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REGISTRATION AS A USER

As part of the migration to the new Everbridge City of London Police system, you will receive an
email from the Implementation Specialist, which will include a link for you to register your own
Username and Password. You will not be sent a Username or password. The email will look like this:

Dear Corporate,

An Everbridge user account has been created for you by an administrator for City of
London Police. In order to gain access, you are invited to register vour account. This
invitation will expire in 72 hours.

To register your account, just click on the link below or paste it into your browser.

https://manager.everbridge.net/registers7auth=uWjZ2tBudjI%3Dé&code=1KVq%
2Bl1A0Ye%2FG360wBuiNPstg AiwBCOZ43745BhDZQmk%3D

Should you have any questions or if you received this invitation in error, please contact
an administrator.

Regards,
City of London Police

Follow the link to complete registration. Your Username and Password are both case sensitive.
The link itself is only live for 72 hours, after which you will need to contact the Implementation
Specialist to have a new registration link sent out to you.

New member registration §

Please enter your username and password.

Username:

Password:

Confirm Password:

Question:

What is your maternal grandmother's maiden name? v
Answer:

Time Zohe

Select... v
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LOGGING INTO THE PLATFORM

1. Go to URL: https://manager.everbridge.net and log into the platform using the credentials

you set up through your registration.

2.. The Dashboard will be shown detailing how many contacts are held within your Group.

‘ariner (NHS-COLPGroupMenager) | Helpd Suppodt | Logoat

‘Corpaorate Parners [Tty of London Polce)

& fgh 3 (4
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A verbridge GRS niverse  Notifications  Contacts  Reports
L]

Motification Court eB Notification Repart Overview (-1-] Contact Recaords by Record Type [-1=]
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MANAGING CONTACTS

Existing Contacts

Cityalert

GET THE MESSAGE

Everbridge will have migrated the contact data from the iModus group to the Everbridge group.

Please review the contact data that was migrated.

Go to the Contacts tab...

W2

A

CITY..LONDON

POLICE

@

@ o

e L
Dasnbaard  Universs  Notfications [NSSAPeSl  Roports

uphianagen) | Heip & S5

Contacts §
Contasts Graps Fules L]
Dumenkized " Send Inataton il = Q| cAdvarced semh Resel
Farst Nams M. Last Mama ~ Suffix [Extarnal IO Record Typs Last Madified Dats Last Madified By
# a ] Crepanite Fartners

Click on the contact name to view the profile. To

General information

*First Name Corporate *Last Name Partners
M.L

Suffix

*External ID Corporate Partners

*Record Type Comporate Partners. v

Country United Kingdom »

Address Information

Enter address

Delivery Methods

Everbridge will go down this list. in the order specified here, when altempling la reach this contact.

Cerparale Fiariners

Page 1 af 1 25 (3

Edit, click on the Edit icon

Corporile Farners 2018-01-25 14 3338 GMT

Order Delivery Method Device address

) &1 Email * | partner@colp.com a

vl [s]2 SWS *| - 07400 1234 i}

¥ &3 Landiine Voice oE- - Advanced a8

v (a4 Wbile Voice * | v 07400 123456 Advanced a8
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MANAGING CONTACTS

New Contacts

It is very simple to add members to a group. To create a new Contact within your group go to
Groups within the Contacts tab. Click Add Contact. Click Add a new contact to this group.

