button.

Select either:
Add Task List from Library - Choose an existing Task List from the 
Organization's Task List Templates library. The selected Task List will 
be added to the Response. 
Add Manual Task List - Create a new ad-hoc Task List for this 
Response. 

If creating a Manual Task List:
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a.

b.
c.

Add a name and description for the Task List. 

Select an owner for the Task List. 
Under Tasks, click Add Task. 
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d.

e.

f.

The Add New Task modal will open. Give the new Task a fitting name 
and clear description. 

Optionally, set an assignee for the Task if it should be handled by 
someone other than the Task List Owner. 
Add up to four attachments to the Task, if needed. 
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g.

h.
•

•

i.

•
•
•

j.

k.
4.

5.
•

If this Task is particularly time-sensitive, click the Timer toggle to 
configure either a Relative Timer or Date Timer.

Set the Completion Time to indicate when the Task is due.
For Relative Timers, enter the hours and minutes after the Task 
List has been launched. 
For Date Timers, enter a specific date and time that the Task will 
be due. 

Under Escalation, choose who should be notified if this Task isn't 
completed within the Completion Time:

None
Task List Owner
Custom Selection

Select the Notify task assignee checkbox to inform the assignee that a 
Timer has been created for their assigned Task. 
Click Add. 

Repeat the above process until all of the necessary Tasks have been 
created. 
Once done, select either:

Add - Adds the new Task List to the Response without launching. 



                         EVERBRIDGE 360 RESPONSES USER GUIDE

109

•

6.

Add and Launch - Adds the new Task List to the Response and 
automatically launches it. 

The new Task List will now appear under the Task Lists subtab. 

Managing Task Lists

Click on a Task List to review and manage its progress as a whole, as well as its 
individual contained Tasks.
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•

Filtering the Task Lists Subtab

The Task Lists subtab can be filtered using the following data points, making it 
easy to to locate the necessary list. 

Status (Not Launched, Not Started, In Progress, Done)
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•

•
•
•
•
•

1.

Owner (Unassigned or specific User)

Sorting the Task Lists Subtab

In addition to filtering, the Task Lists subtab can also be sorted using the following 
data points:

Urgency
Last Updated
Launch Time
Status
First Added

Assigning Tasks in Bulk from the Task Lists Subtab

Tasks within a Task List can be bulk assigned to a user, removing the hassle of 
needing to go Task-by-Task. To do this:

Choose the desired Task List from the Task Lists subtab. 
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2.

3.

Select the checkboxes for the Tasks that need to be assigned. 

Click Update Assignee. 
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4.

5.

•

•

•

•

•

Select the new assignees via the Groups, Individuals, and Rules pickers.

Once a new assignee is chosen, the assignee for each selected Task will be 
automatically updated. 

Tasks Subtab

The kanban board on the Tasks subtab provides an intuitive visual display of all of 
the Tasks associated with this Response. It's divided into the following status 
columns, where Tasks can be dragged to and from as needed to update their 
status:

Tasks in Unlaunched Lists - Tasks that are included in unlaunched Task 
Lists. 
Not Started - Tasks included in a launched Task List that haven't been 
started, yet. 
In Progress - Tasks included in a launched Task List that are currently in 
progress. 
Done - Tasks included in a launched Task List that have been marked as 
completed. 
Needs Attention - Tasks included in a launched Task List that require manual 
review or intervention. The user will be prompted to leave a comment when 
updating to this status detailing what kind of attention is required and why.
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•
•

•

Filtering the Kanban Board

Users can apply the following Task filters to make it easier to find the needed 
Task:

Task List - Filters for Tasks within a specific Task List. 
Assigned to - Filters for either unassigned Tasks or those assigned to a 
certain Individual, Group, or Rule. 
Overdue - Filters for Tasks that have exceeded the duration of their set 
timers. 

Updating a Task's Status

The status for a Task can be updated both from the kanban board under the Tasks
tab, or from here on the Task List Details tab. To update it from the Task List 
Details tab:
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1.
2.

3.

Click the Status button for the desired task.
Choose the appropriate status from the dropdown menu.

The Task List will reload and now display the updated status for the Task. 
The status totals on the right will also be updated to reflect the change. 
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•

•

•

•

•

Reviewing Task Details

Click on an individual Task to review its key details, including its status, assignee, 
comments, attachments, parent Task List, and more. From here, users can also 
update the Task status, attach files, add comments, and reassign the Task to 
another user. 

Updating Task Status

Individual Tasks each have their own statuses, which are then sorted into the 
following columns on the Tasks tab's kanban board:

Tasks in Unlaunched Lists - Tasks that are included in unlaunched Task 
Lists. 
Not Started - Tasks included in a launched Task List that haven't been 
started, yet. 
In Progress - Tasks included in a launched Task List that are currently in 
progress. 
Done - Tasks included in a launched Task List that have been marked as 
completed. 
Needs Attention - Tasks included in a launched Task List that require manual 
review or intervention. The user will be prompted to leave a comment when 
updating to this status detailing what kind of attention is required and why.
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1.

Task Item Attachments

In Everbridge 360 Responses, individual Tasks within a Task List or Task List 
Template can include up to four attachments, which are supported across both the 
Response Templates and Task List Templates pages. The total number of files 
attached to a Task are displayed in the bottom-right corner of its tile under the 
Tasks tab of the Responses Details page. 

Adding an Attachment to a Task

Attachments can be added to a Task directly from the Response Details page. To 
do this:

Click the desired Task from the Tasks tab. 
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2.

3.
•

•

The Task Details panel will open to the right. Click Attach Files. 

Select either:
Add from Documents Library - Allows the user to select an existing file 
from the Organization's Documents Library. 
Add from Your Computer - Allows the user to select a new file from 
their device. 
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4.

5.

Once the attachment has been selected, it'll appear on the Task Details page 
under Attachments, as well as in the Task's Activity panel. Click Close. 

The Task's updated attachment count will now be reflected on the Tasks tab 
of the Response Details page. 
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Impact Tab
The Impact tab displays how many Assets and Contacts are affected by the 
Response. It's divided into two tiles: Assets and Contacts. Click on either to view a 
detailed breakdown. 

Assets Tile

The Assets tile displays a count of all affected Assets by Asset Type. Select the 
desired Asset Types from the list on the left to display the corresponding results 
on the right. Users can also search for Assets by name or External ID as needed. 

