Adding your personal cell phone, home phone and email address to UCOPAlert

After you log into UCOPAI/ert, add your personal cell phone, home phone and email
address to your profile by following these instructions:

1. Click “Profile”
2. Click on the “More Devices” button near the bottom of the page, and enter your

phone number or email address. If you want to add multiple devices, click “More
Devices” for each device you want to add. When you are finished, click “Save.”
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3. Choose the “Locations” tab, then click on the “Default Location” link.

EDIT: USER

Based on permissions, this page allows you to edit a contactin your User List. You mustinclude an area code when entering a
phone number. Click on More Devices to add additonal phone and email addresses. Click Save to finish.
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4. The page will display each of the devices you have registered. Your work email
address and office phone number is automatically in the system.
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Use this form fo edit 3 Location Status. Click on the devices you wish to add io this localion and select the Device Priority Click
Save wnen you are done.

User: Bill Raymond
Organzation: Business Continuity Inc
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Mobile Application iPhone MIR2 Mobile Recipient Aop 1 «
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Wark Email braymond@mir3.com braymond@mir3.com
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5. To activate a device for use (for example, Home Email), check the box to the left of
the desired device. To deactivate a specific device (for example, Work Email), uncheck
the box. This prevents inadvertent alerts from being sent to a device that you are not
using.

6. For each device you want to use, assign a device priority by clicking the Device
Priority drop-down menu and selecting the desired priority number for each device. This
allows you to specify the order in which notifications will be sent to each device.

For example, select 1 for Home Phone, and 2 for Cellular Phone to specify that
notifications should be sent first to your home phone number, and then to your cellular
phone in the event that you do not respond to the first notification.

Because UCOPAI/ert is intended to be an off-hours emergency notification
system, it is best that you select a personal phone or email address as your first
priority device.

When you are finished setting the default location, click “Save” to save your settings.