Corporate Parine of London Palce) Welcome Comporste Parioer (NHS-COLPGrouphanager) | Help & Support | Logout
L ; @ @ g <
A verbridge Dashboard  Universe  Notifications Reports
Contacts
Contacts Groups Hulas o
City of London Police (COLP Groups)
2016-00-25 9473402 GIT Ned Hechey-Smith
Drag Growps to rearrange — - B 1N Q
A0 Contact -
Al Cortact Grovps
ity of Londen Fobc e (COLF Gooops
Eirst Name ML Lagt Name - Esxternal ID Record Type
Corparate Pariners Corparate Parinens Corporate Partners
Page 1 o1 25 L View - 1af 1
Complete the following...
e General Information
e Address Information
e Delivery Methods.
e External ID and Record Type are required fields.
e External ID must be unique for each contact (within the whole ColLP system)
e Addresses will automatically geocode
e Select the formatted address from the dropdown box
e You can add up to 5 addresses per contact.
o Contact paths can be added as required
This then enables ColP to recognise where your contact is based, and gives them the
communication paths to send notifications.
Remember to click save after making changes to a contact!
General information
*First Name. Carporate *Last Name Pariners.
ML
*Record Type Corporate Pammer: v
Country United Kingdom
Address Information
]
* Address
Apt/ Suite Unit
City.
State/Province
Latitude Longitude
@ Add another agdress
NOTE It is important to understand that phone numbers and SMS are separate delivery methods. Both need to be completed.
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MANAGING CONTACTS

Additional information

Additional information fields are a great way to use other information that will help City of London Police to target the right
contacts within the Partner companies with the right notifications. Fields have been created by City of London Police to enable
them to identify which contacts are key holders for properties, which properties have CCTV content, that could help to solve and
reduce crime rates, and where evacuation points are within the City, along with how many people might be evacuated to them.

There are a series of Additional Information fields which can be used for each contact:

Threat Type

CCTV Direction

CCTY Retention Period

Contact For

CP-Ward

CP - Train Station

CP - Tube Station

Active Groups

CCTV Recorded

CCTV Colour

Evacuation Point Staff Requirement]
CP - Cordon Access

CF-Key Holder

CP - Sector

CP - Nationality

CP - Head Cffice Location
Corporate Partner Group Manager

Additional Information

Additional Information Vaiue / Possible Vaiues

CP-Ward Lime Str=st i
P~ Train Stabon Liverpool Sreet a
CP- Tube Station Liverpool Sreet a
CF-Corton Acess No f
CP - Key Holder Mo &
€P-Sector Baniing f1
CP - Natignality cB a
P - Haad Dffice Location London a

A0 3N AGIIONAl INOIMAtON.  Salect

There are two ways to get additional information into the contact record: through the
management portal, or through the contact member portal.

For Partners please complete the Additional Information fields for Contact For, Ward, Train
Station, Tube Station, Cordon Access, Key Holder, Sector, Nationality and Head Office Location.

To create a CCTV Record Type, please complete the Additional Information fields CCTV
Direction, Retention Period, Recorded and Colour fields. Please also complete a location
Address and use the CCTV record type. Please enter the email address of a contact who is
responsible for CCTV within the business.

For an Evacuation Point please create a location address, and complete the Evacuation Point
Staff Requirement with the maximum number of staff that your business may send to this point.
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SENDING NOTIFICATIONS FROM THE PLATFORM

Sending a Standard Notification

To create a Standard Notification in the Everbridge Platform,
simply go to the notification tab and click New Notification.

o Step 1: Create Message

You may either create the message content ad hoc, or choose
from message templates that you have created earlier. You

can send separate content by SMS and Email. Everbridge
supports attachments to the email, and ColLP has activated the
Contact Bridge App for your contacts to download and receive
notifications through. Type your title and message.

e Step 2: Select contacts

You can select either individuals within your group, or the
entire Group of your company. To see a list of the selected
contacts, click Preview All.

e Step 3: Settings, Send & Save

On the final step of the notification creation process, use the
default options from the ColP system, or adjust as necessary,
for delivery methods and their order.

To send the notification, select “Send: Now” and click the
Send button.

