Assurance NM Instructions

The website is: https://assurancenm.sungardas.com/

**The website listed above is set to automatically re-direct you to another website so when
you bookmark the page it actually bookmarks the re-direct instead of the actual website. Once
you have bookmarked the site please go into the bookmark properties and modify the URL with
the address listed above. If you don’t modify the properties with the address listed above you
will not be able to login into Assurance NM from the favorite.

Enter your Username and Password then click Login.

B e | AssuRanCE™ @ Login
Please remember that username and password
# Homepage

_ Username

¥ QuickSend

Password

Contact Customer Support

Global Support Center: 800.478.7645
International: +1.6710.878.2644

Email: softwaresupport@sungardas.com
P & Forgot your passWgrd?
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https://assurancenm.sungardas.com/

In order to modify your information and change your password click on Setup. Then click on
My Information. Please be sure to modify your information, if you don’t then you will not be
able to utilze the Forgot Your Password link on the login screen because the system will not
have an email address to send the information to.

[.,ggggq:gggm ASSURANCE™™

f| # Dashboard

] Messages >

& State of North Dakota

ﬁ: Setup

My Information
A Tracking »

® support and Training » E4 Messages Overview

# Home > Dashboard

= hboard

Last 5 Messages

Sender Date/Time Sent Subject

State of Nor.. Aug 4, 2015 10:11:00 AM (CDT) Message from Assurance Notif

On this page you will be required to have an Email, First Name, Last Name and Phone number.
Please enter the phone as 701-328-0911. If the Time Zone has not been updated feel free to
change that as well. Then click Save Changes. Then click on My Password Settings to change
and/or update your password.

Username: dmmoen

Aggount Name* Email
State of North Datota dmmoen@nd.gov
First Name® Last Name*
Moen
Address
Address 1 Address 2
iy State / Provinge
Zip f Postal Code Country
United States
Locale Information
Time Zone

Phone Number

Con
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SENDING A MESSAGE

Click on Send Message

# Home » Dashboard

= Dashboard

& State of North Dakota il

Last 5 Messages Message History v
Sender Date/Time Sent Subject Status
State of Nor...  Aug 6, 2015 10:36:18 AM (CDT) Message from Assurance Notificatio. ..
State of Nor. . Aug 6, 2015 9:13:34 AM (CDT) Message from Assurance Notificatio. ..
State of Nor...  Aug 6, 2015 2:52:35 AM (CDT) Message from Assurance Notificatio. ..

Chose the group and/or groups you would like the message to be sent to. Then click Next.

# Home > Send Message

& select Groups

Select All Filtered | Deselect All Filtered

1 Group Selected | 1 Group Filtered | Groups Total
Group ID - Group Description Type Contact Count Is]

@  DawnTest Test Group for Dawn Static 4

Cancel
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The next screen will identify those that are assigned to the list(s) you selected. Then click Next.

# Home » Send Message

& Select Recipients

Select All | Deselect All 4 Recipsents Selected | 4 Recipients Total
Contact Name - Unlque ID Actlons
- Ciahlin. Rusty 0575133 & View
E Muoen, Duawn dmmoent & Vi
+ Peterschick: Phillip 702547 & view
- Rusbel, Laurence 7003823 & view

10| 250|500 | 75 00 @ 200

m Go Back Cancel

You have the option to customize the subject. Then type the message you would like to send
out. There is a limit of 1,000 characters. Then select the labels (devices) you would like to send
the message to. Please take a minute to review your message for accuracy. Please ensure you
have included specific information for those receiving the message. Then click Send Message.

= Send Message
R

Message Content Features Sender Information

& Subject:  Test Message

== Message: ¢ This is a test message. This is anly a test.

Use Recorded Audio for Voice:
Customize Message by Device:

Select labels: All Voice Text @ By Label Hide details «
Select All | Deselect All | Text Only | Voice Only
Voice - Personal Cell [#] Text-SMS
Text - Work Email

Note: only labels associated with the selected devices be included in the message

Send Message Save and Send Save as Scheduled
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Sample Email Received:

Subject Receiv

Tue 8/

4 Categories: (none) (1 item)
‘ L} |~ State of North Dakota )Message from Assurance Motification Manager

Message from Assurance Notification Manager
State of North Dakota <PHX-gwb@sendwordnow.com=>
@ This message was sent with High importance,

Sent: Tue 8/4/2015 10:11 AM
Ts # Moen, Dawn M,

This is a test message. This is a test of the building alert. Do you have access to the internet?
At the top of the body of your reply message, send the number (or number/letter combo if present} of your choice from the menu
1:Yes

2: No
3: Maybe

e sender provided the following contact information.
Sender's Name: State of North Dakota

Sender's Email: dmmoen@nd.gov

Sender's Contact Phone: 1701-328-0911
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REVIEWING MESSAGE HISTORY AND RUNNING A REPORT

After you send your message the system will take you to the Message History. Click on your
message in order to review the message details and run a report on the message you sent out.

# Home > Message History

® Message History

Messages Messages Queue

Hide Messages

Select all on this page | Deselect all on this page

From Username Sent On Groups
State of North dmoen=snd This is a test message. This is only a test. Mar 8 2016 9:45:07 AM  DawnTest
Dakota
State of Morth dmoen=snd This is a test. Mar 4, 2016 :07:09 AM = DawnTest
Dakota
State of North HE7022115 This is a test. please let me know if you are safe or if vou are sheltered in Mar 3, 2016 4:09:22 PM | DSUTest

Message summary screen.

