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This preface introduces théour Instant Info Alert ServiceAdministrators Guide, as such it has been
broken down intdhe following sections:

ADocument Objective
AObtaining Documentation
ADocumentation Feedback
AObtaining Technical Assistance

Document Objective

This guide has two major objectives. The first is to provide all the relevant information required to
install and configuréhe Your Instant Info servicd he second is to give additional informoaton the
featuresavailable withinYour Instant Info once configured

Audience

This guide is for anyone who wishes to successtidlyfigureand adminisérthe Your Instant Info
service Although this is often people concerned with network adminisirgit may also be useft
instructmanagers of thRunctionality that Your Instant Infoanperform This guide is expected to be
useful if performing any of the following tasks:

AConfiguring and Maintaining the installation of the service

AEvaluatirg Your Instant Info as a viable service

AFine tuning the instance of the service

AAdding or removing features tour Instant Info

Related Documentation
For more information refer to the following documentation:

AKnowledge Base Articles
AForum Posts

Document Organization

This guide has been brokervalointo the following sections:
Alntroduction

ALogging intoYour Instant Info

ASetting up Groups

ASending/Accepting Invitations

ABulk Import

AAssigning permissions

AsSending Alerts

AReporting
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Document Convention

Note additional information pertaining to the subject matter
Alert important information that requires special attention

Obtaining Documentation
Your Instant Infoproduct documentation and additional literature is available on ttgpa/yourinstantinfo.com

alsoprovides several ways to obtain technical assistance and other technical resources. Thexpéaitisrhow to
obtain technical information frorvour Instant Info, LLC

www.yourinstantinfo.com
Addi tional arti dounglatths DRL: FAQOs can be

http:// www.yourinstantinfo.com/products
You can access théour Instant Info service at:

https://www.yourinstantinfo.com/home.aspx

Documentation Feedback

You can send comments about technical documentatisupiport@yourinstantinfo.com or by writing to the
following address:

Your Instant Info, LLC

865 Durham Way

Greenwood, Indiana

46143

We appreciate your comments.

Obtaining Technical Assistance

For all customers, partners, resellers, or distributors who hold Yalid Instant Infoservice contractsyour Instant
Info, LLC Technical Support provides prompt and dedicated technical assisEme¥our Instant Infoknowledge
base omttp:/Mww.yourinstantinfo com f eat ur es e xt e n s Yournstant Ibfgproduess and FAQ
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Introduction

This chapter provides an overview of Your Instant Info detailing the basics of interacting with the system

throughthe Management Console as well as reasons why you might want to use Your Instant Info
Service

Logging In

Setting up your Organization with the ability to use the Your Instant Info service is extremely easy. Once
you have purchased Your Instant Info, and you have received your login, simply navigate to:

https://www.yourinstantinfo.com/home.aspx

You will then be presented with a login prompt where you will enter your user account and password. By

default your user account ID is your primary email address and your password is randomly generated and
emaled to you upon creation of your Organization.

/2 Your Instant Info - Default - Windows Intemet Explorer

R = | iips:/ /www.yourinstantinfo.com/Default.aspx

Eile Edit View Favorites Tools Help

Google [G+ Go| @ @ B - | ¥ Bookmarks~ [FPopups okay| “F Check +  Autolink = 1| £utoill [ap Send tor

() Settingsv  Links
¢ 4 | @ Yourlnstant Info - Defautt [

M- v @ v [ Page v ) Took v

Your Instant Info - Extending Your Reach

Enter your username and password to log in.

Usermname

Password

Click here if you received an invitation.
Forgot your password? Forgot your usemame?

act | Chat Live | Forums

Your Instant Info, L.L.C.

Done

[# € Intemet | Protected Mode: Off #100% ~


https://www.yourinstantinfo.com/home.aspx
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Upon login you will see several options on the left hand side of the page. The top controls are what all
users are given, regardless of permission level. These allow the subscribers to control tbeitastn
information as well as having the ability to view messages that have been sent to them, controlling
invitations, changing password and asking for support.

@ Your Instant Info - Home - Windows Intemnet Explorel C=nran g

.
@ '\‘// = | | https://www.yourinstantinfo.com/Home.aspx = *§ Google ial =
{3 Favorites i,“:";', -" Google
og|- Twitter / Home (& YourInstant Info - Home |14 Inbox - SmarterMail fa - B ~-= EEJ v Page~v Safety~ Tools~ '@'v "
°c 7 -
CAU Your Instant Info Beta Organization| | o
» Aeal Tine Alerts . .. Realistic Prices
Home Demo's Dashboard
Edit my aceount
Update contact info Organization |Beta Organization
Change my passwor
Message center Total Users 5
invitati Total Groups 8
_Manage invitations | Add additional
Contact Us Contacts now!
— My Groups 0 ]
Manage my groups My Alerts 0 (over last 7 days)
Send an alert
Private invitations
Publicinvitations You can quickly send an alert by selecting a saved template and
Bulk import clicking Send.
712[5& lockup Saved templates: Count (for this Org): 1
Assign permissions Weather cancellation All Users and Staff [=]
Manage orgs
Manage users
Un-impersonate
Logout

& Internet | Protected Made: On v H10% -

N

If this is the first organization that you belong to you will only have one ehnite Active Organization
control at the top of the pagé&our Instant Info allows for users to be part of multiple organizations and
be able to individually control contact points for each of these entities.

Buttons Colorsupon Hover

Light Yellow = Control does not have the ability to produce a message out of system
Orange = Control DOES have the ability to produce a message out of the system

Most likely the first thing that you will want to do to begin using the sys$etreate your custom groups
so thatwhen you invite your users to receive alerts from your Organization that you can organize them in
Alert groups.
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Groups

There are two different methods that an Organization can utilize their groups.

1.) Organization controlled only.
a. Only the Organizationan control who is a member of what group
b. User has no ability to add or remove themselves from groups
i. Benefits
1. Admins can control and ensure that all users that users are added to
appropriate groups.
2. User cannot accidentally add or remove themselves froopg

ii. Pitfalls
1. Heavy administrative overhead for adds or deletions
2. User may be in a group in which they do not want to receive alerts for

2.) User controlled groups.
a. Hybrid design. Both users and Organization Administrators can control group
membership
i. Benefits
1. Alleviates much of the Administrative overhead of controlling group
membership
2. Users can control which groups they want to receive alerts for without
intervention of an administrator
3. Very helpful in Organizations with large number of custom grofus.
example, schools wanting to allow parents to receive alerts for buses.
This would be a nightmare to administer if Organization only controlled,
this would allow parents to choose the buses they wanted to receive
alerts for.

ii. Pitfalls

1. Usercouldaccdient ally add themselves to a ¢
want to receive alerts for

2. Administrator must rely on user to put themselvesanstandard
groups, (example, Administrator ma
iSal es Mi dwest 0) tasldbthemdelfestothe user d
appropriate groups they will not receive alerts when that group has a
message sent out.

y
oe

Note: Most Organizations choose the User controlled groups as this is the most flexible means of group control. By
default all Organizatias are created with User controlled groups enabled. However this can be changed if
Organization controlled only is desired.
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Group Controls explained

By simply clicking orl Manage my groups | you will be taken into the area of the service to control your
group membershs for both yourself and the users in your organization. We will cover adding users to
the system in a later chapter.

