


OBJECTIVES

At the end of this session, the learner will be
able to:

» Correctly word messages which are crafted
with the target audience in mind

> Build scenarios to distribute emergency
messages with the desired response from
recipients

= Correctly name messages

> Build correctly named groups for quarterly
testing
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VESTA Communicator OVERVIEW

- Login screen

- LADHHOPHREG—is not case sensitive any longer
* Contacts

» Adding Users

» Modifying Contacts
* Groups

e Naming and Creating Groups

e Static vs. Dynamic Groups

LOUISIANA
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VESTA Communicator OVERVIEW

- Messages
« Naming/Moditying/Creating Messages
e Communications Request Form (message
approval/tracking form)
- Scenarios
» Naming/Modifying/Creating Scenarios
 Call Flow (desired responses to messages)
* Reports

e Activation Monitor—can monitor scenario in
real time

 Can assign specific reports to those who have
permission to receive following the activation

LOUISIANA
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VESTA Communicator Contacts
Contacts—Setting-up Group Identifiers

Custom Fields—

 This is the area that is used to define dynamic groups.

« If you want to use a Custom Field to define a group,
the group would be a dynamic group. The group does
not have to be manually updated each time there is a
change in personnel or assignments as this will
automatically occur when the contacts are updated.

Updating Contacts—
* You can update your contacts as needed to assure
current information is entered.
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/ u VESTA Communicator 5.7 X \D

& & ‘ ® 10.12.101.93/NXTPortal/nxtportalmain.aspx?tabid=1&mode=detail&detailid=5058

VESTA" Communicator

(Brogout @Help

Back to Summary

Add New Contact

Add New Phonz Number
Add New Email Address
Add New Fax Number
Add New Alpha Pager
Add New Numeric Pager
Add New Mokile Email
Add New Text Number
Add Custom Field Infa

Remave Davice(s)

Import

Import Contacts

To Add New Contact...

1) Complete the General Information
and Address fislds.

2] Click Save.

2] Next, add Devices and/or Custom
Field Infa.

Groups | Messages | Scenarios | Surveys ¥ Reports | Settings

Contacts Summary > Contact Details

General Information: Address Information:

First Name: ‘Jeanne Country/Region:

Last Nama: ‘Haupt

User 0 080915

Strest:

: ciy:
Lagin Name! hhaupl

State/Province:
hssgned Depariment stefProvince

Zip/Postal Code:

Change Pzssward and/or PIN
. Time Zone:
! This contact can receive Activation Reports.

| Exclude From All Activations

Save | | Cancel

* This figld is required.

| United States

8453 Veterans Memorial Blvd.

‘Baton Rouge

[La
70807
(Central Time (US & Canada)

Devices

Phone | (Emad| [Fax| 'Alpha Pager  Numeric Pager  Mobile Email et

Information
@ +1(225) 354-3526
<@ +1(225) 270-6962
_,j jeanne.haupt@la.gov
+1(215) 354-3506
g +1(225) 270-6562 Cassidian SME Gateway

Change
Change
Change
Change
Change

Custom Fields

. Available

Custom Field Name Information

{©2006-2018 Airbus DS Communications All Rights Reserved
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VESTA Communicator Contacts

Creators—

Regional Tactical Communications staff are all assigned
the security access of Creator.

Creators can do everything that an Administrator/
Power User can do in their assigned department, except
modify/assign Security Users in the Settings tab.

Creators can:

« Add/edit contacts

« Add/edit groups

* (Create messages

* Create/activate scenarios

* View reports on the scenarios if given permission

LOUISIANA
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VESTA Communicator Groups

Groups—
 Naming Groups
« Use the Region name (or “R” plus the region number) first
then the group type

Static VS. Dynamic

Static—
 Specific contacts assigned
« Have to be modified manually if any changes are made

Dynamic—

« Set conditions to form the group

« Use the Custom Fields to set these up

« Can make it an exact match of what’s in the field or just the
first part of what’s in the field to be sure all contacts you want
are included; can make it all conditions or any of them

LOUISIANA
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VESTA" Communicator

(BLogout @Help

Back to Summary
Add New Group

Add Group Member{s)
Add Security User(s)

Remove Requiremeant(s)

Group Contacts {.csv)
Group Contacts {.pdf)

To Add Members to a Dynamic
Group...

