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Introducing Everbridge 360 Critical
Events

Everbridge 360 Critical Events is 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 critical events.

With Everbridge 360 Critical Events, 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 your organization is fully prepared to manage
and resolve Critical Events with confidence.
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Prerequisites

There are certain prerequisites that must be met in order to use Everbridge 360
Critical Events:

e Enabling the Everbridge 360 Interface
» Enabling Everbridge 360 Critical Events
e 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:

1. Navigate to Settings > Everbridge 360 > Default Settings.
2. Toggle the Everbridge 360 switch ON.

Eves
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3. The page will refresh with the Everbridge 360 applied instead of Everbridge
Classic.

« & @ D Eveibridge 380~ O
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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.

- Tower Global (Organization Admin) - e @) Everbridge 360™ ©

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

Permitting Everbridge 360 Critical Events for User Roles

Once Everbridge 360 has been enabled and applied to the interface, an
Organization Administrator must grant Everbridge 360 Critical Event permissions
for any user Roles that will be using it.

The following Role types can be provisioned to use Everbridge 360 Critical Events:

e Organization Administrator (enabled by default)
e Incident Administrator (configurable)
 Incident Operator (configurable)

e Custom Role (configurable)

To enable these permissions:
1. Navigate to Settings > Access > Roles.
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2. Under Permissions, enable at least the following three permissions for the
desired Roles to allow them to launch Everbridge 360 Critical Events:
» Evebridge 360 > Access Everbridge 360 Critical Events
EVERBRIDGE 360
Access Everbridge 360 Critical Events

View Communications in Critical Events
Launch and manage Communications in Critical Events
View Communication Templates in Critical Event Templates

Add, update and delete Communication Templates in Critical Event Templates

 Critical Events > Critical Event > View the Events, move the Events into/
out of a folder

CRITICAL EVENT

View the events, move the events into/out of a folder

Launch and update a critical event (by existing event template or blank event template)

« Critical Events > Critical Event > Launch and update a Critical Event (by
existing Event template or blank Event template)
3. Optionally, enable any of the following permissions to allow greater autonamy
for a Role when launching or managing a Critical Event or Event Template:
o View Communications in Critical Events
o Launch and manage Communications in Critical Events
o View Communication Templates in Critical Event Templates
o Add, update and delete Communication Templates in Critical Event
Templates
4. Click Save.
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Considerations

When working with Everbridge 360 Critical Events, keep the following
considerations in mind:

User Flows

Everbridge 360 Critical Events user flows are available alongside the existing
Classic Critical Events user flows, allowing for flexible adoption.

Templates in Everbridge 360 Launch Critical Events
You can use any Critical Event Templates that your role currently has access to.
Event Types

In Everbridge 360 Critical Events, the Event Type dropdown references Everbridge
360 Event Types instead of the Classic Critical Events Event Types.

Long-Term Plan

Everbridge plans to migrate all customers from Critical Events Event Types to
Everbridge 360 Event Types during Q4 2025.
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Known Issues and Limitations

Note that some functionality available in the Classic Everbridge Critical Events flow
aren't yet available in Everbridge 360 Critical Events, specifically when launching a
Critical Event and using bulk actions from the Events List.

Launching a Critical Event

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

e Custom Fields can't be added on-the-fly to a Critical Event during launch.
They must be included in the selected Critical Event template in order to be
used.

 Critical Events don't honor the "Turn off notifications for task assignment and
dashboard sharing" setting when launching Critical Event templates.
Notifications will always be sent for Task assignments and Dashboard
sharing for Critical Events launched via the Everbridge 360 Critical Events
interface.

Events List

The Events List doesn't currently offer the capability to perform bulk actions, such
as deleting Critical Events, publishing and unpublishing to Contacts, or moving
between Folders.

10
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Everbridge 360 Critical Events List

The Events List displays all Critical Events launched within an Organization.
Folders, filters, search and configurable columns make it easier than ever to
quickly locate the desired Critical Event and address it.

1 « & 9§ WD Everbridge 380 O

~ Events List . Dk Mads B 5 Leuneh Critieal Event
.
- Folders L o a 14 Matching results -
J -
s Q - Status ~ SEdarity = Event Type = Start Date = Crwinar = Chpar ull filter S Filter
& a0 Severily EveatID Evert Typs Event Mumn Chmrred
<]
B uncstegorizes () Madarats
B Ml Casters ) Moderats 1 Other Security
L
@ Severe o
Severe E
Unibongrwen
Pnikngwn
Wk HAZMAT/Fire
W

It can be found by navigating to Critical Events > NEW Everbridge 360 > Events
List.

1
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Home NEW Everbridge 360
Situational Awareness Launch Critical Event
Communications Events List

Crisis Management

»
‘ Everbridge Classic

Contacts + Assets
Launch Critical Event

Reports + Analytics
P y Events

Subscriptions
P Submissions

u | Risk M t
¥ Travel BEKRS USRI Critical Event Templates

L Settings Task List Templates
Document Library
Widget Library
Form Library

Audit Log

Reports

List Icons

There are two different icons that can appear for a Critical Event in the List View:

e Published to Member Portal - Indicates that this Critical Event was shared
with Contacts via the Member Portal.

Weaather Business Continutiy Activation - Severe Weather

| Unknown

e Launched as Exercise - Indicates that this Critical Event was launched in
Exercise Mode.

Critical Event Quick Actions

Hover the cursor over a Critical Event in the List to open its Quick Actions panel.

12
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# Events List C Dwkboe e m

a r.- Foldera =b % 14 Matching r L] ms
E
Status - Severity = Event Typs = Start Date ~ Qrwngr = Clear a8 Filler Save Filter
o Severty T Evena i Event Type Event Nama e tatun Sary Time
Sapearn i Cfhor Security shorired Accet ’ ® Actha Close| c) L "
-+ Saatro 13 Qaher Securiiy L © face & Closed F 2035 =

From there, the following actions can be performed:

» Close or Active - Click the toggle to either Close an Active Critical Event or
reactivate a Closed Event.

e Share

 Edit

Folders

When launched, Critical Events can be sorted into Folders to allow for cleaner,
more organizated navigation. The number next to the Folder name indicates how
many Critical Events it contians.

There are two Everbridge system Folders:

e All - Opens by default and contains any Critical Events launched from this
Organization regardless of their Folder placement.

» Uncategorized - Contains any Critical Events that were launched without
being placed in a designhated Folder.

Click on a Folder in the Folders pane to the left to repopulate the table view with its
contents.

P Foiders IS Q i t 1Matching residts. @ 8 =

W uncategorized )

W Netural Disasters )

13
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Modifying Folder Settings from the Events 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.

P Events List
1|
L Folders < Q
& ‘ Q, Search Folder Name Sta
Q

- Al @ Sev
m

Uncategorized )

@  Natural Disasters _ﬂ_%—
* Edit Folder
e Add Subfolder
Delete

There are three actions that can be taken from here:

» Edit Folder - Allows users to edit the Folder Name and Role Permission
Access.
o Folder Name - Must be 200 characters or less.
o Permission to Access - Specify which Roles can access the Folder.
Note that Account and Organization Administrators will always have

14
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aCCess.
[

Edit Folder Name/Permisions

* Folder Name
Matural Disasters 17 /200

Permission to access @

O AllUsers @® Selected Roles

This permission will also be applied to any subfolders

~ Selected Roles (1)

Incident Operator

Role Type Incident Operator Q, Search role by name

D Roles

| Incident Operator

o 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.

15
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| 4 A |
Add New Folder

* Folder Name
Natural Disasters - West 24200

Permission to access @

QO All Users @® Selected Roles
This permission will also be applied to any subfolders

+ Selected Roles (1)

Incident Administrator

Role Type Custom Q, Searchrole by name

D Roles

No records match the selected criteria

Once saved, the new Subfolder can be found nested beneath its parent

16
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Folder.

P Events List

Folders <«

& ' Q, Search Folder Name g

@

— @ j
.

@ Uncategorized @

B Natural Disasters o
»-

@  Natural Disasters - West o

o

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

Delete folder

Are you sure you want to delete the Natural
Disasters - West folder?

| V'

Searching for Critical Events

Users can quickly locate Critical Events by using the Search bar to isolate items by
the Event Name, Description, or Location.

17
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A Events List I Ok Moae ™ 3 Lsuneh Crmesl Event
- Fusbder - Lrauthaori ped L1 a me
§ ‘ 9 Sean Severy Evenit Typs Start Dake [+ [ ¥
L Sewerity [ Evern Type Eveet Mame Crvenrte St Tims
o
segerined (D —
sl - ] srvrre
a Savere

Filtering Critical Events

The Critical Events List can be filtered to provide a more granular view of the table,
allowing users to surface Events 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 Critical Events.

W

[ =} = F R Q 4 Maiching results | @1 5
s
B
Severiy Event Type = Start Date = Qwner = Clearalfiter  Save Fiter
a Severity Evenit ID Event Type Everd Mama Gwner Start Time Status
Severs o Mective
L 3 Severe Eart A
] Severs AATMAT At
Moderal A

18
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» Severity - Filter for Critical Events of a specific Severity or a combination of
several Severities (Unknown, Minor, Moderate, Severe, Extreme).

= « v o 360"
o B (Foldgry | =p Q ¥ dMschingresits | B 5 ~
E
Status = Event Type = Stat Date = Ownes = Cloar ol fimer Save Eilter
a Sarverity Event 1D Everd Type [werd Name [- Sart Time Statui
Sovern - A
L 4 Eevere o * Closed
= Severe Eart # Active
Severe HAZMATSF » Aciive

o )
e o+ (T
*
v Lt e Q IMaichingresuts @ 5
As
p
-
Siatus Active @ | | Soverity = Eveni Type 0t @ |  Start Date - Cwner = Clear ol fdier  Save Fifler

]
o Sevenny Event 10 Eweril Ty Event Mam Owner Start Time Status

Severe ther Se : » Aci
.
=

« Start Date - Filter for Critical Events that were launched during a specific time
period.

&

# Events List et [
»
- . Folders =3 Q IMucringrescits | @ 5 -
&

Status ~ Swvarity = Event Typs = [ (= L Save F
B Severity Everd 10 Event Typs Evernt Name Crmreee Start Time Htatus

Modet at o & Closed

+- Severn Astive
= Severe - * Closed

It can be filtered by:

o Past 7 Days

o Past 14 Days
o Past 21 Days
o Past 30 Days
o Custom Range

19
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» Owner - Filter for Critical Events assigned to a specific user.

W

- '. Folders = a, & Maiching resits | @ 5
F
Status » Severity Event Type = Start Date = Clearalfoter  Save Fimter
o Sovariny Event ID Evert Type Evert Name Cwnar Start Tima Statun
Moderate 14 Cntver Security i A L A e - * Closed
+ Zervere o ¥ A
Sevein o o Closed
Unkrram Fiood . d
Unknsram od L ed

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 Events
List.

Q] Events List sy

- B Folders -3 o} an # ms
A
Status Active @ Severity Severe (0D & Evant Typa = Start Date = Ownier = Clear all filter ,ﬁ

n Severity Event 1D Evend Type Everd Nama ow Save Filter

SEvelE o L
L Severe 11 Earttquaks ¥ A e Enter & nama Tor the Tilter
o Severe HAZMATFire

Mode

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

20
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Ml Events List Cownmose B
#
H :‘ Fogers < . . Pl . 14 Matching resuits | ¥ 2 = ms ~
H Active High Sevesity
Status - Soverity - Event Type ~ Start Date ~ Owngr = . R Save Filter
1] Severity Evnd iy Event Type Evenl Name SRMuE | Acthar Latus
Modarabe £ 14 Other Security Setas Detaue 0 [+ | [P
- — E-000-013 Other Security USROS ACTHES Closed High Severity ACtive
Q Severs h L Closed
Sewere thgusak Set Detau ACtive
Unkngwn H * Closed
Unknawn E HAZMAT/Fire h Fire P, 2022 at 10:04 & Closed
e — S e HATMATFirs Fire 202781007 Active
Unknawn E Crime h Eire P 2022 at 1 & Closed

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.

To manage the columns:
1. Click the Columns icon.

14 Matching results Y2 ~ B5~

Clear all filter Save Filter

21
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2. The Configure Columns modal will open. Enable or desable the desired
columns by toggling them ON or OFF.

- B Folders 5 Q ;
. N Configure Columns
=
Status v Severity ~ Event Type = Stari Date ~ [ Evern Type E
S— ©
- Sewerity Event ID Evert Type Ewert Hame Crwr
Mhadetatn E 14 Other Security rerized Azce Crwmer
* Severe £ 1 Other Socurity SEhGrTed AECH Start Time
~
Severe 3 12 Other Serunty theized Accass at e Lecation (<] )
Savere E Status
Unilonown £ 1 HUTHE Sl L Wi it P Mam Launched By I{ _:
Uniknown AZMAAT/Fire -
Skt Laurschied Tims |h )
Severs E HAZMAT Fue .
S End Time |:° )
Unikrngruen Crime

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

Configure Columns

Event Type

Event Name [+ 3K+ ]

Owner

Start Time

Location

Status

Launched By

Launched Time

End Time

Cancel

§cceacn0bs

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

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

o Events List Comon &

- _'-‘ Folders -3 Q i 14 Mabching results | T 2 ¢ ms -
H
Status - Soverity = Event Type - Start Date - Orwnier = Clear o8 Fillar Save Filter

o Severty T Event i Evermt Type Ewert Nama T Statun Start Tims

Sewece i Oeher Security od A & Active
L Severe 13 Other S - and
e Sranrn A

Sewers HATMAT/Fire F ® Active

Moderat » Cloded

Moderate Y

Unknown 1 -

Unknown g Al - d

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.

