
Federal Signal
Mass Notification Quick Sheets
Start Guide

Version 2.2.0.
2/11/2015

Powered by



Everbridge Suite Mass Noticfication Quick Sheets, Everbridge Suite, February 11, 2015  Printed in the USA.

Copyright © 2013–2015. Everbridge, Inc. All rights are reserved. Everbridge, Aware, SmartGIS,  
Act-SaaS, One Call-Reaches All, Emergency Notification in the Cloud, Everbridge Matrix, Instacom, 
Interactive Communications Visibility, and Interactive Visibility are trademarks of Everbridge, Inc. All 
other registered or unregistered trademarks and service marks are property of their respective companies 
and should be treated as such.

No part of this publication may be reproduced, transcribed, or transmitted, in any form or by any means, 
and may not be translated into any language without the express written permission of Everbridge.

Limit of Liability/Disclaimer of Warranty: Everbridge makes no representations or warranties of 
any kind with respect to this manual and the contents hereof and SPECIFICALLY DISCLAIMS 
ANY WARRANTIES, EITHER EXPRESS OR IMPLIED, INCLUDING MERCHANTABILITY 
OR FITNESS FOR ANY PARTICULAR PURPOSE, AS WELL AS FAILURE OF ITS ESSENTIAL 
PURPOSE. In no event shall Everbridge or its subsidiaries, related or licensed companies or its 
distributors be held liable for errors contained herein or any damages whatsoever, including, but not 
limited to incidental, consequential, compensatory or loss of business, business opportunities or expected 
profits, in connection with or arising from the use of the product, the accompanying manual, or any 
related materials. Further, Everbridge reserves the right to change both this publication and the software 
programs to which it relates and to make changes from time to time to the content hereof with no 
obligation to notify any person or organization of such revision or changes.

This document and all Everbridge technical publications and computer programs contain the proprietary 
confidential information of Everbridge and their possession and use are subject to the confidentiality and 
other restrictions set forth in the license agreement entered into between Everbridge and its licensees. 
No title or ownership of Everbridge software is transferred, and any use of the product and its related 
materials beyond the terms on the applicable license, without the express written authorization of 
Everbridge, is prohibited.

If you are not an Everbridge licensee and the intended recipient of this document, please return to 
Everbridge, Inc., 500 N. Brand Boulevard, Glendale, CA 91203.

Export Restrictions: The recipient agrees to comply in all respects with any governmental laws, 
orders, other restrictions (“Export Restrictions”) on the export or re-export of the software or related 
documentation imposed by the government of the United States and the country in which the authorized 
unit is located. The recipient shall not commit any act of omission that will result in a breach of any such 
export restrictions.

Distributed by Federal Signal Corporation, 2645 Federal Signal Drive, University Park, IL 60484 USA 
Toll-Free 800.524.3021 or +1.708.534.3400 x7329  
Visit us at www.alertnotification.com or www.federalsignal.com.

Everbridge, Inc. 500 N. Brand Boulevard, Suite 1000 Glendale, California 91203 USA  
Toll-Free (USA/Canada) +1.888.366.4911
www.everbridge.com

Everbridge software is covered by US Patents, including Numbers 7,664,233; 7,895,263; 8,149,995; 
8,175,224; 8,280,012; 8,417,533; 8,660,240; 13834068; 13834249; and 13834148.

Adobe and Flash are registered trademarks of Adobe Systems Incorporated in the United States 
and/or other countries.

http://www.alertnotification.com
http://www.federalsignal.com
http://www.everbridge.com


3    3    

About this guide:
This guide is intended to help a novice user of your SmartMsg Cloud-based platform (Powered by 
Everbridge) Mass Notification system learn the basic functionality used to start a pilot launch of the 
system. This guide is not a replacement for Everbridge University training or the comprehensive 
User Guides. It is meant to help the user get started managing contacts, sending notifications, and to 
provide guidance on individual system functions via Quick Sheets.
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Uploading a Contact Data File
To upload contacts, click Upload to portal under the 
Uploads subtab. Decide if you are doing an update, 
replace, or delete. Update makes changes to existing 
contacts and adds new ones. Replace replaces all 
contacts with the same record type. With Replace, if 
a contact is in the system, but not in the new file, the 
contact will be deleted. After the upload is complete, you 
can view the results by clicking the icon on the right. 
This will show the number of contacts loaded without 
error, with error, and those not loaded due to a critical 
error. The Error display enables you to make changes to 
your CSV file and upload the file again to fix the errors.