POWERED BY
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Sending a Polling Notification

Go to the notification tab and click New Notification.

e Step 1: Create Message

You may either create the message content ad hoc, or choose
from message templates that you have created earlier. You

can send separate content by SMS and Email. Everbridge
supports attachments to the email, and ColLP has activated the
Contact Bridge App for your contacts to download and receive
notifications through. Select Polling as the Message Type. Type
your title, message and the available responses.

e Step 2: Select contacts

You can select either individuals within your group, or the
entire Group of your company. To see a list of the selected
contacts, click Preview All.

e Step 3: Settings, Send & Save

On the final step of the notification creation process, use the
default options from the ColLP system, or adjust as necessary,
for delivery methods and their order. For the SMS to contain
the options themselves, deselect the SMS Call Back option
within Settings.

To send the notification, select “Send: Now” and click the
Send button.
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SENDING NOTIFICATIONS FROM THE PLATFORM

Broadcast Settings
Quick Sheet MN: Broadcast Settings

Setmegs e 1. Sender email display: This is the

oSS — it amagEEarTe s email address that will appear in the
S S D inbox of a message receiver. You may

= change it based on the types of message
Ui d St SR b D being mnt‘

2.  Sender Caller ID: The phone number

Dy D wr 2l O that callers will see when their phone is
[rrp — . dialed. This should be set by your

organization.
B E : ;'::::;;. 3. Delivery Order: Allows the user to
St s specify which paths and what order
2 Ee :,:;:.. will be used for the notification.

2| 2 WertPimes 4, Mobile Member App Settings: When
o3oh . using the Mobile Member Application
o ] R wartPras: vou can request additional information
oo from users of the app.

- % wamems 5. Voice Throttling Rules: Prevents the
i Everbridge system from overwhelming
+ & W e Pren local infrastructure with phone calls.
S oim— 6. Broadcast Duration: Specifies a time
2! ] [ GearpercyPOTS Pham frame for a broadcast to continue to
= :fi:::?w send messages.

7. Contact Cycles: The number of times

Picte Uerstms b4 Setmn tr that the Everbridge system will go
¥/ Regme wcaten | Aeguestivage dlm“-gl the conFﬂCt paths Df a recipient
3| i povst ool wierasbon 51 B e Svwiey Ok D until it stops trying to obtain a

confirmation.

oo . L = 8. Interval Between Cycles: How long
;;:;‘mmm'“m""“m E the Everbridge system will pause after
- trying each of a recipients contact

i — paths before starting a new cycle.
e B a] o D 9. Interval Between Delivery Methods:

e = The amount of time the Everbridge
o = D system will pause between contact

paths to prevent overwhelming the

i setmses e W recipient.

M B OB ¢ u it D 10. Voice mail Preference: Allows you to
choose to leave a message, message

e S o with confirmation, or no message.
e [l L] e} El 11. Confirm: Seek a confirmation from the

e S recipient. The system will stop
. E contacting a recipient if they confirm.

12. Language: The language used for the

— e text to speech engine (pronunciation
i E not translation)

Langm agm: Eagian Lt
Lagag -« L] - E

Your organization administrators have determined default broadcast settings with the help of the Everbridge team.
These defaults can be changed through the settings tab under broadcast settings.
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EVERBRIDGE MOBILE APPLICATIONS

Everbridge has two applications for iOS and Android: Manage Bridge and Contact Bridge

Each application is available for download from Google Play Store and the Apple App Store,
for free.

The Manager application is intended to allow Group Managers to send Notifications on the go.
The Manage function replicates functions from the Notifications Page. Through the application
you can create and send a new notification or send messages using templates. Standard and
polling messages are available through the application. You can select individuals, groups, rules
and use the Universe map to select contacts. Broadcast settings can also be changed prior to

sending the message.

You have the ability to track the status of a current notification or to check the history on
a previous notification. You can see which contacts have confirmed or not, see high level
information relating to a notification, rebroadcast a notification and also send follow up messages

to recipients.

The Contact application is a two way communication portal that allows your recipients to send
and receive messages through the Everbridge system. The recipient logs into the app using the
same username and password that they use for the Member Portal.

POWERED BY
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EVERBRIDGE MOBILE APPLICATIONS

Contact Bridge Registration

The following is the workflow of registering a device only.