Your Groups Count: 2
All Employees

Demo Allowed to Send

[ MNew Group H Edit Group ][Delete Group

[T Show associated users

I n this example there are 2 existing groups. i Al
will be used in a later chapterplaining permissions).

As you can see there is a check box allowing you to see existing group members without having to
actually edit the group. Below is an example with the checkbox selected.

Your Grou Count: 2 Associated users Count: 4
All Employees

Demo Allowed to Send

Andy Thompson
Barbara J Raymond
Demo User

Mark A Raymond

l New Group ] [ Edit Group l ’ Delete Group ]

[[JInclude Non-Active users
Show associated users

This is a quick way of seeing which users are assoothd particular group, allowing you to quickly
scan all group membershifis membership validation.
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New Group Creation

[ Mew Group

By clicking you can create a new custom group for your Organization.

Note: There is no limit to the number of groups that yauaraate

Enter group name(s) for adding to your active Organization. .
Click Save to add your groups. or Cancel to abort. w ‘ Save ‘ ‘ Cancel

@ Add a single group ) Add multiple groups

Group name

Add users
after saving

Privacy setting @ Private ... Group is visible only to Group/Org Admins for membership control
) Semi-Private ... Group is visible to subscriber and Admins to choose membership

Save
If you want to create only one groujmgly create a unique group narmued then cIicI

to continue. Note the existence of another check
you wish touncheck until you have invited entered your users.

T Privacy settingé Groups are br okRivateuhey i nt o t w
differ by who has the ability to control memberships. Those controls are explained in the
image above.

If you want to create multiple groupshange t he radi o button eéenter iAdd mu

Save
the names of the groups, (one per line) and then .
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Enter group name(s) for adding to your active Organization. -
Click Save to add your groups, or Cancel to abort. LT ‘ Save ‘ ‘ Cancel ‘

) Add a single group @ Add multiple groups

Enter multiple group names (one per line)

Bl11 TU=ers =
A1]1 Enmplovees

A11 Flayers

Executives

Sales
Privacy setting @ Private .. Group is visible only to Group/Org Admins for membership control
) Semi-Private . Group is visible to subscriber and Admins to choose membership
Group Name . ployees|
Privacy sefting @ Private ___ Group is visible only to Group/Org Admins for membership control
) Semi-Private ... Group is visible to subscriber and Admins to choose membership"'"‘lI
Expiration Date Never i
Select users to associate with this group
Existing groups Count: 8
<< ALL == EU
Users in group selected above Count: 2 Group Members Count: 3
Admin, Demo Test, Dad
Tester, Google Test, Mom
User, Demo
Select users that can send to this group:
Existing groups Count: 8
2 ALL == EU
Users in group selected above Count: 4 Authorized to Send Count: 1
Test, Dad E Admin, Demo
Test, Mom
Tester, Google
User, Demo
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Group Membership/Send authority:

As you can see in the illustration abguai are able to control both memberships and semdigsions

from this central control. Simply move the users from the left list box, to the right list box to change their
association with that group.

Group Expiration:

You will also see that you have the ability to set an expiration date for a grbigis €specially useful

for tournaments or activities that are going to be for only a short period. At the end of the expiration date,
the group will be removed, but the users will not be removed from the system.

Standard Controls:

These standard copots are available on most screens.

-
This button will move all users listed in the left box into the group membership box on the left

This button will move the selected individual/s into the group membership box on the left.

This button will remove theelected individual/s from the group

<

This button will remove all users from the group
After you have added all your users to the group and the memberships are what you desire, simply click

the button to apply your changes.

Note: These list boxes adké any other windows application you can use the Ctrl key to select users that are
separated or use the Shift key to select a group of users that are listed in a row. Also, bylidairgeisers they
will be added or removed from the group

Edit Group s

If you need to modify the group membership of an existing group simply go[,m,age My groups

. . I Edit G . S
options andy simply clicking Sl you can modify the highlighted group.
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Here you can manage the collection of customized groups associated with your account. You can see a list of users associated with
the selected group by checking the "Show associated users” checkbox.

Your Groups Count: 3
All Employees
Demo Allowed to Send

Example Group

[ New Group ] [ Edit Group ] [ Delete Group

Show associated users

After clicking[ Edit Group ]

all controls are the same.

you are taken back to the screen that is used with the new group creation,

& YourInstant Info - Update Group - Windows Internet Explare [ ||

< | €] https://www.yourinstantinfo.com/ManageGroupsUpdate.aspx a2~

{? Favorites | i;‘g -;:' Google

|88 ~ | = Twitter/ Home | @ YourInstant Info - Upd... |E:q Inbox - SmarterMail |_| ﬁ v = @ v Page~v Safetyv Toolsv @'
' -
i Your Instant Info i ol )| Beta Organization [+ @ [impersonation | Welcome Demo Admin [l
Aeal Tine Alerts . .. Realistic Prices
You can alter your group's name here (it must be a unigue name that has not yet
Home been used). You can also change which users are associated with your group. @ l Save l l Cancel l
Edit my aceount
Update contactinfo| Group Name  [AIEma0
Change my passwor|  Privacy setting Group is visible only to Group/Org Admins for membership contraol
Messagecenter | O Semi-Private .. Group is visible to subscriber and Admins to choose membership
Manage invitations Expiration Date MNever
Contact Us Select users to associate with this group
Existing groups Count: 8 =
M my groups || [<< ALL »>
Send an alert Users in group selected above Count: 2 Group Members Count: 3
Private invitations Admin, Demo E Test, Dad
Publicinvitations || [Te°t®" ©°°9°® Test, Mom
1 User, Demo
Bulk import
User lockup E
Assign permissions
Manage orgs
Manage users Select users that can send to this group:
Un-impersonate Existing groups Count: 8 =
Logout | << ALL == E{;
Users in group selected above Count: 4 Authorized to Send Count: 1
Test, Dad E Admin, Demo
Test, Mom
Tester, Google
User, Demo
- -

— € Intemet | Protected Mode: On v ®i0% -
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5
After making your desired modifications simply click buttonto apply your changes.

Delete Groups

If you desire to remove an existing group, simply go tc[ Manage my groups ) control, and then

choos'[ Delete Group ] You will be prompted to confirm yowecision, and the ramifications will be
explainedé

VWARNING: This will PERMANENTLY delete the selected group. Once the delete ‘ Delete | | Cancel |
has occurred, recovery will not be possible. Click the Delete button to proceed
g{i@uthﬁadn%ete of this group, or Cancel to abort the deletion.

|Examp|e Group

Associated users Count: 0

[“TInclude Mon-Active users

o Delete . . . ,
After clicking you will be asked to verify one last time that you are certain you want to

delete the group.

r

Windows Internet Explorer ﬁ

@Y% You are about to delete the "Example Group” group from the "Beta
' Organization” organization.

This will permanently delete this group from the organization.

Are you sure you want to do this?

OK ] ’ Cancel
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Note: By deleting a group, you do not delete the users, you simply delete theagcotle system removes the
association for each member.