Quick Sheet MN:  
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Contacts Tab
Under the Contacts tab, you can edit individual 
contacts (click the pencil icon), delete contacts (click 
the trash can), assign members to groups, download 
a CSV (Comma Separated Value) file of the current 
database, create new contacts, and complete a search 
for an existing contact. Any changes made are reflected 
immediately in the database used for notifications.

Editing/Creating a Contact
From the Contacts tab, you can add or edit existing 
contacts. Note the following:
• External ID and Record Type are required fields.
• External ID must be unique for each contact.
• Addresses will automatically geocode. Select the 

formatted address from the dropdown box. You can 
add up to 5 addresses per contact.

• Set contact paths and device order
• Additional Information fields can be added 
Be sure to click Save after making changes to a contact. 

Preparing an Upload File
If you have a large number of contacts that you need to 
add or edit, try using a CSV file. You can download a 
template from the Uploads subtab. Please note that First 
Name, Last Name, External ID and Record Type are 
required. The record type must match one that is in the 
settings (Employee is the default).
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Group Settings
The Group Management subtab is located under the 
Contacts tab. Here you can create groups, change their 
hierarchy, and manage group membership. Using Group 
Management in the platform provides an easy way to 
organize contacts, replicate organizational hierarchy, and 
manage user message sending capabilities. 

Adding Members to a Group
To manually add members to a group, navigate to the 
Contacts tab, search for and select the contacts you want 
to add. Once you select the contacts, all that you need 
to do is click Add to group and choose which group you 
want to add the members to. While this process is simple, 
it can be time consuming for large numbers of contacts.

Creating and Organizing Groups
Creating a group is as simple as clicking the Add Group 
button. Once the group has been added, you can change the 
name clicking the pencil icon. To change the location of the 
group, drag and drop it where you would like it to go. You 
can nest groups underneath each other to create a tree that 
mirrors the hierarchy of your organization. Org Hierarchy 
enables you to select a master group for a notification, 
which will also select the sub groups nested beneath it. You 
can also individually select a sub group only.

 

Managing Groups via File Upload
Groups can also be managed via uploads. In the Groups 
field of the CSV file, you can list the names of the groups 
you wish to assign a contact to. To assign a contact to 
multiple groups, use the pipe character “|”. This character 
is made using the shift key + the backslash key, it is 
located directly above the Enter key. To add a member to a 
group without deleting the existing groups, use an asterisk 
before the new group names to which you want to add 
members, i.e., *|New Group. If a group is present in the 
upload, but not the system, it is created automatically.

Quick Sheet MN:  
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Creating Additional Information Fields
Additional information fields are a great way to leverage 
attributes of your contacts to help you effectively target 
message recipients. Fields often leveraged by customers 
include building, shift, on call status and manager 
status. To create an additional information field, go to 
the Settings tab > Contacts and Groups settings > 
Additional Information.
To add a field, click the Add button, then assign a 
Name, determine the Data Type, the type of list (single 
selection, multiple selection, or free text), and define 
the possible choices if using a selection list. Order the 
choices as desired and click Save.

A note about using rules to select contacts: When using multiple individual rules, you are creating an “or” statement: the 
contact is on the 3rd floor OR they are in the West building. Creating a single rule with multiple filters creates an “and” 
statement: the contact is on the 3rd floor AND they are in the West building.

Quick Sheet MN:  
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Adding Additional Information to a Contact
There are three ways to add additional information to a 
contact record: through the contact management portal, 
as part of an upload, or through a self-service member 
portal. If you are using the data upload, use the custom 
value, the field and a subsequent field that determines  
the value. For a multiple selection field, additional entries 
need to be separated by the pipe character “|”, inserted 
using shift + backslash.

Creating a Rule
A rule is a selection method that uses information in the 
contact record as a way to select recipients for a message. To 
create a rule, go to the Contacts tab, then the Rules subtab, 
and click Add. A rule can contain one or more filters. For 
a contact to be selected from the rule, all of the conditions 
must be true. Each filter is a restriction that references a 
database field. The conditions can be used to change the 
search. If you are referencing a multiple selection field, you 
can require multiple selections by holding the control key 
and selecting multiple attributes. To preview what contacts 
will be selected you can click the Preview button. If you are 
satisfied with the rule, click Save and the rule will be added 
to the library. Using Additional Information for Notifications

There are two ways to use additional information to target 
a notification. The first is selecting a predefined rule to 
create a “smart group.” The second is by using Advanced 
Search while contacting individuals. This enables you to 
create a filter on the fly to target the intended recipients. 
This is useful when you do not have a rule pre-built for a 
specific situation.