1) Complete the Attribute, Condition
and Value fields to define the group
requirements.

2)Click Add. Contact(s) that meet the
requirement(s) displays.

3] At 'Members of this group must
meet, click the circle to select All ar
Any, of these reguirements.,

4] At Group Members List, use the
Sort By and Sort Order fields to
arrange the contacts in the order to be
notified in a scenario activation.

5] Click Save.

&) Next, add Security Users (optional).

Messages | Scenarios ¥ Surveys § Reports

Groups Summary > Group Details

Settings

Group Name: |CAHSD

E

* Thiz field iz reguired.

Ll ask live:

Group Type: *
Save || Cancel

_ Security Users

Build a Requirement:

Attribute: Condition:

| [Selact Attributa] v Like

Members of this group must meet '® allar ') Any of these requirements:

Requirements List:

Attribute Condition

Azzigned Depariment Like

Group Members List (use Sort By /Sort Order to designate call sequence order):
Sort By: Saort Order:

| [Select Sort By] T

Last Name First Name

ACOSTA LARIE
ACOSTA TIFFANY
ADAMS LYMETTE JACKSON
AGUILLARD STEPHEN
ALBERT GAYTHER
ALBRIGHT RIXIE
ANDERSON KIMBERLY
ANDERSON TAMEKA
ANTHONY ALICE
ANTOINE DWAN
ARMSTEAD QIANA
BAHLINGER CARY

BAILEY JAHANMNA
BAKER WADA

BARNES PATRICIA
BATES MARIA

BAZILE MELVIN
BELANGER DEBRA Debbie
BETHELY QUENNIE
BETTAGERE MAYA

7 | Add

Loginm Mame

2222009
2222010
2222011
2222012
2222013
2222014
2222016
2222017
2222018
2222019
2222020
2222021
2222022
2222023
2222024
2222026
2222027
2222028
2222029
2222030

Total Number of Members in This Group: 235

2018 Airbus DS Communications All Rights Reserved

www.airbus-dscomm.com




VESTA Communicator Messages

Messages—

Communication Request Form

Have to fill-out this form before every message
Must get messages approved
Keeps record of message—date and time
Which groups will get the message
« Know your target audience—
« Know who is in your groups
 Assist message developer to pick the groups that
will assure the message is received by the
desired people
* Know desired outcome of message to assure the
target audience is reached
Approval of wording of the message L DERARTMENT OF HEALTH
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Communication Request Form

Iy

K

DEPARTMENT OF

HEALTH

Communication Request Form

(Date and time in military time)
Date / Time of Request:

Communication
Requestor:

Reason for
Communication:

Urgency: | [] Hish [] Moderate [ Low

Communication Recipient:

g
"
]
"
d

OPH Region (fill in region number) Incident Command Team

OPH Region (fill in the region number) Staff

OPH Region (fill in the region number) EOC Staff: WD

DE.C Group: || Hozpital g|:| EMS |:| Nurzing Home || Home Health

OPH Region (fill in the region number) SNS Leads

Other: (add any groups that you would send communications to on a normal/emergency basis)
I

Email

Work Phone
D Cell Phone

[0 VESTA Communicator [] Home Phone

H Text
Fax

Scenario Name:

Message Name:

[1EOC HAN Email

Communication Content:

Tactical Communications

Page 1

6/26/2018 12:35 FM

This is a message from the Region (fill in region number hEFE; Emergency Operations Center
(Region # EQC) to share a Louisiana Health Advisory on . Please share and
distribute with relevant stakeholders and partners through your own distribution channels.