Sending and Controlling Invitations

Public Invitations:

The nextthing you will most likely want to learn to do is how to invite your users to receive alerts from
your Organization.This can be &ndled by two different method®ublic and Private invitations

Public invitations are by far the most popular and easiest method of getting your users associated with the
alert system. Simply click the Public Invitation control on the left panel,lentealow screen will be
brought up.

To create a new invitation, press the Add button.

/& Your Instant Info - Public Invitations - Windows Internet Explorer

GU-

<7 Favorites

£ | https://www.yourinstantinfo.com/Publiclnvitations.aspx

s * Google

88|~ Twitter / Home & YourInstant Info - Publ... % |24 Inbox - SmarterMail % v B v = = v Pagev Safetyv Toolsv @~
[ Real Time Alerts . . . Realistic Prices = - gL
Home Manage public invitation codes for your Organization. You can associate default Groups and Roles with each code. o
Edit my account
Update contact info| | Refresh Add Rows Per Page- | 10 |Z| Count: 1
Change my passwor
MMcssapccenieill Cioation Invitation Code Groups
Manage invitations Date - Group |Member =lolps
—————— Sender
Contact Ts 07/12/2009
Select 03-45-26 PM BETAQ907XYWC 1 All Employees
Manage my groups
Send an alert
Private invitat
1va. e.ln\i] . ons New Code
Publicinvitations
———————— Public Invitation Code BETAQ909TXFJ Save ] [ Random -
Bulk import 5
User lockup [Clusers that register with this code can send alerts to the default PRIVATE groups they are associated with.
Assign permissions [T Users can send alerts to the SEMI-PRIVATE groups they choose to be associated with during the auto-registration process.
[ClUsers that register with this code will be regarded as Staff Members.
Manage orgs
Manage users Available Groups Count: 8 Selected Groups Count: 0
Un-impersonate All Employees (Private)
Logout All Parents (Private)

asthetics (Private)
Junior Colts (Private)
Testing (Private)
Testing 3 (Private)
Testing 4 (Private)
Testing2 (Private)

A v

N

@ Internet | Protected Mode: On

v ®100% -

The Public Invitation code will be auto generated. The first characters cannot be modified. In this
example you must keep BETA0909, but you can change the TXd=éxaple, this is going to be used

for i Al

I Parentsodo you could name this

i nvitation
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| Refresh | | Add Rows Per Page: |10 El Count: 1
Creation et (T
Date Invitation Code Groups
07/12/2009
Select 03-45-26 PM BETADS0TXYWC 1 All Employees

New Invitation Code
Public Invitation Code BETA009PARENTS Save | | Random

Users that register with this code can send alerts to the default PRIVATE groups they are associated with.
Users can send alerts to the SEMI-PRIVATE groups they choose to be associated with during the auto-registration process.

Users that register with this code will be regarded as Staff Members.

Awvailable Groups Count: 7 Selected Groups Count: 1
All Employees (Private) All Parents (Private)

asthetics (Private)
Junior Colts (Private)
Testing (Private)
Testing 3 (Private)
Testing 4 (Private)
Testing2 (Private)

A v

*** You can also associate any groups with this particular invitalibis means that users will be auto
associated with t heenthdabilitmachoese BBemHprivagedgroaps that tiey v
want to be associated withn this example, the invitation code will automatically associate the returning
user with the Private group AAIlI Parentso.

Click saveé

Click within this field to select, then right-click and select Copy to put on your clipboard.
You can paste this url within emails or web sites for auto-registration using this public invitation code:

|https:me.yourinstantinfo.corru’lnwtatiun Entrance.aspx?code=BETANS0IPARENTS

Public Invitation Code BETA0909PARENTS Save | | Random

Users that register with this code can send alerts to the default PRIVATE groups they are associated with.
Users can send alerts to the SEMI-PRIVATE groups they choose to be associated with during the auto-registration process.

Users that register with this code will be regarded as Staff Members.

Awailable Groups Count: 7 Selected Groups Count: 1
All Employees (Private) All Parents (Private)

asthetics (Private)
Juniar Caolts (Private)
Testing (Private)
Testing 3 (Private)
Testing 4 (Private)
Testing2 (Private)

Y

]

*

A
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You will now see that the plib invitation has been created, and a new field was also created. This is the
link that you can either email to your users, or create a link off of your web site to bring them back to the
Y1l service for registration. In this example the URL is:

https://www.yourinstantinfo.com/InvitationEntrance.aspx?code=BETA0909PARENTS

There are three specific controls to be aware of to allow you the greatest amount idifyflexdssigning
iSendo permi ssions to users.

Users that register with this code can send alerts to the default PRIVATE groups they are associated with.

Users can send alerts to the SEMI-PRIVATE groups they choose to be associated with during the auto-registration process.

Users that register with this code will be regarded as Staff Members.

1.) If you check the top box, the users from this invitation code will automatically be given the
permission to send to all the Private groups that are associated with it.

2.) If you check the middle box, theers from this invitation code will automatically be given the
permission to send to all Sefrivate groups that are associated with it

3.) If you check the bottom box, the users from this invitation code will automatically be upgraded to
the Individual planand their contact points will increase to 2 email addresses and 1 mobile
contact. Users that are given this option will count against your Orgs total number of staff,
once you have reached your limit, contact YII to purchase additional staff accounts.

You can create multiple Public invitations. One for coaches and officials, or one for parents and players,
this gives you the flexibility to have certain invitations that are restrictive on permissions (parents) or
more flexible with assigning send rigtasd staff upgrades.

If you want to edit an existing inwtion code, simply click select next to the invitation line

| Refresh | | Add | Rows Per Page: |10 |Z| Count: 1

Is Is
Creation Date | Invitation Code Usage| Private | SemPrv| Is Staff

Count| Group Groups

Sender | Sender

07/12/2009

Select 3 4596 pwm

BETAD30TXYWC 1 All Employees


https://www.yourinstantinfo.com/InvitationEntrance.aspx?code=BETA0909PARENTS

Administrators Guide v1.9

Users Registration:

When your users follow the link abaguiey will be taken to a similar screen as below:

e
\,/1' Real Time Alerts . . . Reallstic Prices

Enter your invitation code here: |BETA0909PARENTS

If you do not have an existing Yll account, click the
If you have an existing Yll account, enter your username "Create New Account” button.

and password, then click the "Login” button.

Username |

Password

Forgot your password?  Forgot your usemame?

Create New Account

Iftheyhavy e an existing account, they can input their |
Account o
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Enter data for a new user below, and click the Save button. Save ‘ | Cancel

Organization

Select Type

First Name
Middle Hame
Last Name

Email

Beta Organization

@ New Account ) Existing Account

After your account has been created, an email will be sent containing
a randemly generated password (which can be changed later].

Upgrade your account to enable text alerts!

Current Account Level: |Basic Plan {1 email)

Mew Account Level:

Individual Plan {2 emails, 1 cell phone) - $4.99E|

Listed prices are for one year with upgraded services.
Your account will be upgraded to the selected level for a tial period of 3 days.
Upon completion of this signup process, you will be sent an email containing 3 link

for finalizing your upgrade request. If you do not finish the upgrade request by
the time the trial perod expires, your account will be returmed to its current state.

After the signup process is complete, you will be taken to a screen where you
will hawve an opportunity to enter your additional contact information.