8    8    

Creating a Standard Notification
To create a Standard Notification, go to the Notification 
tab and click New Notification. You can also select a 
message template and click the pencil icon to edit an 
existing template. This brings you into the message 
creation workflow and enables you to begin creating your 
notification.

Step 1: Create Message 
You can either create the message content on the fly or 
choose from message templates. The message templates 
may already include voice recordings. You can use 
plain text, or choose to include content text for email 
notification. 
Record a message for voice paths. If no voice is recorded, 
our text-to-speech engine will convert your message. The 
system supports attachments to notifications, which will be 
sent to email, mobile app and fax delivery methods. Select 
Standard as the message type.

Step 2: Select Contacts
You can select a combination of Individuals, Groups, 
Rules, or use the Map to target members. To see a list of 
selected contacts, click Preview contacts.

Step 3: Settings, Send & Save 
On the final step of the notification creation process, 
use the default settings or adjust any options as needed, 
including Sender caller ID, email address, Delivery 
methods, Delivery Order, throttling, and delivery 
options. 
To send the notification, select Send: Now and include 
as part of an event if many broadcasts are going to be 
grouped together. Click the Send button and the message 
will be sent to the target recipients. 

Quick Sheet MN:  
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Creating a Polling Notification
To create a Polling Notification, simply go to the 
Notification tab and click New Notification or edit 
an existing template. This brings you into the message 
creation workflow and enable you to begin creating your 
notification.

Step 1: Create Message 
You can create the message content on the fly or choose 
from message templates. The message templates may 
already include voice recordings. You can use plain text, 
or choose to include content text for email notification. 
Record a message for voice paths. If no voice is 
recorded, our text-to-speech engine will convert your 
message. Do not include the polling responses in the 
body of the message. Prompts are automatically inserted. 
The system supports attachments to notifications, which 
will be sent to email, mobile app and fax delivery 
methods. Select Polling as the message type and enter 
the polling responses.

Step 2: Select Contacts
You can select a combination of Individuals, Groups, 
Rules, or use the Map to target members. To see a list of 
selected contacts, click Preview contacts.

Step 3: Settings, Send & Save
On the final step of the notification creation process, 
use the default options or adjust any options, including 
caller ID, email address, delivery methods, delivery 
order, throttling and delivery options. Note that polling 
responses can be recorded from phone calls, text 
message, email, and through the mobile application. If 
SMS Call Back is selected, text message recipients will 
call a number to record their responses. Otherwise, their 
response will be recorded directly from the device. 
To send the notification, select Send: Now and include 
as part of an event if many broadcasts are going to be 
grouped together. Click the Send button and the message 
is sent to the target recipients. 

Quick Sheet MN:  
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Creating a Conference Notification
To create a Conference Notification, simply go to the 
notification tab and click New Notification or edit an 
existing template. This will bring you into the message 
creation workflow and enable you to begin creating your 
notification.

Step 1: Create Message 
You can either create the message content on the fly 
or choose from message templates. The message 
templates may already include voice recordings. Clients 
can also use plain text, to include separate text for 
email notification and/or record a voice message. The 
system supports the ability to include attachments to 
notifications which can be deployed to email accounts 
or mobile member recipients. Under message type select 
conference and which conference bridge you want to use 
for the notification.

Step 2: Select Contacts
You can select a combination of Individuals, Groups, 
Rules, or use the Map to target members. To see a list of 
selected contacts, click Preview All.

Step 3: Settings, Send & Save
On the final step of the notification creation process, use 
the default options or adjust any settings. To send the 
notification select Send: Now. You can include it as part 
of an event if many broadcasts are going to be grouped 
together. Click the Send button and the message will be 
sent to the target recipients.
If a conference notification is received via telephone, the 
recipient will be able to press 1 to join the conference. If the 
message is received via a text path, he or she will receive 
the information needed to call into the conference call. 