(Body of Message)

In the state of Louisiana and nationally, (fill in disease here) is a notifiable condition. Report all
cases of ffill in disease here) immediately. To discuss a possible exposure, request laboratory
testing, or report a suspected case, contact the Louisiana Office of Public Health at 504-568-
8313 or after hours at 1-B00-256-2748.

Region (fill in number) EOC

Attachments: D’I’es |:| No
Ifyes, please attach to this form.

Signatory Approval:
Signature Date Time

Logistics Chief

Incident Commander

Program Mer / Director

Other:

Communications Delivery Confirmation:

Signature Date Time
Communications Officer:

Other:

Tactical Communications

6/26/2018 12:33 FM

Page 2



VESTA Communicator Messages

Wordlng of Messages—
In the first line of an email, click the Auto Text button to the
side of the message body text box and click StartDate then
click the Insert button then space and click the Auto Test
button again and click StartTime then the Insert button.

e Make sure to have the following sentences at the beginning
and end of the message if it is a drill or exercise message:
 “This is a test. This is only a test.”

« Make sure the first sentence of the body of the message (after
the test sentences) is, “This is a message from the Office of
Public Health (OPH) Region (Fill-in Region Number) .”

LOUISIANA
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VESTA Communicator Scenarios

Creating Scenarios—
 The first 4 tabs must be completed when creating a
scenario before the scenario can be saved.

o General
o Call Flow
o Groups
o Message
o Other tabs can be completed when creating a
scenario as well including:
o Reports
o Settings

o Activation Settings

r1 LOUISIANA
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£ Add Ne
v

| £ | http://support.cassidiancommunications.com/phocadownload/training/CBTs/The®20Communin +

+5

x||[§ﬂmg

57 Favorites | 95 @] Suggested Sites = @] Web Slice Gallery =

| g Add Mew Scenano

] T e —————

(%] Log Out Help

B Quick Actions

Back to Summary

Add Mew Scenario

Add General Info

Assign Call Flow

Assign Group(s)

Aszign Message(s)
Assign Report(s)

Assign Security Useris)
Assign Activation Options
Schedule Activation

B How To ...

To Assign a Call Flow...

1) At Select Call Flow Template,
choose the desired call flow.

2) Should a Transfer call flow be
salected, enter the Transfer
Phone Mumber and Conference
Infermation (if required].

2] Mext. click Assign Group(s] in
the Quick Actions menu.

o v [ gmm v Pagew Safetyw Tools:

| i ontacts | s lroups § ok TMessages | [ |+ WEPOrLS. . g el Nngs. )
Scenarios Summary * Scenario Details
b Scenario Nama: |RE|DEEHDH Motice
Scenario ID . P| N t
ease MNote:
Scenario PII |1212

Save cannct be selected until the first 4 tabs (General,
Call flowe, Groups & Messages) have been completed.

* This field

General i Groups Messages @ Reports Secwrity  Activation Options

Select Call Flow Template:

k Groups to

Call Flow Speech Segments

COutbound Graeting

Scenaric Answering Machine Message

| Scenaric Message

Repeat Scenaric Message

Inbound Greeting

re you Safe and Okay?

Would You Like to Enter Your Phone #7
Enter Your 10 Digit Phone #
Confirmation of Successful Check-In
Goodbye

i |
A

<

E Trtermet | Dratertard BAades CHF

nI"II\PI -



VESTA Communicator Scenarios

Creating Scenarios—

« Under the Call Flow tab, you can set the type of
template for the response you want according to
your needs for each message

o Simple
o Simple Understand
o Simple Response
O
O
O

Secure Delivery
Secure Response
Are you okay?

r1 LOUISIANA
LJ DEPARTMENT OF HEALTH



£ Adc

o |E| http://support.cassidiancommunications.com/ phocadownload/training/CBTs/The®20Communii + @ +y | X | |E Bing

