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your emergency network

Communications Training Guide

How Can ePACT's Communication Tools Be Used?

With ePACT’s communication tools, you can ensure that everyone receives the important messages your organization
sends as quickly as possible, whether it’s a simple update or an emergency notification.

ePACT has built email, text, voice and roll call messaging so you can be confident that your members are receiving the
messages that they need to. Here are just a few of the scenarios where you can use our communication tools:

- The bus is running late from a field trip, and you need to notify parents of the alternate pick-up time

- The center is closing because of inclement weather, and you need to contact parents and emergency contacts to
have all participants picked up as quickly as possible

- The drop off location for tomorrow’s camp has changed, and you need to ensure all parents received the notice
(using our two-way roll call messaging)

- Acamper has fallen ill, and you need to quickly share information with parents and emergency contacts to
speed up assistance

Selecting Your Members - Advanced Search and Filter

The first step is selecting the members to send your message to. If you’d like to include everyone in your organization,
simply click Select All. Otherwise, our advanced search and filter allows you to view members within specific groups or
programs, or those with specific medical or dietary information (e.g. they have a food allergy). Click Advanced Search
and Filter to open this feature.
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To search for members in a specific group, select the appropriate program under the “Group Names” section and click
Search. If you would like to view members across multiple programs or camps, select the corresponding programs under
the “Group Names” section (in the example below we used Museum Trip and Photo studio) and click Search.

For all search criteria, you can type in a keyword and the relevant search results will display below. The number of
relevant participants for your search will be displayed beside the Message Members button.

Don't forget to click Clear All after each search!
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Please note: Selecting multiple parameters within one section will generate search results for “or” (e.g. search for
participants who are in the Museum Trip OR Fun Trip groups). Selecting parameters across multiple sections will
generate search results for “and” (e.g. the member has a food allergy AND is attending the Museum Trip or Fun Trip).
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Select All and Select Page

To select all the members on the first page, click Select Page under the Advanced Search and Filter button.
If you would like to select all of the members in your search parameter (more than 50 members), be sure to click Select All.
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Message Members

You can message members for different situations:

e Invite, Reminder & Reconfirm: These three messages are used to collect and update emergency information - so
you won’t need to use these options for notifications

e General: Send a general email, text or voice message to families and/or emergency contacts.

e Emergency: Send an urgent email, text or voice message to families and/or emergency contacts.

e Roll Call: Send a text message to families (for those who are verified to receive text messages) and request a
response.

To send a message, select the participants you would like to communicate with (e.g. all those in a specific program, or all
participants), and select Message Members = General or Emergency.
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Next, select who you would like to send the message to and click the green Review Message button:

e Include legal guardians: To communicate through ePACT, legal guardians will always be selected as a default.
¢ Include emergency contacts: Select this option if you need to communicate with the emergency contacts that your members have identified as people
who can pick up participants, and will support them if they are impacted by a crisis.
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Create your message using these steps:

e Use the top box to compose your email message. Please note that if the email box for an emergency message is
left blank, it will populate with the text that was included in the SMS or Voice message.

o The following boxes are for SMS and Voice messages. You can copy and paste the same message across all three
types by highlighting your message - Right clicking "Copy" then paste it in the other boxes, or use a different
message for each communication medium (within given character limits). If you do not see a box for text
messaging or voice messaging, your organization has chosen not to use that feature.

e C(Click the green Preview Message button at the bottom of the page.
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A note about replies

As the sender of this message. you will receive any replies from your members.
We provide some prepared responses to any general questions your members might have about ePACT.

I any members ask for technical help, please forward their meszage to us at help@epactnetworkcom.
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hild Gidked LD
child picked up. “

Preview Message Cancel

B2017 ePACT Metwork Ltd




Review your message on the next page. Your email message contains a preview of the entire email, and the text in your
SMS and Voice messages displays underneath. Please note, anything in brackets will auto-fill with your organization’s
name.