Quick Sheet MN:  
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1. Sender email display: This is the email 
address that will appear in the inbox 
of a message receiver. You can change 
it based on the types of message being 
sent.

2. Sender caller ID: The phone number 
that callers will see when their phone 
is dialed. This should be set by your 
organization.

3. Delivery Order: Enables the user to 
specify which paths and what order will 
be used for the notification.

4. Mobile Member App Settings: When 
using the Mobile Member Application 
you can request additional information 
from users of the app. 

5. Apply voice delivery throttling rules: 
Prevents the system from overwhelming 
local infrastructure with phone calls. 

6. Broadcast duration: Specifies a time 
frame for a broadcast to continue to send 
messages. 

7. Contact cycles: The number of times 
that the system will go through the 
contact paths of a recipient until it stops 
trying to obtain a confirmation.

8. Interval between cycles: How long the 
system will pause after trying each of a 
recipients contact paths before starting a 
new cycle.

9. Interval between delivery methods: 
The amount of time the system will 
pause between contact paths to prevent 
overwhelming the recipient.

10. Voice mail preference: Enables you to 
choose to leave a message, a message 
with confirmation, or no message.

11. Confirm: Seek a confirmation from 
the recipient. The system will stop 
contacting a recipient if they confirm.

12. Language: The language used for the 
text to speech engine (pronunciation not 
translation)

Your organization administrators have determined default broadcast 
settings with the help of the Federal Signal team. These defaults can 
be changed through the Settings tab under Broadcast Settings.

Quick Sheet MN: 
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Notification Templates vs. Message Templates
When you click the Notifications tab you can see a list 
of your notification templates. A notification template 
can contain a message, recipients, and settings. These 
messages can be ready to send immediately by checking 
the box and clicking Send or by clicking the pencil icon 
to edit them prior to sending. To create a notification 
template, see the Quick Sheet on Notification Templates.
A message template contains only a message. This 
message may contain a text and/or voice message.

Using the Message Library
Message templates can be included in a message within 
the notification workflow to speed message creation. Use 
the button in the top right corner to load the message 
content, including a voice recording if it has been made. 
Message templates can also be used when sending a 
follow up message. For details, see “Quick Sheet MN: 
Notification Monitoring and Reporting” on page 14.

Message Templates
Message templates only contain text and, optionally, a 
voice message. They can be found under the message 
template tab on the notifications page. To create a new 
message template, click Add. In the Add Message 
Template screen you can create the text to be used, 
record a message using the online applet, or upload a 
voice recording. For best results using the voice recorder, 
use a headset or microphone and make sure you have 
the latest version of Adobe® Flash® installed on your 
computer. 
To help you quickly find a template, you can assign 
templates to a category.

Quick Sheet MN:  
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Creating a Notification Template
To create a Notification Template, go to the Notifications 
tab and click New Notification. You can also select 
an existing message template and click the pencil icon 
to edit it. This brings you into the message creation 
workflow and enables you to begin creating your 
notification. Templates can be given message content  
and preselected individuals, groups and rules for 
notification targeting.

Step 1: Create Message
A notification template can have the full message or a 
part of the message included. You can include message 
templates that include voice recordings or uploaded 
audio files. The system supports the ability to include 
attachments to notifications which can be deployed 
to email accounts or mobile member recipients. A 
notification template can be any type: standard, polling, 
or conference notification. 

Step 2: Select Contacts
You can select a combination of Individual Members, 
Groups, Rules, or use the map to target members. To see 
a list of selected contacts, click Preview All.

Quick Sheet MN:  
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Step 3: Settings, Send & Save 
On the final step of the notification creation process, 
use the default options or adjust any options as needed, 
including Sender E-Mail Display, Sender caller ID, 
Delivery Order, Delivery methods, delivery options, 
and throttling. Please note that you may not be authorized 
to make these adjustments.
Instead of sending the notification, you will be saving the 
notification as a template. Select Save as a notification 
template, and click the Save button below. You can 
assign a category to the template that will enable you to 
sort and select it from the list of templates. The category 
can also be included as part of an event.
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Active Notification and Notification History
Under the Notifications tab you can view all active 
notifications and see a history of all notifications from  
the last 18 months. By clicking Actions, you can stop  
a broadcast in progress, send follow ups or rebroadcast 
a completed broadcast. The system provides you with 
summary information about each broadcast on this 
screen. You can search for a past notification using  
the search bar in the top right corner. If you want to  
see details about a broadcast, you can click the title on 
the left.