57 Favorites | 95 @] Suggested Sites = @] Web Slice Gallery =

(€ Add New Scenario ] % v B v [ & v Pagev Safetyv Tools:

(%] Log Out Help Scenarios Summary = Scenario Details

B Quick Actions

Scenario Name: |Re|ncatinn Motice
Back to Summary Scenario ID: |2222 |t
Add New Scenaric
Add General Info Scenario PIN: |22"229 | Event Code: |1212
Assign Call Flow
. . % This field is requirad. LSEUE] [ Cancel ]
Assign Group(s)

Assign Messagel(s) ——
. General Groups  Messages @ Reports Security  Activation Options
Assign Report(s)

Azsign Security Useri(s)

Azzign Activation Options Select Call Flow Template: | Are You OK b |

Schedule Activation

Call Flow Speech Segments

Cutbound Greeting

Scenaric Answering Machine Message
B How To ... | Scenaric Message

F.epeat Scenaric Message

To Assign a Call Flow... Inbound Greeting

1) At Select Call Flow Template, Are you Safe and Okay?
choase the desied eall o Would ¥ou Like to Enter Your Phone #7

2) Should a Transfer call flow be Enter Your 10 Digit Phone #
selected, enter the Transfer Confirmation of Successful Check-In
Phone Mumber and Conference Goodbye

Information (if required].
2) MNext, click Assign Group(s] in
the Quick Actions menu.

1| i |

[ | T E Trtermet | Dratertard BAades CHF «#ﬁn - @ r



VESTA Communicator Scenarios

Simple

* Greeting

 Message

« Opportunity to repeat the message
» Farewell

Simple Understand

* Greeting

 Message

« Opportunity to repeat the message

« Farewell

 Asks the recipient if the message was understood
« If “no” response is received, message repeats

r1 LOUISIANA
LJ DEPARTMENT OF HEALTH



VESTA Communicator Scenarios

Simple Response

Greeting

Message

Opportunity to repeat the message

Farewell

Asks recipient if they can respond to the situation

If “yes” response, they key in their ETA in military time (four
digits indicating HHMM)

Are You OK? (for Web/Phone Check-In)

Greeting

Prompts recipient to enter User ID

Asks if the recipient is “...safe and OK” and for best phone
number (if number not in system, it’s saved as a Phone Type
of Other in recipient’s contact record)

Documents response for reporting purposes

LOUISIANA

r
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w 57 |e http://support.cassidiancommunications.com/ phocadownload/training/CBTs/The®20Communii +

"] ‘f

x||Eﬂmg

57 Favorites | 95 @] Suggested Sites = @] Web Slice Gallery =

Je- Scenario Activation_demo | l ‘ﬁ R = @ v Pager Safety~ Tools
(%] Log Out Help Scenarios Summary

# Quick Actions Look For: I Search By: | Scenaric Name V| EFIﬂd] Clear

Add Mew Scenario

Change Scenaric Info By Grnu.p- By Schedulad Activation

Copy Scenario

Remove Scenarios) Scenario Name Scenario ID Last Started Status Result

Schedule Activation D First Responders 1234

_ D Instant_100525_132315031 100525132315031  5/25/2010 1:25:14 PM Completed User Requested Shut Down

Relocation Notice zzz2
D Weather Alert 123 4/9/2010 2:49:47 PM Completed All Qualified

B Activation Dptir_hs
D Web Check In 456 47972010 2:47:54 PM Completed User Reguested Shut Down

Page PagelZlufl | 4 Previous | Next W

Create Inst I . .

view activat . 22leCting Proceed to Activation

B Reports

Scenaric Detail Report (.pdf)

Scenarios is used to create

natifications for specific events

or situations. Each is a set of

instructions that determines who

4 i |

nI"II\PI

ﬂ Trtermet | Dratertard BAades CHF

Iy T



v |G http

scenano S wvatio

./ support.cassidiancommunications.com/ phocadownload/training/CBTs/The®20Communin +

& | 42| x | |[= Bing

57 Favorites | 95 @] Suggested Sites = @] Web Slice Gallery =

|$ Scenario Activation_demo

(%] Log Out Help

B Quick Actions [ #

Back to Summary
Change Scenaric Options
Change Tagging Options
Change Message Options
Wiew Results

Change This Scenario

To Change Message Options...
1) If desired, change the
assigned voice message for this
activation by:

-Selecting @ new message group
from the Use Message Group
dropdown list.