) Evertridge 360~ O

Events List 9 M Launch Critical Bvent

Event ID
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Launching an Everbridge 360 Critical
Event

Users utilizing the Everbridge 360 interface have the ability to launch a Critical
Event 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 Critical Event button from the
Critical Events menu.
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Launching a Critical Event from the Everbridge 360
Interface

To launch a Critical Event via Everbridge 360:
1. Navigate to Crisis Management > NEW Everbridge 360 > Launch Critical
Event.

Yeverbridge

«

Home ‘ NEW Everbridge 360

Situational Awareness Launch Critical Event

Communications Events List

y Crisis Management . .
. Everbridge Classic

Contacts + Assets Launch Critical Event

Reports + Analytics Events

Subscriptions Submissions

¥ Travel Risk Management Critical Event Templates

3 Settings Task List Templates
Document Library
Widget Library
Form Library

Audit Log

Reports

2. The New Critical Event form opens. Select an appropriate Event Type from
the dropdown menu, which will prefill the Critical Event name while also
being used for categorization and template recommendations. Note that a
Critical Event template must be associated with the selected Event Type for it
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to be recommended. See Creating a Critical Event Template for more details.

x & @ i Everbridge 380~ O

L F|00d = Aug 21i 2025 4 Exercise Mode Jo_\l L Dark Mode
¥t
* Select Event Type © g
&
@ 2 Flood T Communications
- Documents M . rF

* Select Template to Use © Suggest By [vert Type

Send Without a Template Flash Flepding

* Set Severity Level

Unicricram

X Launch Criticsl Tvent

e NOTE: This dropdown menu displays the Everbridge 360 Event Types
configured at Settings > Organization > Everbridge 360 > Event Types,
not the Classic Critical Event Types configured at Settings >
Organization > Critical Event > 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.

* Select Temp'ate to Use © Suggest By Most Recently Used =
feather Suggest By X
Send Without a Template Flash Flooding
Event Type

Last Used Aug 22, 2025
Most Recently Used

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

Search Templates

Event Type ~ Q

" Suggested | suggestBy Event Type =

Suggest By x
Send wip  Event Type Extréme Weather Event impacting logistics and Hurricane & Storm Response Plan
operations.

Most Recantly Used

Most Recently Updated

Lightning Safety & Operations Continuity Plan Storm Surge Response Plan Tropical Storm Preparedness Protocol

T Al
Ashfall Protection Code Red Air Quality Response Hazardous Air Pollutant Response
Industrial Emissions Poor AQl Response Sandstorm Operations Continuity
Smoke Impact Operations Protocol Toxic Alr Exposure Wildfire Smoke Shelter

3. Choose a template or select Send Without a Template. Note that selecting a
template will update the Critical Event name to whatever was specified in the
Event 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.

W 3 i Everbridge 360~

| Flash Flooding Reported in the Area # Exarcisa Mode (@) ) € oarniose
w
. Select Event Type © TaskLists === /)
A Flood - 1. evere Weather - Fioad
Communications 1Total | 4
L]
P
* Select Template to Use ©
Documents 1Total | JF
=
Salect & Different Template i
Trackors 1Totsl | P
¥ [Fash Flooding e
Task Lists Communa ations Documents Trackess Cashboards Dashboards i '
Toead (10 Total (1) Total (1) Tenai (1] Total (1)
Beiciigtion
Flagh figoding has been reporbed in your acea,

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

of the Critical Event Details page.

~ Add Flash Flooding Event Information

3 Custom Fields - The selected template includes custom fields that allow you to add additional information to the event.

@ *x 1. Damages

Enter text 07280

® * 2. Incident Date

MM-DD-YY ]

® * 3. Status

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

Unknown

Minor

Moderate

Severe

Extreme

o

& » 2. Incident Date

k]

& = 3. Status

* Set Severity Level

Weror Mder a0 Severe

* Assign Owner

Q A

Additional Event Details

Description

ol @

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

* Set Severity Level

Unknown Minor Moderate Severe Extreme

* Assign Owner

Q. sarah OrgAdmin -

v Additional Event Details

Description

Flash flooding has been reported in your area.

7. Proceed to the Additional Event 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 Critical Event up to
5000 characters long.

» Enter the location name in the field (up to 2500 characters) or click Pick
Location from Map.

e Enter the event date and time.

e Set the time zone for the event.
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» Optionally, select which Folder to sort the Critical Event into, or leave
it Uncategorized.

v Additional Event Details

Description

Flash flooding has been reported in your area. Please seek shelter or, if needed, evacuate to higher

ground and await further instruction.

138/ 5000
Location
& Edit Location
Calabasas@®  Glandale
%
] 3 Pomq
Malibu Los Angel es El Monte a
Inglewood ®
Hawthorne
Pfieffer University
19 /2500

Event Date & Time
* Start Time End Time

08-21-202512:18 = MM-DD-YYYY HH:MM |
* Time Zone

Q  (GMT-07:00) Pacific Daylight Time (America/Los_Angeles) v
* Folder

Select a folder for this critical event
Q Uncategorized v
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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 Critical Event 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 Crisis Management

User Guide.

Ll Flash Flooding Reported in the Area # Exarcse Mode () € owrkvse
=] -
R Select Event Type @ Toak Lists 1Towm |
- Q Fiood
Comams t ,
a
* Select Template to Use ©
Documen t Fa
Q
Select & Different Template
Trackeds ra
' Flash Flooding
Task Lists [ Decuments Trackers Dashboards Dashbosrds 1Tam | #
Toea (1) Total (1) Totad (1] Total (1) Totat (1)
Descripton
Flash flooding has been reporied in your area.
= @«

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

o 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
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or Automatic), or remove the Task List altogether.

Task Lists @

rrrrr

Severe Weamner - Flood

Task List Doesaripaion

T B5t 1o compiete in The evnt of B Sevene Flood event
Tasks
1. dwntity “at risk flood areas Based on FEMA Rood maps
2. Relocate Inponant assets i needed
3 Implement Niood Selente meatunes § 9, 1ACBSGT.
4. PN ARematve working Tangments

5. Monitor Twiradio for weather updates.

Clore

O Auto Launch Oniy (0}

o Click the Pencil Icon to open the Library tab, where more Task

Lists can be expanded by clicking the down arrow and and added

to the Critical Event by clicking the Plus icon.

Task Lists @

—

Task List Name

¥ Buikling Evacuation

¥ Civil Demonstration

Close

Q. Soarch Task List

Launch Method

o Communications - Search for pre-created Communication or Incident

templates (depending on the Organization's configuration) to use in this
Critical Event or choose to edit the one included in the chosen Critical

Event template. Either:

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

Communications @

Total Selected (1) Library O Auto Launch Only (0}
Conmmemmannic st i Category Lawnch Meshad

u-mmnnmm o Category e ®

Close

= It's recommended to preview a template before using it to

verify the contents and recipients so that they can be
adjusted as needed.

« Communications @

Ad- Hot Notification Mo Category
Message Pathy

%' O Defvery Paths %" 0 Publishing Paths

Configure the Message

Message Priority @ Standard ~ @

Subject a- o Notifcation

Message Body ©

Default Message ANl Pates
# Default Message
EmaiFac 1400 SME10
Attachments
Add Recipients
Selected Recipients 2 13
Groups @ Detaits Individuals Detaits
24 & 10

Close
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o Click the Pencil Icon to open the Library tab, where more
Communications can be previewed or added to the Critical Event.

Communications @ & Search Com
Total Selected (1) Libewry

Communic 1500 Hams Laesgary Launch Whrthod

Ad - b Merdicanion o Category A - +
Wictire [vastuation [W] Ha Category - Ay

Close

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

o Click the total number of Documents to open the Total Selected
tab, where any Documents associated with the chosen template
will be displayed and available for removal, if needed.

Documents @ 0, SeanchDocuments
Total Selected (1) Libsary

Erocrament Marme Ty Lant Mosfied

Criical Dvernt Plan docs File (157.1 KB} 14 Nov 2072 043340 PST o

Close

o Click the Pencil Icon to open the Library tab, where more
Documents can be added to the Critical Event. Any attached
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Documents can be removed from here, as well.

Documents @ a
Totsl Sedected (1) Litwcary
Detument Mame Tyee Lant Mot e
Critie sl Evarst Plan.goex. File (157.1 KB) 14 New 2022 04:33:40 PST e @
Damiage Assassment Form.docs File (13.0KB) 22 hug 2025 10:17:16 PST +
Evacuation Pan.dock File (13.0KB) 22 hug 2025 101557 PST +

Close

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

Trackers ©
Total Selected (1)

Teaches Mame Form Nama

Fiood Damage Tracker Flood Damage Assesument Form [.-]

Close

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

Dashboards @

Total Seiected (1)

Duahtaaed Name Coumt of Widigets
[] Frash Fiooting asneesard 12 ]

Wikt Marme Type of Wiiget

1. Incident Notificatians Events

2. Dodumants Dvinti

3 Root Cauise Evnits.

4. Daskibosnd Comments Ewents

5. Tagk and Neoe Documanty. Events

. Meet.og Manutes Events

9. If this Critical Event 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
“DRILL" to the Critical Event 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 Critical Event.

Activate Exercise Mode

Exeicise mode hilps you test your critical event response plans. "DRILL"
is dded 10 the critical event name and i3 SAomaticaly prefioed 10 the
subject and body of any communications sent to make sure your
reciplonits know that the message is part of an esercise

Click Activate again on the modal to confirm.
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10. Review the selections from the entire form and make any adjustments as
needed. Once ready, click Launch Critical Event.

Ll Flash Flooding Reported in the Area » Exorcise Made (@) € Dark msde

* Select Event Type @

Task Lists 1Total | 4

Q, Flom e - 1. Sevvere Venathar - Ploas

Comminications 1T | 2

L e Bl et

* Select Template to Use ©
Documents 1Total | 2

Select & Diflerent Templats 1. Critical fvent Plan docs
Trackers 1Total |

3 . Fiseed Diamasg Teaciar

Flash Flooding

Total
Yoot Livte - T Dashboards 1o rd
Tota (1) Total (1) Toza (1) Total (1} Teaat {11
1. Pl Flasstieng Daahibosnd
Cancel & Launch Crithcal Event

11. The Launch 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 finish or click
Launch Immediately to launch the Critical Event.

Launching Critical Event

12. After the launch, the sender will immediately be routed to the Critical Event
Details page for review and management. See Managing a Live Critical
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2

Event for more details about this page.

~ werns Lint | [Ewert Dulails wcated g Fri, 3 ez @ < @ @ Notes m

Flash Flooding Reported in the Area #

Pietfer University

.',_l. . [+) Severity Status Crwmar Event Type Event Start Time Event End Tima Dhration
CE - 000 - 00D Severe = ® Active = Sarah - Fioad - 08-22-2025 12:24P5T A A = B0V Y'Y wa B 1 howt
N Overview  Dashbsarcs Mgty Commuynications  Teskliste Dotumaests  Trackers  Form Beports  Shustion Beports  Maesting  Boot Cawse  Decalated Submission
Task Lists Communications Trackers
| 1 1
- —— ) —— 1 ——
tosemead
El Monte
W Unsssignas i 05 AN
. - ik Ell Monie
Description Eait
Flash ficading hurs been repored in your anea Huntington P - - i’
b . Whittier
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Launching a Critical Event from an Alert

Critical Events 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 Critical Event from an Alert in VCC:

1. Locate the Alert in the Alerts panel and click it to open.
2. Once the Alert is open, click Critical Event Actions from the action bar or
menu (depending on column width), then select Launch Critical Event

Cloar AN Filtirs ng

ACTIVE ALERT

Metronome Dr &
— Brittmoore Rd -

|_.\ There are reports of
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3. The Launch Critical Event form will open.
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Metronome Dr & Brittmoore Rd - There are reports of an industrial fire in the area. © 3nago
Houston, TX, United States

Metronome Dr & Brittmoore Rd - There are reports of an industri... #

* Select Event Type ©

Task Lists
S HAZMATFire e Comemunications
Documents
* Select Template to Use © Suggest By Event Type =
AT
Send Without a Template Test Template with an
Anachement (HAZMAT/Fire)

Search Templates

* Set Severity Level

Unioncsn iror Mosderate Severe Extreme

* Assign Owner

~ Additional Event Details
Description
Sources are reporting an industrial fire in a wasehouse near Metrenome Dr and Brittmaone Rd. Initial

reports did not indicate any Casualties, evacuations, of hazardous material concenns, Expect associated
disruptions in the area.

Lecation Ao 2 383

Houstan, TX, United States

B 2500

Event Date & Time

* Start Time Erd Timne
08-22-2025 10:54 MM-DD-YYYY HH:MM B

* Time Zone

Q. (GMT-04:00) Eastern Daylight Time (AmericaNew. York) -

* Folder

Q Uncategorized

A & 2 za::

Exercise Mode @

Mors Selected g
Moo Selected S

More Selected S

Cancel M Lasunch Critical Event
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Edit the fields and make the selections as described in the instructions
above. The Alert's details already prefilled, including:
e Event Type
o Template
o Severity Level
e Owner
o Description
e Location
e Event Date and Time
e Time Zone
+ Folder
4. Depending on the selected Critical Event Template, add any applicable Task
Lists, Communications, Documents, Trackers, and Dashboards.
5. If this is intended to be a practice drill, click the Exercise Mode toggle, then
Activate.

Activate Exercise Mode

Exercise mode helps you test your critical event response plans. “DRILL"
is added to the critical event name and is automatically prefixed 1o the

subject and body of any communications sent 10 make sure your
reciphents know that the message ks part of an exercise

— O

6. Click Launch Critical Event.

Launching from Alert Management

To launch a Critical Event from Alert Management:

1. Navigate to Situational Awareness > Alert Management.
2. Select an Alert from the list to open the Alert Details modal.
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3. Click Critical Event Actions > Launch Critical Event from the actions toolbar.