Click the Export Assets button to export a CSV file of the selected Assets that are 
impacted by this Response. 
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Contacts Pane

The Contacts pane displays a count of all affected Contacts by Contact Type. 
Select the desired Contact Types from the list on the left to display the 
corresponding results on the right. Users can also search for Contacts by name or 
External ID as needed. 

Click the Export Contacts button to export a CSV file of the selected Contacts that 
are impacted by this Response.

Sending a Communication to Impacted Contacts

If a message needs to be sent to the impacted Contacts, click the Send 
Communication to Impacted Contacts button to begin drafting a Communication 
containing the existing Response information. The impacted Contacts will be 
automatically selected as recipients. 
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Documents Tab
The Documents tab contains any Documents that have been attached to the 
Response, which can be filtered, searched and sorted for efficiency and ease of 
navigation. New Documents can also be added to the Response from this tab. 

 

Adding Documents

Up to 15 Documents can be attached to a Response for a total of 50MB. 
Documents can be manually added here from the Documents Library, from the 
current device, or as a link. 
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•

Supported File Types

The following file types are supported for Response Documents:
.csv
.docm
.dotx
.dotm
.eml
.gdoc
.gsheet
.key
.log
.md
.msg
.numbers
.ods
.odt
.pages
.pdf
.rtf
.txt
.vi
.webdoc
.xltm
.xlsx
.xlsm
.xltx
.gslides
.eps
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1.
2.

1.

.heic

.icon

.potm

.wmv

.wav

.mp3

.wma

.amr

.ics

.ical

Adding from the Documents Library

To add a Document from the Documents Library:
Click Add then select Add from Documents Library.
Choose a Document from the Organization's Documents Library to attach to 
this Response by clicking its Add button. 

Adding from Your Computer

To add a Document from the current computer:
Click Add and then Add from Your Computer.
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2.

3.
•

•

1.

Upload a file from the logged-in device by clicking the Upload field or 
dragging a file into it.

Click either: 
Add to Response and Library to add the the Document to the Response 
while also adding it to the Organization's Documents Library. 
Add to Response Only to add it to only the Response without saving it to 
the Library.

Adding a Link

To add a Document from a link:
Click Add and then Add Link. 
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2.

3.
•

•

Paste the file's URL into the field and give it a distinguishable name. 

Click either: 
Add to Response and Library to add the the Document to the Response 
while also adding it to the Organization's Documents Library. 
Add to Response Only to add it to only the Response without saving it to 
the Library.

Searching for Documents

Enter a partial or full keyword into the Search bar to quickly locate a specific 
Document. Any attached Document with a name containing the searched keyword 
will be found. 
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•
•

1.

2.

3.

Filtering for Documents

Multiple filters can be applied to help isolate specific Documents attached to a 
Response. There are two main types of filters for this page:

Document Format
Source

Filtering by Document Format

To apply a Document Format filter:
Click the Document Format filter dropdown menu.

Scroll or search for the desired file type(s), then select the checkbox to apply 
the filter. 
The Documents tab will refresh with only the selected file types displayed.
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1.
2.

3.

•
•
•
•
•

Filtering by Source

To apply a Document Source filter:
Click the Source filter dropdown menu. 
Choose the Source to be filtered for. 

The Documents tab will refresh and display only items with the selected 
Document Source.

Sorting Documents

Documents can be sorted by the following data points in ascending or descending 
order by clicking on their column headers:

Name
Type
Added
Added by
Folder
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• Source

Previewing Documents

Documents can be previewed by clicking the file name from the list. Note that 
some file types will open immediately, such as with PNG images, while others will 
open in a new browser tab, like PDFs.
 
Click Download in the top-right corner of the preview modal to download the 
Document.
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1.

Trackers Tab
The Trackers tab contains any Trackers associated with this Response. Trackers 
are used to gather important data from responders in the field managing or 
experiencing a Response, such as reporting ongoing damage assessments after a 
disaster or reporting details about a suspected intruder. 

Adding a Tracker

Trackers can be added to a Response from the Trackers tab using the framework 
of existing Forms. To add a Tracker:

Click New Tracker on the Trackers tab. 
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2.

3.

4.
•
•
•

5.

The New Tracker modal opens. Give the Tracker a name that clearly explains 
its purpose. 

Optionally, set an expiration date and time for the Tracker. Once the time has 
passed, the Tracker will automatically be closed. 
Set the following Member Portal visibility permissions as desired:

Edit Submission
View All Submissions
Create Multiple Submissions

Click Next.
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6.

7.

The Form step will open. Click Select a Form.

Choose the appropriate Form from the Organization's Form Library to use to 
create this Tracker, then click Save.
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8.

9.

10.

The chosen Form will now appear on the Tracker being created. Click Next.

Select the Contacts that will receive this Tracker as Individuals or via Groups 
and/or Rules. 

Optionally, click the Turn Off Tracker Notifications checkbox if Notifications 
should be disabled for this Tracker. 
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11.

12.

•
•
•
•
•
•

Click Launch. The New Tracker success message will appear. 

The new tracker will appear in the list on the Trackers tab. 

Managing Trackers

Once created, Trackers can be managed from the Tracker Details page in a 
handful of ways:

Add charts to help visualize the Tracker data.
Send a follow-up to capture more recipients.
Insert a record.
Share with Contacts.
Download the Tracker as a CSV.
Arranging table columns. 
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1.

2.

Click on a Tracker from the list to open its Details page. 

Adding a Chart

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

Enter the following:
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•

▪

▪

▪

•
•

▪

3.
4.

1.

2.

In the Title field, type a name for your chart.
Select the type of chart:

The Pie Chart is a circle divided into sectors that each represent a 
proportion of the whole.
The Horizontal Bar chart’s X-Axis represents the categories and 
the Y-Axis represents a value for the categories.
The Vertical Bar chart’s X-Axis represents the categories and the 
Y-Axis represents a value for the categories.

In the Aggregate By field, select the column name from the menu.
In the Graphic Properties field, select the property corresponding to a 
color of the chart.

Double-click the field below the Graphic Properties field. Select 
the desired color or enter the Hex or RGB numbers to change the 
color.

Click Save. Your chart is added to the Tracker.
If needed, hover the mouse over each sector to see the labels.

Adding People and Groups to a Tracker

A follow-up can be sent to add more people and groups to the Tracker. To do this:
From the Tracker Details page, click Follow Up.

The Follow Up dialog appears. Select additional Contacts to receive the 
Tracker. If an active Tracker is already in place, you can add additional 
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3.

1.

2.

Contacts to the Tracker without sending a new Tracker to all Contacts. 

