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1. WORKING AS A DESKALERTS EDITOR

DeskAlerts lets you quickly and easily communicate alerts to users, clients, or others who have installed the DeskAle

Client.

w
w
w
w
w

w

You can write and seralerts, and they will appeawithin a mnute in the DeskAlerts Clients of those you chose
to send to.

You can customize alerts witbmplatesdesigned for different groups or message types.

You can send alerts &soadcaststo all DeskAlerts Client users w members of a specifigroup, or personal
alertsto individuals you choose.

You can sendrgent alertsthat will appear ahead of any other alert message that may have been sent.

You can create and send out quitkveysand seea diagranof how many people have chosen each answer you
offered.

You can send alerts (but not surveys) to peopieibile devicesande-mail boxes

Your scope of activity fslly defined by Administrator as a Polifneead Administrator_Manual, Section-® MANAGING
EDITORS AND POLICIES

2. LOGGING IN TO THBESKALERTSIONTROL PANEL

To access the DeskAlerts Control Panel:

w
w

Open IE browser window.
Your adnmistrator will have given you theRL for the Control Panel. Navigate to that URL and you should see a

login screen that looks like this:

- D[ECALERTS  CONIEL AL

THE MOST CUSTOMIZABLE DESKTOP ALERTS

Login: adrmin

Passward: ----------|

=D LOGIN

w Enter yourloginandPassword and the mairDAControl Panel screen will appeatr:
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ECD |- 0(ALERTS  (@O1e anEL
AR nesens | Licensa i 3 THEMOET QUSTOMIALE DESKTOR AURETE Cumrently bogged as; ed

Add alert
G zen
O Dt Step 101 2 Ener text of your abert:
g“f"ﬂl B I U&|FFE B | sty * Paragrach = Fortfamdy = Font e | A-S|
% fachived Xa@d(Ei= =8| LEF O~ = R ITe |H|

i 4 H‘I‘ii_f.ﬂ—._i;x. x' | 2

Texd Templates

5 Statistics

72

=3

i

A%

Pathc p

W rgent alerti F am3 mert
W Acknowlesgement @ F Email atent
™ Auto-close in |2 min I Allow manual close @
F Schedule slert Sendar nanme: Fest12]
Fallerm Options
™ Desktop Alert
# once Mer Type Size
£ paly Start date: [02/18/2011 5] Time:[04 =] :[22 =][PM =] © widh: [500 px
© Weekty ; A Hesght: (300
O Manihly End date: | =) Time: [ 01 =] :[on =] [am =] Serallin ticker

& Full screen

T Yearty

Your main work area is in the center, and the menu giving links to your main task areas is on the left.

Attention! DeskAlerts Control Panel requires JavaScript to function propeelgsd’turn on JavaScript in your browser.
Contact your technical assistance if required.
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3. THE CONTROL PANEL MENU

Active users / License limit

| Critical license utilization level

&y Archived
""" Ip Groups

-
L -
A
e Domains

=" Organization

- Editors

i Templates

i Text Templates

-f" Seftings

Chanoe passward

- Data archiving
- Default settings
L Syetarn configuration

When you log in to the DeskAlerts Control Panel, your main work area is on the
right, and links related to your main tasks are on your, lefthis menu.

Depending on the permissions you have, yoay see the full list of linksr a
shorter list. Please contact your DeskAlerts administrator if you feel you need
access to links that you do not see.

Just note that IP Groups, Domains, Editd’olices and some Settings are not
accessible for Editors.

The display you first see is the list of alerts that have been sent, starting from the
most recent.
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4. THE USER&Nnd COMPUTER&IST

To review who is connected to your DeskAlerts system,cséeganizationtab (in AD mode) otJsergGroups (in
Registration modefrom the leftside menu. DeskAlerts will display a list of all userd computers starting with the
most recent.