The next screen is where the user will verify that this is the Organization they are intending to receive
alerts from. They need to provide thEirst, Last Name, and-Bail address.

At this point, they can choose to enable text alerts for an upgrade fee.

There are two plans, prices and description are below:

Individual Plan (2 emails, 1 cell phone) ;- 54.99

Individual Plan (2 emails, 1 cell phone) :- 34.99
Family Plan (4 emails, 4 cell phones) :- $7.99

They simply input the information and click save:



Administrators Guide v1.9

Enter data for a new user below, and click the Save button. { Save J ‘ Cancel
Organization Beta Organization

Select Type @ New Account ) Existing Account

First Name Any

Middle Name

Last Name User

Email anyuser@yourinstantinfo.com

After your account has been created, an email will be sent containing
a randoemly generated password (which can be changed later].

V| Upgrade your account to enable text alerts!

Current Account Level: IBasic Plan (1 email)

R EPLYLLT  CAE-T Family Plan (4 emails, 4 cell phones) -2 $7.99 E
Listed prices are for one year with upgraded services.

Your account will be upgraded fo the selected level for a trial period of 3 days.

Upon completion of this signup process, you will be sent an email containing a link

for finalizing your upgrade request. If you do not finish the upgrade request by

the time the trial perod expires, your account will be retumed fo its current state.

After the signup process is complete, you will be taken to a screen where you
will hawve an opportunity to enter your additional contact information.

Upon clicking save,theusesi t aken to the AUpdate Contact | nfor m
their additional contact-mails and mobile numbers.
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Private Invitations:

Our legacy approach to invitations is to manually enter the email addresses of yaledrdadience and
send them outThe Public Invitation has replaced the Private method as the invitation method of

choice.
This is restrictive in a number of ways.
1.) Allinvitees will be given the same level permissions
2.) All invitees will be given the sangroup memberships
3.) You must know Hthe users email addresses to initiate the message delivery

Example: You would have to create a new invitation for each group association, or role association that
you want to accomplish.

Click here to access invitation archives L

Message SEE cifications

Enter a short description for this invitation (optional): &/

Invitation Recipients [one per line)

[l Upload from File

Select role to auto-associate with those who respond to this invitation: & | Subscriber E|

Select groups to auto-associate with those who respond to this invitation. W

Available Groups Count: 8 Global Group Associations  Count: 0
All Employees -
All Parents -
asthetics E
Junior Colts E
1

Testing

You can upload from a delited file, or you can simply copy and paste from your text file or
spreadsheet.

Below we will give the example of uploading a text file with your users email addresses.
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Browse for Invitation File

| have created a sample file called invitation.txt, thetents are as follows

~| invitation - Notepad LEIM
Eile Edit Fermat View Help
demol@yourinstantinfo. com -

demo2@yourinstantinfo. com
demo3@yourinstantinfo. com

Simply click th button and a window will pop up to where you can locate your invitation
file.

@ Choase file ﬁ

- e

@Qvl J ¢ Invitation = v[#f-WSe-ar:;J 2|

- - BED -
‘ Organize ~ =gz Views - n New Folder

Favorite Links

Name Date modif.. Type Size

i | Invitation

E, Documents
i Recent Places
Bl Desktop
& Computer
E Pictures
E} Music
% Recently Changed
E Searches
J Public

5

Folders ~

File name:  invitation + | Al Fies () -

[ Open |VJ [ Cancel ]

Click the button and you will be taken back to the Send Invitation screen where the path to
your file has been added.

At this point you need to choose if your file has a deéinta distinguish the end of one address and the
beginning of another. In my example file | used a line break, or a simple <ENTER> key. However the
system is smart enough to be able to have differ@imhiers including:
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Commas (,)
SemiColons (;)
Colons ()
Forward Slash (/)
Back slash\j

Pipe (|)

So you could have a file that looks like this:

“| Untitled - Notepad (= [
File Edit Format View Help
demol@yourinstantinfo. com; demo2@yourinstantinfo. com; demo3@yourinstantinfo. com

e

In this example | used a sewnlon to differentiate.

Note: The delimiter must be tlsame throughouhe entire fileyou cannot mix delimiters in the same file

Click the[ Upload File Contents

]andyouﬁre your file will be upl oa
contents. Ensure that there is only one email address per line.
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Invite one or more potential users to subscribe to your organization's message broadcasts.
Enter the recipient emails below, or upload a delimited text file.

Message Specifications

Invitation Recipients (one per line)

demol@yourinstantinfo.com -
demo2@yourinstantinfo.con

demo3@yourinstantinfo.con

Upload Delimited Text File

Browse...

Delimiter to use with uploaded file
line break -

[ Upload File Contents ]

. : : . Send L .
If the recipient list looks correct, simply click tI—J and your invitations will be generated.

You will be led to a confirmation page where you will see that the invitations were sent
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Your invitation was successfully sent to the following email
addresses:

demnl@yourinstantinfo. com
demo2@yourinstantinfo.com
demo3@yourinstantinfo.com

At this point, an anail has been generated to each of thesipients has received an invitation to join
your organiation. It will look something like the example below.
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From: +demo_admin@yourinstantinfo.com
To: demo1@yourinstantinfo.com
Subject: ¥l - Invitation to Join: Beta Organization

Your Instant Info - Invitation

You have been invited to subscribe to the following Y1l Organization:

Beta Organization

To subscribe to this Organization’s message broadcasts, please click on the following hyperlink:
hitp:ifwww yourinstantinfo.comilnvitationEntrance.aspx?code=35798811pSkZ2p6fHEvTyBwik2r2n5psps

Thank you!
—Yourlnstantinfo

The invitation wil!/ originate from your account
YIl (Your Instant Info) and the name of your Organization (in this example Beta Organjzation

The link will take them back where they will be asked to create an account if they do not already have
one, and there they can accept the invitation. We will now login as the example usieowarydu what
the user will do to either accept or rejectiyinvitation

Accepting or Rejecting Invitations

Once the user has clicked on the link above they will be taken to the invitation entrance page. The key
will automatically be populated and they will be asked whether they are an existing customesyor a n
customer, if they are currently receiving alerts for another Organization they simply input their user
account and password and accept the invitation, if they are new, they must create a login.

& VYour Instant Info - Invitation Entrance - Windows Intemet Explorer. - IR, P =T )
\J\/ [&] ntp s ance aspcode=35TSBBILIpSK2pHT5.7BnEAIn5pS%S ; [ 42 x ][ Live Search 2 |
Fle Edit View Favortes Jools Help

Google[G~ [z]6o)5> @ & - | e Bookmares+ [ Popups okay)| % Check ~  Autolink + ‘| AucsFil (o Sendto- () settings+ | Links
% ¢ | @ Yourlnstant Info - Invitation Entrance [~ & - v & - [ Page v & Tools +

Your Instant Info - Extending Your Reach

Enter your invitation code here: ‘35793311 'pSk2p6LSVIVawEk2rZn5pSpS

If you have an existing Yl account, enter your username
and password, then click the "Login” button.

Usemame If you do not have an existing Yll account, click the

“Create New Account” button.
Password

Crea New Account

L9 € Internet | Protected Mode: Off ®100% ~
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Once the user clicks Create New Account, they are tiakdre following sign up screen.