Click Follow Up.

Inserting a Record

If needed, operators can manually submit a response record on behalf of a 
Contact. To insert a record:

From the Tracker Details page, click Insert a Record.

The Tracker form opens just as it would for the intended recipient. Fill in the 
Tracker, then click Submit.
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3.

1.

2.
•

3.
4.

•

5.
6.
7.

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

Sharing the Tracker with Contacts

To share the Tracker with additional Contacts:
From the Tracker Details page, click Share with contacts.

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

Click Preview Contacts to see who has already been sent the Tracker.
Select your Individuals, Groups, and/or Rules from each pane.

You can select the check boxes of Individuals, Groups, and Rules you 
want to remove.

Click Select.
Click Share. The Tracker is shared with the selected contacts.
Click OK.

NOTE: Only Active trackers can be shared with Contacts. 

Downloading a CSV of the Tracker

To download a CSV of the Tracker:
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1.

2.
3.
4.

From the Tracker Details page, click Download CSV.

The Download CSV dialog appears. Click OK.
Wait for an email of the generated CSV file.
Click the link in the email to access the content.

NOTE: The Download CSV button will only work if there are records to 
download. 

Managing Table Columns

To arrange and manage the columns in the table:
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1.

2.
•

•

•

•

3.

1.

From the Tracker Details page, click Manage Columns. The Manage Columns
dialog appears. 

Select up to eight columns to see for this Tracker.
Starting from the top of the dialog, select the desired column name from 
the drop-down list. Top-to-bottom column names become left-to-right 
columns in the Data List.
If less than eight columns are displayed, click Add a column. The 
column is added to the bottom of the dialog. Select the desired column 
name from the menu.
Reorder the columns by using the Hamburger menu and dragging a 
column name.
If needed, remove a column by selecting the X to the right of its Column 
Name.

Click Save.

Closing a Tracker

Active Trackers will be closed after the selected expiration time, but if no time was 
specified or it needs to be closed sooner, it can be done manually. To close a 
Tracker:

Select the checkboxes for the Trackers that need to be closed.
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2.

3.

4.

1.
2.

Click Actions, then Close.  

The Close Tracker modal will open. Click Close to continue. 

The Trackers tab will reload, and this Tracker's Status will be changed to 
Closed. 

Deleting a Tracker

Closed or Unlaunched Trackers can be deleted. To delete a Tracker:
Select the checkbox for the Tracker that needs to be deleted. 
Click Actions, then Delete. 
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1.
2.

Form Reports Tab
The Form Reports tab contains any created Form Reports, which use 
preconfigured Forms to gather important information about a Response.

NOTE: New Forms can be created from the Form Library using the Classic 
Responses module. For more details, see the Response Management User 
Guide.

Viewing a Form Report

To view a Form Report:
Navigate to the Form Reports tab of the Response Details page. 
Click the Form Report in the list to view.

https://supportcenter.everbridge.com/hc/en-us/articles/19141479860251-EBS-Crisis-Management-User-Guide
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3.

•
•
•

1.
2.

The Form Report will open. 

Optionally, any of the following can be done from here:
Click PDF to create a PDF of the Form Report.
Click Close to close the Form Report.
Click Edit to make changes to the Form Report.

Creating a New Form Report

To create a new Form Report:
Navigate to the Form Reports tab of the Response Details page. 
Click New Form Report.
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3.

4.
5.
6.
7.
8.

9.

1.

2.

The Select a Form dialog displays the existing Forms from Form Library. Click 
the radio button of the desired form.

Click Save. The New Form Report displays the form as a template.
Give the new Form Report a name.
Change the report status from Draft to Publish (or vice versa) as needed.
Optionally, add Tags.
Optionally, to see the report in Preview mode, click Preview Report. Then, 
click Close.
Click Save.

Deleting, Locking, or Unlocking a Form Report

To delete, lock, or unlock a Form Report:
From the Form Reports tab, select the checkbox to the left of the desired 
Form Report. The Actions menu becomes enabled.

Select one of the actions:
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•

Delete - Delete the Form Report altogether.
Lock - Lock a Form report. Note that you can only lock an unlocked 
Form Report. When selected, a lock icon appears next to the Form 
Report name and changes cannot be made to the report.
Unlock - You can only unlock a locked Form Report.
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1.

2.

Situation Reports Tab
Users can create a customized Situation Report by including or excluding certain 
elements from the report, providing a tailored overview of the current Response. 

Creating a New Situation Report

To create a new Situation Report:
From the Situation Report tab, click New Situation Report. 

Type a name for the report and click Create.
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3.

4.

•

Click the + button on the right side of the page.

The Manage Situation Report modal appears. Select the checkboxes of the 
data Widgets that should be included in the report. Custom widgets can also 
be created here or imported from the Organization's Widgets Library.

The Manage Situation Report modal is divided into three sections:
Responses - Include key information about the Response, like its 
Response Details or Incident Notifications. 
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• Tasks - Select any attached Task Lists that should be included in the 
Situation Report. 
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• Custom - Create a new Widget or add an existing one from the Widgets 
Library.
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5. Click Save. The Situation Report will generate with the selected Widgets.
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2.

Sharing a Situation Report

Situation Reports can be emailed directly to Contacts during various stages of a 
Response to keep stakeholders apprised of the latest status and response efforts. 
 
To share a Situation Report:

Situation Reports can be shared from two places:
Situation Reports list on the Response Details page

Edit Situation Report page 

Click the Share icon. 
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3.

4.

The Email Situation Report to Contacts modal appears. Select the recipients 
via Individuals, Groups, and/or Rules. 

If desired, customize the Subject and Include a Message fields, or leave the 
default text. 
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5.

1.
2.
3.

Click Send. The selected recipients will receive the emailed link to the 
Situation Report. 

Exporting a Situation Report

Situation Reports can be exported as PDF files so that they can be distributed as 
needed. To export a Situation Report:

Select a Situation Report from the list. 
Optionally, click the Page Break toggle to enable page breaks in the PDF. 
Click the Export to PDF button. 
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A preview of the PDF will be generated. Review it for accuracy, and once 
satisfied, click Export to PDF. 

The device's Print Manager will open. Click Save. 

Deleting a Situation Report

To delete a Situation Report:
From the Situation Reports tab, select the checkbox of the Situation Report to 
be deleted and click Delete.