Objecttype: | Lisers -

orgal Groups
ﬁ Cnmiuters Search users:l

1-8 from 2 users
Records perpage | 50100500 | 1000

. . Maobile | .
User name Lisplay Name Liomain p Email  Unline
User name Display Name Domain hone Email Online
Adrministratar testdomain foralerts.net @
ASP.MET Machine )
ASFMET Aceount testdaomain faralerts net @

IUSR_20035HAR- .
G972k Internet Guest Account  testdomain.foralerts. net @

You can search for a particular user by entering his or hemnasge in the text field and clickirgearch Any users who
match your search criteria will be displayed. To return to the view of the full list, click the Search button again with n
search terms in the text field.

You can alsbrowsethe list of users ¥ clicking on the page numbers at the top or bottom of the list.

From the display you can see, for each user:

his or heruser name

when the usewasregisteredwith DeskAlerts.

Email

whether the user i®nline right now: if so, a green dot will appea

the date and time of the user's most recent DeskAlaxtvity. For a user, this will probably be the last time he
or she read and dismissed an incoming alert.

geegee

You can arrange the list of users by: user name, registration date, online status aactilast.

Note: you cannot add users.

In Active Directorymode, users list will appear as per Domains. It is possible to run synchronization manusilglick
on the Add domainbutton available on the right top corner &fomairstab.
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Objecttype:lGrDups vl

"Q prganization Group: 123 Domain: testdomain.foralerts.net
Wiew Wember of | View droups | View users | Wiew computers
1- from users pages:
Records perpage | 50| 100|500 ) 1000

User name Domain Mobile Phone Email  Online Last activity Actions

test testdomain foralers.net @
test1 testdamain.foralerts.net @
test2 testdomain.foralers.net @
1- from users pages:
Records perpage | 50 | 100 | 500 1000

You can alsbrowsethe list ofComputersby clicking on the page numbers at the top or bottom of the list.

Ohject tyne: | Camputers .=

Search computers:
:

1-4 fram 4 camputers pages:
Records perpage | 50| 100 | 500 | 1000

Computer name Domain Online Last activity Actions
20035HAR-992KCJ testdomain foralertsnet @
secondmac testdomain foralerts net @
®PEF2VIMWARE testdamain foralerts.net @
HPSPVIMWWARES  testdomainforalertsnet @  Mov2 2010 G:0BPM

1-4 from 4 XPSP2VMWARES pages:
Records perpage | 50100 | 5001000

In Registration Modeusers add themselves when they install the DeskAlerts Client. However, in Registration Mode yol
can delete user from the list by cheog the checkbox and then clidelete button. You can also add users to recipient
groups. Sedlanaging groups

5. SENDING AND MANAGING ALERTS

There are hree Alertslinks on the left side of your Control Panel screen:
w Click theCreateto add a new alert
w Click theSentlink to display all alerts that have been sent out, starting with the most recent.
w Click theDraft link to display alerts that have not yet been sent out. These alerts may not yet be complete.

In both displays, the first few words of daalert appear to help identify it.
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At the top right of either display you will sé®D ALERGutton:

© ADD ALERT

Clickthis button and you will se¢he rich text editorto create the alert:

Add alert

Step 1 of 2 - Emter text of your alert:

Title: |

B J U & | IEF H M| stks » Paragraph = ForkFamdy = Fonk size - é'E'

A D@ (=S £ LEJEe=E =g ahBe |H

id o™ | — ..ﬁ %, x' |§}

Path: p 4
I Urgent aler @ Al Typi Size

™ Acknowledaerment 8 & o = Width: |200 px

r ¥ Popup

Schedule alert @ (e T HEIgM:W .

Salectlemplate: | defauh "i " Full screen

This editor has a wide range of features that allow yofotmat the text of your messages, insernilesor images, and

adjust background and text colors to suit your message. Hover your mouse over each of the icons to learn what featur

it controls.

