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Getting Started 

Someone from your organization will send you an email invite to 

be an administrator for your organizationôs ePACT account. Click 

on Accept Invite and log in to your existing account or create an 

account..  

Click Accept to accept your administrator invite.  

 
 
 
 
 
 
 
 
 
 
 

Your Member Dashboard 

Once you have accepted your invitation, you will be able to access 

your membersô emergency information (including their email addresses and status) on your Member Dashboard.  
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Status: 

The status column will 

help you figure out who 

has completed their 

emergency information. 

 

 

 

 

 

 

 

 
 
To Be Invited ï Member has been added to the system but has not been sent an email request to share their emergency 
information.  

Invited ï The member has been sent an email request but hasnôt accepted yet. 

Outstanding ï The member has not yet completed their emergency information. 

Submitted ï The memberôs emergency information is ready to be viewed and/or downloaded. (Date submitted, which 
also includes when information was last changed, is in the next column.)  

Downloaded ï The memberôs emergency information has been downloaded. (Note the date downloaded last, in the next 
column.) 

Reconfirmation ï The member has been sent an email request to reconfirm their information or answer/accept a new 
question/waiver. 

Using Paper Form ï Member completed their emergency information via paper form 

Unlinked - The member had disconnected from your organization.  

If a member makes any changes to emergency information after their file has been downloaded, the date will change in 

the date submitted column to the date of the change. 
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Actions: 

 

 

 

Edit: Change basic contact information, such as name or email address. 

Quick view: view the memberôs emergency information without having to download it. 

Comment: Leave a comment about a member that only admins can see. 

Manage shared files: Add, view or download uploaded files, such as a doctorôs note 

 

 
 

Updates & Reports: 

Members with Files Uploaded ï Any time a member uploads a 
file, such as a doctorôs note or allergy plan, you will be able to 
view the member and their files here. 

Account Activity Log ï View activity history of any tasks for 50+ 
members in your account. This includes sending any messages, 
modifying groups, disconnecting members, and more. 
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Advanced Search and Filter:  

You can use the Search box for a simple search based on a Name, Email, or Member ID. The Advanced Search and 

Filter can be used for a more advanced search using filters like Medical and Dietary Conditions or which members are 

still Outstanding.  

 

Expanding the extra options allows you to apply additional criteria to your search and filter. 
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Date Filters allow you to narrow down your search even more. You can filter for members in a group with a particular 

start date. You can choose to have the date range applied to your filtered search or you can filter just for members active 

in a defined period. 

 
You can also type in the select field instead of scrolling through each filter for a specific criterion. 

 
Once you have determined your filters, click Search to get a list. You can select all and click Download > Records to 
download all the records matching your search filters.  If you want to sort within your search and filter finding, be sure to 
click the heading afterwards. Also, be sure to click Clear before trying a new search.  
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You can also export the results of your search by clicking on More Actions > Export List to create a spreadsheet. 

 

Sending Messages:  

You can message members for different situations: 

¶ Invite: Invite a member to create an account and share their emergency information. 

¶ Reminder: Send a reminder email to members who still need to complete their emergency information. 

¶ Reconfirm: Ask a member to confirm that their information is up to date.  

¶ General: Send a general email to members. 

¶ Emergency: Send an urgent email to members. 

¶ Roll Call: If your organization added Roll Call as a feature (text messaging two-way communications), you can start a 

roll call from here.  

 

1. Select the member(s) you want to message by clicking Select All, by using a filter, or checking off the box. 

2. Click Message Members on your dashboard, then select the type of message you would like to send.  
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3. Review the email template before sending. Although you are unable to edit text in the actual body of the email, 

you can edit the subject and/or add additional information to the message (e.g. a due date to submit). You will 

need to draft your own general or emergency message. Any text in parentheses should never be altered as it 

allows you to send personalized messages to several members at once. Click Preview Message when you are 

done. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 