The Delete Situation Report dialog appears. Click Delete Situation Report to 
proceed. 
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Meeting Tab
The Meeting tab contains any Meeting Minutes associated with a Response, which 
serve as a record of what took place during a meeting about the Response. This 
tab allows users to create new Custom Templates or add new Meeting Minutes as 
needed. 

Creating a Custom Meeting Minutes Template

A custom Meeting Minutes Template can be created and used for future meetings 
for uniformity and simplicity. To create a custom template:

Click Custom Template.
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The blank Meeting Minutes Template will open. Click Edit.

Use the Rich Text Editor to add any needed text, images, formatting, links, 
etc. 
Click Save. 

The Meeting Minutes Template will be saved and available for future use. It 
can be edited further, if needed. 
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Optionally, users can click Record Information to review the most recent 
actions made to the template.

Creating Meeting Minutes

To create new Meeting Minutes:
Click New Meeting Minutes.

The Meeting Minutes page will open.
If a Meeting Minutes Template has already been created, it'll 
automatically be applied to the Rich Text Editor. Simply fill in the 
required details for the meeting. If any changes are made that should be 
retained on the template, click Save & Replace Template at the bottom 
to save the Meeting Minutes and update the template. 
If a template hasn't been created, yet, then add the meeting's details as 
needed.

Click Save. The Meeting tab will refresh, and the newly-added Meeting 
Minutes will appear in the list for review or further editing.
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Root Cause Tab
If a Response has a clear reason behind why it occurred, it can be recorded in the 
Root Cause tab using the Rich Text Editor. 
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Escalated Submission Tab
The Escalated Submission tab houses any Submissions that have been escalated 
to the Response. Click on an Escalated Submission from the list to review it. 

NOTE: For more on Submissions and escalations, see the Classic Response 
Management User Guide.

 
 
 

https://supportcenter.everbridge.com/hc/en-us/articles/19141479860251-EBS-Crisis-Management-User-Guide
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Launching a Collaboration Channel from a Response
Operators can launch a Collaboration Channel (formerly called "Smart Channel") 
directly from the Response Details page by using their existing integrations to 
create a channel in Microsoft Teams, Cisco Webex Teams, or Slack.

NOTE: This functionality is only available if an administrator has already 
configured a Collaboration Channel. For more information, see the 
Collaboration Channel Integration section of the Everbridge Suite User 
Guide. 

 
To launch a Collaboration Channel from a Response:

Navigate to the Response Details for the Response that should launch a 
Collaboration Channel. 
Click the Channel button at the top of the page. 

https://supportcenter.everbridge.com/hc/en-us/articles/29738741830555-EBS-Everbridge-Suite-User-Guide
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The Create Collaboration Channel panel will open to the right. 

The Channel Name will automatically default to the name of the Response, 
but can be edited as needed. Consider the following if changing the name. 
Channel Names cannot: 

Exceed 50 characters
Start with _ or .
End with .
Only contain the word "General"
Contain the following characters: ~ # % & * + / \ : < > ? | ' " ;

The optional Description field will also automatically populate with the 
Description from the Response, but can be edited as needed (up to 1020 
characters). 
Under Privacy Level, make one of the following selections: 

Public - Creates a standard channel visible to all team members.
Private - Creates a private channel only visible to invited members.
Shared - Creates a shared channel accessible across multiple teams or 
organizations.

Click Create. The system will start generating the Channel, and once done, 
will display its details. This includes the Channel's Name, Description, 
Response Severity, Response Owner, and Response Start Time. 
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Using the Collaboration Channel

Once a Collaboration Channel has been created, any users allowed to access it 
can see it from the Response Details page from which it was created by clicking 
the Channel button again at the top to expand the panel. 

Leaving New Messages

Users can communicate with each other in a Collaboration Channel by leaving 
messages for one another.
 
To leave a message: 

Open the Collaboration Channel. 
Review its details and any other comments that have already been left. 
Enter the desired message into the text field and click the Send button. 

The new comment will appear in the messages list. 

Replying to Messages

Users can reply directly to a collaborator's message for more efficient and 
streamlined communication and message organization. 
 
To reply to a specific message:
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Open the Collaboration Channel. 
Click the Reply button for the message that needs a response. 
Enter the response in the Reply text field and click Send. 
The new reply will appear nested below the original message, allowing users 
to easily tell which responses were meant for whom. 

Opening the Collaboration Channel in its Integrated App

Users who prefer working directly within their integrated app (Microsoft Teams, 
Cisco Webex Teams, or Slack) are welcome to do so by clicking Open Channel in 
App at the top of the page. The integrated app will open, allowing the user to 
review and leave messages as needed from there. 

Editing Channel Settings

A Collaboration Channel's settings can be updated after creation.
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To edit the Channel's settings:
Open the Collaboration Channel. 
Click Edit Channel Settings in the top-right corner.

The Edit Channel Settings panel will open. From there, users can update the 
Channel's Name and Description, or allow the app to send attachments to 
Everbridge. 

Click Save Changes. 

IMPORTANT:  A Collaboration Channel's Privacy Level cannot be changed 
after launch. If a selection was made in error, remove the Collaboration 
Channel and recreate it with the correct Privacy Level. 

Removing a Collaboration Channel from a Response

Users can remove a Collaboration Channel from a Response. To do so:
Open the Collaboration Channel. 
Click Edit Channel Settings. 
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On the Edit Channel Settings page, click Remove Channel in the top-right 
corner. 

A warning message will appear informing the user that this action will remove 
the Collaboration Channel from the Response while leaving the external 
workspace unchanged. Click Remove to confirm. 

The Collaboration Channel will close, and a success message will appear at 
the top of the Response Details page. 
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Responses can be created ad-hoc or from a Response Template, which allows 
Organizations to configure Templates for potential Responses before they happen. 
You can see the status and details of existing Response Templates from the 
Response Templates subtab. View the template details by clicking the template 
name.

NOTE: To edit a Response Template, click the Pencil icon from the Response 
Templates list. A template can be deleted by selecting the checkbox next to 
its title, then clicking Delete. You can also move the individual files into folders 
or add subfolders.

 
To create a new Response Template:

Select Response Templates from the Responses tab. The Response Templates
page appears.
Click New Response Template. 

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

Note that only Live templates can be selected when launching a 
Response. 

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

Creating a Response Template



Refer to the field descriptions below:
Field Description

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

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

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

Description Enter a description. Maximum characters: 2500.

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

Owner Click the Select an Owner link and choose an owner. 

Location Select an address, drag the pin to change location, then 
click Select This Location.
Use shapes on the map. Select a shape from the Select 
Shapes dialog and place it on the location. Repeat as 
needed, then click Select These Shapes.