Note: The wide range of features in this editor can temptyto create an alert that is so complex and ornate that it is
hard to read in the window in which alerts display on users' computers. Since the goal is to convey information, one ¢

two formatting and decorative touches will usually be sufficient.
Belowthe text editor there are additional controls:

w New! Itis now possible teentitle alerts and size Pojip alert windows.
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w Check theUrgent alertchedkbox if this message is urgenyou might need to tell staff they have to evacuate

the building, or adangerous storm is approaching and you are closing the office for the day so they can gef
home. When you send the message, it will appear on users' computers even if they have set the client to nc
receive messages. The urgent alert will appear beforectimgr alerts, and will appear first when the user starts

up the DeskAlerts Client.

Check theAcknowledgementcheckbox if this message is required reading confirmatiorthis caseRead it!
odzit2y é6Aff 0S RAALAIE@SR Ay |ftSNIQa o02Re®

If you want to send thelert at a particular timer create recurrence alercheck theSchedule alercheckbox

Read more irfschedule alertsection.

If templates have been established for your use, they will be listed i #maplatesselection box. Choose the
template that kest suits the purposes of this alert. If you do not select a template, the system will use a plain
defadt template. SeeManaging templatedor further details.

You may choose the type of the alert:

)l
)l
)l

CheckSMS Alercheckbox to send alert to mobile devic&ead more irsending alerts by SM&:ction.

CheckEmail Alertcheckbox to send message tar&il box. Read more iBending alerts to enail boxsection.

Desktop Alertl f f 2 6a aSyRAyYy3a FfSNIa 2y (KS dESMER defRiB)a | G 2
Mark Scroll in tickeradio button to scroll your alert.

When choosing Poepp alert , asmallwindow will appear next to it with the options to size.

There are 2 optiongo set width/height parameters in pixels or choose Fullscr@&sfault vales are 500 x 400.
You can change default parameters in yourserver/deskalerts/admin/config.inc

ConfAlertWidth=500

ConfAlertHeight=400

Ifthevalude SYGSNBR Ayid2 GKS dazvhiding lwlBe dispagied shawing tfie siags are tmgpsmall.
dicking on the linknside the window willreset parameterstamp no Mmp n @

The resolution is too low. The alert might look bad
and non-consistent. Click here to set minimal
resolution supported.

Alert Type Size

= Fop up

f* \Width: |1 0o pi

" Scroll in ticker Height: |4IZIIZI [

= Full screen

If the valuesenteredare higherthan 10240600- ¢ a warningwill be displayed showing the sizes are too big and you will
be recommended to use Fullscreen option instead.
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The resolution is too high. Consider checking "full
screen” checkhox
Alert Type Size

o YWidth: IEIIIIIIIZI pi
0 Popup _
 Seroll in ticker Height: |4IIIIIIIZI| P

= Full screen

In any case when coming alegizeis bigger than screen sizgthe alert will be shown in full screen

When you have prepared the alert, you azitk one of three buttons:
w Preview to see how the current state of the alert would look when a user receives it on his or her computer.
w Save DeskAlerts will save the alert as a draft. You can continue to edit it, and then save again when you are
your next stopping place.
w Next Click this button if the alert is ready to go.

Then choose recipients amtick Sendbutton.

Add alert

Step 2 of 2: Select recipients:

Broadcast
Selectrecipients

Broadcastoption allows tosend alersto all Usersat once.
Select recipient®ption allows toselectUsers, Groups and Comnners.

10
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5.1 Schedule alerts

Check theSchedule alercheckboxduring alert creation.
With schedule featuregu cansendalerts at appointed date and time, or send recurrence alerts.

You will sendOncealerts with noend date by default. It means youalert will be delivered to the user once he/she
logging in (it can be at the same day or in a mantto matter).Enter the end date so it will automatically expire:

[+ Schedule alert
Fattern Qptions

(@ Once
() Daily Start date: ] Time: |£ - | : |£ v ||ﬂ T|

) Weekl
- = End date:ﬂ Time: |

() Monthly

o

() Yearly

o

Send recurrence alert®aily, Weekly, Monthly, Yearly

[ Schedule alart
Fattern Options

[ ) once

,::, Diaily resend evewweekin next days:
@ Weekly [ |sunday [¥]Manday (¥ Tuesday [+ wednesday

. Thursday Friday [|5aturday
[ ) Mankhly —

o

() Yearly

o

Alert time

Skart ime: IETHETHE 1-|
End tirme: Ev|;|ﬂv“ﬂv|

Range

Stark: 01252010 H [ ) Moend date

(®) End after: Euccurences

LT —

11
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According to the screenshabove, alert will beeceived only 1 timeEnd after:1 occurence)within business days from
12:30pm to 6:00pm.