Quick Reports
Through the main Reports tab the system has many 
options that will help you get the information you need 
about a broadcast. You can launch a notification summary 
quick report that will show recent broadcasts within a 
data range. An event analysis will show a summary of 
all the notifications that are part of a specific event. A 
detailed notification analysis will help you determine 
how quickly your message was delivered. Escalation 
summary provides information about escalation 
messages. These reports provide a visual with high level 
information that analyzes how the system was used after 
an incident.

Live Notification Reporting
When looking at the Notification report for a broadcast, 
you can see all the important information about a 
broadcast quickly and easily. The Status tab is the 
default and shows detailed information about the 
notification, including a graphic representing recipients’ 
confirmation status, the details of the notification itself, 
and the delivery details for individual recipients. The 
Method tab provides a graphic representing the methods 
that were used to confirm receipt. Settings shows the 
settings used for the notification. The information can 
be printed using the print button, and details can be 
downloaded by clicking on the link next to the Sent To: 
field. 

Custom Reports (Notifications/Contacts)
With Custom Reports you can create a report that 
contains any information that is needed for analysis. 
All information within the system can be used to create 
a report that can be exported and downloaded. You can 
create filters to limit the data that is produced in the 
report. Reports can be created based on notifications 
or the contact database. You can also name and save a 
report to run it at a later time.

Quick Sheet MN:  
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Member Portal Basics
The Member Portal enables you to create a custom 
portal that enables your employees, students, citizens, 
or other recipients to log in and update their contact 
information. The portal is fully hosted by Federal Signal 
(Powered by Everbridge). Any changes that are made in 
the Member Portal are immediately uploaded into the 
production environment and can be used for notification. 
The portal enables you to customize the branding, FAQ, 
instructions, and contents of the portal.

Customizing the Member Portal
You can customize which pieces of information are 
exposed, editable and mandatory. This enables your 
organization to have the appropriate amount of control 
over the member portal. If information is sensitive or 
does not need to be shown to the member, the field can 
remain unexposed. If a piece of information should not 
be editable, the field can be locked, and if a field must be 
completed, it can be made mandatory. These options are 
available for the profile settings, subscriptions, additional 
information fields, location, and delivery methods. The 
administrator can also customize the banner across the top, 
and the home, FAQ and Overview information pages.

Private vs. Public Portal 
Depending on the needs of your organization, you may 
want to use a private or public member portal. A public 
portal enables any user with your unique URL to log 
in and create a recipient account. There is no initial 
information needed in order to start a recipient account. 
With a private portal, your organization must upload a 
contact database with a minimum of First Name, Last 
Name, Email address, and External ID. Once your 
database is loaded, you can send an invitation email from 
the contact management page by clicking the envelope to 
the right of the contact record. Each user will receive an 
email with a link to access the portal.

Quick Sheet MN:  
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Targeting Contacts Using the Map
The system has powerful geographic notification 
capabilities that enable you to reach your contacts based 
on a location that is registered as part of their member 
record. Contacts can be selected by drawing a shape 
manually or pulling in a shape that has been saved as part 
of the shape library.

Filtering Contacts Using the Map
Once you have selected contacts geographically, you can 
narrow your search by filtering the contacts and invoking 
predefined rules or creating custom filters. You can also 
exclude contacts by name or address. This enables you 
to combine geographic information with the information 
that is available in the contact database, enabling you to 
contact the correct recipients for the situation.

Display Options + Shape Files
The Universe tab displays each type of contact record 
with a dot that is the same color determined in the 
settings for their record type. The colored dots enable 
you to see your contacts on the map. Under Contact 
Layers you can turn on or off specific record types. 
Shape files can be retrieved from My Shapes. You can 
also save drawn shapes by clicking You’ve selected x 
contact(s), where x is the number of selected contacts, 
selecting the shape, and clicking Save to My Shapes. 
Retrieving and saving files enables you to create your 
own shape library within the user interface.

Sending Your Broadcast
Once you have selected the intended contacts, click 
New Notification at the top of the page to pull the 
contacts into the notification workflow to be targeted 
in a notification. You can continue to work on the map 
while completing any other functions associated with the 
notification process.

