ePACT<

your emergency network

GroWwglmi st ting to Know t he

Table of Contents

GeELING STAITEA ... e e oo oo e e oo ettt e e et et ettt e e e ema e e e e e e e e e e e e e e e e eme e e e e 2
Your Member DashbDOArd ...ttt am s 2
R = 1L 3PP PPPPRT 3
Yol 110 L SO P TP PP TP PPPPPPPP 4
800 Eo R =T 0T ] PP
AdVANCEd SEAICH AN FIEEE.........uiiiiiie et e et e e e e e e e r e e e e e e s e b bn e e eees 5
DoV ] (o= To [TqTo = =Yoo (o = 9
Adding, Viewing, or Downloading Uploaded FilES...........oooiiiiiiiiii s 11
Switching from Admin t0 Personal ACCOUNL............ooiiiiiiii i e e e enr e e e e e e e et e e e e s emran e e eeeas 11
L e N O o = S |V o T o T O = O N o I o T 12
(€T ui g To RS £= Ly (=T IO PP TTTOPRTRRRPRRRNE 12
VIEW MEMDET RECOITS .....ceiiiiiiiiiiiiit ettt e e s e e e e e e e e e e e e e e e e e e e e e e e s et et ettt ettt ettt e e e e e eeeeeeeeeemsnnenees 13

(O] aT=Tod T L IO LV | ST 14



ePACT <

Getting Started =y

Someone from your organization will send you an email invite to

be an administrator foryouror gani zati onbés ePA
on Accept Invite and log in to your existing account or create an
account..

City of Capilano - Youth Programs Administrator Invite

You have been invited to be an administrator for City of Capilano - Youth
Programs on ePACT, the highly secure online emergency network.
Click Accept to accept your administrator invite.
How to use ePACT
1. Click on the Accept Invite button in this email to create your profile as an
Administrator.
2. Log in and monitor to ensure your members complete their records.
3. In an emergency, access City of Capilano - Youth Programs members’
medical and family contact information.
4. Take advantage of communication features in ePACT to send messages
to City of Capilano - Youth Programs members.

ePACT provides accurate, up-to-date and legible information to deal with an
unexpected situation. The system maintains the same levels of security and
privacy as online banks to ensure the safety of your information, while
limiting access only to authorized administrators.

Thank you,

The ePACT Team

City of Capilano

Your Member Dashboard

North Vancouver, BC

Once you have accepted your invitation, you will be able to access
y our me emegensynformation (including their email addresses and status) on your Member Dashboard.

EPACT‘k'*‘* My ePACT My Organizations Emergency Resources My Requests

Organization Settings
City of Capilano - Youth Programs

Quick Tasks Updates & Reports

54 Records Completed / 72 Total Records o Undelivered Messages View

o To Be Invited View « Send Invites o Members with Files Uploaded View

o Incomplete Records View - Send Reminders o Uploaded Spreadsheet View

E Submitted - Download Now View - Download Account Activity Log View
Member Archives View

All Member Records (72) Groups (15) Disconnected (1) Roll Call (0) Administrators (11)

Search o+ Add Members ~ .

Advanced Search and Filter »

Name Member ID Email Session Status Date Submitted g:t\:nluaded Actions

Liam Agee 123456 agee@besafebe.com 0 (j ﬂ’
Yanira Agee |™ 6597 agee@besafebc.com Jul 19, 2018 oy ﬂ'
Estefana Bagley 2018 smith@besafebe.com Jul 18, 2018 R de ﬂ‘
Louann Bagley 2020 smith@besafebc.com Jul 19, 2018 i1®cy ﬂ‘
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St at u S : Select Page Select All

The status column will e Member D Emal Session | status Date Submitted 0 Actions

help you figure out who o Agee e omamshecen - L
Yanira Agee | 6597 agee@besafebc.com Jul19,2018 oeo@d

h as com p Ieted th elr Victor Amur 23467 johnsonfamily@besafebe.com @ O‘ ﬂ*

e merg e ncy |nformat|o n. Brenda Ashley 324564 ashleys245@besafebc.com 0 (j [f
Estefana Bagley 2019 smith@besafebc.com Jul19, 208 @
Louann Bagley 2020 smith@besafebe.com Jul 18,2018 eo@dg
Zackary Barrette ¥ 56789 barrette@besafebc.com Jul 18,2018 ecd
Shelli Beddingfield | 2294 beddingfield@besafebc.com Jul 19,2018 Aug 16,2018 _Ci L) & D+
Charles Billings-Lonsley |® 2372 billings.lonsley.52@besafebc.com Jui 19, 2018 ecd
Jessica Blakney 8716 blakney@besafebc.com Outstanding 0 d [f
Phoebe Buftay 9301923 ursala@besafebc.com Quistanding odg
Sita Ghaudry ™ 2380 chaudry11@besafebc.com Jui 19, 2018 1® O+ =]
Liam Chow 7846 chow@besafebc.cm 0 d ﬂ*
Harold Coleman 6658 coleman@besafebc.com _{] d [f
Alice Cooper 2131 fredcooper@besafebe.com Jui 19, 2018 e ﬂ*
Angelina Cooper [™ 2423 saracooper@besafebc.com Jul12,2018 ® O+ =
Betty Cooper 83213 fredcooper@besafebc.com Jul 19, 2018 ged@da

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

InvitedT Theme mber has been sent anaceeptadiyét. request but hasnodt
Outstanding T The member has not yet completed their emergency information.

Submitted T Theme mber 8s emer gency i nfviewetdand/ordawnloaded. (Data sulgmitted) whizhe
also includes when information was last changed, is in the next column.)