If you are happy with your message, click the green Send Message button. If you would like to make edits to the
content, click Back.
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Have questions or feedback?

Visit our Help Center for all the answers to your ePACT questions, including articles,
videos, and live chat with our Customer Success Team.

Contact us seven days a week at help@epactnetwork.com

Call 1-855-773-7228 Monday - Friday from 9am - 5pm PST

PACT Network Ltd

267 West Esplanade, Unit 105, North Vancouver, BC, V7IM 1A5

m o inf

Contact Us Terms of Use Privacy Policy Security

SMS Message: There has been a flood at the Rec Centre. Please have your child picked up.

Voice message: There has been a flood at the Rec Centre. Please have your child picked up.




Once you click Send Message, this page will confirm that your message is being sent to the appropriate communication carriers.

Please note: A copy of a general or emergency message will automatically be CC'd to the administrator sending the message. ePACT does not keep copies of
general and emergency messages. Please refer to your internal policies to keep track of when and to whom messages are sent to.
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Roll Call Messaging

Roll Call Messaging allows you to send a text message to families (for those who are verified to receive text messages)
and request a response. To send a roll call message, open your advanced search and filter to set your search parameters,
and check off the box for Verified for Texts. From there, click Search and then Select Page or Select All.

*Please note that in an emergency, you will still want to send a voice and email message to those members who are not
verified to receive text messages (including those in Invited or Outstanding status).
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Once you've selected the members who are verified to receive text messages, click Message Members = Roll Call.
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The next page is where you will compose your message. In Step 1, enter the message that you’d like to send.
In Step 2, you can select your response options:

- Text 1 to confirm receipt: This option allows your members to respond with “1” so you know that they received
and read the message you sent.

- Text back with reply: This option allows your members to respond with any text. For example, you may ask them
to respond with their approximate arrival time.

- Provide custom response options: This option allows your members to respond with “1” or “2” according to the
preset messages you’ve assigned. For example. you may ask them to “Text 1 for | can pick up” or “Text 2 for |
need a ride scheduled”.

Step 3 will display a preview of your message, and will show you the length of your message to ensure you stay within
the character limits.

Once you are happy with your message, you can click Send Now or Send Later. Use the Send Later option if you’d like to
save this message as a template for future use.
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To track the responses of your roll call message, go to the Roll Call tab and click the message for which you’d like to view the details.
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You can see the number of messages sent and the number of people who replied at the top of the page. To view the
response for individual members, you can refer to the “Status” column.
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Messaging in the ePACT Admin App

When you have access to the internet via wi-fi or data on your mobile device, you can send a general or emergency
message to your members in the Admin App.

If you’d like to send a message to all members in your organization, select the organization on the “Organizations” page
after logging in.
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Appleton City

Camp Lonsdale

Canada Community

Lonsdale After School Care

If you'd like to send the message to a specific program or group, click on the organization in the “Organizations” page
and then click on the “Groups” tab. From there, click on the group to whom you’d like to send a message.

*Please note that messages in the app can be sent to all members in the organization or all members in a group. You
cannot select specific members to whom you’d like to send a message.
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Once you have opened the organization or the group that needs to be sent a notification, click on “Menu” 2> “Member
Messaging”.

Main

Member Messaging

Update Member Records

Contact Us

About ePACT App

Logout

Cancel




The top of this screen will confirm to whom the message will be sent.

< Back Messaging

Message everyone in group Photo studio

Is Emergency Message:

Message Emergency Contacts

Email Message

If the message is an Emergency Message, toggle the “Is Emergency Message” section on. If the message is a General
Message, do not toggle this section.

If you would like to message Emergency Contacts, you can toggle the respective button on.
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Email Message




Now you can compose the email, SMS and voice messages that you’d like to send.

Once you have reviewed your messages, click “Send Message” at the bottom of the screen.
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Characters Available: 125
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