Location Name Enter a Location description. Maximum characters: 2500.
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Add Custom 
Fields

The template can include the Organization's Incident 
variables so that the Response is automatically filled in 
when launched.
To add custom fields to the template:

Click Add Custom Fields.
Search and select the checkbox next to the desired 
Incident variables name(s).
If required, select that checkbox as well.
Click Add. The custom field is added to the bottom 
of the template.

To reorder the custom field, click the Hamburger icon 
and while holding the mouse, drag the field to its new 
position.
If the custom field was created by mistake, click X to 
delete it.

Folder When launching a Response, a folder name can be 
included in the template. The launched Response is 
placed in the folder. A default folder is presented, which 
can be changed as needed. If the user has no folder 
permission, then the Response will be placed in the 
Uncategorized folder.

Turn off 
Notifications for 
Task assignment 
and Dashboard 
sharing

Select this checkbox to turn off the Notification when 
launching the Response and Dashboard sharing.

Auto-Launch Select the checkbox to auto-launch the selected Task 
Lists and Incident Communications.

Task Lists Click Add to add existing Task Lists. Select the desired 
checkbox and click Save. If needed, delete a Task List by 
clicking the X next to its name. See Adding Task Lists to a 
Response Template for details.

Incident 
Communications

Click Add to add existing Incident Templates. Select the 
desired checkbox and click Save. If needed, users can 
also delete an Incident Template by clicking the X next to 
its name. See Adding an Incident Communications 
Template to a Response Template details. 

Documents Click Add to add existing Documents. Select the desired 
checkbox and click Save. If already added, users can 
also delete a Document by clicking the X next to its name. 
See  Adding Documents to a Response Template for 
details.
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Trackers Click Add to configure Trackers for this Response 
Template. See Adding a Tracker to a Response Template 
for details. 

Dashboards Click Add to add existing Dashboards. Select the desired 
checkbox and click Save. If already added, users can 
also delete a Dashboard by clicking the X next to its 
name. See Adding a Dashboard to a Response 
Template for details. 

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

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

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

Adding Task Lists to a Response Template

Tasks Lists can be attached to a Response Template, ensuring that any Responses 
that are launched from it will include them. 
 
To add a Task List to a Response Template: 

In either the Create or Edit Response Template flows, click Add in the Task 
Lists subsection to the right.
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The Add Task List modal will open. Select the checkboxes for the Task Lists 
that should be included on the Response Template. 

Click Add Selected Templates. 
The modal will close, and the selected Task Lists will now appear in the Task 
Lists section to the right. 
Optionally, select the Auto-Launch the selected Task Lists and Incident 
Communications checkbox to automatically launch the Task List whenever a 
Response is launched from this Response Template. If left unchecked, the Task 
List will still be included on new Responses, but it will need to be manually 
launched. 

Adding an Incident Communications Template to a Response Template

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

Enter the Add or Edit Responses Template flows. 
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Click Add in the Incident Communication Template subsection.

The Add Incident Template modal will open. Any existing Incident 
Communication Templates can be found categorized on the left. Select the 
checkbox for the desired templates. 

Click Add Selected Templates.
The modal will close, and the newly-attached Incident Communications 
Template can be seen on the right.
Optionally, select the Auto-Launch the selected Task Lists and Incident 
Communications checkbox to automatically launch the Incident Communication 
whenever a Response is launched from this Response Template. If left 
unchecked, the Incident Communication will still be included on new 
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Responses, but it will need to be manually launched. 

Adding Documents to a Response Template

Important files, such as building escape routes or damage report checklists, can be 
attached under the Documents section of a Response Template to automatically 
retain those files on any Responses launched from it. 
 
To add a Document to a Response Template:

In either the Create or Edit Response Template flows, click Add in the 
Documents subsection to the right.
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The Add Document modal will open. Select the checkbox for any Document 
that should be added to this Response Template. 

Click Add Selected Documents. The modal will close, and the Document can 
now be seen under the Documents subsection to the right. It'll be included on 
any Responses launched from this Response Template. 

Adding a Tracker to a Response Template

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

Depending on the need, navigate to either the Create a Response Template or 
Update a Response Template.
Click Add in the Trackers section.

Give the Tracker a name, and if applicable, set the following permissions for 
Member Portal contacts:

Edit submission - Allows changes to Tracker answers.
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View all submissions - Enables Members to view each other’s 
submissions.
Create multiple submissions - Enables Members to submit the Tracker 
multiple times. For example, for the Member and then on behalf of another 
Member.

Click Next.
Select a form for this Tracker, then click Next.



5.

•

6.

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

Tracker notifications can be disabled by selecting the Turn off Tracker 
notifications checkbox.

Click Add Tracker. The modal will close, and the new Tracker can be seen 
under the Tracker subsection to the right. It'll be included on any Responses 
launched from this Response Template. 

NOTE: If added to a template, the Tracker will be displayed in the Response 
Template Export report.

Adding a Dashboard to a Response Template

Response Dashboards can be created and attached directly to a Response 
Template, allowing it to be automatically attached whenever a new Response is 
launched from it.
 
To add a Dashboard to a Response Template: 
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In either the Create or Edit Response Template flows, click Add in the 
Dashboards subsection to the right.

The Add Dashboard modal will open. Give the new Dashboard a name that 
clearly describes its intended purpose. 
Select the desired Widgets to add to this Dashboard. 

Under Responses, choose which Widgets to include on the Dashboard.

The following Widgets are available for selection and configuration:
Response Details - Displays key details about the Response. 
Incident Notifications - Displays information about Incident 
Notifications associated with the Response. 
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Root Cause - If applicable, specifies the Root Cause of the 
Response. 
Documents - Displays any included Documents. 
Task and Note Documents - Displays any Documents attached to 
Tasks or Notes. 
Dashboard Comments - Users can add Comments about a single 
Dashboard in the Response. Dashboard Comments are only shared 
with others who have access to the Dashboard. Users can edit or 
delete their own Comments, while Administrators can edit or delete 
those left by others.
Notes - Displays Notes related to the Response. Users can edit the 
Widget title and add Notes to the dashboard, including up to 4 
attachments (images and other file types). Notes are shared across 
the Response. Users can edit or delete their own Notes, while 
Administrators can edit or delete those left by others.
Meeting Minutes - Displays a record of what happened during a 
meeting. 
Audit Log - Allows users to see a Response Audit Log, Dashboard 
Audit Log, or both. They can also export these audit logs.
Tasks Needing Attention - Displays the Tasks that need attention. 
Click a Task to see its Task List Details, from which you can change 
the status of a Task List item. You can also add Comments to a Task, 
including a maximum of 4 files.
Escalated Submissions - Displays any Escalated Submissions 
associated with this Response. 
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Under Tasks, select any Task Lists that should be included on the 
Dashboard as Widgets, or select All Task Lists. 