* Alerts zsa) Fnerty  Active L - W ColumaView b Dark Mode @ Seach
5 |
= Severity & Source Category Description ACTIVE ALERT ®
e —— oy Themdersioens Saware Thunderatomm ... Floed [Fiash ewds | Kans County, Uish Severs
Severs osathar Besmas I3 g e Flash Flood Warning E Flash Flood Warning
e Extreme Heal Waming
e Severs Weather Events (51 1 - Details  Assets Hisory & o ¥ (x| ¥ =
»>
Severs  ‘Weather Events (U131 g M Fissh Flood Warsing . N B Launch naw Critical Event _
> &8 Group Unsssgne ) sigred
T [ TS——— q ™ Flash Flood Warning e a e e
—— L ]
¥ BI22/3025 11600 PM
8 — e p s Sewers Thunderstorm .. £
] Event Reporied - 20m age
BI22I2025, 3:16:47 PM
S JRm—— g ™ Flash Fiood Warning
Event Source
Savere Nipanines e a Frocd Flagh Flood Waming

| Q0 AMected Assets

(E)0 Affectod People

4. The Launch form will open.

Flash Flood Warning © 12mago Re Lo
Kane County, Utah
Flash Flood Warning # Exercise Moce (@)
* Select Event Type @ g
a F'W.d - N Communications Mone Selected P
Dacuments Mone Selecied 4P

* Select Template to Use © Sugyest By Event Type =

Flood
Send Without a Template

Search Templates

Cancel + Laumch Critkead Event

5. Edit the fields and make the selections as described in the instructions
above. The Alert's details are already prefilled, including:
e Event Type
o Critical Event Template
o Severity Level
e Owner
o Description
e Location
e Event Date and Time
e Time Zone
e Folder
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6. Depending on the selected Critical Event Template, add any applicable Task
Lists, Communications, Documents, Trackers, and Dashboards.
7. Activate Exercise Mode if this is intended to be a practice drill.

Activate Exercise Mode

Exercise mode hips you test your critical event response plans, "DRILL”
is added to the critical event nama and Is automatically prefixed o the
subject and body of 80y COMMUNICALIONS Sent 10 MAake Sure your
recipients know that the message is part of an exercise

-

8. Click Launch Critical Event. The user will immediately be routed to the
Everbridge 360 Critical Event Details page, where they can monitor and
manage its progress.
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Launching an Everbridge 360 Critical Event from a
Map Filter in VCC

Critical Events 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:
1. In the Visual Command Center Operator Console, click the kebab menu icon
in the top-right corner and select Map Filter.

2. Draw a Map Filter shape on the map.
3. Click the Launch Critical Event (Everbridge 360) button on t Actions bar.

« 2 b’ Everbeiige 360

= =

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

5. Complete the rest of the Critical Event fields, then click Launch Event.
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Linking Alerts to Existing Critical Events

Alerts can be manually linked to existing Critical Events 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 Critical Event will show the Critical Event icon in
the Alert Management list view.

L] Alerts [180) Fiterby  Active - All Alorts - M ColumnView  l Dark Mods
&
- Sevarity Saurts Categary Dadsription Criig Lo Started Updlate Addali Pesple  Statusd
— S g P Flash Flood Warning — o ot "y
]
SevEe Weathet Everts LS g M Flaod Werning n 12m by “9 e
a Severe wirather [verts (LS s Bivare T mainm — Y8 o 14m ago 19 o L]

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

To link an Alert to a Critical Event:
1. Navigate to Situational Awareness > Alert Management.

Yeverbridge « & @ WD Everbridge 360" ©

#  Home Unrerse v | Active - All AbSTES - Wl ColumnView i Dask Mode Q

* SRuational Awareness i Visisal Comimand Cantir

¥l Commuricationg Alert Management Duscription Group Crwnar Started Updated  Assats  People  Status
Franas ranns vy e — .9 Y

& Crisis Mansgament

Rand Weathd Aladt for ..

@ 246
Flosd Warning e - o
B Reports + Aralytics
Flood Watch @ Y
W Travel Risk Mansgement
Flood Wateh a =
k= Workfiow o age B a0 0 L]
Flogd Watch e - 9 .9
Flood Warning 0 e
UPDATE Labet rish_ine. .. @ o
1 0ol 195 ¥
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. Click the Alert that needs to be linked.
. The Alert Details modal will open. Click the Critical Event Actions icon and
select Link to a Critical Event.

o

W N

) Everbridge 380~ O

L A[erts (195) Fiterby Active - All Algrts - M Columa View e Daik Mode Q,

[+ ] |

= Severity . Sourcse Category Dwescription ACTIVE ALERT @
— . g ™ P e e sy

5 Mool [Flasd Lo Conty, Kisias P—
P - " i A ooty Road Weather Alert for

g Flood Warning

v e ather Ever %) n Fied P Dhrving
" Fiosd Flousd Wateh Oetslls Asssts  History @ a4 = E

Severs Weather Evenis (15] 8
s

-~ & rechs narwe Critical Event

[ — a LE] Flond Watch a— Group

=] — e n ™ Flood Watch -in3h
= - 5 ™ Flood Warning

Event Reported - 6h ago

wear UPDATE Labek: risk_ite, .
i) -t Event Source

@ & Affected Assets

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

Select Critical Event
Q i 266 Matching resuits [ 7]
Severny Evernt ID Event Type Evert Mame Cramar Saart Time Leszaticn
Moderate !
Urikncwn Quality
Severs =
=== -
Waderate H = r : --
‘ Sovere Flood & Link ]
N
M A O
v Mir Quality
s 0

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

ACTIVE ALERT ®

Q 8 Affected Assets
0 km (0 miles) to the nearest
Asset

(® 0 Affected People

Description
The National Weather Service has issued a Flood Warning effective 2025-09-02T22:36:00-05:00
for Lyon, KS until 2025-09-03T23:48:00-05:00

More Information
https://alerts.weather.gov/search?id=urn:0id:2.49.0.1.840.0.43700d56194afb21adecbd90cdd79c0d6dbdde...
Segments

Lyon, KS
Until 9/3/2025, 9:48:00 PM

& Linked to Critical Event

Flood Warning £
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Everbridge 360 Critical Event Details

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

Severe Thunderstorm Watch - California #

Canfornia
¥
N | ] Severity Status [0 Event Typs Event Stan Tima Event End Tiene Durstion
CE-003- 732 Severe = » Active ¥ w Thearadersion b 08 26- 2025 0100057 B 08-27- 2025033157 B 1 day
Owerview  Dashboards Alerts Comimuneca thom s Tasks Irpacts Documents Trackers Form Reporis  Shuation Reports Meating Rood Cause  Escalated Submission
a
Task Lists Communications Trackers
L s
Progy ess - 2 Mot Launched = 2 — 2
- 1 — 11 - 1
—_— 4 —_— 1
o

Dwscription Edn

Primany CONCEms inchade power cutapes, Mocding, Sinectursl damage b Taciithes, Supply Chan danaptions, and
empioyes/cusiomer safety raks.

Imrnediste Actions Reguined

Facility SCUTING B8N0 FENiory IO D OioC Ol Mg
Adiats Paapla o Eecalited Submissions Aletti Address Location Name
689 ® 5274 12 o @2 Camornis .
Event Additional Details Event General Information -
Time Zomne Event Last Modified By
Iretia Starsdaed Time
Fodaer Event Last Modified Tawe
Uncabegorized 1 second ago
Laimchod Time Mode
Jal 22, 20250313 15T Live
+ Add Varables
Launched By Template
wrabiey From Hurricane & Swoem Response.

Motifecation Task snd Dashb....
On

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

¢ Basic Critical Event Details
¢ Overview (default tab)
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Dashboards
Alerts
Communications
Tasks

Impacts
Documents
Trackers

Form Reports
Situation Reports
Meeting

Root Cause
Estimation

Basic Critical Event Details

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

e Event Title
e Severity

o Status

e Owner

e Event Type
e Event Start Time
e Event End Time

Severe Thunderstorm Watch - California #

Calfedmia

Several actions can also be taken from the Basic Critical Event Details panel, such
as:

Closing or Reopening the Critical Event
Using the Audit Log

Publishing to Contacts/Previewing Contacts
Reviewing or Leaving Notes
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Closing a Critical Event

Active Critical Events can be closed directly from the Critical Events Details page.
Once a Critical Event has been closed, no further changes can be made or actions
taken on it.

To close a Critical Event:
1. Click Close Event in the top-right corner of the Critical Event Details page.

o

Catoere

Task Lists Communications Trackers
3
7 15 4
Progee — 2 L wd - 2 — z
- 1 — 13 — 1
— a — 1
-]
SO — i 0 b 1% Cofematen B 3 m

Drenerigion Edn

Primany concerma. include power outages, Niooding. sinachusl damage 1o laciies, supply chain drupions, and

2. ;he Change Status modal will appear. Click Q:ntinue.

Change Status to Closed

If you set the event status to Closed, you won't be able to update
event information or associated items such as task lists,
communications, or documents. Set the event to Active again to edit

it.

A A
3. A success message will appear at the top of the page, and the Critical Event

Status will now be set to Closed instead of Active. Note that the Close Event
button has become the Reopen Event button, and the fields on the page are
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no longer editable.

o

S Severe Thunderstorm Watch - California

Caiforria

2 . Typa I L Lvent 0 e o
i Savere
CE-003- 733 A 4 23 hewrs a0 y
[ - e A Lo P s gk Bep . Bopo Mhepiing - A n
o
Task Lists Communications Trackers
s 7 15 4
- v — 2 L 1 - 2 A — 2
- 1 — i3 — 1
— 4 -_— 1
-]
TR e o (R :
CEENED oo s
Concripton

San DEI:Q-E'S
. =

-
Tijuana Mexiciig

e

NOTE: Critical Events can also be closed or reopened with Quick Actions
from the Critical Event List. See

Reopening a Critical Event

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

1. Click Reopen Event on the Critical Event Details page.

- R : . 3 e °

Severe Thunderstorm Watch - California

Califoenia

Task Lists Communications Trackers

- 7 15 4
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2. The Reopen Event modal will open. Click Continue to proceed with reopening
the Critical Event.
1

Reopen Event

When a closed event is re-opened, all previously shutdown
elements such as task list, incidents, notes, and documents will be
re-activated.

Are you sure you want to continue?

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

~ Twwnt Datmin.
3 Severe Thunderstorm Watch - CalifoJM‘

Caltoanis

. - Severity St G Event Type Event S1art Tims Event End Time raration

Task Lists Communications Trackers
i
7 15 4
L — 2 e - r £ — . ..
- — 1 — Fresno
— 4 —_ CALIFOR
o
e BT - —
N o b

Deacription ™
Primasry ©oncenn inechade Dower DUASgRY, Going, WUt harsl damage i Laciitien Jupply Chain daniptions, snd
smgRcyER/TUOme Latety

-,
Tijuana  Mexiciglh

Using the Audit Log

The Audit Log shows any Action that has been taken on a Critical Event since
being launched, such as adding comments, updating information, or closing the
Event, including who took the action and when. Each individual change will create
its own Action item for tracking.
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EDT

Aug 28,

EDT

Aug 28,
EDT

Aug 36, 303

Andit Log

Updated On &

1m2E17

025 AT EI07

2025172152

Aug 26, 2025 17:21:38
EDT

Aug 28, 2025 172022
EDT

Aug 26, 2025 172042
EDT

Aug 28, 2025 172001
EDT

Aug 13, 2025 165355
EDT

Chone

Acithon

Critic sl Evert

Critical Evert

¢ Bassindo Updated

Bassinds Lindated

Bavsirds Updated

rf Bassinds Upodated

v Badeindo Upoated

rt Daseinto Updated

ot Oipened

o Cicted

ntorrmation of the Criticsl Ewsnt 'Severe Thunderits

changed s Basie

@

changed the bursic information of the Critical Ewent “Severe Thundersso

changed the basic information of the Critical Ewent “Severe Thundersso

CRENGE Db B INRTRAon of th CHBCH Event 'Savers Thundsrss

changed e Badic inforrmation of the Critical Event 'Sevene Thundersta.

changed e bursic infoirmation of the Critical Ewent "Severe Thundersia

opened the Critical Event ‘Severe Thunderstons Wasch - Calfornia’

closed the Critical Event Severe Thundersiorm Wabch - California

Expaori

Vi Dotadls

View Detally

View Detalle

View Details

Wi Dilalls

Wiew Details

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.

55




Yeverbridge

Audit L'Clg Export
Updated On - Action Dotails
& S17 7
E;3 bl e Critical Event Bassinfo Updated changed the basic information of the Critical Event *Severe Thunderstor... View Detalls
The Current Version Previous Version
Title Severe Thundersiorm Watch - Califormia Severe Thunderstorm Watch - California
Description Primary concems include power outages, flooding, structural damage 1o Frimary concemns include power outages, flooding. structural damage 1o
facilities, supply chain disruptions, and employee/customer safety risks. facilities, supply chain disnuptions, and employes/customer safety risks.
Immediate Actions Requined: - Facility secunng and inventory profection Immediate Actions Required: - Facility securing and inventory protection
profocols - Stalf scheduling adjustments and safety briefings - Customer protocols - Staff scheduling adjustments and safety briefings - Customer
communication and service modifications - Supply chain coordination wi communication and service modifications - Supply chain coordination wi
th vendors/distributors - Emengency supply stockpiling (generators, wate th vendars/distributors - Emergency supply stockpiling (generators, wate
r, first aid) . first aid)
Event Type Thunderstonm Thundersiomm
Owner
Location c5an Francisce &5an Francisco
CALIEORNIA L CALIFGRNIA L
o i o .|
Panar T Pana ™
Spring Spring
clos Angeles cLos Angeles
S0 Do —— S8 Diegos ——;
Googlt gy wpius Tems & GO alel o biap owia T“r:_ Google gy wpien Tem @ G0 el e | ispDus e
Location Mame California Califormnia
Event Start Time Aug 25, 2025 15:30:00 EDT Aug 25, 2025 15:30:00 EDT
Event Close Time Aug 26, 2025 165355 EDT Sep 26, 2025 16:53:55 EDT
Task and Dashboard On On
Alerts
Severity SEVERE SEVERE

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.

eve
~ Export Audit Log x

Prim to

gcili  Due to the large amount of data in this file, it may take ~ ks-

mm longer than usual to download. We will generate the file gp
for you in the background, so you can continue

rotc 5 - A o ner
working and will send you an email when it's done. ]

om Wi

h ve ate

Cancel
firs
hunaerswonn

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

56




Yeverbridge

2025 4226 PM

Dear

The file you requested has been generated. To access it, have your Everbridge username and password
ready and just click on the link below or paste it into your browser.

hitps://manac I fileResources/download/ 2b69437bd48b71615dd

Should you have any questions please contact support@everbridge.com.