Powered by
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Configuring Thresholds
Interactive Visibility enables you to monitor outside 
resources including weather, Twitter, and Mobile 
Member users from your organization. Alerts are 
configured by thresholds under the Settings tab and are 
based upon weather situations, Twitter keywords, and 
the ability for your members to share information. These 
thresholds can be configured to trigger a broadcast and/or 
trigger an alert on the Universe tab.

Twitter Alerts
The system enables you to constantly monitor Twitter for 
users, keywords, and hashtags (#) that provide information 
that is of interest to your organization. Under the Settings 
tab the Twitter Alert settings enable you to determine 
which circumstances will trigger an alert. A desktop alert 
appears on the Universe tab. The notification template can 
also be used to initiate a notification to alert contacts that a 
threshold has been met.

Weather Alerts
The system uses weather alerts from the National 
Weather Service. Under the Settings tab, the weather 
alert settings enable you to determine the types, severity, 
and location of weather incidents that will trigger an 
alert. A desktop alert appears on the Universe tab. The 
notification template can be automatically selected when 
a weather event meets the criteria defined in the settings.

Mobile Member Alerts
Mobile Member App Alerts enable members of your 
organization to communicate important information 
directly to you. Information is displayed in the Universe 
tab. Thresholds can be sent to trigger an alert in the 
Universe tab, and, optionally launch a notification. The 
messages can be geotagged, and act as a basis for two 
way communication. To use the mobile application a 
member must log in using the same credentials he or she 
established when registering through the Member Portal.

Quick Sheet MN:  
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Mobile Manager vs. Mobile Member
There are two smartphone apps: Mobile Manager (left) 
and Mobile Member (right). Each application is available 
as a free download in the Google Play Store and Apple 
App Store. 
The Manager application is intended for use by 
administrators and message senders within your 
organization. The application is designed so that you  
can send a notification on the go. 
The Mobile Member application is a two-way 
communication portal that enables your recipients to send 
and receive messages through the system. The recipient 
can log into the application using the same username and 
password that he or she uses with the Member Portal.

Using Mobile Member
The Mobile Member application enables contacts to 
confirm receipt of a notification and, if configured, send 
an additional message to the organization issuing the 
notification. The sending organization can also choose 
to enable contacts to send the organization unsolicited 
messages. In addition to sending a text based message, 
contacts can take a photo and include their geolocation 
using the GPS services on their mobile device. The 
Mobile Member application is the fastest contact path 
because it goes directly from the system’s server to the 
targeted device.

         

Registering for Mobile Member
Before recipients can use Mobile Member:
• Mobile Member must be added as a Delivery 

Method under the Settings menu (Settings > 
Notifications). We recommended you set this as the 
first delivery method and as the default. 

• The recipient must register using the Member Portal. 
(To register, the recipient must be invited through a 
private portal or given the link to a public portal.)

 OR
• Users must have their user profiles linked to their 

contact records. Users are linked in the Users menu 
of the account level. To edit a contact, click the 
pencil icon contact and link it with the user’s contact.

• If desired, Mobile Member App Alerts need to be 
configured under Settings > Interactive Visibility.

Quick Sheet MN: Mobile Member 
 Application (Premium Feature)Powered by
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Mobile Manager vs. Mobile Member 
There are two smartphone apps: Mobile Manager (left) 
and Mobile Member (right). Each application is available 
as a free download in the Google Play Store and Apple 
App Store. 
The Mobile Manager application is intended to enable 
administrators and message senders within your 
organization to send a notification on the go. The 
Manager application replicates functions from the 
Notifications page. Incident Management is not currently 
available through the application.
The Mobile Member application is a two-way 
communication portal that enables your recipients to 
send and receive messages through the system. The 
recipient can log into the application using the same 
username and password that they use with the Member 
Portal.

Reporting Features within the Application
The Mobile Manager application enables you to track 
the status of a current notification or to check the history 
on a previous notification. You can see specifically 
which users have confirmed or not confirmed, see high 
level information relating to a notification, rebroadcast 
a notification, and also send a follow-up message to 
recipients that have confirmed or not confirmed a 
message.

   

Sending Messages with Mobile Manager
The Mobile Manager application replicates the basic 
functionality of the full Mass Notification web portal. 
Through the application you can create and send a new 
notification, send messages using a notification template 
that has a message and contacts and create and import 
message templates. Standard, Polling and Conference 
notifications are fully supported from the application. 
The application has the ability to select using individuals, 
groups, rules, and the map. Broadcast settings can also be 
changed prior to sending a message.