Under Custom, either:



◦

◦

Click Create to create a new Widget from scratch.

Click Add from Library to open the Organization's Widget Library, 
where any existing Widgets can be found categorized by type 
(Custom Text, Webpage, Widget Comment). Add any desired 
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Widgets, then click Add to Dashboard. 

Click Next once all of the desired Widgets have been chosen to specify which 
users should have access to this new Dashboard. Select either:

All Users - Make this Dashboard available to all Organizational users. 
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Private - Invite specific roles and/or Users to access this Dashboard. Note 
that Organization Administrators will have access by default. 

Click Next to select the Contacts who will have access to this Dashboard in 
their Member Portal. They can be selected as Individuals or via Groups and 
Rules. 

Click Save. The modal will close, and the Dashboard will now be displayed in 
the Dashboards section of the Response Template. Whenever a Response is 
launched using this template, it'll automatically include this Dashboard on its 



Response Details page. 
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Viewing a Response
To see details of a Response:

From the Dashboard, double-click an Active Response, or from the List page, 
click the desired Response title. The corresponding Response Details page 
appears.
From there, the Manage Response will open, where users can review crucial 
details about this Response.

The following details can be found on this page:
Field Description

Upper left-hand 
corner

Response Title
Status: Active or Closed

Publish I 
Preview

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

Click Preview to see the selected Contacts.

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

Close Response  Click to close the Active Response.

Notes

Click the Notes icon and enter text. Users can attach up to 
four files to the Note, which are not limited to images only.
Each Note can be seen at the bottom of the page, 
including the name of the person who wrote the Note, the 
date and time, and the Note text.

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

Situation Report

Click the Situation Report icon. Users can add an 
Executive Summary. Then, click Preview to see the 
Situation Report in a document format, which can be 
exported to PDF. See Managing_the_Situation_Report.

Form Report Click the Form Report icon to see the Form Reports for a 
Response.

Audit Log Click the Audit Log icon to generate the Audit Log. When 
done, click Export. Click the link in the email and the Audit 

Managing a Live Response
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Log appears in CSV format. See 
Viewing_the_Response_Audit_Log.

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

Assets

Click the Assets icon to view the affected Assets and 
Contacts. Select the Assets and/or Contacts checkbox to 
enable drill-down for active Responses in Member Portal. 
Otherwise, the Data Views are read-only.
See the Data Views of any Asset or Contacts by clicking 
the data view name (it is a link). A user of the Member 
Portal can drill down only on the created Data Views.
From the right-hand pane, select an item where you can 
download a CSV file. From the left-hand pane, you can 
download multiple Asset Types (or Contact Record Types) 
into a ZIP folder. Each type contains different column 
headings, so each type is an individual CSV file in the zip 
folder.  When an individual Asset Type or Contact Record 
Type displays zero (0), no CSV file is created.
To create a new data view, click Add Item. Enter a name 
for the data view, select the group (Assets or Contacts) 
from the drop-down list, then select your Asset Type or 
Contact Record Type.

Response 
Details

View or edit the Response details:
Response Start Time
Response Close Time
Response Owner
Description
Map
Folder

Task Lists (N)

(N) represents the number of Task Lists in the Response. 
Users can see the Task Lists associated with this 
Response, as well as add more Task Lists and launch 
unlaunched Task Lists. Task Lists can also be deleted 
from the Response Details page. For details, see Manage 
Task Lists in Response Details below.

Incident 
Communications 
(N)

(N) represents the number of Incident Templates in the 
Response. Users can see the Incident Templates 
associated with this Response, as well as add more 
Incident templates, add existing Incidents, launch 
unlaunched Incidents, schedule unlaunched Incidents, and 
add pre-scheduled Incidents. Users can also remove 
Incident Templates from the Response Details page.
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Root Cause A data field that identifies the Root Cause of a Response. 
It's shareable via the Dashboard.

Documents (N)

(N) represents the number of Documents in the Document 
Library. Users can see the Documents associated with this 
Response, as well as add more Documents, download 
existing Documents, and upload additional Documents. 
Documents can also be removed from the Response 
Details page.

Task and Note 
Documents (N)

(N) represents the number of Documents in the Document 
depository. All of the Documents are in one place.

Linked Contents 
(N)

(N) represents the number of linked content to the 
Response, such as escalated requests.

Notes (N)
(N) represents the number of Notes in the Response. 
Depending on the Notes added to this Response, each can 
be seen by clicking the Notes tab in the left-hand pane.

Closing or Reopening a Response
To close or reopen a Response:

From the Response Details page of a Response, click Close Response in the 
top-right corner.
The Close Response dialog is displayed. Click Close Response again to 
confirm.
From the Response Details page of a closed Response, click Reopen 
Response in the top-right corner. 

The Reopen Response dialog is displayed. Click Reopen Response again to 
confirm. All previously shutdown elements such as Task Lists, Incidents, Notes, 
and documents are reactivated.

Searching for a Response
Users can search for Responses by keywords, save the filters, and download the 
Response Details to a CSV file.

Searching by Keyword

To search for an Response by keyword:
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From the Response Home Page, select the List view.
In the Search field, type your keyword for the desired Response using 
Response Title, Response Type, Description, Location Name, or Custom Fields.
Click the Search icon. (Leave the search filter as-is if you want to save the filter 
and/or download to CSV.)

Saving a Search Filter

To save your search filter:
Select the Cogwheel icon to the right of the Search field.
The Manage Filters menu appears. Click Save Current Filter.
Type a filter name.
Click Save. Note that the filter is saved only for the user making the change. 

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

Downloading a Response to CSV

To download your Response to CSV:
Select the Download icon to the right of the Search field. The Download CSV
message appears.
Click OK to continue working while waiting for an email Notification.
Once the Response Download email is received, click the link to open the CSV 
file.

Managing Incident Communications in Response Details
From the Response Details page of a Response, users can add and launch one or 
more Incident Communication Templates, as well as attach existing or scheduled 
Incidents. 