Thank you,
Everbridge Support

Publishing to Contacts

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

1. Click the Publish to Contacts button at the top of the page.
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2. Choose the desired recipients individually or via Groups and Rules.

Publish Event to Contacts
The members you select will be notified that there is a new event they can view in the Member Portal

Q, Search by individual, group or rule name or by group description

Advanced

Groups Individuals Rules

O Aaen Allerran #b1-528-1868
Aasen Riiffe ebl-575-5559
Aaten Gipson ebl-575-5584
Aaron Horning ebl-575-6942
O aamon Baltazar ebl-607-1045
O aaen Claypaol eb1-611-3014
Aaron Mackie ebl-611-3024
Adfon Chaney ebl-082-1144
Selected Recipients 2 115569

Individuals Detaits Groups Details Rules © Details

26 & 77 & 115520

Cancel

o 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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Location, and Record Type.

Publish Event to Contacts
The members you select will be notified that there is a new event they can view in the Member Portal
& Back Q, Search by individual, group of rule name or by group description
Advanced Search
Refine By Ciear | Search Results (200+)
External ID First Name Last Name
+ Luca Lopez
antry o
+ Aria Keller
+ Caleb Jackson
+ Isla Irving
En
+ Leo Hughes
+ Mia Garcia
+ ERah Foster
- ' = + Carmen Oriega
Record T - s Lo =
+ Sofia Patel ... .
Cancel

External ID

234578

234577

234576

234575

234574

234573

234572

234571

234570

234569

Solect All

3. 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
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Individuals, Groups or Rules. Click Done to close it.

Filter Clear All RGCIpIent Detalls & 115569
@ Al LI & Search by Individual's First Name/Last Name
& Groups @ 77 e P
2 Individuals &
First Name ~ Last Name External ID
8 Rules o e Aaron Hunbey enl-22a-3/503 o |
Aaron Nowicki ebl-224-4968 8
Aaron Lyles ebl-235-7118 8
Aaron Gilbertson ebl-214-400 -
Aaron Hughs #bl-216-1250 a
Aaron Mounts ebl-207-3933 &
Aaron Ransom ebl-220-3067 -1
Aaron Lopear ebl-237-6946 &
oo Lecoardo gbl-224-3519 P —
(=)

4. Click Publish. The chosen recipients will be notified that there's a new Critical
Event ready for review in their Member Portal
o If needed, the Critical Event can be removed from the Member Portal at
any time by clicking Unpublish from the Basic Critical Events 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:

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

Notes @

SV 1 minute ago, by >

Add a Note

S5till awaiting response from neighboring GS0Cs.

+ Add Attachments

v — m

4. Optionally, click Add Attachments to attach up to four attachments (maximum

gj 50 MB each/ 200 MB total). Select the desired files q:d click Attach.

Add Attachments

Add up to 4 files (maximum 50 MB each [/ 200 MB total)

™ Evacuation Plan.docx 0.01MB X

4 Add Another File

(N 4
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5. Click Add a Note.

Add 5 Note

Still awaiting response from neighboring GSOCs,

+ Add Attachments 47 | S000

™ Evacua... | 0.01IMB x

Clos{‘ c“ - m

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

Notes @

SV 10 seconds ago, by >

SV 19 minutes ago, by >

Add a Note

+ Add Attachments 0/ 5000

Closa

» 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
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needed.
SV Aug 27, 2025 12:27 IST, by P2 |
Still it from nelghboring GSOCs.

O Evacua.. | 0.01MB

SV Aug 27,2025 12:08 IST, by >

Sent to local operators for response coordination.

+ Note Attachments can also be previewed by being clicked on.

Evacuation floorplan V1.png

File Size 0.14 MB

63



Yeverbridge

Overview Tab

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

Cvervew | Dashbosids  Alems  Communicatons  Tasks mpacis  Documents  Trackers  Fore Repors

Task Lists Communications Trackers
7 15 o San Jose \

e — 2 Mot L - 2 - .J,\:l.
..... = : e Fresno — TH% 8

—_— 4 CALIFORN A

CESENER oo ©
N - o
Description

Prisary concere inciude power outages, floodieg, structursl damage 1o laciities, supply chain disruptions, and A
RO Lol LAy Tl

Immedate &otons. Requaed
« FREility PG and vemory [Holection Drosotols

San Diegc;a a
LA +

Tiivana Mexicalgl

O Asets ® Poecepier 12 EACalaned Sutamii ik o Wit Addoess [Pemr— e
" | 689 9274 &0 ¥ | 2 Caitomia
o : [ .
Event Additional Details Event General Information B
Aavisary Tioe Ao Ty L=
Wrter .:x...r-.._-nh.. ;,T.,m L 3 x Tiner Torw Event Ladd Modified By
iy Stanaiang Tieng Sarah, Vers i
Evacancn Canes Rl L Ragional mpact ey
kel Lot R e Fascer vt L st T
- Uncategorired Aug X7, 105 1407 5T

Evmnt Chmnficasen Love Eateran Agences Metig Asdmcmal Detad hasel Thms X
Vil & vl mcin - S v i el i i Jul 77, 2035 OX 13 5T T
) ) BT A [E ey Sareid L sl By Templabe
Murstser of abecied aloees 3 1 EX-23 Fart SR, M O B

HuFIzane & Storm Redponds Pl

Flastifiar iticens Tuahi aever] Darshbedard
on

Summary Views

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

o 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 Critical Event's Task List tab.

Task Lists
In Progress - 2
Not Started - 1

B

Mot Launched e

>» Requires Attention

»  Unassigned

II

o Communications Summary View - Displays the total number of
Communications attached to this Critical Event, 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 Critical Event's Communications tab.

Communications

2

Not Launched e

.

Active a——

»>» High Priority

I

»» Below 80% Confirmati... 1

o 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 Critical Event's Trackers tab.

Trackers

Active —— 2
Mot Launched — e 1
Closed - l

»» 0% completion 2

Description

The Critical Event Description is either inherited from the used Critical Event
template or entered manually by the operator during launch. It should offer a high-
level explanation of the Critical Event 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 Critical Event is still
active.

Description Edit

Primary concerns include power outages, flooding, structural damage to facilities, supply chain disruptions,
and employeefcustomer safety risks.

Immediate Actions Required:
- Facility securing and inventory protection protocols More

Impact Summaries

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

Assets People Escalated Submissions Alerts

689 @ 5274 12 o ® 5
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Location

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

e .
rancisco
@

San Jose

Los Angeles

N
Diegog e
@ -~

_..,.'-v-*“ +

Address Location Name
California

Edit

Event General Information

The Event General Information section offers key details about the Critical Event,
such as the Time Zone it was launched in, who launched it, and which template
was used.
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Event General Information G
Time Zone Event Last Modified By

India Standard Time

Folder Event Last Modified Time
Uncategorized Aug 27,2025 14:07 IST

Launched Time Mode

Jul 22,2025 03:13 IST Live

Launched By Template

Hurricane & Storm Respons...

Notification Task and Dashb...
On

Click Edit to change the Critical Event'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.

Event General Information

* Time Zone

Q. (GMT+05:30) India Standard Time (Asia/Calcutta) -
End Time

MM -DD-YYYY HH:MM @]
* Folder

Uncategorized X -

Motification Task and Dashboard Alerts

' On ott

Close
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Event Additional Details

Any Custom Fields or Incident Variables configured in the Critical Event template
will appear in the Event Additional Details section.

Event Additional Details

Advisory Type Alert Type 0 Category
winter Weather Advisory INITIAL 3
Evacuation Centers Risk Level Regional Impact Area

Memaorial Sports Complex - 450 Stadiu...

Event Classification Level

Leved 2: Regional incident requiring are...

Affected Stores

Number of affected stores: 3 1. CX-23 ...

High: Significant disruption 1o operatio...

External Agencies Notified
Police, fire depariment, emergency mae...

Support Requested (Emergency Servic...
Fire suppression, medical response tea...

Maetropolitan area impacted

Additional Details

The announced work stoppages are lik...

Edit
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Dashboards Tab

The Dashboards tab allows users to review and manage a Critical Event'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.

Ovwerview |.'_'fn.-\l:o~-d\-| Mers  Communications Tasks mpacts  Documents  Trackers  FoomReports  Sibuation Reports  Meeting  Hool Cawse  Excalated Submission
o Fase c
2 Manage Dashboard & Public Link
Event Details - Audit Log -
Everd Start Timsg Event Close Time:
Map  Satelliv [ ] Map  Satellits [ 35 1 went Audit - Export
E i Crer 4 Oy
Updated On Action
e
San Fiancice
9 AR
Panaml
Spreted
L os Angele
San Diegs.
Documents (5] = Hotes (4) =
Add Dotument | Uipkaad Mew B | Delote
Evacustion Plan dos
Fibe e Fée Size B Evacustion Pan.docx I
[+
o e -
[ w
o

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

o w o Dashbasd Alarts c o Tank: ! ! Dot Forrm Repats tuation R Moating  Root Caute  Escalated Subsnivion
E L & y Ope
& Manage Dashboard & Public Link
Motes (4) = Meeting Minutes (0) -
- 3
vt -
Edit Dielete e T ™
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Creating a Dashboard

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

1. Click Configure, then Create New.

Overview  Dashboards  Alerts Communications  Tasks pacts  Documents  Trackers  Form Reports  Siustion Reports  Meeting  Root Cause  Escalabed Subenisshon
e
I & Hurve }.—,.1.1:<| & Public L
Event Details - -
Map Satellit | Map Satellit |
Updated On Action
T
Panand ’
Springd

2. The Add Dashboard modal will open. Give the new Dashboard a name that
clearly describes its intended purpose.
3. Select the desired Widgets to add to this Dashboard.
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» Under Events, choose which Widgets to include on the Dashboard.

Add a Dashboard x

Step 1 of 3 - Select available widgets

* Dashboard Name: Time-Sensitive Items

Event Details

Tasks
@ Incident Notifications

Custom
Root Cause
Documents
@ Task and Note Documents
@ Dashboard Comments
Notes
Meeting Minutes
Audit Log

& Tasks Needing Attention

& Escalated Submissions

Cnncvl m

The following Widgets are available for selection and configuration:

o Event Details - Displays key details about the Critical Event.

o Incident Notifications - Displays information about Incident
Notifications associated with the Critical Event.

o Root Cause - If applicable, specifies the Root Cause of the Critical
Event.

o Documents - Displays any included Documents.

o Task and Note Documents - Displays any Documents attached to
Tasks or Notes.

o Dashboard Comments - Users can add Comments about a single
Dashboard in the event. 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.

o Notes - Displays Notes related to the Critical Event. 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 Critical Event. Users can edit or delete their own Notes,
while Administrators can edit or delete those left by others.

o Meeting Minutes - Displays a record of what happened during a
meeting.

o Audit Log - Allows users to see an Event Audit Log, Dashboard
Audit Log, or both. They can also export these audit logs.

o 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.

o Escalated Submissions - Displays any Escalated Submissions
associated with this Critical Event.

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

Add a Dashboard x

Step 1 of 3 - Select available widgets

* Dashboard Name: Time-Sensitive ltems

Events

Custom

All Task Lists

Browse and Select Task Lists (7)
Q Show: Allv
@ Facility Lock Down
Hurricane Preparedness - HR
Pre - Hurricane Preparation Activities
& Communication Tasks
Hurricane Activation - CMT
Hurricane Recovery - Facilities

Incident Response Team

Cancel @

e Under Custom, either:
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o Click Create to create a new Widget from scratch. See Creating a
Widget below for more information.

Add a Dashboard *

Step 1 of 3 - Select available widgets

* Dashboard Name: Time-Sensitive ltems
Events £ Create Add from Library
Tasks Browse and Select Custom Widgets (0)
Custom Q Show: Allv
Cancel @

o 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.

Add Widget from Library

All Custom Text Webpage Widget Comment pearch
(@) Widget Name * Type Last Modified On
Custom Widget - Comment Widget Comment Jun 11, 2024 02:02:27 EDT
Custom Widget - URL Webpage Jun 11, 2024 02:02:07 EDT
(O cCcustom Widget Text Custom Text Jun 11, 2024 02:01:42 EDT
D Document Library Widget Comment Nov 14, 2024 00:50:24 EST
EB Policy Webpage Jun 11, 2024 02:37:30 EDT
(O Everbridge Privacy Policy Custom Text Jun 6, 2024 05:52:37 EDT
(O Generic Widget Comment Widget Comment Apr 5, 2024 08:37:59 EDT
(O Generic Widget Comment Special Widget Comment Jun 6, 2024 01:51:38 EDT
O Hello Custom Text Feb 26, 2025 14:11:23 EST
O g Custom Text Feb 21, 2025 01:08:17 EST

View1 - 100f13 < 2 > 10 / page
=
Once added to a dashboard, any changes are relegated to this {_\._Cancel_/
dashboard view and do not affect the library version

4. 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.