     

Quick Sheet MN: Mobile Manager  
(Included in All Packages)Powered by
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Creating the Operator’s Form and Message
The form that you create for the operator will be used 
to generate a notification in an incident. Variables can 
be created and can be a single selection list, a multiple 
selection list, text box, text area, or date & time field. 
Variables can be made mandatory and can be re-ordered 
in the operator’s form by dragging and dropping. The 
Outgoing Message can be edited to contain any 
additional information. An incident variable can be 
inserted into the outgoing message by placing the cursor in 
the desired location and clicking the “+” icon that is next 
to the Variable Name. The Manage link enables you to 
complete variations of the incident form based on whether 
it is a new, update, or a closing phase of an incident.

Settings and Permissions
The settings tab enables you to choose settings for a 
notification. You can use the default or change the settings. 
Additionally, similar to the contacts tab you can set 
conditions that determine what the settings will be based 
on information that is selected by the incident operator. The 
Permissions enable you to determine what your operators 
are able to do when sending an incident notification. You 
have the ability to restrict the operator’s ability to view or 
edit the Message, Contacts and Settings.

About Incident Management
Incident Management enables you to intelligently 
streamline your communication process so that an 
approved message is generated from a series of 
dropdown lists and empty fields to create a clear, 
consistent communication.
Fields can be used to fill the message, create prose with 
“fill in the blanks,” automatically select the correct 
contacts, and change the settings depending on the incident 
type. The permissions and settings can be configured to 
enable the incident operators to view and/or edit any of the 
components of the message that are appropriate given their 
role in the communications process.

Selecting the Contacts
Incident Management gives you the opportunity to pre-
select contacts in the same ways as the other notification 
processes. This can be done using groups, rules, individuals, 
or from the map. The Incident Management tool is unique 
because it enables you to additionally select contacts based 
on information that is selected in the operator’s form. 
You can create multiple conditions that will be processed 
in order until one of them is satisfied. Once a condition 
is met, the system stops searching through the rest of the 
conditions. Each condition can contain multiple criteria that 
must be true for a condition to be used. 

Quick Sheet MN: 
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Managing a Current Incident
From the Incidents page (right) you can see all open 
incidents and their status. By clicking the incident name 
you can see more detail about each incident and the 
associated notifications (below).
After you send an incident you are brought to the 
incident details page where you can manage an incident. 
You can send an update, close an incident (with or 
without notification), look at the details of a specific 
incident, and make notes in the incident journal for all 
operators to see.

Generating Incident Reports
After an incident you can download a detailed report 
containing all information that was sent. This includes 
the message title, body, sender information, and recipient 
information. This can be easily exported by clicking 
the Incident Report link with the PDF icon next to it. 
Custom Reporting is also available through the  
Reports page.

Quick Sheet MN:  
Sending Notifications Using Incident Management

Getting Started
To send a notification using Incident Management, the 
first step is to go to the Incidents page and select New 
Incident.
This displays a list of incidents from which the user 
can choose a category and a specific incident. On this 
screen the incident operator completes the form with the 
information that is appropriate for what has happened.
The following page will display the notification content 
to the operator. If the operator has permissions to change 
the Message, Contacts or Settings, he or she can do 
it on this page. After making any changes, the operator 
clicks Send to initiate the Incident Notification.

Sending Updates and Closing Incidents
If an operator clicks Send Update, he or she will be 
able to send an update to an existing Incident. The 
operator will be able to select the template to use for 
the update. If the same template is selected, information 
will be automatically filled from the earlier phase, and 
only changes will need to be recorded. If you have set 
different variations of the template for the different 
phases, that will be what is visible. If the operator 
chooses to close an incident, he or she will be asked if 
they want to close with or without notification. If it is 
with a notification, the operator will go through the same 
process as an update.

Powered by
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Creating a Calendar
Create a calendar by selecting the Scheduling sub-tab. 
Click the + Calendar button and complete the fields 
shown at right.
Optionally, you can choose to email certain people when 
the calendar is changed. Email is sent automatically  
only when the calendar is activated. When you are 
ready for calendar administrators to receive email 
change notification and for the calendar to be available 
for notification purposes, make the calendar active by 
selecting When changes are made to this Calendar, 
email:.