Your Instant Info - Extending Your Reach

Enter data for a new user below, and click the Save button.

l Save ] ‘ Cancel ‘
Username demo@yourinstantinfo.com
Password (ITITTY]
Retype Password essssss
First Middle Last
Name |Demn |Tester
Address Line 1 [123 Test St.
Address Line2 |
City |Test State IN - Zip Code |46413

Account Type Basic
Account Status Active

Primary Contact Information for this Account

Email |demn@yuurinstaminfu.cam

Cell Number 3178975542

Cell Carrier ~ AT&T (ixt.att.net) -

Copyright 2007 Your Instant Info, L.L.C.

There are two fields that the user cannot modi fy.
Account Status can be as follows:

Active
InActive
Disabled
Closed
Suspended

Once the user has created their accouny, dhe now associated with your group and can be treated as
any other member account. Associating with group
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Bulk Import

Controls Explained

One of the wunique features of Ycbronizeybunisérbaseg | nf o0 s
without having to send out invitations and rely on end users to update the information. With Your Instant
I nfods Bulk import wutility, you campadmp@bselstt ake a

with one click.

By clicking on the[ Bulkimport ]control and you will be taken to the following screen.

Upload the file you wish to use for your Qrganization's bulk import.
Note: If you wish to copy/paste or manually enter data into the window below, you may proceed to the next step.

[¥| First Row Does Mot Contain Data &

[ Browse.. | [ Upload File Contents

Make sure the window below contains the data to use for the bulk import ([comma delimited values, line break signals
end of user data).
Click the Analyze Data button to ensure that your data format and syntax is correct.

W

Analyze Data

Much like the Invitation screen, the Bulkport mechanism has the ability browse for the file you
want to import Following the same steps from that action will result imbeible to upload the file
contents for review prior to synchronization.

Once you have selected your file for import, <clic
against the import mechanism without committing the data to the systamgivds you a layer of safety
so that you dondét make a mistake with the i mport

The import engine is intelligent in the fact that you can auto associate users with groups in the import file,
if the group does not exist, the engine will tell you thatgitoeip does not exist and ask you if you want it
autocreated for you.

Once the analysis passes, you can then proceed with your impledies.
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The analysis results are displayed below. If errors were found, please click the Edit Data button, correct the errors,
and re-analyze the data. Otherwise, you may proceed to the next step.

File CDunt:| 1 Bnalysis started for Beta Organization (OrgID = 19) -
at 08:50:40 PM on 08/02/2009
DB Count: 4

Updates: 0 A=zociated Account Type: Basic

Inserts: ’—1 *% Analy=sis complete, no errors found. Ready for synchronization. *¥
Deletes: |—2

Errors: ’—U

i
e e oo SYNCHRONIZE
Available Groups Count: & 5 Global Group Associations Count: 0

All Employees (Private) -
All Parents (Private)
asthetics (Private)
Junior Caolts (Private)
Testing (Private)
Testing 3 (Private) -

m

..n. ..

The below is the type of account that the company has purchased. By default, companies purchase 1
emailper subscriber. If the company has increased this number by purchasing either an upgrade to our
Individual or Family planghen below will reflect the available options to choose from.

Account Type: Basic

The fields below allow an Administrator the ability to select Wigeoups a user will be automatically
associated with during the import procedure.

The Administrator will simply move the groups from the Available to the Default Associated groups and
the association will be automatically made. This makes it very easgsbciate multiple groups to users
without having to manually select the users.

Note: Only one import file is allowed at this time per organization. If you import a separate file for another batch of
users, the original user accounts will be deactivated disassociated with the organization.

Thebulk import routire performs the following functions:

1.) When a new user is added to the import file and a new import is performed that user will be auto
created for the new organization

2.) When a user is removébm the import file and a new import is performed that user will be
autodisassociated with the organization and their account will be suspended (unless that user has
an active association with another organization)

3.) When any changes to mobile number aver, or First, Last or Middle nhame occurs, the
changes will automatically be applied in the database without the need for user action.
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4.) When a user who had previously been imported through the bulk import mechanism is added
back to the import file,aftédr avi ng been removed from the organi
and sent a message with their new information.

Whenever a new account is created, an email is automatically generated to the user with their account
information and password and a link backhe site to have them update any pertinent information, or
additional contact points.

If the Organization has purchased only the Basic level of contacts (1 email) per subscriber, at this point
when the user comes back to verify their account, theg tre/option on their own to purchase

additional contact points. They can increasmdividual or Family planst their own cost.

What is needed for a bulk import

Yourl nst ant I nfods bulk import mechanéaotrofolderoks f or
either the import will fail, or information will be stored incorrectly. The format is very easy to follow, but
please ensure that your .csv file is created in this pattern:

First Name, Middle Name, Last Nameptail address, Cell NumbeCarrier, Group Name, Group Name

Required fields are: Firdlame, LastName,Email Address
All other fields are optional.

Example csv file:

“| Untitled - Notepad = | E S
File Edit Format WView Help
demol,T,tester ,demol@tester.com, 5551234567 ,Verizon -

demoz, ,smith, demo2@smith. com, ,
demo3,J,white,demo3@white. com,[Ll234567891, sprint

he

Notice that not all the users have every field, however if there is a blank field, the commas still need to be
present. The simplest way to create a CSV file is to use an office suite product such as Excel or Open
Office to generate this file.
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Creating CSV file with Excel

ﬁ'} 0 - e~ sample - Microsoft Excel E@g
i z
t—/ Home Insert Page Layout Formulas Data Review View Add-Ins @ - 2 X
_!] & Calibri P o S Gen.eral @ ﬁCondltlonal Formatting - = 5= Insert = x - % [ﬁ
n 53 ) | $ - % » | {55 Format as Table ~ ™ Delete ~ @v
Paste |55 . - = = T wr Sort & Find &
s g ||l [&-a-|E= %58 % (5} Cell Styles - fE)Format - | (2~ Filter~ Select~
Clipboard ™= Font (F Alignment (F Number & Styles Cells Editing
AS e S| ¥
[ a [ 8 c | D E | £ | =& H L o0 I ok | v =
1 |FirstName Middle LastName EmailAddress Mobile Provider
2 demol T tester demol@tester.com 5551234567 Verizon
3 demo2 Smith demo2@smith.com
4 |demo3 ] White demo3@white.com 1234567891 Sprint
4 4 ¥ sample %3 ok m |
Ready | ] - ) +

Notice the conterof the file has no commas in them. After you have populatedeaflelds with the
number of users you have in your organization, simply do a File, Save As, comma separated value file
and you have just created your .csv file.

Once you have done your Save As a comma separated value file, you can verify that aisebferh

correctly created by editing the file with notepad. Notice that the commas have been auto added to the
file.

EFile Edit Format Wiew Help

Firstmame,middle,LastName,Emailaddress ,mobile,Provider
demol ,T,tester ,demol@tester. com,5551234567 ,verizon
demo2, ,Smith,demo2@smith. com, ,
demo3,J,white,demo3@white. com,1234567891, sSprint
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Assigning Permissions

Defining Roles

There are several different Role types that a users can be assigned. Anywhere from aedagac st
subscriber, all the way to the highest level Org Admin.