If you need this alert to be sent each business day within a specific timeframe, jix seid dateor End by

New! You can now rachedile already senglerts to changétart/ Endtime if needed.

5.2 Sending alerts bySMS

If SMS adebn has been installed, you can send alerts by SMS (Short Message Service) to the mobile devices of us
This means you can get urgent messages to yountehen they are away from their computers or when your network
is slow.

When you are sending an alednter the message andheckthe SMS Alertcheckbox. Andend the message as you
normally do.

Note: SMS messages will normally be no longer than ébacters long, and will lose any formatting you applied when

you created the alert. Also, the alert will be sent without a template, so make sure that the body of the message state
from whom the message is coming.

5.3 Sending alerts to email box

If Email addon has been installed, you can send alerts imail boxes.
When you are sending an aleenter the message, chetke E-mail checkboxandenter sender name ¢(eail). Andthen
sendthe message as you normally do:

12
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Add alert

Step 1 of 2 : Enter text of your alert:

B I U ,mc|§ = =5 5 | Styles - | Format = | Font family |+ Font size - |év£v|
XEa@ = s = | LEFJ@m®|=|@hmo |H| |
w1 | |2 — efE *x x|

Sample alert

Path: y
r Urgent alert :; SI'dS.AIert

I Acknowledgement Email Alert

I schecue sler Sender name: |admin

Selecﬂemplate:ldefault vl

¥ Desktop alert

5.4 Drafts of alerts

If you have saved an alert, bliave not yet sent it, it will appear in the list drafts. Display this list by clicking the
Draftslink on the leftside menu. The first few words of each alert appear to help you identify it.

To the right of eaclalert entry, there is a set of twions:

Actions

w Click the envelop to send this draft. DeskAlerts will help you make sure you have identified recipients for
this message, and then will send it out. The message will move frolrtfeslist to the Sentlist.

w Clickthe paper and pen to open the rich text editor and make further edits to this draft. Yon tteen save
it again or send it.

To delete draft from the listheckthe checkbox and clidBelete.

13
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5.5 Resending alerts

You can send an alert you haveealdy sent outr second timeto the sameaudienceor to a different audience.

Select theSentlink underthe Alerts on the leftside menu bar. A list of all sent alerts will appear, starting with the
newest one At the right of each entryn Actionsyouwill see the following icon:

Actions w Click the doublearrow to start theresend process. The rich text editor will appear, and
you can modify the content of the alert and then send it again, using the same process
as before.

6. USING THEWYSIWYGEDITOR

The WYSIWYG editor includes a rich set of options and commands that allow you to format your alerts so the
presentation supports the content of their message.
The editor has an array of control buttons at the top of the screen:

B 7 DU ¢ | E=EE=E=E | Styles - Format + Font family |~ Font size - |é*£*|

NBAEE|E®E]9 0|40 8F@mO®|=PRBIMo |||

% L | @ — c[E *x = |2

Fath: v

The following pages pride a summary of what these controls let you do.
You can also clickbutton in the editorand help document will appear with further details about how to work with the
editor.

6.1 WYSIWYG editor: common buttons

Here are the common buttons and a summafyvhat they do:

Bold text style (Ctrl+B)
Italic text style (Ctrl+1)
Underline text style (Ctrl+U)
Strikethrough text style

B e |~ |

14



www.alert-software.com

& ALERTS

Align left

Align center

Align right

Align full

wEw

Unordered list/bullet list

BB

Ordered list/numbered list

Outdent/decrease indentation

ik
"l

Indent/increase indentation

Undo the last operation (Ctrl+Z)

Redo the last operation (Ctrl+Y)

Insert a new link, read more insert link section

Unlinks the current selection/removes all selected links

Insert a new anchor, read more imsert anchorsection

Insert a new image, read moreiimsert imagesection

Cleanup code/Removes unwanted formatting

@.