-Clicking Voice Recording and
record @ new voice message
using the Voice Recorder.
-Clicking Text-to-Speech. type
the Message, then click the
Render Speech button.

2) Click Activate This Scenario.

o v [ gmm v Pagew Safetyw Tools:

Scenarios Summary > Activate Scenario

Scenario ID: 22232
Scenario PIN: 222329

* This field is required.

Scenaric Name: Relocation Notice

Event Code: 124132

[Carca

Scenario Options Tagging Options ﬁ View Results

Message Name: |

@ \"nil:ellﬁsage

Voice Type: O Voice Recording

'@} Text-to-Speech

I:l Use speech segment from last activation

Use Message Group:
| o

[ ¥OICE RECORDER Play =

Stop Wl || ]

Ready.

Message Text:

Yo 5StartDate% Following the aftermath of the recent crisis,
employees will be temporarily relocated to the offsite
location. Please plan on reporting to this temporary

< [

* This field is required.

Auto Text

[ Render Speech ]

nI"II\PI
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‘€ Reports_demo - Windows Internet Explorer =

OO 57 |$ http://support.cassidiancommunications.com/ phocadownload/training/CBTs/The%20Communi "| bt | +y | A | | Bing

57 Favorites | 95 @] Suggested Sites = @] Web Slice Gallery =

|E~ Reports_demo | | Mo v [ gmm v Pagew Safetyw Tools:

—_— j View Scenario Activation Reports in: Download Adobe® Reader to wiew reports g et
I ® .pdf Format (Adobe) ) .csv Format (Excel) R CCA= A
Activation Contact Status
Activation Detail (By Name) ﬁ
Activation Detail (By Time)
Activation Summary Name Start Time Stop Time Status Activated By
Exception D Relocation Motice 6/18/2010 1:40:1... 6/18/2010 1:43:14... Completed mkoffman
Qualification |:| Relocation Motice 6/18/2010 1:25:2... 6/18/2010 1:27:3... Completed mkoffman
JQualification and Excepticn D Relocation Motice 6/18/2010 1:20:1... 6/18/2010 1:20:5... Completed mkoffman
Response Status [] relocation Notice 6/18/2010 1:22:3... 6/18/2010 1:26:5... Completed mkoffman
Scenaric Personnel Status [[] relocation Notice 6/18/2010 1:17:2... 6/18/2010 1:18:0... Completad  mkoffman
[] relocation Notice 6/18/2010 11:11:... 6/18/2010 1:11:2... Completed mkoffman
D Relocation Motice 6/18/2010 11:06:... 6/18/2010 11:07:... Completed mkoffman
|:| Relocation Motice 6/11/2010 9:47:0... 6/11/2010 9:52:5... Completed Admin_DCCU1
I I D Relocation Motice 6/11/2010 9:41:2... 6/11/2010 9:41:3... Completed Admin_DCCUL
cR::.EIr:iel:h;JzT:zr-,- tchEIE;;ErT;ritcE [] relocation Notice 6/11/2010 9:30:3... 6/11/2010 9:40:5... Completed Admin_DCCU1
Eztc'u:';:t;dp:gzﬂﬁm - [] instant_100809_2... 6/9/2010 10:49:5... 6/9/2010 10:50:2... Completed  Admin_DCCU1L
notification. [] relocation Notice 6/9/2010 10:15:0... 6/9/2010 10:28:1... Completed Admin_DCCUl
To View Reports... [] quick Motification 6/9/2010 2:45:21 PM 6/9/2010 2:48:03 PM Completed Admin_DCCU1
:filglcifiittzrr?pdé? :_:G"'rf_lt_lca”t e [] Employee Notice 6/9/2010 2:44:49 PM 6/9/2010 2:48:03 PM Completed  Admin_DCCU1L
'i%-dc:eglkctrh;Eg'cicgsﬂféliﬁifceri [] weather Alert 6/5/2010 2:43:15 PM 6/9/2010 2:48:03 PM Completed  Admin_DCCU1
i;l rcncT; Scenario .ﬁ_cti-.-ati;nl:z:l D Instant_100525_1... 5/25/2010 1:25:1... Sf25f2010 1:31:2... Completed Admin_DCCU1
Fr::rn_the '.-ie'.-'aab_le page.
I?ririllgltcet;eepd'::;er:;izf$|‘lneame Select Page Deselect Page Pag«EI:lnFl | M Previous | Next W
report opens in the selectad
format.
AN i S I
2008 LIESER  rooee
4| m |
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e