Add a Dashboard x

Step 2 of 3 - Share with users

® Al Users

Private - Organization administrators and invited users can access the dashboard
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 Private - Invite specific roles and/or Users to access this Dashboard.
Note that Organization Administrators will have access by default.

Add a Dashboard

Step 2 of 3 - Share with users
All Users

Roles

Selected [1]

<) Internal Everbridge Stakeholder

@® Private - Organization administrators and invited users can access the dashboard

Users

Selected 13]
x) Sarah
%) Jency
%) Emma

Cancel < Back @

5. 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.

Add a Dashboard

Step 3 of 3 - Share with contacts

2

Individuals

1

Groups

1

Rules

Preview Contacts

settings.

& Clear selected contacts

o Mobile push, SMS and email are default for dashboard sharing notifications path. Users can narrow the path to one only in alert templates
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6. Click Save. The modal will close and open the new Dashboard in the list view,

where it can be refined further as needed.

Overview  Dashbosrdy Aloriy Communications Tarsks. impacts  Documents  Trackers  Form Reports  Situstion Reports  Mesting  Root Cause  Escalated Submission

Executive Leadership Dashboard  Siore Opevations Dashboand  Faclities and Maintenance  Customer Communications

0 Manage Dashboard & Public Link

Incident Notifications (15) — Dashboard Comments (0} Lo Escalated Submissions (0) !
A Wit Bk Elgtinng Add Sehoduled
Termplate It Fcident + Status Title
Status Hams Open Duration

HUFTICane Prepas

Responder Team

Response Team

n Tasks MHeeding Attention (1) - Communication Tasks - Facility Lock Down -
-
Event Name
o Li Facility Lock Down
Taak Lint 10
Review plan details and procedures for o 1 1 r 4 tasks
Drwnar
accuracy
2
Commeents:
[+ [T d
L Jask Hacy Lo
External Coondination Tracker = Task and Note Documents [1) -
B wsert a Record
File Nama = File Size
Full Mama Age o
1

Creating a Widget

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

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

Add a Dashboard

Step 1 of 3 - Select available widgets

* Dashboard Name: Time-Sensitive ltems
Events Create Add from Library
Tasks Browse and Select Custom Widgets (0)
Custom

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

Create a Widget

* Widget Type: Select..

Custom Text
Webpage
Widget Comment
Tracker

Form Report

Select a widget type above to get started

Cancel

4. 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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Click Save.
Create a Widget X
* Widget Type: Tracker d
* Title: External Coordination Tracker
Default ¥ List = Q
Status Tracker Name Last Modified On -
Aug 27, 2025 17:07:09
Closed Preparation Status for Logistics lEJ, ‘ ’
EDT
Aug 27, 2025 17:07:09
@ Active Damage Assessment - T+1 l% ‘ ’
EDT
Aug 27, 2025 1707
®) @ Active External Coordination A
EDT
Viewl - 4 of 4 10 [ page
Cancel @

» 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.

Create a Widget

* Widget Type: Custom Text

* Title:

agraph hd B I

v Add to Widget Library

S U A v 12pt v sans-se

5. 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.

Add a Dashboard
Step 1 of 3 - Select available widgets
* Dashboard Name:
Events B Create | Add from Library
Tasks Browse and Select Custom Widgets (1)
Custom I Q Show: All ¥
|Q External Coordination Tracker
Cancel

Managing Dashboards

Individual Dashboards for a Critical Event can be managed and edited from the
Dashboards tab. To do this:
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1. Select the Dashboard to be edited and click Manage Dashboard.

Overview  Dashboards Aleris Communications Tasks mpacis Documents  Trackers  Form Reports  Situation Reports Meeting Root Cause  Escaldied Submission

Executive Leaderihip Dashbaand S%ore Operabions Dashboand  Facilfies and Mainbenance  Cusiomes Communications
Incident Natifications (15) B Dashboard Comments (0] - Escalated Submissions (0) -
Ak Exint rg Add Scheduled
InCident i Statui T

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

@ incident Notifications

Custom

Root Cause

Documents

@ Task and Note Documents

@ Dashboard Comments

MNotes

Meeting Minutes

Audit Log

@ Tasks Needing Attention

@ Escalated Submissions

Cancel Save

Manage Dashboard X
Content Share Internally Share Externally Delete This Dashboard
* Dashboard Name: Time-Sensitive Items

Events
@ Event Details
Tasks

(7]

3. Click Save to retain the changes and be returned to the Dashboards tab.
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Deleting a Dashboard

A Dashboad can be removed from a Critical Event from the Dashboards tab. To do
this:
1. Select the Dashboard that needs to be deleted, then click Manage
Dashboard.
2. The Manage Dashboard modal will open. Click Delete This Dashboard in the
top-right corner.

Manage Dashboard x
Content Share Internally Share Externally Delete This Dashboard
* Dashboard Name: Time-Sensitive Items

Events
@ Event Details
Tasks

@ incident Notifications

Custom

Root Cause

Documents

@ Task and Note Documents

@ Dashboard Comments

MNotes

Me#ting Minutes

Audit Log

@ Tasks Needing Attention

Escalated Submissions

Cancel Save

3. 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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to proceed.

Delete This Dashboard 4

Deleting the dashboard will permanently remove it from
the Organization. This cannot be undone.

Are you sure you want to continue?
| Cance
e

4. 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:

1. Select the desired Dashboard.
2. Click Public Link.

Overview  Daihboands Adaiti Communicationi Taikid Imnpacts Documants  Trackers  Form Reports  Stustion Reports Meating Rost Coise  Elcalabed Submiiiion

£ Manage Dashboard & Public Link

Evienit Datinils — Audit Log =
Map  Satellit [ Map  Satellit [} Aug 25, 2025 15:30:00 EOT L - Euport

Updated On Action
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3. 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.

Public Link X
Public Link
https://evbg.co/swphp8 Copy

= Emall recipient(s)

@everbridge.com X

Emails remaining: 199

Include a message
Dear user,

A dashboard (Executive Leadership Dashboard) for a critical event (Severe
Thunderstorm Watch - California) has been shared with you.
0 /5000

g N
( cancel )
& =

4. Edit the Message field as needed, which will be used as the body text of the

email.
5. 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.

has invited you to view "Executive Leadership Dashboard”

Dear user,

A dashboard (Executive Leadership Dashboard) for a critical event (Severe Thunderstorm Watch -
California) has been shared with you.

---------

* Forward

85



Yeverbridge

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.

Overview  Dashiboards Alerts COMITUENICathns Tasics mpacts  Documents  Trackers FormReports  Situation Reports  Mesting  Root Cause  Escalated Submission
Saore Opevations Dashboard Faciities ang Malmenance Customes Communicatiens Canfigure =
@ Manage Dashboard & Public Link
Event Details - Audit Log -
Evera Start Time Event Closs Tims
Map » Map i Aug 75, 202 vent Audit - *pott
Satellite Satellite ) . .
Evint Chamer Task and Dushboarg Updated On Actien
SaLramenta E
Documents (5] = Hotes [4) =
Add n QT
File Nama File Size +
sy do - not - delete a o
& i
Edn D
s
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Rearranging Widgets

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

Ovarview  Daihboaids Alertd Commurscations Tadki Impacts Dretumants Trackers  Form Reponi  Situllion Reportd Mesling Rt C Escalated Submiiiisn
Stodw Oparations Dashooard  Facilnes and Mantenance  Cusiomsr COommumicatons Canfigure =
& Manage Dashboard & Public Link
Audit Log -
Event Details ol
= Action
Eve
Map  Satellit [ ] Map  Satellit [ A
Eve |
chacramants -
O5an Francisco H
m,...’ A
Sririey
Los Angries
S Do —
Documents (5] ation M
Fite Namar File Size = l

Editing Widgets

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

select Edit.
Audit Log
| Edit
Event Audit Log v ( Exp
~___ Remove

Updated On Action

Aug 29, 2025 Note Added to Critical Event

00:05:31 EDT

Aug 29, 2025 e

00:05:30 EDT Note Added to Critical Event

Aug 27, 2025

g <7, Critical Event Opened

17:07:09 EDT

Aug 27,2025 .

16:28:22 EDT Critical Event Closed

Aug 27, 2025 Note Added to Critical Event

15:27:50 EDT

3. Rename the Widget.
Edit Audit Log Widget X
* Title: Critical Event Audit Log
() CD
ance
\ Cancely
4. Click Save.

Removing a Widget

Users can remove a Widget from a Dashboard. To do this:
1. Select the Dashboard.
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2. Click the meatball menu icon for the Widget that needs to be deleted and
select Remove.

Audit Log []
Edit

Aug 26, 2025 .

17:21:38 EDT Critical Event Baselnfo Updated Renr?mwe
)

Aug 26, 2025 .

17:21:22 EDT Critical Event Baselnfo Updated

Aug 26, 2025

1;?20:42 £ Critical Event Baselnfo Updated

Aug 26, 2025

1;?20:1’1 DT Critical Event Opened

Aug 13, 2025 .

16:53:55 EDT Critical Event Closed

Aug 11, 2025

1;?05245 DT Incident Marked as Close

Aug 11, 2025 ) N

11:59:58 EDT Incident Added to Critical Event

Aug 11, 2025

1;?59:518 DT Incident Added to Critical Event

3. 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 Critical Event.

Orverview Dashboards Alerts Communications Tasks Impacts Documents Trackers Form Reporis  SHuation Reposis Meebing Root Cause  Escalated Submission
Alerts (2]
ACTIVE ALERT
Thirsderstonm S
. Thamderabors [ Srveer Thusdentorm  Bay County, Plocida Servene
Severe Thundersioerm Warning
19 -- @ g Severe Thunderstorm Warning
Thismderstonm Mincd Details  Asate  Mistory & 40 ® ¥ = £ B =
Savere Thungersioem Watch
129 s Graup Una 1 2 Cremer ah

Event Start - 1 day ago
5 Dad

B/28/2025, 12:00:00 PM
Event Reported - 1 day ago
BI28/2028, 12:01:05 PM
Event Source

Meather Events [US)

Q 1 attected Assets

O km (0 miles) 1o the nearest Asset
@0 Attected People
Description
More Information
hitps:/falarts. weather.gowsearchTid =urnioid: 2.459.0.1.840,0. 201 268380356 1 9929945 53db3e7 07 fdc 75 2254 26.001.1
Segments

Bay, FL

& Linked to Critical Event

Sovere Thunderstorm Watch - California (2

Thunderstorm - Aug 28 2025 2

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

¢ Details

o Assets

o History

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

Event Start Date/Time
Event Reported Date/Time
Event 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 Critical Event

Linked to Critical Event

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

& Linked to Critical Event

Severe Thunderstorm Watch - California [{," @ Unlink
)

Thunderstorm - Aug 28 2025 £

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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Owerview  Dashboards Alorts

Alerts (2]

(w Severe
Severw Thundersicem Wanning
Jul 79, 7035 1201 15T 19 - @
Thisndersionm Minar
Servee Thundestorm Watch
Jul 21, 2025 1754 15T 129 - @&

Commaunications

Tasics Impacts

ACTIVE ALERT

Documents

Trackers

Thamderitonm | fevere Thundentorm  Bay County, Florsta

g Severe Thunderstorm Warning

Datails  Adsets  History

BITOIIOTS, FEE-AD PM

Form Reparts

SAUALON Reports

Mecting  Root Cause

@ a w 2 » 8 B

Escalated Submission

TITO{I0TS, 1-45:43 PN

TIIWI0TS, 12:41:00 PM

FIOI0EE, 1230000 PM

TIIOVI0LS, 12:06:58 PM

TIOIIOTE, 1T06-43 PM

TIIRIOES, 10108 PM
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Communications Tab

The Communications tab hosts any Incident Communications associated with a
Critical Event. It also allows users to add an additional Incident Template, an
existing Incident, or add a Scheduled Incident.

Overview  Dushbosrds Aderts. Commmune athons Tasks mpacts Documants  Trackers  Form Reports  Situation Repors Moating  RootCause  Escalsted Submistion

ncident Communications (15) B Add Inchdent Template D idd Existing Incident B Add Scheduled Incident

Status Wode Mam Crpen Charation Cpened On Cpenad By Last Updated On «

Flatbush Ave & Farrsgut R 1 4R 1 1ls Aug 11, 2025 11:4 EDT

Annapchs Rd & Hoffman A

Main 5% Ext & Main 51 - Th

Larchmant Rd & Battlo Hill

Dalawood Dr & Brockdell D

Burroughs Rd L Black Roc

Riwer Mre & Chalicstone A

Halsoy Swiel Homs High

W Saint Barnaed Highwary

Eirm 5t & LibaTy 5t - Ther

View 1 - 1000 15 i 3 > 10 / page

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

¢ |ncident Status

¢ Incident ID

e Opened Date/Time

e Last Updated Date/Time
e Closed Date/Time
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@) Everbridge 360~

« Incsdent Detads i with Thvs page @
L]
€] S‘eﬂvernlrhugdustorm Watch - California
w . e
Flatbush Ave & Farragut Rd - There are reports of a barricade situation in the area. »
ncident ID: 3243354754124985 Aste Retresh () ¥ e
Oparsd Last Updated (== -
25 114835 EOT Aug 11 T Ay 1 L5 Imcisent Repet
a
» i .
Naotifications
a Stabus Maode Pulslished Tithe ~ Sent On Sert By Sent T Charts
Flattuih Ave & Farragut Rd - Thene are
;m::hz::dmlrcmuntmnlwaln dag 28 2 1 O

Incident Journal @ sew ey

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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i Everbridge 360~

i Notifaaton Detady

€] Severe Thunderstorm Walch - California

HOTIFICATION DETAILE:

Flatbush Ave & Farragut Rd - There arereportsofa.. w =«

Motification ID: 3 965

Details

L ] b heatification Mode
etification Type
TR ol imeminent Thieat 1o Life:
0 Priority Gresting
Send Froem
Start
Endt
Servt by
S 1 [ 1 contacts
Wikon Riconding
Mozrage Format
Cacalation
Inciderd Subscribers

Inciderd Tore:

Confurmed Contact Hame Confamrd Methaod Confirmed Method Value Confirmation Tme:

Page 1 ol 28 w

L&) Flatbush Ave & Farragut Rd - There are reports of a barricade situation in the area.