Shows help window

Opens HTML source editor

sy 3

Insert a new table at the current location

Adds a row above the current one

Adds a row under the current one

Removes the row

Adds a column before the current one

Adds a column after the current one

Removes the current column

Insert a new horizontal ruler

Removes formatting from #hselection

Makes the selection to be subscript

Makes the selection to be superscripted

Insert video, read more imsert videosection

Insert Flash, read more insert flashsection

|~-;_E H| 'E'J ® X Ir\J |

Insert document, read more iimsert documentsection

15
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6.2 WYSIWYG editor: insert image

The insert image button opens the window shown below.

General | Appearance Advanced
— General
Image URL |

Image description

|

Image list I--- ;I
|
|

Title

— Preview

e e

To add image tdhe alert/template choose image fronmage listand clicknsert
Image descriptionadd a short description that wible displayedif the image is not available when the alert is viewed.

ClickUpload Imagebutton to browseand uploadan image from your PQAIl uploaded images widlutomatically be
loaded into thelmage list

16



www.alert-software.com

@

ALERTS

Maximum size of each file = 10000000 bytes
File types which cannot be uploaded =
hitm html php casp dll exe s

Select the file to upload

File:

List of files on the weh

Filename Click to delete
D¥Lipg
help2.jng
ibm-logo. gif
Picture 015.jpg
Prairie Wind.bmp
td fc short 1.jpg
Winter.jpg

17
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6.3 WYSIWYG editor: insert link

This button opens aew window with the insert/edit link function. Please select the text first before inserting a link.

General Papup Events Advanced

General properties

Link URL | [EE]
Lirk list | --- ]
Anchors --- V
Target Open in this window § frame V
) Open in this window [ frame
Title Cpen in new window [_blank) :|
Cpen in parent window f frame (_parent)
Class QOpen in top frame (replaces all frames) [_tap)

Erter the URL of the link in theink URIfield. Thetarget field lets you select how thkénk is to be opened the most
common choices would be ihé current window or in a new window.

The other tabs of this control provide advanced features that allow you to govern complex scripted behavior throug!
interactions with the link. It is beyond the scope of this guide to provide the thorough instructidavaScript that is

readily available in specialized books and tutorials.

18
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6.4 WYSIWYG editor: anchor points

An anchor point is an internal target for a link elsewhere on the page. Using a link in one part of a long alert to an anch
elsewhere in te alert can help the user by giving him a quick way of finding what he wants. You can create a table ¢
contents for an alert, with each entry being a link to the anchor point at the start of each topic.

To create an anchor point, click where you wane thnchor to be in the text, and then click the anchor icon. This
window appears and lets you hame the anchor:

Insertfedit anchor

Anchor nare: | |

Then you can create a link elsewhere in the alert, which, when clicked, will move the display to the anchor location.

6.5 WYSIWYG editor: in sert table

The insert table button opens the window shown below. This action enables you to create tables.

General Advanced

General properties

Cals Raws
cellpadding [ ] cellspacing ||
Alignment -- Mot set -- [w|  Border o]
width [ ] Height [ ]
Class -- Mot set -- |

Table caption B

On theGeneraltab you set such elements as the number of columns and rows in the table, the spacing and padding c
the cells in the rows, andny call to a style sheet that you are making. Rdeancedtab contains additional formatting
options.

19
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6.6 WYSIWYG editor: insert video

The insert video button opens the window shown below. Use this feature to add video to a DeskAlerts.

Maximum size of each file = 10000000 bytes
File types which cannot be uploaded =
htm html php asp dil exe s

Selact the file to upload

File:

List of files on the weh

Filename Click to delete
w320 | e (240
[Insert] [ Delete ]

Picture 014.ipg

Sometimes tk best way to send information is with video. Using the insert video button, you can easily add video to ¢
DeskAlerts. Provide users with videoconference segments, informational clips, or other movies by way of a convenie
desktop alert.