Adding an Incident Template to a Response

To add an Incident Template to a Response:
From the Response Details page, click Add Incident Template. The Add Incident 
Template dialog displays the Incident templates.
Select the matching Template Category on the left-hand side of the dialog.
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Select one or more of the desired Incident Template names from the list of 
existing templates on the right-hand side of the dialog.
Click Add Selected Templates. The selected Incident Templates are added.

Launching Incident Template for a Response

To launch an Incident Template for a Response:
From the Response Details page, click Launch from the Incident Template to 
send. The Launch Incident page appears.
Enter details for Step 1 of 2 and click Next.
Enter and verify the Incident Review information.
Click Send.

Scheduling an Incident for a Response

To schedule an Incident for a Response:
From the Response Details page, click Launch from the Incident Template to 
schedule. The Launch Incident page appears.
Enter details for step 1 of 2 and click Next.
Enter and verify the Incident Review information, then click Schedule.

The scheduled Notification will use the values as configured here. Any 
change made to the template later will not apply.

Enter the following:
Schedule Name - Change the name of the Incident as needed.
Date - Click the Calendar icon and select the date to schedule the 
Incident.
Send time - Click the Calendar icon and enter the Hour and Minutes.

Optionally, select the Close Incident after successful send checkbox.
Click Schedule. In the Response Details page, you can see that the Incident is 
scheduled.

Adding a Scheduled Incident to a Response

If Incidents have already been scheduled, they can be added to a Response directly 
from the Response Details page.
 
To add a scheduled Incident to a Response:

From the Response Details page, click Add Scheduled Incident. The Add 
Scheduled Incident dialog displays the Incident.
Select the checkboxes of the desired Incidents.
Click Add. The scheduled Incident(s) are added to the Response Details page.

Adding an Existing Incident to a Response

To add an existing Incident to a Response:
From the Response Details page, click Add Existing Incident. The Add Existing 
Incident dialog displays the Incidents.
Select the checkboxes of the desired Incidents.
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Click Add Selected Incidents. The Incidents are added to the Response Details
page.
From the Action menu, select the type of action:

Update
Close With Notification
Close Without Notification

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

Document formats such as docx, pdf, xlsx, and cvs.
Presentation formats such as pptx.
Media formats for images, audio, and video such as png, mp3, and mp4.
Other file formats such as ics (calendar).

Adding an Existing Document

To add an existing document:

TIP: You can add an existing document from a Response’s Response Details 
page, or when you launch a new Response, create a Response template, or 
create a Task.

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

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

Click Add Selected Documents.

Uploading a New Document

To upload a new document to the Responses Details page:
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From the Responses Details page, in the Documents section, click Upload New. 
The Upload New page appears.

Do one of the following:
Click Upload, enter a Document Name, and Browse to the file. You can 
upload up to 15 files. The maximum single file size is 50 MB.
Click Link, enter a Document Name, and enter the URL. Make sure to 
precede your website address with the https  protocol.

Click the Information icon next to the File label to see the currently-supported 
file formats.
Click either Add to Response and Document Library or Add to Response Only.
Click Done.

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

Managing Task Lists in Response Details
From the Response Details page of a Response, you can add one or more Task Lists, 
edit existing Task Lists, and launch Task Lists.

Add a Task List to a Response

To add a Task List to a Response:
From a Response’s Response Details page, click Add Task List. The Add Task 
List dialog appears.
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Select the desired Task Lists from the list of existing Task List templates.

Click Add Selected Templates. The Task List(s) is added.

View Response Task List Details

To view the Task List Details of a Response:
From a Response’s Response Details page, click the name of a Task from the 
Task Lists pane.

You can only select the Task List Details if the Task has been launched.
Edit the following fields:

Change the Owner. Click Edit and select a different owner.
Change the Status. Select from the menu.
From the Actions menu, you can:

Add a Comment to add Notes to the Task. 
View and Edit Task Details.

If the Status of a Task is Done, you can view the Task details.
If the Status of a Task is not Done, you can edit the Task 
details.

Set Timer, where you can set the Timer Type (Relative or Date), 
enter how much time the Task must be completed within (up to 530 
Hours and 59 Minutes), and Escalate to the Task List Owner or a 
Custom Selection, as well as turn off the timer Notification.
Remove Timer altogether if the Timer has been set.
Delete a Task if the Task's status is Not Started.

If used, click Show (nn) Comments, where nn is the number of comments. 
Alternatively, click the link Expand Comments. Conversely, click either 
Hide (nn) Comments or Collapse Comments.
If available, click the Download icon to download a document.
Click Manage Columns to add or remove custom columns.

Status, Task Name, Comments, and Documents are always 
displayed.
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Click New Task to add another Task to the Task List. For details, see the 
procedure Edit a Task List From the Response Details, next. 

If Auto Refresh is turned on, you cannot change the Task status or 
add comments.

Prioritize the Task items in the list.
Move each Task up or down based on its importance.
Sort the Task items in a list by the column header. Sorting does not 
change the priority order of the Tasks.

Editing Task List from Response Details

To edit a Task List from the Response Details:
From the Responses tab, select Task List Templates.
Click the Pencil icon of the Task List you want to edit. The Edit Task List dialog 
appears. You can replace existing values and add additional Tasks.
Modify the Task List as needed. (See the following procedures.)

Updating Task List Title

To update the Task List Title or Description:
Select the text you want to replace.
Type the updated text.
When you are done with all changes, click Save.

Selecting an Owner

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

By Individual - When you change the name of the individual owner, both 
the original owner and the new owner are sent a Task Assignment Alert 
via SMS or email about the reassignment.
By Group - When you change the name of the owner to a group, both the 
original owner and Contacts comprising the new group are sent a Task 
Assignment Alert via SMS or email about the reassignment.
By Rule - When you change the name of the owner to a rule, both the 
original owner and the Contacts comprising the rule are sent a Task 
Assignment Alert via SMS or email about the reassignment.

Click one of the following:
Select - select the individual owner.
Multiple Tasks - assign the selected person to all Tasks selected in the 
Assign to Multiple Tasks dialog and click OK.

When you are done with all changes, click Save. The save will trigger a Task 
assignment alert.
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Updating the Task Owner

To update the owner of a Task:
From the Task List Details, click Edit next to the Owner field. The Select an Owner
dialog appears.
Select the updated owner and click Select.

Removing the Owner from a Task

To remove an owner’s name from a Task:
Select Remove next to the owner’s name you no longer need. The Select an 
owner link appears. A Task Assignment Alert is sent to the removed owner via 
SMS and/or email.
When you are done with all changes, click Save.