Downloaded i Theme mber 6 s emer gency i dofwntoadeda(Nateahe datealswnlbades fast, in the next
column.)

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

Using Paper Form T 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:
Select Page Select All
Name Member ID Email Session Status Date Submitted pete
Downloaded
Liam Agee 123456 agee@besafebe.com
Yanira Agee |¥ 6597 agee@besafebc.com Submitted Jul 19, 2018
Victor Amur 23467 johnsonfamily@besafebc.com
Brenda Ashley 324564 ashleys245@besafebc.com
Estefana Bagley 2019 smith@besafebc.com Submitted Jul 19, 2018
Louann Bagley 2020 smith@besafebc.com Submitted Jul 19, 2018
Zackary Barrette [* 56789 barrette@besafebc.com Jul 19, 2018
Shelli Beddingfield | 2294 beddingfield@besafebc.com Downloade Jui 19, 2018 Aug 16, 2018
Charles Billings-Lonsley |* 2372 billings.lonsley.52@besafebc.com Jul 19, 2018
Jessica Blakney 8716 blakney@besafebc.com Qutstanding
Phoebe Buffay 9301923 ursala@besafebc.com Outstanding
Sita Chaudry ™ 2380 chaudry11@besafebc.com Submitted Jul 19, 2018

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

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

> Quickview: vi ew t he me mber 6tonwthoat hayiegrioccdgwnload ft.o r ma
&
&)

Manage shared files: Add, view or download uploadedf i | es, such as a

Updates & Reports:

doctor 6s

Members with Files Uploaded 7 Any time a member uploads a
file, such as a doctyaumwillsealleoid e (¢ Updates& Reports

view the member and their files here. €  Members with Files Uploaded

Account Activity Log T View activity history of any tasks for 50+ Account Activity Log
members in your account. This includes sending any messages,

=
:v
=

View

modifying groups, disconnecting members, and more.

not e
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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.

All Member Records (74) Groups (15) Disconnected (1) Roll Call (0) Administrators (11)

Search + Add Members ~

I Advanced Search and Filter » I

Select Page Select All el Message Members

Name Member ID Email Session Status Date Submitted z:::nloaded Actions

Liam Agee 123456 agee@besafebc.com m _g (:‘_)‘ G‘
Yanira Agee | 6597 agee@besafebe.com Jul 19,2018 Jgod@d
Victor Amur 23467 johnsonfamily@besafebc.com niink: J® O‘ ﬂ‘
Brenda Ashl 324564 ashlevs245@hesatebe com [ To Be Invited | net et

Expanding the extra options allows you to apply additional criteria to your search and filter.

All Member Records (74) Groups (15) Disconnected (1) Roll Call (0) Administrators (11)

+ Add Members v

Advanced Search and Filter ¥

Note: New/revised records submitted by your members may take up to one hour to appear in your account.

Search :
Status : Group Names : Medical & Dietary :
Select All Clear Select All Clear Select All Clear

Select Status | Select Group Name | Select Condition

) )

More Options»
Date Filters»

Other Optionsk

Search Clear Al Selected: 0

Select Page | Select Al BN Message Members . [l Download
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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.

All Member Records (74) Groups (15) Disconnected (1) Roll Call (0) Administrators (11)

T —

Advanced Search and Filter ¥

Note: New/revised records submitted by your members may take up to one hour to appear in your account.

Search :
Status : Group Names : Medical & Dietary :
Select All Clear Select All Clear Select All Clear
Select Status Select Group Name Select Condition
4 4 4
More Options»
Consents & Other Questions : Files : Session :
Select All Clear Select All Clear Select All Clear
Select Question Select Files Select Session
4 4 4
Date Filters»

You can also add a date filter to your filtered search, or you can filter just for members active in a defined period. You can also quickly filter to see most recent
submissions.

Group Start Date From : Group Start Date To :
yyyy-mm-dd yyyy-mm-dd

Date Submitted From : Date Submitted To :
yyyy-mm-dd yyyy-mm-dd

Date Downloaded From : Date Downloaded To :
yyyy-mm-dd yyyy-mm-dd
Other Options»

Has Comments
Flagged Conditions
Verified for Texts
Not Verified for Texts

Search | Clear All Selected: 0

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

Note: New/revised records submitted by your members may take up to one hour to appear in your account.

Search :
Status : Group Names : Medical & Dietary :
Select All Clear Select All Clear Select All Clear
» Submitted | | «x Downloaded Bantam{ y Select Condition p
y Trailhead - Hockey Bantam
More Options»
Consents & Other Questions : Files : Session :
Select All Clear Select All Clear Select All Clear
= Yes Photo Release Select Files ) Select Session .
:
Date Filters»

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.

All Member Records (74) Groups (15) Disconnected (1) Roll Call (0) Administrators (11)

+ AddMembers+

Advanced Search and Filter ¥

Note: New/revised records submitted by your members may take up to one hour to appear in your account.

Search :

Status : Group Names : Medical & Dietary :
Select All Clear Select All Clear Select All Clear
» Submitted || » Downloaded Select Group Name Select Condition
A P
A
More Options»
Date Filters»
Other Options»
Search | Clear All Selected: 3
Date | Add to Group
Name Member ID Email Session Status Date Submitted Downloaded Actic Remove From Groups
Disconnect Members
Yanira Agee | 6597 agee@besafebc.com Submitted Jul 19, 2018

A Using Paper Form

Estefana Bagley 2019 smith@besafebc.com Submitted Jul 19, 2018 {7 ¢ Using ePACT
Export List
Louann Bagley 2020 smith@besafebc.com B&A School Submitted Jul 19, 2018 {7 -

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.

=A =4 =4 -4 4 -4

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.



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.






