Using the insertvideo window, simply browse for a file or usefile from the web and clicklpload or Insert as
appropriate. The video will then be sent out with the DeskAlerts.

20
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6.7 WYSIWYG editor: insert Flash

The insert Flash button opens the window shown below. Téddure allows you to incorporate Flash movies or
applications in a DeskAlerts.

Maximum size of each file = 10000000 bytes
File types which cannot be uploaded =
.htm .html .php .asp .dll .exe .js

Select the file to upload

File: Example_Flash.swi

List of files on the web

Filename Click to delete

WwW: 320 | H: 240
[Insert ] [ Delete J
Ww: 320 | H: 240

[ Insert ] [ Delete ]
W: 320 | H: 240
[ Insert ] [ Delete ]

OprOONEV.swf

opr00XJB.swf

siren2.swf

Flash applications and movies are fast becoming a popular method of presenting information in an interactive forma
DeskAlerts allows you to add Flash media to your ngessafurther expanding the types of information that you can
send to your users.

As with the insert video button, the insert Flash button brings up a window that allows you to browse for a Flash file t

upload or select from a list of files dlable onthe web. By clickindgypload or Insert as appropriate, the Flash file is
included in the DeskAlerts.
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6.8 WYSIWYG editor: insert document

The insert document button opens the window shown below, which is similar to that of insert video and insert Flash
U< this button to add documents or other important files to your outgoing DeskAlerts.

Maximum size of each file = 10000000 bytes
File types which cannot be uploaded =
.htm .html .php .asp .dll .exe .js

Select the file to upload

File: Example_document pdf

List of files on the web

Filename Click to delete
CALENDARIO_COPIAS.pdf | Insert | | Delete

Test doc for Desk Alert.doc

)
[ Insert ] [ Delete ]
test.txt [ Insert ] [ Delete ]
[insert | J

Text.doc Insert [ Delete

When sending a desktop alert to your users, it is often helpful to attach further information in the form of a document.
Easily attach business reports, scheduledetst and other types of documents to your DeskAlerts. Since the alert
FLIJSEFNB 2y GUKS RSald2L) AyadSIR 2F Ay (KS dzaSNRa Sy
documents will be more noticeable and will receive greater attention.

As wth insert video and insert Flash, you can browse for a local file to upload or choose from a file on the web. Th
document you select will be included with the DeskAlerts.

22



www.alert-software.com

& ALERTS

7.SENDING AND TRACKING SURVEYS

While alerts are good at getting messages ouydarr team,surveysare excellent at getting the responses you need to
key questions.

Each survey consists of questiend a series of answers that the recipient can choose fiéou may schedule your
survey to be sent at appointed date and time as waslexpired after end date.

There arethree survey links on the lefside menu:

w Click theCreatelink to create a new survey
w Click theCurrentlink to display all active surveys which are still accepting responses.
Each survey hake followingActions:

- ClickK& to resend the survey
F.
8 - ClicK®to display responses to the survey:

View survey: Anne's Test Survey

Actions

Cuestion:  How do you like this product

Answer 1: The Absolute Best Thing Since Sliced Bread - 0% I

Answer 3: Good- 0% I
Answer 4: Mot =0 good - 0% I

Answer 5 | dontlike it- 0% |

- Click@to stop survey and move it to th&rchivedlist.
w Click theArchivedlink to display past surveys.

Above each listop right corner, you will see aadd surveybutton: P PEDSURVER

When you clickt (or Createlink from left side meny)the add-survey wizardwill lead you through creation of your
survey:

w EnterSurveyname chooseQuestiontype andseries of possibl&nswers You may offer minimum two an®ss,

to add moreanswers clickadd answerlink on the bottom of the last answef .o Schedule surveycheck an
appropriate checkbox and enter start and end date/time:
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Add survey

Survey name: I

[T Schedule survey

Select template: Idefault "I Preview

Question type: Multiple answers =
‘Multiple answers |
Question 1: Conditional
Input answer
Answer: |
Answer; |
add answer

There are 3 Question types you may choose:
- Multiple answersc includes a question and several possiteswers, you may add as many answers as needed by
clickingadd answerbutton
- Conditional- Yes/No question. There are only 2 number of possible answers .
When a user answers No, the survey stops for lErRample: Will you go to the party ? Yes/No.
When a user answers Yes, he goes to next question.