The Roles are broken out below:

Activator - Standard subscriber permissions plus elevated ability to activate non-active roles

Alerter - User can send to any group or user in the organization without having to be assigned that right at the
individual group level

Assigner - User has subscriber level permissions with elevated permissions to assign permissions to anyone in the
organization with his level of permissions or below

Group Admin - User has subscriber level permissions with elevated permissions to modify/add/delete any group or
group membership

Impersonator - User has subscriber level permissions with elevated permissions to impersonate any user with
permission level of that person or lower

Importer - User has subscriber level permissions with elevated permissions to perform bulk imports of users

Inviter - User has subscriber level permissions with elevated permissions to perform invitations on behalf of the
Organization

Manager - User has subscriber level permissions with elevated permissions to perform to manage Groups/Users

Org Admin - Highest level of permissions for an organization that can be assigned. Unlimited functionality for
specific Organization

Resetter - User has subscriber level permissions with elevated permissions to perform password resets for users of
his permission level or lower
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Select an organization, then choose which roles you want the selected
person to have.

u| Save H Cancel |

Selected Person |User, Demo [ Select Another Person ]

[ Set Group Permissions ] U

Related Orgs

Beta COrganization Remaove Person From Orng ]

Existing Roles Count: 10 Selected Roles
Activater Subsecriber
Alerter
Assigner
Group Admin
Impersonater
Importer
Inviter
Manager

Org Admin
Resetter

Count: 1

v

A

As you can see the user is a standard Subscriber, we can leave the user as asteudidel or elevate
them to any of the @ilable roles. You can selectively choose individual roles, or a combination of any.
With that in mind, you can assign the user as a Org Admin which encompasses all permission levels

Letds for this exampl e | e avethetrightstobesabletosermtom Subscr
single group.

| 5
Note: If you make any changes to the Role Type, you should always ch\i] control before
proceeding to the next step.
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Additional Permissions

Some of the other permissions thah be assigned are as follows to individual groups. Most often, these
permissions are never touched, but YII gives you this ability if desired.

Activate Group

Add User To Group

Cannot Send Alerts To Group
Deactivate Group

Delete Group

Remove Any User From Group
See Any Group User

Send Mormal Alerts To Group
Send Urgent Alerts To Group
Update Group

User Lookup

View Any Group User

Note: These permissions types will continue to be extended throughout future releases to be ableramutenly g
control the access to certain functions
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Sending Alerts

User/Group Selection

The entire purpose of our service is to easily allow you to disperse the critical information that your
customers, employees, or league participants neadhade designed the send mechanism to be as
straightforward and easy as possible to use.

By clicking on the[ Send an alert | control you are taken into the message center to formulate and
send your message.
Existing users Count: 5 Selected users Count: 0
Admin, Demao
: >
Test, Dad
Test. Mom
Tester, Google >
User, Demao
<
<<
Select group recipients
Existing groups Count: 8 Selected groups Count: 0
All Employees -
All Parents
asthetics
Junior Colts >
Testing
Testing 3 <
Testing 4
Testing?
<<
Load template: Count:

1
Weather cancellation All Users and Staff |Z| Load Template

Once inside you will see four list boxes, two on the topalaw you to choose individual or multiple
users, and two list boxes on the bottom that allow you to choose individual groups or multiple groups.

These are the groups that you have previously defined | Manage my groups | ¢oniro,
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The control in these list boxeseathe same controls as in the group control center. Selecting and
deselecting users from these groups act the same as the groups.

Standard windows controls are available in either list box. By highlighting a specific user and pressing

t he 0 Sh idhddiag itikdemy and selecting another uslee, result will be that you have selected
everyone from the initial selected user and the last. See example below:

Select individual recipients

Existing users Count: 8 Selected users Count: 0

Andy Thompson
Barbara J Raymond .
Demo Admin
Demo User
Demo3 T Tester -
Demod Smith
Demos J White <
Mark A Raymond

<

By highlight a user and hol di ng t he otidiettlydbave key, vy
or below each other. See example below:

Select individual recipients

Existing users Count: 8 Selected users Count: 0

Barbara J Raymond

Demo Admin >>
Demo3 T Tester

Demo4 Smith

Demob J White

Mark A Raymaond

v

A

<<
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With either example, one you have chosen the desire users, simply pIZLo move the selected
users into the selected list box. See example below:

Select individual recipients
Existing users Count: 8 Selected users Count: 3
Andy Thompson

Barbara J Raymond _— Demo User
Demo Admin Demo5 J White

Demo User

Demo3 T Tester -
Demod Smith
Demob J White <
Mark A Raymaond

<

As well, these controls are flegated across the group controls, and at the same time as selecting
individuals, you could send to predefined groups as well. See example below:

Please select the appropriate recipients for your alert below. You can select a m
combination of your own custom groups and individual users.

Select individual recipients

Existing users Count: 8 Selected users Count: 3
Andy Thompson
Barbara J Raymond Demo User
Demo Admin Demo5 J White
Demo User
Demo3 T Tester
Demo4 Smith
Demo5 J White
Mark A Raymond
Select group recipients Show users associated with selected group [

Existing groups Count: 2 Selected groups Count: 1
All Employees All Employees

Demo Allowed to Send >

A
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If the selections look correct, simply pressbutton and you will be moved onto the next
page.

Messag Development

Please select the appropriate alert category,
and then enter a message to include with your alert. Back Next

Go back to Step 1
ten ars: 17

Preview Window for SMS Con

Select Alert Type

Normal E]

Select Alert Category
News

[T] display in subject

Enter Alert Message Char Remaining: 143

[[IPost to Twitter
[Tl Include Attachments

There are three parts of this page that you will need to address.

1.) Alert type
a. Normal
b. Urgent

Alert types are where the participants have chosen in their profiles where messages are to go.
Most users have Urgent messages going to bothrttodile devices, and emails. Where as

Normal alerts typically are propagated to emails only. However, the individual participant has
complete control of where these message types go.

Selecting alerts types is as simple as selecting from the droplobwrSee example below:

Select Alert Type
Mormal

Urgent

Simply choose the message type and move on to the next step.
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2.) Alert Category
These alert categories will vary from Organization type to Organization type. We have
structured them to be as flexible as possible. When youasghgatir Organization type,
this is thedrop downs that will prgpopulate this field. See example below:

Select Alert Category

Emergency -

Mewsletter

FPayment Reminder
Promational
Scheduling
Weather Emergency

The options that are available will vary, however the function remains the same.

Note: If there are certaicategory types that you would like ssdded, simply send an email to
support@yourinstantinfo.coand we make every effort to make this change for you.

Once you have selected your category type, simply move onto the next step.

Below is an eample of the text thatou might choose:

Enter Alert Message Char Remaining: 106

Due to inclimate weather, practice has -
been cancelled.|

One import thing to keep in mind, thahenyou are sending an Urgent message that the majority of your

users will receive the message on their mobile devices. Unfortunately there is a character limit set forth

by most cellular providers and our alerts are limited to this number as well. Each carrier has a different

limit, but the average is 160. We have placed a counter above as you can see that will tell you how many
characters you have left. Duringthedenng of Ur gent al erts, itds al way
short and to the point as to avoid any messages being cut short. However, sincalsmaiteive this

alertyou can feel free to go over this limit.