Adding Documents to Tasks

To add a Document to a Task:
Click Add a file next to the Task you want to modify. The Add Document dialog 
appears.
Select a document from the Document Library.
Click Add Selected Documents.

Deleting a Task

To delete a Task from the Task List:
Click the X in the row of the Task that you want to be removed. The Task is 
immediately removed.
When you are done with all changes, click Save.

Creating a Task Timer

To create a Task Timer:
Click on the Timer Icon on the desired Task within the Task List. The Set Timer
popup will appear.
Set the timer duration.
Set the escalation point of Contact. This person will be alerted if the Task isn't 
completed before the timer expires. 
Click Save.

Updating Task Lists from the Manager Portal
Incident Administrators and Incident Operators of each Task can update their Task 
Lists from the Manager Portal.
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To launch a Task List from the Response Details:
Click Launch in the row of the desired Task List. The Launch Task List dialog 
appears. A link will be emailed to the following individuals or groups:

Task List owner
Individual owners of each Task

Click Launch Task List when you are certain you want to continue.
On the Response Details page, the number of Tasks completed of the 
total Tasks comprised in the Task List appears.

For example, Completed Tasks: 0 of 7 indicates no Tasks of 
seven have been completed.

The Task List owner and individual owners of each Task are notified via email.
Task List Owners - Task List Owners see all Tasks in the Task List.
Task List Assignees - Task List Assignees see only the Tasks to which 
they are assigned. The other Tasks are grayed out. Task List Assignees 
are individuals, all Contacts in a group, or all Contacts in the rule.

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

Please click here to acknowledge receipt of this message—In SMS, reply 
YES to confirm receipt. In email, click the link to acknowledge receipt.
Click here for more information on this alert—In SMS, tap the link provided 
in the text message. In email, click the link and the Contact’s Task List 
appears in their Task List page of the Member Portal after logging in. In 
SMS, tap the link and the Contact’s Task List appears in their Task List 
page of the Member Portal after logging in.

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

Updating Task Lists from the Member Portal
Assignees of each Task can update their Task status from the Member Portal. When 
a Task is launched, the Contacts receive an assignment email or SMS message. 



1.
1.
2.
3.

4.
5.

2.
3.

•
•

4.

5.
•
•
•

•
6.
7.
8.

When they click the link for more information, the details appear from their Member 
Portal. The Task details page has been designed to be responsive so that it will fit 
into the smaller mobile screen.
 
To update Task Lists from the Member Portal:

From a Task, select the drop-down arrow to set the status:
Not Started
In Progress
Needs Attention — A comment is required (up to 5,000 characters and 
four files).
Done
N/A — Indicates that the Task isn't applicable. 

If a Task has a document, click the Download icon.
Click the Comment icon to add Note text of up to 5,000 characters. Click Add 
Comment when done. After clicking the Comment icon, you can also add up to 
four files, one at a time.

The Task status number in the Completed box changes if a Task is Done.
If needed, users can delete or edit their own Comments, while 
Administrators can also edit those left by others.

Click Back when you are done. A list of Tasks and the status of each Task are 
displayed under My Tasks.
Select the other subtabs to see the lists of Tasks under them:

Not Started 
In progress
Needs Attention — A comment is required (up to 5,000 characters and 
four files).
Done

From the menu, select the desired status for any of the Tasks.
Download any document by clicking its Download icon.
Logout when you are done.
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Viewing the Response Audit Log
From the Audit Log tab, users can view a log for a specific Response. The top-most 
audit log is the default.
 
Users can select the Response they want to view from the menu.

Exporting the Audit Log

The Audit Log of a Response can be exported. To do this:
From the Audit Log tab, select the Response. Or, from the Response Details of 
a Response, click the Audit Log icon. Then click Export to generate the audit 
log.
Click View Details to see the Task Comments, Notes (and their attachments), 
and Response details. 

The system is designed to accommodate large amounts of data, so it will not directly 
download. When the file is generated, the user will be notified via email. Click the 
link in the email and the Audit Log appears in CSV format.
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Managing the Situation Report
Users can customize the Situation Report to include or exclude certain elements 
from the report. For example, users who do not want the Task List can exclude it 
from the Situation Report. 

Creating a New Situation Report

To create a new Situation Report:
From the Response Details page of a Response, click the Situation Report tab 
to the left.  

Click New Situation Report.
Type a name for the report and click Create.
Click + located on the right side of the page. 
The Manage Situation Report dialog appears. Select the checkboxes of the 
Response and Task Widgets to include in the report. You can also create or 
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add Custom Widgets from the Widgets Library.

Click Save.
Click Situation Report to return to the Response Details page.

Based on what you select in the Manage Situation Report function, the report 
reflects those choices.
 
Anyone on the Response Management team can optionally add an Executive 
Summary. Be sure to click Save. Then, click Preview to see the Situation Report in a 
Document format, which can be exported to PDF.
 
To export the report to PDF, click Print, provide a unique filename, then click Save. 

Editing a Situation Report

To edit a Situation Report:
From the Response Details page, click the Situation Report tab.
Select the Pencil icon of the Situation Report to be edited.

Make your changes by clicking the Widget Control (the three dots in the upper 
right-hand corner of each Widget). You can:

Edit the Widget title, then click Save.
Remove the Widget.

Optionally, click the blue + sign to select the Widgets for this Situation Report, 
then click Save.
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Optionally, reorder the placement of the Widgets by holding down the mouse 
on the Widget title and dragging it to the desired position.
Optionally, toggle on the Page Break. Then, scroll to the bottom of the Situation 
Report and click the Page Break icon in the lower right-hand corner.
Optionally, click the PDF icon to export the Situation Report to PDF.

Sharing a Situation Report

Situation Reports can be emailed directly to contacts during various stages of a 
Response to keep stakeholders apprised of the latest status and response efforts. 
 
To share a Situation Report:

Situation Reports can be shared from two places:
Situation Reports list on the Response Details page

Edit Situation Report page

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

If desired, customize the Subject and Include a Message fields, or leave the 
default text. 
Click Send. The selected recipients will receive the emailed link to the Situation 
Report. 

Copying a Situation Report

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

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

Deleting a Situation Report

To delete a Situation Report:
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From the Response Details page, click the Situation Report tab.
Select the checkbox of the Situation Report to be deleted.
Click Delete. The Delete Situation Report dialog appears.

Click Delete Situation Report to permanently remove the Situation Report from 
this Response.
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