Adding Staff to Shifts
Staff can be added to a shift for a single day, a date 
range or on a weekly rotation by choosing + Staff on the 
calendar page or by clicking on the shift on the calendar.
Staff members can be designated as unavailable for 
certain periods of time, preventing them from being 
scheduled.
Views are available for Staff or the Shift. Staff view 
shows details for the assigned staff, while the Shift view 
shows the details for the shift.
To trigger change notifications, you must activate the 
calendar.

Getting Started
Scheduling offers a calendar interface where you can 
maintain multiple calendars in an organization, multiple 
shifts on a calendar, and manage shift assignments and 
staff availability.
To create schedules, you will need to:
•  Create a calendar.
• Add shifts to the calendar.
• Add staff to the shifts.

Creating Shifts
To create new shifts, from the scheduling subtab, select 
the desired calendar in the left hand pane and choose  
+ Shift.
Choose a shift name, days of the week, hours, start date, 
end date (if applicable), time zone, and any minimum 
staffing requirements for the shift.
When using minimum staffing requirements, choose Add 
Another Field. Select the field for a specific type of staff 
and the number of persons required.

Quick Sheet MN:  
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Quick Sheet MN:  
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Training
For training, go to: http://everbridge.force.com/clientportal
If you do not have access to the client portal, please follow  
the directions on the login screen to register.

•   Log in to Smart Msg Cloudbased platform  
(Powered by Everbridge) Mass Notification System 
at https://manager.smartmsg.com or access the 
mobile manager application on your smart phone or 
tablet.

•   Go to the Notifications tab.
•  Click Templates.
•   Check the box next to the template you want.
•   Click Send.
•  The system asks you if you want to include the 

notification as part of an event (a group of related 
notifications) or as an individual broadcast. If it should 
be part of an event, just include the event name. You 
can either select it from the drop-down list, or type in 
the name if it is not in the list.

Support
For support, go to:
http://alertnotification.com/page/technical-support
email: techsupport-ANS@federalsignal.com
Call: 800-524-3021 (Select the Mass Notification option) 
or 708-534-3400 x 7329

Powered by
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Quick Sheet MN Appendix I: 
Sending a Notification and Activating Sirens

Appendix I: Sending a Notification and Activating Sirens  
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Step 1: Sign in at https://manager.smartmsg.com

Step 2: Click the Notifications tab.

Step 3: Click the Notification Template tab. 

Sending a Notification to Predefined Sirens/Area 
Predefined sirens are added to the system as a Contact and 
are typically associated with a location in a Geographic 
Information System (GIS). For more information, see 
“Targeting Contacts Using the Map” on page 16. 
To send a notice to select sirens and area, see “Sending a 
Notification/Activating Specific Sirens” on page 28. 

Step 4: Select a template by clicking the checkbox   
 next to it. 

https://manager.smartmsg.com
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Step 5: Click the Send button. 
The notification is sent to the predefined sirens and area.

Sending a Notification/Activating Specific Sirens
If you do not have a template to activate a specific set of 
sirens, you can activate specific sirens by selecting them 
on the Universe map. To select sirens, draw a shape 
around them or use a shape saved in the shape library. 

Step 1:  Follow steps 1 through 3 under “Sending a     
   Notification to Predefined Sirens/Area” on  
         page 27. 

Step 2:  Click the pencil icon next to your selected   
   template.

Step 3:  At the bottom of the Edit Notification template 
         page, click Map under Select Contacts.
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Step 4.  When the map appears, click Select Contacts   
     in the upper left corner.

Step 5.  To see the locations of only sirens on the map,        
 click Contact Layers in the flyout menu. 
     Deselect everything except Sirens.

Step 6.  Close the flyout menu by clicking the X in the     
 upper right corner.

Step 7.  To select sirens for activation, click Draw 
   Shape and choose a shape.

Step 8.  Close the flyout by clicking the X in the upper    
 right corner.

Step 9.  Draw a shape around the pinpointed sirens to   
 be activated. Click Select in the top right   
 corner to select and highlight the sirens. 



30    30    

Quick Sheet MN Appendix I:  
Sending a Notification and Activating SirensPowered by

Number of  
sirens selected

Send message now

Step 10.  When the message window appears,   
          click the Now button under Send  
         & Save.

Step 11.  Click Send on the bottom of the         
     screen.
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