Aato Refresh (T])

bush Ave & Famragut Rd - There are reports of

ade situation in the area. Event closed

First Astmmpt Time

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.

Confirmed Contact Hame Confirmed Method Confirmed Method Value

Attermpt Dedivery Method Dedivery Method Value Call Result

Confrmation Timae

First Attempt Time

Attermpt Time

95




Yeverbridge

» Settings - Displays the settings used to send the Notification, such as
Delivery Methods, Notification Duration, and more.

T o

NOTIFICATION CONTACT
Sende E-RAsl Diaplay EverbrdgeEm erprisedients Organization ComMacts.
Riply-to E-lsl

Sender Caller 10 Contact Palygons)

Sercles SMS 10

Enforce privacy
Dedivery Order
Dedvery Mathods:

TS et LIAL

Krrarrice delivery merthod slatun and quist time: N
Agply Vokcn Delivery Throttle s

Batification Duration:

Conact Cycies

Cyche interval

Eredvery Method interval

Wiodow Delivery i =
Wascernail preference Message Gnly
Confarmmc i
Evertidge Mobile App Settings: Whwr
Language Evglish (LI5]
Fesponee Subcriphons e

it e contacts bo the incident chat e
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¢ Incident Variables - Shows which Incident Variables were included in this
Notification.

Delivery Details Settings Incident Variables Operator Confirmation
IncidentlD: 3243354754124985
Message Title: Flatbush Ave & Farragut Rd - There are reports of a barricade situation in the
area
Message Body: Message Body Text
Today's Date: 08-11-2025
_CEM Link to Alert https://manager-dev3.everbridge.net/saml/login/dev3vccssotest/alerts/?al
Management: er=841d8a55-5a32-49a0-aa01-d2cd2299ddc4
VCC: Link to Alert: https://dev3vccssotest.vee-dev3. everbridge.net/?link=alert 841d8a55-5a32-

49a0-aa01-d2cd2299ddcd

VCC: Alert Title: Flatbush Ave & Farragut Rd - There are reports of a barricade situation in the

area. Event closed.

o 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.

Delivery Detalls  Settings  Incident Variables | Operater Confirmation
SELECT AND CONFIRM FOR CONTACTS Yiou are updating confirmation for 1 contaets Update Confirmation for Contacts
Using the checkbaes in the table below, select and confirm for contacts
= Relfresh First Name * Hame Q. Reset
Confirmed Contact Name Extornal ID First Attempt Time
N mASIGEITIEBE2TIZTAD Sep 02 2025 1319:39 POT
Page 1 of1| 25 ~ View 110l 1

Adding an Incident Template

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

1. Select the Critical Event from the Events List.
2. Open the Communications tab.
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3. Click Add Incident Template.

Overview Dashboards Alerts Communications Tasks impacts Documents Trackers Form Reports  Situation Reports Mesting Root Cause  Escalated Submission

Incident Communications (15) 0 Add tcident Tomplate 0 Add Exivting Incident B Add Schaduled Incident
Status Modae Namae Open Duraticn Opened On Opened By Last Updated On .

Live Fatbush Ave L Faemagut R Od 4h 13m 11s Aug 11,2025 11°48-3% EDT Aug 11, 2025 1601°46 EOT @

] i Live Annapolis Rd & Holman & 3 &h & 254 Aug 11, 2025 11:42-22 EDT Aug 11, 2025 15°:46:47 EDT
Madn 5t Ext & Main St - Th Od 4h Gm 433 Aug 11,2025 11:22°03 EDT Aug 11, 2025 153146 EDT @
 Ciues Larchmant Rd & Battie M Od &h 1 215 Aug 11, 2025 11:30:2% EDT Aug 11, 2025 153146 EDT @
L L Dalewosd O & Becokded Od 4h &m 218 Aug 11, 2025 082525 EDT Aug 11, 2025 123146 EDT @

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

Add Incident Template X

Crisis Management

Scenarios ®) Mame -

TEMPLATE CATEGORIES
Chemical Attack

Accident Management

0O O

Active Shooter
Air Incident

a

Air Quality Employee Safety Check

Crisis Management
Crisis Management
Critical Biz Ops
Cyber

Dangerous Chemicals

Cancel Add Selected Templates

5. The newly-added template can then be launched from the Incident
Communications list on the Communications tab.

L] . Live Hurricane Preparednass &d 1h 45m 12s Jud 23, 2035 081330 EDT Jud 27, 2025 075832 EDT @

L] 5 Liwe Responder Teams Activati 5306 28m 51 Jul 22, 2025072828 EOT Jul 27, 2025 075819 EDT @

. e Live Reiponie Toam Activalio 008 O 283 Jul 22, 2025 07:32:38 EOT 4l 227, 2025 073306 EDT ®

& Launch Employes Safety Check ®
View 1 - 1604 16 1 30/ page
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Adding an Existing Incident

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

1. Select the Critical Event from the Events List.
2. Open the Communications tab.

3. Click Add Existing Incident.

Qwverview  Dashboards Alerts Communical mpacts Documents Trackers Form Reporis  Situateon Reporis Meeling Reot Cause  Escalated Submission
Incident Communications (15) DAdd incident Tamplate -
Status Mode Namw Open Duration Opened On Opened By Last Updated On +
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4. The Add Existing Incident modal will open. Select any related Incidents that
should be attached to the Critical Event, then click Add Selected Incidents.

Add Existing Incident x
O\' Reset @
@ L Mode Mame Open Duration Opened On Opened By Last Updated... +
O @ Active Live US Highway 33 ... 0d1h 33m 135 Sep 02, 2025 1... Sep 02,20251..
O e active Live NW 2nd Ave & 0d 1h 35m 31s Sep 02, 20251 Sep 02, 2025 1.
D ® Active Live Rhoda Ave & Gr... 0d1h41m 10s Sep 02, 2025 1... Sep 02,2025 1...
O ®Aciive Live Rogers Ave & B... 0d 1h 44m 27s Sep 02, 2025 1... Sep 02, 20251...
O e active Live SWaBthSt&s 0d 1h 45m 565 Sep 02, 20251 Sep 02, 2025 1...
O ® Active Live Freeport Rd & M... 0d 1h 48m 31s Sep 02, 2025 1... Sep 02,2025 1..
O ®active Live Bear Creek Blvd.., 0d 1h 49m 275 Sep 02, 2025 1. Sep 02,2025 1...
® Active Live 12th 5t S & 67¢... 0d 1h 53m 235 Sep 02, 2025 1... Sep 02, 2025 1...
0O ®Acive Live E Palm Dr & SE ... 0d 1h 54m 5s Sep 02, 2025 1... Sep 02, 2025 1...
D @ Active Live New Ln & Antho... 0d 1h 58m 4s Sep 02, 2025 1... Sep 02,2025 1...
View 1 - 10 of 75043 2 3 4 5 wss  T505 > 10 [ page
TN Add Selected Incidents
5. The newly-added Incident will now appear in the Incident Communications
list, where it can be monitored, updated or closed as needed.
Overview Dadhiboards Alerts Communmit ations Tasks Impacts Docurents Trackers Foam Reports  Situalion Reponts Meotsng Root Cautd  ESCalBdd Submission
Incident Communications (17) O Add Incidont Temglaie ) Add Existing Incident [0 Add Scheduled Incident
Status Moo Maeri Opan Duration Opened On Opereed By Las? Updated On o
& Actn Action=  Live 12th St S Y EMh Ter 5 - T 0d 2h m 303 Sep 2, 202% 15:44:11 EOT Sep 2, 2025 15:44°12 EOT @
Update
o Close With Notification | st Ave & F Ocl & 13 113 Aug 11, 2025 11:48:35 EDT Awg 11, 2025 160146 EDT
Close Withaut Notification
& e I Arapois Rd & Aug 11, 2025 11:42:22 [OT Aug 11, 2025 15:46:47 [OT

Adding a Scheduled Incident

Users can add a Scheduled Incident to a Critical Event after it's been launched. To
do this:
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. Select the Critical Event from the Events List.
. Open the Communications tab.
. Click Add Scheduled Incident.

WN o

Owervew  Dashboards Alerts Communications Tasies mpacts Documents  Trackers  Form Reports  Situabion Reports  Mesting  Root Cause  Escalated Submission

Incident Communications (15) 10 Add rcident Template 0 Add Exivting Incident

Status Modae Namae Open Duraticn Opened On Opaned By Last Uipdiated On -

Flatbush Ave L Farragut R

Annapols Rd & Holman A d &h & 255 Aug 11, 2025 11:4222 £DT Aug 11, 2025 1546247 EDT

Madm 51 Ext & Main St - Th

Larchmon? Rd £ Battie ME

Dalewosd Dy & Brookdel Od 4h &m 213 Aug 1l 2025 082525 EDT Aug 11, 2025 123146 EDT @

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

Add Scheduled Incident x

Q,) Reset @
(m) Schedule Name Mode Schedule Next Run Created On - Created By
O Quarterly Incident ... Live Nov 15, 2024 11:... Now 15, 2025 11:... Nov 14, 2024 21:....
Thunderstorm Sea... Live Sept 10, 2024 03:.... Sept 10, 2025 03:... Jul 19, 2024 20:0...
Viewl-2of2 - > 10/ page

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

Hurricane Preparedness 54 1k 4%m 125 22, 2025 06:13:20 EOT 27, 2025 07°58:32 EDT @
Responder Teams. Activat 540k J8m 51s 22, P05 072928 [OT ul 27, 20507 19 COT
Response Team Activatio 4 22, 2025 073238 EDT 22, 2025 073308 EDT
@
View 1 - 17 o 17 1 30 | page
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Task Lists Tab

Click the Task Lists tabs to review any Task Lists associated with this Critical

Event. Note that Everbridge 360 Critical Events currently uses the Classic

Everbridge Critical Events framework for creating, managing and utilizing Tasks
and Task Lists associated with a Critical Event.

Task Lists (6)

Status List Name

2 Launch #  Facility Evacuation

& Launch 7 Major

£ Launeh 7 Major Fac

& Launch #  Major Facility Closune - HR

& Launch #  Recovery Transition - Site Team

& Lawnch #  Major Facilty Closure - Faciity Team

Owner

View 1 - 6ol 6

1

Overview  Dashboards Mlerts Communications | TaskLists | Impacts Documents Trackers  Fosm Reports  Situation Reports  Meesting  Root Cause  Escalated Submission

Complotid Tasks

10/ page

B Acd Task List

See the Managing a Live Critical Event section in the Crisis Management User

Guide for more details.
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Impacts Tab

The Impacts tab breaks down how many Assets and Contacts are affected by the
Critical Event. It's divided into two panes: Assets and Contacts.

Assets Pane

The Assets pane displays a count of all affected Assets by Asset Type. The total
affected Assets count can be seen in the Data View to the right.

Owverview  Dashboards Alerts Communcations Tasks Cocuments  Trackers  FormBeports  Siustion Beports  Meeting  RoolCawse  Excalated Submission

Affected Assets

m ComEet Data View B Save View
ame Total
ASSETS CONTACTS
Asgociate Dices 14 689 5,2?4

Brich arvd Mosiar Locationds

Factories

Glebal Cistribution

Click on an Asset Type from the list to see a full, downloadable report showing all
affected Assets of that Asset Type.

i Everbridge 380™

O Critical Event Deta Harlp weith s page @

Associate Offices m Associate Offices E?f-‘l5J

Externad ID Mo Catagory Last Mtodifiad By

(=]
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Contacts Pane

The Contacts pane displays a count of all affected Contacts by Contact Type. The
total affected Contact count can be seen in the Data View to the right.

Overiew  Dadhbasrds Mg CHmmLUNE Ao Tasks Dacumants Trackers Form Repodts  SAuAlion Repss Meating Aot Cluts  Edcalbed Submitlion
Affected Assets
m Data View B Save View
Hame Total
ASSETS CONTACTS
Empayers 4,301 689 2,274
Exocutives
vIr 304 O Acd item
Family

Click on a Contact Type from the list to see a full, downloadable report showing all
affected Contacts of that Contact Type.

o

@ Critical Event Det Halp with tis page §@
Employees E] Employees (4321)
Exterraal iD Country Last M First Mame [T Suin Location Nama [

Data View

Users can create different tile ltems for views that show specific totals for certain
Asset or Contact Types. To add an item:
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1. Click Add Item in the Data View panel.

Data View B Save View
ASSETS CONTACTS
689 5,274
Add Item

2. The Add Item modal will open. Give it a name.
3. Select if this Item should apply to Contacts or Assets.
4. Select the desired Asset or Contact Types.

Add ltem X

* Name

Affected Buildings

Select Assets/Contacts to group

Assets

* Select Asset Type

Buildings X
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5. Click Save. The new tile Item will appear in the Data View. Click on it it to
access the drilldown data.