Reports_demo - Windows Internet Explorer =] |[

QD : |@ http://support.cassidiancommunications.com/ phocadownload/training/CBTs/The%20Communi "| bt | "Ff| A | | EBing

57 Favorites | 95 @] Suggested Sites = @] Web Slice Gallery =

& Reports_demo Mo v [ gmm v Pagew Safetyw Tools:

Each of the reports may have ane or more of the following fields. Definitions of each field include:

Hote: In a scenario activation, the system will autamatically adjust the Device Crder sequence depending on a contacts time zone. A contacts time zone is determined by the
StateProvince andfor Country identified in his Contact Detail record. In the case where a contact record does not contain address information, the default timezone set for t
Company will be used.

@ Attempts/Attempted — Ifthe system made an attempt to contact the individual. The report will display a YesMo or the number of attempts made to a contact.

@ Attempted in alternate group — indicates that the contact is also a member of one at least one additional group assigned to the scenario and has QualifiedDizguali
higher priority group. When a contact is a member of multiple groups in a scenario activation, then he will only receive one call per device type and receive a Fill Statu
Contacted in lower priority groups upon successful message receipt.

% Contacted — If a contact was made with the individual, Yes aor Ho. The system considers an individual contacted when it determines if a message has reached its int
recipient, even if the recipient has not responded. For example, an individual is considered contacted when 1) an individual answers the phone (or calls into the systs
listens to the notification message or 2) a notification messaage is left on an answering machine.

Anindividual is considered not contacted when 1) he does not answer the phone (or call into the system) and an answering machine message could not be left, 2)
phone was busy or 3) he does not have the defined phone type but receives an email. Delivery of an email, fax or pager message is considered not contacted.

¢ Contacted without Status — Displays the number of contacts the systerm made to individuals, but did not receive a qualified or disqualified response — Mo Response
@ Delivery Efforts — Displays the sum total of times the system attempted to naotify a contactvia all device types

@ Device Detail — is the device type code, A-Alpha Fager, C-Cellular Phone, E-Email, F-Fax, H-Home Phone, N-Mumeric Fager, O-0ther Phone, 5-Satellite Phone, W-W
Fhone, X-Mobile Email and the corresponding detail information for the device (e.g., phone number for the device type or email address, etc.).

@ Device Status — The device status codes are identified on the legend at the bottaom of the report. They include:

A—At&idoned indicates that the system received the data, the data was correct, but the systemn abandoned the record (e.g., the queue was full, multiple copies of
the same record was sent, etc.)

B — Busy Line indicates that the system encountered a busy signal when trying to contact a specific number.

C — Disconnected indicates that the system was ready to transmit the data, however a hang up occurred.

D — Fax sent successiully

E — Error making call. An extensive list of error messages exists. The most common include:

I |

[ | T ﬂ Trtermet | Dratertard BAades CHF Hn - '-“':;' r



QUESTIONS