Note: there is no set limit on thextbox we put the counter in simply as a reminder


mailto:support@yourinstantinfo.com
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Once you have finished typing your Alert, at this pointgou mpl y cl i ck HANext o

Please select the appropriate alert category,

and then enter a message to include with your alert. | Back | ‘ Next ‘
Select Alert Type Preview Window for SMS Content Chars: T2
Urgent El
Select Alert Category display in subject '
Weather [=] YII, LLC Alert (Urgent) - g
o Weather : Weather has

Enter Alert Message Char Remaining: 88 cancelled tonights games

| |

Weather ha= cancelled tonights games =

[ include Attachments

Twitter Support :

In the latest version of YII, we have added the support for the most popular of Social Networks
sites. Twitter.

In this release, Organizations can associate their YII account with their Twitter account. During

the creation of a new message, or through a template message, users can post the alerts to their
Twitter page simultaneously.

Construction of awitter enabled message begins in the Edit Organization Page:

Twitter
Username YIl_LLC

Password

Retype

Simply enter your Twitter Username and password and click save.
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Then during thelart creation, simply click the:

At the point of send alert, your created message will be automaticaliggpwhile be propagated
to all of your recipients-enails and mobile devices.

Attachments:

You can also at this point choose to include an attachment(s). There is a limit of 1Mb total for
attachments. You can include multiple attachments, but thlesiaé limit must not exceed

1Mb.
é:.élnclude Attachments
Select a file artachment (max 1 MB) to include with this alert.
Nore: Amtachment will not be received by cell phones, only emails.
I[ Upload File Contents ]
ICount: 0 [ remove selected iterr]
You wi |l notice that the ARemmndeo Tyapmredi shé@ UTgxmn
been defined. In the Preview Panel on the left you will see the message subject and its contents.
Next

If you are satisfied wi your message, simply cli———————————,
Preview Page

This next page is simply a ALast Stopo to ver
chosen and the message is what you want it to be. One you have verified the fieddsate c
Send

simply click
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@ Your Instant Info - Send Alert (Verify Selections) - Windows Internet Explol
_—

@ O - |§, https://www.yourinstantinfo.com/SendAlert3.aspx

7 Favorites | 52 ) Google

— = »
28|~ Twitter / Home 24 Inbox - SmarterMail I@Yourlnstantlnfo-Sen... X | ﬁ v @ v [ @ v Pagev Safety~ Tools~ @~
g ] . B
'~/ Your Instant Info Beta Organization = o
& el Tirmes Aderts. . . Realistic Prices

Please verify your choices below. Send
Home Click back into prior steps to edit the alert information. en

When satisfied. click the Send button. —[ Click here to send your alert!

Edit my account

_ Change my passwor|

Message center Selected Individuals Count: 0 Displayed Message Subject
Manage invitations Beta Organization Alert (Urgent) - -
el Reminder -
Contact Us
Displayed Message Body
Manage my groups Picture day is Tuesday -
Send an alert
Private invitations E
Public invitations Selected Groups Count: 1
Bulk import All Employees
User lookup !
Assign permissions

“ Please note that message length may differ slightly depending on your
service provider. The preview window is an estimation of how the message

Manage orgs will appear for most cell phones
Manage users
Un-impersonate Save as template: @ New © Existing
Logout
& [7]visible to authorized Senders
template1
Save Template
Waiting for https://www.yourinstantinfo.com/helpfiles/SendAlert3MabileProviderMess: & Internet | Protected Mode: On fa v ®100% -
You are ready to click send or click on the i
Templates

Templates give you the ability to pdefine customized alerts. Template alerts can include the
following:

Example:

Name: Weather Cancellation

Target: AllUsers, All Employees

Alert Type: Urgent

Alert Category: Weather

Message: Weather has cancelled tonights events

Once you click save on the template, you can choose the alert from the Home Page and quickly
send it without having to go through the alertavd.
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E\'uur Instant Info - H

@ ¥ | €] https://www.yourinstantinfo.com/Home.aspx - 8
<7 Favorites | i * Google

2>

Twitter / Home |E|Inbox-'5marterMa|I |g\'our1nstant1nfo-Homex |_| M- v [ g v Pagev Safetyv Tools~v (@~ ’

B
,
4.{"‘ Your Instant Info ells Sl ) Beta Organization | = | -y [ impersonation | Welcome Demo Admin
LA Real Time Alerts . .. Realistic Prices,

Home Demo's Dashboard
Edit my account
Update contact info Organization ~ |Beta Organization
Change my passwor
Message center Total Users 5 /
] Total Groups 8
W Add additional
ntact Us 1
My Groups 0 Contacts now!
M & my groups My Alerts 0 (over last 7 days)
Send an alert
Private invitations
Public invitations You can quickly send an alert by selecting a saved template and
Bulk import clicking Send.
—User IOOk?‘lD_ Saved templates:  Count (for this Org): 2
_ ASSIZN PETMISSIONS | | yeather Cancellations |Z|[ Send ]
@
Manage orgs
Manage users
Un-impersonate
Logout

opyright 2009 Your Instant Info, L.L.C.

Doﬂ%\ elnterneﬂprotected Maode: On g v 0% - i
Simply click ASendo next to the Save templ ate
i -

VBScript: ***** User Verification Required For Quick-Send ***** . ‘_&J

This will instantly send an alert according te the specifications
contained within the template named "Weather Cancellations”.

Mote: This action has the potential to queue hundreds (possibly
thousands) of emails for delivery, depending on the selected template.
i Please make sure you are familiar with the selected ternplate before
perferming a Quick-5end.

i Are you sure you want to continue with this Quick-5end?

I Yes Mo

i

|l f you are ready to continue, cl-defined 6Yesd and

recipients.
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Confirmation Screen

The next screen that you coneeis your confirmation page where a list of all your subscribers
addresses that it was sent to. See example below:

Your alert was successfully sent to the following recipients: Count: 2

Admin, Demo (3175558585@=sms=.3rivers.net ) -
Admin, Demo :demn_admin@ynurinstantinfn.::.r:nm}

Reporting

Message Center
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One of the things that most administrators needs is the ability to review messages that have
traversed the system. Both sent by the administrator, as well as all messages that have been sent
by any other authorized alert sender. We have tightly integrated the Alert send engine with the
Message Center. You can easily pull several different typespofts quickly to find the

message that is in question. By clicking - essage center

Message Center. See example below:

control you will be taken to the

Org Y, LLC -
Msg Type << ALL => -
Msg Ctgy =< ALL == -
Person << ALL »> -

Message Count: 28

Sont—sate sqCioy| Fromor|FromPorson suscrerpogy |

3/9/2008

6:47:44  Urgent  News ¥, LLC Andy Andy test

PM Thompson  Thompson

2/15/2008

3:44:41 Urgent Senice Y, LLC Andy Andy test

=Y Thompson ~ Thompson

10/5/2007 And And

9:20:21  Urgent Senice Y, LLC v Y Indiana servers will be down for 24 hours for maintenance
PM Thompson ~ Thompson

9/28/2007

1:63:23  Mormal  MNews ¥, LLC Andy Andy MNew pricing

PM Thompson ~ Thompson

91272007

2:45:08  MNormal  News ¥, LLC Andy Andy test

PM Thompson  Thompson

9/24/2007

7:26:31  Urgent  Senice Y, LLC ?;dy AT Urgent Service outage test

P ompson  Thompson

9/23/2007 And And

12:07:25 MNormal  Weather YII, LLC Th v o Weather has forced closure of building 2
AM ompson  Thompson

9/22/2007 And And

63337 Normal  Weather VI LLC 2" nely Site will be down for 20 minutes
P Thompson  Thompson

9/22/2007 And And

5:35:47  Mormal  Woeather YII, LLC VY Y Software update available now
PM Thompson  Thompson

9/14/2007

10:43:29 Urgent  Software YII, LLC Andy Andy Testing

PM Thompson  Thompson

123

As you can see the above lists all of the messages that have been sent for the Organization. If
there are nltiple pages, you can move through those by clicking the page number at the bottom.