1. The Administrator logs in to the Everbridge Suite system, and accesses the Contacts list of
your group.
2. The Administrator selects the desired contacts.

3. The Administrator selects Mobile Device Registration from the Send Invitation Email drop-
down list or the Device icon for those contacts.

Ciorporate Parthers (Cily of Landan Pelce) Welcame Corporabe Parner (NHS COLPGrouphanager) | Help & Suppart | Lagout

A ; @ 2] ] T @
A‘h bﬂdgﬂ Doshboard  Universe  Notifications Reports

Centacts

Contacts Groups Rules

Diesiste DoTitad Send |mitaton Enail . 5t 5 Q | cAmvercedseann Hesel

LR Last Name - Suffix Esternal ID Resord Type Lazt Modified Date Last Modified By

Pariners Crrporate Pariners Corporste Parners JNED1-25 143230 GMT Carporats Partner

Page 1 of 1) 28 L Wiew 1-1 of 1

Each selected contact receives an email similar to the following. There is one invitation per device. If
the contact wants to install on an iPhone and an iPad, the Administrator must send two invitations.

0000 02-UK & 17:07 52% )
< Inbox (33) 4

Dear Corporate,

Because you are a Member of the
Corporate Partners organization, we
would like to send critical
communications to you via our
Mobile App. The link below is unique
to you and allows you to register your
supported mobile device with the
"ContactBridge" App powered by
Everbridge (our unified
communications service provider).

ContactBridge is a free app available
from the iTunes App Store and
Google Play. Please download the
app then click on the link below from
your iOS or Android powered device
to begin receiving messages.

P B Wl &« @
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EVERBRIDGE MOBILE APPLICATIONS

4Back to Safari 13:51 30% 0
=
y " ContactBridge

Everbridge, Inc.>

@

Login with Everbridge or use
Single Sign On Credentials

e

Featured  Top Charts Explore Search Updates

Using the mobile device, each contact clicks the URL link from
the email. A unique link is associated with a single contact
record. A Confirm dialog is displayed.

POWERED BY
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4Back to Mail 13:51 30% @

& member.everbridge.net &

Confirm

Would you launch the Mobile Member App?

Cancel

LN AR

7N

Click OK to launch the ContactBridge app.

The Everbridge ContactBridge app is retrieved from the
device's app store.

Download and install the Everbridge ContactBridge app.
Open the email invitation and click the URL link again.

A Confirm dialog is displayed again.

11



4 Back to App Store 13:51

everbridge

CONTACTBRIDGE

Enable Single Sign-On

4Back to Safari 52% W)

Always Share My Location

-
Allow Push Notifications (

D
Manage My Profile
Prefer Rich Tex (

hic
Turn on to view brs, images,
bold text, etc) httachment.

registering

Done

Tap OK to launch the ContactBridge app. This time, the app
is launched and the contact’s account is displayed at the

Settings page.

Tap Done.

From the Contacts tab of Everbridge Suite, edit the contact
to review his/or Delivery Methods. It now displays “Enabled”
next to the Mobile Member App, as shown next.

The Group Manager will need to resend the Device invitation
if the contact deletes his/her account, deletes the Everbridge

Mobile Member app, or gets a new device.
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4Back to Safari 17:08

'5:
u

%everbridge
28 Al
L Corporate Partners
Q Manage Accounts

% Application Passcode

0 About

You
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HELP AND SUPPORT

Each page on the Everbridge system has at least one grey
circle with a question mark in it. Clicking on this opens a new
tab, directly to the online Help page specific to the page

you were on.

Clicking on the Help & Support link will open a list of optional
help services, the online, searchable help guide, the Everbridge
University and Support Centre.

You can contact support directly through the support centre,
or by email to support@everbridge.com

Everbridge University is an online e-Learning platform, which
includes training videos on basic functionality like the send
page, and further training should you wish to investigate
Everbridge itself, and the additional features available should
you find a need for your own Everbridge Suite Platform.
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