Add survey

Survey name: |

[T Schedule survey

Selecttemplate: Idefault vI Preview

Question type: |Condi1jona| j

CQuestion 1: |

Answer IYes This answer will proceed the survey
Answer. IND This answer will finish the survey
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Input answerg there is no variant of answer offered. Input field will appear instead to enter any answer.

Add survey

Survey name: |

[ Schedule survey

Select template: Idefault vI Preview

Question type: | Input answer j User will be able to enter an answer in a free manner

Question 1 |

You may choose a specific template from the drop down menu. To preview it just ctiok preview link.
1 To ad more questions click thédd questionbutton (top right corner):

Add survey
"D D' QUESTIO -ll
Guestion 2 Why do you like it? Q
Answer: Itz easy inuse
Answar Pravides me with guick response
Answar Even don't know... but | like it | 6
add answer

To delete the question or additional answer just ctiok delete button&
To come back to the previous page ctio& previousbutton.

w If you areready to praeed with the survey cligke next button.

w Choosethe recipients for this survey: broadcast, group or personal:
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Add survey
SUNEFWDEZIPersonaI 'I
< PREVIOUS B START SURVEY
E}D@ organization| Search users:l
=[] testdomain foralerts.n ]
D Domain Controller 1-8from & users pages:
- out Records per page | 50| 100 | 500 | 1000
outd r User name Display Name Domain
oul2
ou2 [T Administrator testdomain foralerts net
ou3
[T ASPNET ASP.MET Machine Account  testdomain.foralers.net
[T IUSR_2003SHAR-992KC. Internet Guest Account testdomain.foralers.net
[T IWAM_20035HAR-992KCJ Launch IS Process Account testdomain.foralerts.net
[T test testtest testdomain foralerts net
[T test1 test1 fam testdomain foralerts net
[T test? test2 famu testdomain foralerts net
[T usernt usert testdomain foralerts net
1-8 from 8 user11 pages:
Records per page | 50| 100 | 500 | 1000
‘ [ 2
< PREVIOUS S START SURVEY

If you choose groupype, and youhave rights topublish tomultiple groups, a selection field appears where you can
choosespecificgroups to survey.Thenclick Add button to add specific groups to the survey list.

dick thestart surveybutton OSTART SURVEY

Add survey

Mewy survey was successfully added!
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8. MANAGING TEMPLATES

Templates are formatting wrappers that surround alerts you send out. If you have different templates that yfow use
different types of alert messages, this may help your users focus on and understand the messages when they rece
them.

Note: you can create text templates that contain alerts content only. Bed templatesfor more details.

In a new installadn of DeskAlegthere is a single template, called Default. You can view this template, but you cannot
delete it. It is the template used for all alerts unless you provide another one and specify it wheengmnut an alert.

To see the available tengiks, click theTemplateslink on the leftside menu. If you have more than one template
available, the display may look like this:

Templates

Templates
il ADD TEMPLATE
1-T from 7 templates pages:
Records perpage [50]100 ] 500 [ 1000
[F Template Actions
[ Anne's Termnplate

O

Background-Color Template
default

Emergency template
Meeting termplate

Mews template

BEReEREEE

Oo0OonO

Systern Outage

1-T from 7 templates pages:
Fecords per page | 50110050010

=

Toview and/oredit template click thepaper and penci button in Actionssection.

When you are creating an aléstirvey, you can choose which template to use with it. S®nding and managing alerts
for more details

Note: If you are sending aBMS alert(see "Sending alerts by SMS"), the alert's template formatting will be discarded
when the message displays as taxthe reader's mobile device.
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8.1 Creating and formatting templates

Each DeskAlestemplate consists of aame, atop template, and abottom template. The alert you send will appear
between the top and bottom templates.