Data View B Save View
ASSETS CONTACTS
689 5,274

Affected Buildings

681

Add Item

Enabling Member Portal Drilldown

If desired, users can enable the Critical Event drilldown for both Assets and
Contacts in the Member Portal by selecting the applicable checkbox.

Owerview  Dashboards Meris Communications Tasks mpacts  Documents  Trackers  Form Reports  Sfuabion Reports  Meeting  Boot Cause  Escalated Submission

Affected Assets

m Contacts Data View B Save View
Hamse Tedal
ASSETS CONTACTS
Associate Ofces 245 639 5,2?4

Brick and Mortar Locations

106



Yeverbridge

A confirmation modal will appear. Click Enable to allow Members to utilize the
drilldown in the Member Portal.

Enable asset/contact drill down X

Affected asset and contact drill downs might contain
sensitive information. Please make sure those details are OK
to share on the Member Portal.

Click Enable to continue.
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Documents Tab

The Documents tab contains any Documents that have been attached to the

Critical Event, which can be filtered, searched and sorted for efficiency and ease
of navigation. New Documents can also be added to the Critical Event from this

tab.

Documents (6)

Do o 5

Hamra Type
Fibe (130 KB)
Fibe (178.2 KB)

Fibe [146.0K8)

Fia (120.1 KB)

File (1782 WB)

Fis (178.2 KB)

] Diashboards Aleris Communicabions Tasks

]

dusg 37, IOT5 1532

o 33, 2025 061

Jull 32, 2025 061

Jul 22, 2025 08:1

ol 33, 2025 081

3

3

3

3

05:13

Added By

Seurce

Liwary

Adding Documents

Up to 15 Documents can be attached to a Critical Event 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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Add New X

Add from Doecuments Library
Add from Your Computer

Add a Link

Liorary

Supported File Types

The following file types are supported for Critical Event Documents:

.CSV
.docm
.dotx
.dotm
.eml
.gdoc
.gsheet
key

log

.md
.msg
.numbers
.ods

.odt
.pages
.pdf

rtf

xt

Vi
.webdoc
XItm
XIsx
Xlsm
XItX
.gslides
.eps
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e .heic
e .icon
e .potm
e WMV
e .wav
e .mp3
e .Wma
e .amr
e .ics
e .ical

Adding from the Documents Library

To add a Document from the Documents Library:

1. Click Add then select Add from Documents Library.
2. Choose a Document from the Organization's Documents Library to attach to
this Critical Event by clicking its Add button.

Documents Library Q

Documant Name Type Last Modified
 AdsCoouments o tret

FEMA Resources Liink 06 Aug 2025 03:51:17 IST
Building Layoutipg File (748.8 KB) 30 Jan 2025 08:17:28 15T +
State Contacts File (1.1 KB) 12 Aug 2025 07:15:42 15T +
Medical Requirements.jipg File [87.8 KB) 12 Aug 2025 12:09:05 IST +
ACCounting File (7.8 KB) 30 Jan 2025 08:17:28 15T +
Local Emergency Plans File (8.0 KB) 23 Jul 2025 13:28:24 IST +
Building Plans.csv File (7.4 KB) 16 Jan 2025 18:23:10 157 +
Close

Adding from Your Computer

To add a Document from the current computer:
1. Click Add and then Add from Your Computer.
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2. Upload a file from the logged-in device by clicking the Upload field or
dragging a file into it.

Upload Documents

Add up to 15 files to the Event (maximum SOMB per file)

Click to add or drop files here

Cancel

3. Click either:
o Add to Event and Library to add the the Document to the Critical Event
while also adding it to the Organization's Documents Library.
+ Add to Event Only to add it to only the Critical Event without saving it to
the Library.

Adding a Link

To add a Document from a link:
1. Click Add and then Add Link.
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2. Paste the file's URL into the field and give it a distinguishable name.

r
Add Link

* URL

https://supportcenter.everbridge.com/hc/en-usfarticles/29738741830555-EBS - Everbrit

* Name

Everbridge Suite User Guide

+ Add Another Link

Cancel Add to Event and Library Add to Event Only
b

4

3. Click either:

» Add to Event and Library to add the the Document to the Critical Event

while also adding it to the Organization's Documents Library.

« Add to Event Only to add it to only the Critical Event 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

Overview Dashboards Alerts Communecations Tasks Tt D T F R Sit B Mes R e o Suibe i
Documents (1) a x
Cocumen Fo ) Source = 3 Rt " i
Maema Type Addad Added By Foldar Source
[I} LAt kit T Fis (178.2 KB} ol 22, 2025 06:13 UnCalagarized Linrary

Filtering for Documents

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

e Document Format

12



Yeverbridge

e Source
Filtering by Document Format

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

Document Format Source ¥
Document Format X rype
Q, Search Document Format .nk

fle (1
(] .csv

‘ile (1
BT das

Yile (1
[] .docx

fle (1
[J .docm ‘ile (1

2. Scroll or search for the desired file type(s), then select the checkbox to apply
the filter.

3. The Documents tab will refresh with only the selected file types displayed.

w  Dashbosrds Algrts Communications  Tasks s mpacts  Documents  Trackers  Form Reponts  SAuation Repodts  Mesting  ReotCause  Escalated Subsmission

Documents (1) Q

Document Format pog 8 Source ~ -

Filtering by Source

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

Source X

[] Library
KE
[] Direct

[[] Tasks

Notes

Clear All

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

Documents (1) a
Decurment Format = i Refresh ta view latest updates
Namwe Type Added Added By Folder Source

File (12,0 KB Aug 27, 2025 18:23 Uncategorized E]

Owerview  Dashboards Alprts Communications Tasks mpacts  Documents  Trackers  Form Reports  Siuation feports  Mesting  RootCause  Escalated Submisshon

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
Source
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Owverview  Dashboards Alerts Communications Tasks Impacis Documents Trackers Form Reports  Situation Reports Meeting Root Cause  Escalabed Submission
Documents (7) O Search m

Document Formad  ~ Source -

- Type Added By Faides Source
Ermsigancy Contacts - Local Agens: Fise (178.2 KB) Jul 72, 1025 0613 Uneaegorized Litraery
Evacuation Plan pdf File (178.2 KB) Jul 22, 2028 0613 Uncategorized Litwr sy

Incident Chacidist Form.pol Fite [110.1 KB) Jul 72, 10250613 Uncategoried Litwary
Evacuation ficorplan V12.prg Fie [146.0 KB) Jul 32, 025 0613 Uncategarized Likwrary

CMT Activation Checklisi5. pdf Fie (178.2 ¥B) Jul 72, W05 0613 Uncabegorized Lisrasy
Evacuation Pandocs Fite (13,0 KB) Aug 27, 2025 15:22 Uncategorired Hotes

Everteidge Suite User Guide Limikc Aug 29, 2025 21:48 Uncabegorized Direct

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.

Evacuation floerplan V12.png

File Size 0.14 MB
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Trackers Tab

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

Cvorview  Dashbosnds Alarty Communicationi  TaikLite  Documents Form Reports  Sfuation Repails  Moting  RoofCavie  Escalated Submitison
+ Add Tals
[+] Q
0 Status Tracker Nama Complated Ra Farm Cloged On Croated By Crasted On
i
] © Badge Access B w
Lamnch
war 1 - 1 o 1 10
Adding a Tracker

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

1. Click New Tracker on the Trackers tab.

Cverview  Dashboards Alerts Communications.  Task Lists  Documents  Trachers  Form Beports  Situation Reports Meating Root Couse  Escalated Submission

O sutus Tracker Name Completed Ra Form Closed On - Created By Created On

116



Yeverbridge

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

New Tracker X
e

Enter Details Select Form Select Contacts

* Name:

Suspicious Activity Report

Expires:

Set the action permissions of the Member Portal contacts (i ]

[ Edit submission
[J view all submissions

[J Create multiple submissions

7 =3
[ Cancel | @EYiss
L &

3. Optionally, set an expiration date and time for the Tracker. Once the time has
passed, the Tracker will automatically be closed.
4. Set the following Member Portal visibility permissions as desired:
o Edit Submission
* View All Submissions
o Create Multiple Submissions
5. Click Next.
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6. The Form step will open. Click Select a Form.

New Tracker b 4
(2]
Enter Details Select Form Select Contacts
* Form:

Selecta Form

' s o B
( < Back ) [ Cancel | @EES
S LS

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

Select a Form x

Search name or tag Q

Form Name Tags Last Modified On -

Aug 20, 2025 04:04:00

Badge Log Review Findi
adge Log Review Findings PDT

Aug 14, 2024 14:30:48

Damage Assessment
8 PDT

Dec 13,2022 11:21:31

(® Suspicious Activity Report Form
. uspiciou ivity Report For pST

Dec 13,2022 11:21:08

Vaccine Verification Form Vaccination pST

Viewl-40fd4 < > 10/ page

[ cancel )| @EEE
S /
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8. The chosen Form will now appear on theTracker being created. Click Next.

New Tracker X
(2]
Enter Details Select Form Select Contacts
* Form:
Suspicious Activity Report Form Edit | Delete

b Y ' N
( < Back ) [ Cancel ]
S L

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

New Tracker X
(2)
Enter Details Select Form Select Contacts
* Send to:

° @ 1 1

Individuals Groups Rules

Preview Contacts i Clear selected contacts

|:| Turn off tracker notifications

7 B 7 =N
< Back ) [ Cancel | @ENLTH)
i\ L -

10. Optionally, click the Turn Off Tracker Notifications checkbox if Notifications
should be disabled for this Tracker.
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1. Click Launch. The New Tracker success message will appear.

6
New Tracker X B

V)

Created and Sent successfully!

- Pl L

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

= Add Tab

O st Trackir Name Comgleted Ra Form Clodad On o Created By

Overview  Dashboards Aberts Comenunicatiens  Task Lisis  Documents ackers  FormReporis  Situabton Repeeis Meeting Rooi Cavse  Escalaied Submission

Managing Trackers

Once created, Trackers can be managed from the Tracker Details page in a

handful of ways:

e 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.

Click on a Tracker from the list to open its Details page.
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Ml Suspicious Activity Report o maces Hiennpose &

o A ' i F Send fo: 1 Fanate B show Chart:

L5 CHARTS D Agdchan + Share with contscts | Preview Contscts

B Add Chart

Date [ Time Sine Suspicious Activity Ugdaad Reporier

Adding a Chart

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

[} Everteidge 360~

" - Haip with this page @
* SUSDICIDUS ACUVH} Add Aggregated Chart x
a Explres: Sep 4, 2025 1644 POT  Form . B3 Show Charts
- Tink Preview
¥ :H:-iu <2 Shues with contacts | Proview Centacts
ER
h -—
v Ll -
-]
O Add Chart Agiregate By
&
) Graphic Properties
o

DATA LIST Follow Up | D bneer _ iColumng [ Downlcsd CSY W Filters

Date | Time Bportar

2. Enter the following:
e In the Title field, type a name for your chart.
e Select the type of chart:
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= 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-AXxis 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.
3. Click Save. Your chart is added to the Tracker.
4. 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:
1. From the Tracker Details page, click Follow Up.

* &9 W Everbridge 360~

Ml Suspicious Activity Report o rmwes S vt vl weon @

Sendin: ] [etabie & Snow Chart

¥ CHARTS O AddChan

03 Add Chart

. n"‘“""'""wd
Sitn

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

Follow Up X

Select Contacts

4 1 0

Individuals Groups Rules

Preview Contacts il Clear selected contacts

[J Turn off tracker notifications

/ ~
( Cancel |
. 4

8. Click Follow Up.
Inserting a Record

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

1. From the Tracker Details page, click Insert a Record.

Everbridge 360~ ¢

Halp with this page @

Ml Suspicious Activity Report o s

Expires: Sep 4, 27025 1644 PO Form: F L w Repori Form  Send o: 1 [anatie [ Show Charis

L CHARTS O Add Chan < Share with contscts | Preview Contscis
k)
a
0 Add Chart
s
o
Date [ Time Sie Swipiciout Actrvity Uplasd Reponer
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2. The Tracker form opens just as it would for the intended recipient. Fill in the
Tracker, then click Submit.

“« 4 @ & Everbridge 360~ ©

O Tracier Det

Suspicious Activity Report

Suspicious Activity Form

Fig Mame

3. 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:
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1. From the Tracker Details page, click Share with contacts.

" F 3 (7] ) Everbridge 360~ O

Ml Suspicious Activity Report o mcs Mkt s poas. &

Sendio:1  [citabis G Show Chart

e CHARTS | Agdchan

B Add Chart

2. The Share with Contacts dialog appears.
» Optionally, click Clear selected contacts to start fresh.
3. Click Preview Contacts to see who has already been sent the Tracker.
4. Select your Individuals, Groups, and/or Rules from each pane.
e 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.

N oo

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. From the Tracker Details page, click Download CSV.

o

Ml Suspicious Activity Report ¢ naces P B P

Expire: Sep 4, 2025 1644 P

Send e 1 Eciabie B S Chacts

La CHARTS D AddChart

£ Add Chart

Sulpiciout ACtivty Upload Ripoitar

2. The Download CSV dialog appears. Click OK.
3. Wait for an email of the generated CSV file.
4. 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. From the Tracker Details page, click Manage Columns. The Manage Columns
dialog appears.

Ml Suspicious Activity Report o H et s e @
Expirei: Sep 4, 2025 1884 POT  Foren: Suspicious Acsvity Ry Mlanage Columns * B3 5w Charts

Column Hame

Add Chart

2. 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.

e 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.

3. 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:

1. Select the checkboxes for the Trackers that need to be closed.
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2. Click Actions, then Close.