Filtering

As an example we want to filter all messages for the system by those that have been sent as
ANor mal 0 alert type. We  waptiohsat the topngd theypage.i | t er
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By simply clicking the drop down arrow next t
ANor mal 06 or AUrgento. See example bel ow:
Org Il LLC -
Msg Type << ALL »» =
M=g Ctgy
Maormal
Persan Urgent
Simply choose Normal and the report mechanism automatically filters the screen. See exampl
below:
Org Y, LLC -
Msg Type MNormal -
Msg Ctgy << ALL == -
Person << ALL == -
Message Count: 8
Sont | saTypo | MegCioy FromOrg  FromPorson| SubseriborlBody
9/28/2007 e e
1:53:23  MNormal  Mews Y, LLC Th i Y MNew pricing
PM ompson  Thompson
9/27/2007
24508 Normal News Y LLC Andy ] test
Y Thompson  Thompson
9/23/2007 e e
12:07:25 MNormal  Weather Yl LLC Th v Y Weather has forced closure of building 2
AM ompson  Thompson
9/22/2007 e -
6:33:37 MNormal  Weather YII, LLC TrT Y ney Site will be down for 20 minutes
oM ompson  Thompson
9/22/2007 e e
5:3547  MNormal  Weather YI, LLC Th Y Y Software update available now
PM ompson  Thompson
9/14/2007
81917 Normal Weather YILLC ~N9Y ] Rest
PM Thompsen  Thompson
9/14/2007
13631 Normal  Weather Vi, LLC &' o] test
ey ompson  Thompson
9/13/2007
102828 Normal Sales  vi,Lc A" e Second test for Yl Org._
P ompson  Thompson
As you can see the filter has been applied.
to see only fANormal 6 alerts, with the Message
the arrow down on AMsg Cwgyjpusnhddicttowiseh ifveag

example below:
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Org Yl LLC
Msg Type Marmal
Msg Ctgy Weather
Person << ALL ==

Message Count: 5

Somt s tupo sqCiay Fromorg| romPerson) SubscrberBogy |

8/23/2007

12:07:25 Mormal  Weather YII, LLC Andy Andy Weather has forced closure of building 2

A Thompson  Thompson

972212007 And And

6:33:37  Mormal  Weather YI, LLC v Y Site will be down for 20 minutes

= Thompson  Thompson

912212007 And And

5:35:47  Mormal  Weather Yl LLC Y Y Software update available now

Y Thompson ~ Thompson

91442007

81917 Normal Weather I LLC A" Andy test

=Y Thompson  Thompson

91442007

13631 Normal  Weather YIl LLC @Y Andy test

oM Thompson  Thompson
Again you can see that only fANormal 6, fAWeat he
You could also add in a filter for APersono,

by this person.

Note: Filtering on the reports can take a few seconds to minutes depending on the amount of alerts that have been
sent throughout the system. Be patient as these run b

User Lookup
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There may be particular times when an administrator has the need to search on a user to see if
they have accepted an invitation to receive alerts. We have accommodated this need with a

control calle. Userlookup | By clicking on this control you arekian into the User
lookup mechanism. See example below:

Enter an email address to see information regarding that Request and/ar Person,
or drill down into your groups and associated users.

Email Address Search (Invitation Sent Ta)

Contact Data Search (Email or Cell Phone)

Find Via Drill Down

Existing Groups Count: 2

All Employees
Demo Allowed to Send

Mo results found.

Group Users Count: 0

[“TInclude Mon-Active users

As you can see, there are several ways to filter down to find the individual that you are looking
for, whether they are associated with your organization yet or not. The first field for finding i
the Email address search. Simply put in the address that the invitation was sent to:

For example, say we wanted to search for the user that we sent an invitation to at
demo@yourinstantinfo.comWe wouldsimply add them to the following box:



mailto:demo@yourinstantinfo.com
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Email Address Search (Invitation Sent To)

|demu@yuu rinstantinfo.com

Once itbs entered, you can click search to

Email Address Search (Invitation Sent To)

i i Search
|dem0@y0ur|nstant|nfo_cum Invitation Request / Person Information
Invited By |Andy Thompson
Contact Data Search (Email or Cell Phone) Invitation Date |U3H 6/2008 09-12-07 AM

Invite Sent To |demo@yourinstantinfo_com

Accepted Invitation? |No

Acceptance Date |

Find Via Drill Down

Existing Groups Count: 2 First Name |
All Employees Middle Name |
Demo Allowed to Send
Last Name |
Member of these groups Count: 0

Group Users Count: 0

[TlInclude Mon-Active users

As you can see the user was found. It shows who sent the invitation, when it was sent, what
email address it wa®st to, and whether it was accepted or not. Which in this case, this user has
not accepted it yet. If they had accepted it, you would see the accepted date, their name as
entered during their registration, and what group memberships that they have.

You can replicate this type of search with any other email addresses or mobile numbers that you
know that this user has put into their profile.
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Anot her way to find someone that has accepted
control. See exantg below:

Email Address Search (Invitation Sent To)

Search — -
Invitation Request / Person Information
Invited By |Mark A Raymond
Contact Data Search (Email or Cell Phone) Imvitation Date Igg.ﬁ &/2007 08-50-36 PM

Invite Sent To |mraymond423@h otmail_com

Accepted Invitation? IYES
Acceptance Date IUgﬁ 5/2007 08:52:19 PM

Find Wia Drill Down

Existing Groups Count: 2 First Name [Mark
Middle Name A
Demo Allowed to Send
Last Name |Raymond
Member of these groups Count: 1
All Employees
Group Users Count: 3
Raymond, Mark A
Thompson, Andy
User, Demo
[TlInclude Non-Active users
I n the example, you can see that wusing the dr
Empl oyeesdo as the groups, and finding the use

information about this account. Same options as above, jestsyrway to find what groups this
user belongs to.
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As an administrator you may find that you need to do some basic troubleshooting for user
account s. Maybe a user isnbdét receiiweing al ert
Before you might have to walk the user through checking their account settings, with the

Impersonate function, you are logged in as that person without having to know their account
information or password.

Simply click the impersonate button and yare taken to the following page:

Choose the user you want to i mpersonate and vy