Edit templates

Marne: Mews

QB 7 U &|=
& Ca B 0G| g
& | |

1w a4

Top ternplate; @ ALERTS DESKALERTS NEWS!

|| - Styles - M -- Format - [il - Font family -- [il - Font size - M
=9 o= LBES @™ EO|»w

| —CE x| Q@ % =& 1w =

Py

-
-
-

Path: div v
| | B I @@G | E = % = ||--Styles --MParagraph u Fart Farnily -- u Font zsize M
AaBamatisEl=s9 c[=Eeedeom Bo | vy
| | | | —2E*x @y =41 =
i =g
Bottom template:

info@deskalerts corn | www Deshalerts. com

Path: p» a

4

PREVIEW SAVE

Savethe template andpreview it to see if the text appears as it should.
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8.2 Text templates

To reduce the time of alert creation you may create text templates for different situafgia#f reminder, system
outage etc)
ClickText Templatedink in leftside menu You wi see the list of available text templates:

Text Templates

Text Templates
{i/F ADD TEMPLATE

1-2from 2 templates pages:
Fecords perpage |50 | 100 | 5001000

[F Template Actions

[] Good Morning!

[ Reminder-mesting
1-2from 2 templates pages;
Fecords perpage |50 | 100 5001000

Tosend an existent text template cliE from Actionssection and send the alert as you normally do.

To edittext template click&l from Actionssectionand rich text editor will open to edit an alert teptate.
To create text template clickdd templatebutton (top right corner), enter template name, alerts content. Clielve
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9. GETTING STATISTICS

You can see a range of information on DeskAlerts users, alerts, and surveys. DeskAlerts uses aiventeiotinology,
Smart Activity TrackingSAT) to learn what happens to each alert and survey you send out.
w You can find out not just how many alerts were sent, &ilgbhow many havéeen received and not yet read
and how many users just dismissed tidert without reading it.
w For surveys, you can quickly check the response rate: how many have read the survey and how many ha
responded.

Click theStatisticslink on the leftside menu.
Themain displayshowsoverall statisticor users, alerts, andurveys.

Statistics: Alerts Overall

@ Altime -

20U o - 2220

Alerts statistics Users statistics Surveys statistics
Total: 10 Total: 1 Total: 1

1z

EReceived 12 HOn-line 0 EReceived 0

B Acknowledged2 W Standby 0 Woted 0

HMatreceived 0 HOfHine 1 EMNot received
W Disabled0

You can make the display more precise by specifyaegarangein the fields at the top right:

® [foa ]

{ |0917/2009 ] - 034172003 |
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The fields in each table:

Alerts

Total The total number of alerts that have been sent out.

ReceivedThe total number of alerts that va beenreceived

AcknowledgedThe total number oélerts that have been acknowledged.

Notreceived:¢ KS G 20GFf ydzYoSNI 2F fSNIa GKFEG KFE@SyQh o6SSy

e€egege

Users

Totat The number of users

Ontline: The number otisers who are currently cline.

Standby. The number of useris standby mode

Off-line: The number of users who are currently-tiffe.

Disabled: The number of users who disabled DeskAlerts Client.

e

egeee

Surveys

Total: The total number of surveys that have been sent out.
ReceivedThe total number of surveys that have been received.
Voted ReceivedThe total number of votes received.

w
w
w
w Notreceivedt KS {(2GFf ydzYoSNI 2F | fSNIia GKIFIG KFE@SyQia o6S8Sy

If you haveEnhanced Statistics addn installed you may proceedvith more detailed statiscs by clickingon
appropriate link:
w Alerts Statistics

w Users Statistics

w Surveys Statistics
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0.1 Alerts statistics

This display summarizes information about alerts, starting with one most recently sent.

w Alerts:the text of the alert

w Date:sent date

w Send bywho sent the alert

w Recipientswho should receive the alert

w Open Ratiothe ratio between sent and received alerts
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