Crerview  Dashboards iberts  Commaunications TaskLists Documents Trackers  Form Reports  Shustion Beports  Meeting  Root Cause  Escalated Submission
« Add Tab
Actions dewe Trackes Q
=Y
et Name Completed Ra...  Form Closed On 5 Created By Créated On
B ® e # Suipiciou Activity Rep TR Suipiciout Activity Repor S#p 3, 2025 15:52:51 POT
54
Badge Access Revies T o f o Badge Log Review Findin Everteidge 87711046085
Launch
Viewl - 202 1 10/ page

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

Close Tracker X

Are you sure you want to close the selected tracker(s)?

£
| Cancel | LI
S .

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

Owerview  Dashboards Aleris Communications Task Lists  Documents Trackers Fourn Reporis  Siuation Reports Meetirg Root Cause  Escalated Submission
Default + Add Tab
G New Tracioes =
0O Ststus Trackee Mame Completed Aa Farm Cloged On - Created By Created On

U Suspicious Activity Rep

©

Launch

O Badge Access Review T Badae Log Review Findings

Wiew 1 - Tof 2 1 10/ page

Deleting a Tracker

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

Cwverview  Dashboards

Adorts Commianications

Deafaun + Add Tab

Close

O Maw Tracker

“r -

® Cioned

e
Launch

Suspicious Activity Rep.

Badge Accees Review T

Task Lists

Documents  Trackers  Fonm Repodts

e Log Review Findings

Wiew 1 - 2od 2

Sihuation Reports

Closed On -

Sep 3,

5 16:25:12 POT

10/ page

Meeling  Rool Cauie

Crated By

Excalatod Submizsion

Created On

Sep 3, 2025 15:52:51 POT

EO5D. Aug 20, 2025

03522 POT
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Form Reports Tab

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

&t Form Report Tags Form Last Modified By Larst Mesified On

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

Viewing a Form Report

To view a Form Report:
1. Navigate to the Form Reports tab of the Critical Event Details page.

2. Click the Form Report in the list to view.

Overview  Daghboards Algrti Comenunacations  TaskLipta  Dotuments Traehpis Form Reponts  SRuation Repodns Mpating Root Casie  Escalated Submassion

3 Nw Form Rapart

(m} 5. [Form Report Tags Form Last Medified By Last Modified On -

A 0 ®eumewd  Suspicious Astivity Repart

Wiew 1-10f1 1 10 page
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3. The Form Report will open.

Suspicious Activity Report

Modified By
Unauthorized Access #
Tower Global Glendale Office
CE-000-013
: ] 00 P
.
Site
[ibding A
[« 1%
(] 52 Fesim Repan Tags
A A W L ]
o
File Mame
—
Front Desk 5.

Suspicious Activity Form

Optionally, any of the following can be done from here:

e Click PDF to create a PDF of the Form Report.
e 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:

1. Navigate to the Form Reports tab of the Critical Event Details page.

2. Click New Form Report.

Dathbx: Alorts Con unicationd  Taek Uit Documents Trach

-] i Rapeon Tags Form Last Misgifiad By

LSt Modian On &
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3. The Select a Form dialog displays the existing Forms from Form Library. Click
the radio button of the desired form.

Select a Form X

Form Name Tags Last Modified On -

Aug 20, 2025 04:04:00

Badge Log Review Findings POT

Aug 14, 2024 14:30:48

Damage Assessment
g r PDT

Dec 13,2022 11:21:31

&) Suspici Activity R tF
uspicious Activity Report Form pST

Dec 13,2022 11:21:08

Vaccine Verification Form Vaccination pST

Viewl-40fd4 - 10/ page

Cancel | WEUE]
“ A

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.

NSO
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9. Click Save.

P Ot Dt P page B

L
ll New Form Report [(CD | G (-
¥

N Suspiriou vity Report Draft bl st o]
&
o
a Suspicious Activity Form

Date
*-

Site
o

! % At

b Nam 5
& o b

Deleting, Locking, or Unlocking a Form Report

To delete, lock, or unlock a Form Report:

1. From the Form Reports tab, select the checkbox to the left of the desired
Form Report. The Actions menu becomes enabled.

erview  Dashboards  Alers  Communications  Tasklists  Documents  Trackers  Form Reports  Situation Reports  Mesting  Root Cause  Escalated Submission

Aciic (+] Q
Delate
Lok Form Bepe Toge Form Lot Meaifipd By Lavst Maified On -
Undoecic
L L RO Repon
Wiew 1 - 1001 1 10 page

2. Select one of the actions:
» Delete - Delete the Form Report altogether.
e 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.
e Unlock - You can only unlock a locked Form Report.
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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 situation.

Creating a New Situation Report

To create a new Situation Report:

1. From the Situation Report tab, click New Situation Report.

Owverview  Dashboards Communicateons  Task Lists  Docume ts  Situabon Reports Maesting Root Cause  Escalsted Submission

O Hamas Created By Created On Last Moddied By Last Modiied On -

Wiewl - ledl 1 10/ page

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

Create Situation Report X

* Name:

Unauthorized Access

' B
| Cancel |
M —d
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3. Click the + button on the right side of the page.

o

@ Situation Report =5 Share

Yeverbridge

Unauthorized Access

4. 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:
e Events - Include key information about the Critical Event, like its Event
Details or Incident Notifications.

Manage Situation Report x

& Event Details

Tasks
@ Incident Notifications

Custom

Root Cause

@ Documents

Task and Note Documents
Maotes

Tasks Needing Attention

Escalated Submissions

Cancel @
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o Tasks - Select any attached Task Lists that should be included in the
Situation Report.

Manage Situation Report

Events
All Task Lists
Browse and Select Task Lists (1)
Custom

Q Show: Allv

[] Security Response Checklist
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o Custom - Create a new Widget or add an existing one from the Widgets

Library.
Manage Situation Report x
(7]
Events B Create | Add from Library
Tasks Browse and Select Custom Widgets (1)

National Weather Service

Cancel Save
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5. Click Save. The Situation Report will generate with the selected Widgets.

O Situation Report

Event Details

Map  Satellite

Incident Notifications [2)

Status Moda

Decuments (1)

File Namw Folder

Security Response Checklist

d1asks

Ma. Status

Task Hame

Yeverbridge

Unauthorized Access

ot

Open Duration

Security Response Checklist

Crwvnisr

Cpened On

File Size Added By

Launched On:

Assigned To

1 5

Started On

Hedp with this page @

< Share
Ev s
Tas ] Alert
Opened By Last Updated
Added On
=
Doscription:
Exf
Timer Fite Comments
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Sharing a Situation Report

Situation Reports can be emailed directly to Contacts during various stages of a
Critical Event to keep stakeholders apprised of the latest status and response
efforts.

To share a Situation Report:
1. Situation Reports can be shared from two places:

« Situation Reports list on the Critical Event Details page
I3 Mew Situation Report Q

07 ©[F] vreurorzsaaccess

« Edit Situation Report page

W

o B

L,
- O Situation Report =2 Share
"

Fre €
ES
Yeverbridge
a

Unauthorized Access
*
o Event Details -
Map  Satellite

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

Email Situation Report to Contacts x

* Select Contacts:

Preview Contacts I Clear selected contacts

* Subject

Situation Report (Unauthorized Access) has been shared with you

* Include a message
Dear User,

Please find the below link to Situation Report (Unauthorized Access) for the
Critical Event (Unauthorized Access)

0/2000

7 =N
| Cancel
(cancer) (D)

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

Situation Report (Unauthorized Access) has been shared with you

Dear User,

Please find the below link to Situation Report (Unauthorized Access) for the Critical Event (Unauthorized
Access)

https://evbg.co/kh5364

ceiving future email notifications from tt lization unsubscribe here.

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:

1. Select a Situation Report from the list.
2. Optionally, click the Page Break toggle to enable page breaks in the PDF.
3. Click the Export to PDF button.

W

L i n-hra
]
* @ Situation Report = Share
: ’ c
.
: Yeverbridge
o
Unauthorized Access
-
o Ewent Details -
Map Satellite
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4. A preview of the PDF will be generated. Review it for accuracy, and once
satisfied, click Export to PDF.

& Export to PDF

Yeverbridge'
Unauthorized Access

Event Details

Event Start Time: Event Close Time
Map Satellite ug 20, 202
Event Owner: Task and Dashboard Alerts:

& John Doe
¥ 2 L

N Degcription

United States

Mexico

Guatimala

o~ L Sane

Yeverbridge
Unauthorized Access

[

conn
St ot
[, . O b et T e By
: i
S T e —
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Deleting a Situation Report

To delete a Situation Report:

1. From the Situation Reports tab, select the checkbox of the Situation Report to
be deleted and click Delete.

Overview  Dashboards Aeris Communications.  TaskLisis Documenis Traciers Form Reporis  Situation Reports Meeling Aot Cause  Escalsied Submission

Lagscy Situat 1
O New Sauation Repan Q

(] [ TE Created By Created On Lt Modified By Last Modfied On -
f D < Unauthorized Access

Viewl-1ofl 1 10/ page

2. 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 Critical Event,
which serve as a record of what took place during a meeting about the Event. This

tab allows users to create new Custom Templates or add new Meeting Minutes as
needed.

Overview  Daihboards L] Communicationd  Taik Linta  Documents Trackers Form Repons  Sihustion Reports Mt lirrg) Root Cauie  Edcalsted Submisslon

Meeting Minutes (0)

Meeting Minutes are a record of what happe

a meeting. You can start with a custom ll.‘l!'p'(l'.‘..' that

provides an easy -to-adjust layout for all your M g Minutes, or record them directly

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:

1. Click Custom Template.

Chvad wigrm Daihboands At Coo

Task Litts  Documents  Trackeri  Form Repoi  Situstion Reports  Meeting  Root Caute  Eicalited Submigsion

Meeting Minutes (0)

Meeting Minutes are a record of what happened during a meeting. You can start with a custom template that

provides an easy-to-adjust layout for all your Meeting Minutes, or record them directly.
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2. The blank Meeting Minutes Template will open. Click Edit.

A @ Back
Meeting Minutes Template
¥
-]
B
'
=

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

g

@D Evertridge 380~ O

~ @ Back
Meeting Minutes Template

A el s u A~ - ’ &S B # @A~ EviEv 3 4 L ®
b 1. Purpose of Meeting

] Vhat is the resson for convening this mesting?

o

2. Event Overview

+ Event Description:
& « Location(s) AMected:
« Event Start Time:

« Current Status;

« Severity Level:

3. Key Updates [ Situation Repert (SitRep)

Lates? stedignnco/ Lpdatos
and Seculity COREIHTIIONS
pBct 0N OEOALonS. porsornol, SSsels, of CuLoMBrs

4. Actions Taken

+ Action | O | Status:
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5. The Meeting Minutes Template will be saved and available for future use. It
can be edited further, if needed.

) Everbridge 380~ ¢

O Back
]

Meeting Minutes Template

o ntoreas 7
L2
s 1. Purpose of Meeting
a
2. Event Qverview

e

= Event Description:

« Locations) Afected
o « Event Start Time:

= Cusront Status:

= Sewerity Level

3. Key Updates /[ Situation Report (SitRep)

6. Optionally, users can click Record Information to review the most recent
actions made to the template.

A D Back
Meeting Minutes Template
2

&
» Created Onc Sep 3, 2025 184503 POT Lasi Modified On: Sep 3, 2035 18:45:03 PDT

Created By Larst Mogifard By
a

1. Purpose of Meeting
~

Creating Meeting Minutes

To create new Meeting Minutes:

1. Click New Meeting Minutes.

erview  Dashboards Alerts

Bains

Documents  Trackers  Fosmn Reports  SSuation Reports  Meeting  Root Cawse  Escalated Submission

Meeting Minutes (0)

2. The Meeting Minutes page will open.
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 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.

& & Back
Meeting Minutes - Sep 3, 2025 18:54:30 PDT
L B I & U A~ w i v < - B ¢ @ v iE v &=
"
E 1. Purpose of Meeting
Vhat is the reason for canvening this meeling?
o
2. Event Overview
+ Event Description:
L o + Locaton(s) Alected;
+ Event Start Tame:
o + Current Stabus:
+ Severity Level:
3. Key Updates [ Situation Report (SitRep)
Latiest e ladlegonddu23a%0s
Safody and seourity congadprations
Impact 0N OPOrations., Personnel, JSels, O CLSIOMBNS
4. Actions Taken
* cllon | Qwnae | S
1 H 1 H
 If a template hasn't been created, yet, then add the meeting's details as
needed.

3. Click Save. The Meeting tab will refresh, and the newly-added Meeting
Minutes will appear in the list for review or further editing.

rts Meeting  Bool Cause  Escalated Submission

shboards Alerts Communications sk Lists  Documents  Trackers  Form Beports  Siuation Repo

Meeting Minutes (1)
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Root Cause Tab

If a Critical Event has a clear reason behind why it occurred, it can be recorded in
the Root Cause tab using the Rich Text Editor.

Owerview  Dashboards Alerts Commurscations Tasks Impacts Documents  Trackers  Form Reporty SRuation Repans Mesting | Root Causs | Escalsted Submission

Root Cause

v B I 5 U Awvup - -

Il
%
B
4]
€
in
lial
Inl
-
®
F
¥

Ths followirg conditiens prossnt an slivalid fisk of 8 Sovene Thundarsion
« Atmospharic instabiity duo o warm, moist air riging inlo cooler upper kayors
= Hapsd devalopmant of convestive slorm cblis from a passing cokd fnant
s Localired low-pressure sysbem causing sirong updrafts and siorm bormuation.
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Escalated Submission Tab

The Escalated Submission tab houses any Submissions that have been escalated
to the Critical Event. Click on an Escalated Submission from the list to review it.

Escalated Submissions (1)

Status o Tithe Created By Created On Last Modified By Last Modified On

Wiewl-1odl i 10 [ page

NOTE: For more on Submissions and escalations, see the Crisis
Management User Guide or Online Help section.
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