= Message Details

Recipient Status

Summary Deliveryftatus Reports

9 Message Ll Message Summary
on 15
B8 Mar 8, 2016 3:45:07 AM i Recipients view details
@ Langu

guages: English (United States) o
& Devices: Single body °
Processed

Subject: Test Message
This is a test message. This is only a test
7] Contact Points view details

& Sender Information i Groups

State of North Dakota DawnTest Text Voice

Labels used: SMS

Caller 1D: 1(701) 328-0911
Email: dmmoen@nd.gov

User: dmoen>snd

£ Features
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The Delivery Status tab will provide you an overview of the devices you attempted to contact
and what percentage has been completed.

# Home > Message History > Message Details

& Message Details

Summa| ecipiemt Status Reports

0 sms

Delivered to Handset

The Receipient Status tab. Review the contact information that was contacted and the status.
You have the option to filter by the columns.

Results: 1
Sent To - Contact Status Status Timestamp
Cunwn Moen s 1701 391 S248@Lms cendwordnow. com Delrvered 1o Handset Mar 8, 2018 G451 T AM
10 - 100 200
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The Reports tab allows you to run a report. Enter the Title and choose the format you would
like the report generated in. The report can be generated in PDF, CSV, Excel 2003, and Excel
2007. If you have a fairly large group of you people you contacted then the recommendation
would be to run the report in CSV and then open it in Excel. In order to ensure the report
encompasses the information you are wanting on the report it is recommended that both
Include dynmaic group hierarchy info and Generate complete report are checked. Then click on
Generate Report. If the report is too large the system will ask you to enter an email address to
send a link for you to download the report.

# Home » Message History > Message Details

¥ Message Details

summary  Delivery Status Recipient Stat @

Report Type Event Message History v
Title | Test
OutPut format Comma Separated Values (CSV) v

¥ Include dynamic group hierarchy info

¥l Generate complete report
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INITIATING A RECORDED CALL

Click on Send A Message.

# Home » Dashboard

= Dashboard

& State of North Dakota

D

Last 5 Messages

Sender Date/Time Sent

State of Nor...  Aug 6, 2015 10:36:18 AM (CDT)
State of Nor...  Aug 6. 2015 9:13:54 AM (CDT)
State of Nor...  Aug 6, 2015 8:52:35 AM (CDT)

Type in a Subject and type in the message box. Even if you are recording the message it is
required. Remember your recorded message can only be sent to phones so if you would like
people to receive the message via email or SMS (text) then you will need to type the message
as well. Click the check box next to Use Recorded Audio for Voice. Then click on the record
button next to Message Body. PLEASE DO NOT RECORD AN INTRODUCTION. The introduction

Subject

Message from Assurance Notificatio. ..

Message from Assurance Notificatio. ..

Message from Assurance Notificatio. ..

has been pre-recorded for the State of North Dakota system.

Use Recorded Audio for Voice:

E= Message Body:

7
& Introduction: n

Customize Message by Device:

Selectlabels: @ All

>

| 3

Voice

Text

By Label

Message History v

Status

100%;
100%;
100%;
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Then enter the phone number you would like the system to call you at. Be sure to include the
area code. Then click Call.

Voice Recording

Phone Number | United States (1) 7013287582

Call Language | English (United 5ta... | =

Cancel

The system will walk you through recording a message. The system will indicate it is calling
your phone(circled in green). The system will tell you it is waiting for your recording(circled in
purple).

Now calling your phone to make a voice

% Features Su
Voice Record

ary recording.

ce In
25 Sender Information

oject: Test Message for Recording & Sender Information Edit

&5 Sender: State of North Dakota
sage: % Caller ID: 1 (701) 328-0911

= Email: dmmoen@nd.gov

il Message Summary
B Subject: Test Message for Recording
& 1 outof 531 Groups Selected
& 1 outof 4 Recipients Selected
% Show Recipient Counts per Label

@ Show Recipient Counts per Language

foice: [«
tion: L ] > ]
3ody: ® > 0 Waiting for your recording...
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Then select the labels(devices) you would like the message sent to.

O Message 2. 2
Mg Subject: | Test Messaga foe flacording
W Messageid | Thas is a best

Use Recorded Audio for Voice: @

moodee: RS The recording has been
suesseeorr IS accepted and ready for you to

Cumomize Message by Device: send out.
Select labels: All Voice Text & BylLabel
W Ve - Personal Cell Text - SMS

Tewt - Wark Ermai
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EXECUTING A SCENARIO

Click on Execute Scenario.

= Dashboard

& State of North Dakota

Send Message Execute Scenario

Send Massage to Combined Master Group

Find the scenario you wish to you use and click on Execute.
[ ]

School Delay School Delay Due to Weather HE0407803 Q Details @ Execute

Test Test HE @ Execute
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The group(s) that were previously attached to the scenario will show up but you always have
the option to add or remove any group(s). Then click Next.

W AOIIE > 3CENNUs » EXELULE LENdIND
Select All | Deselect All 1
Group 1D - Group Description Type
MASTER All contacts from all groups are included here Auto
GROUP_MGR System generated group for organizing users Auto
16000-LegislativeCouncil 16000 - Legislative Council Static
BLHSC-Other BLHSC Others - Child Support Static
BNDDirectvendor BND Direct Vendors Dynamic
BNDFAO BND Financial Aid Office Dynamic
BSC-CrisisTeam BSC Crisis Management Team Static
ascall BSC Employees and Students Dynamic
BSCEmployees BSC Employees Dynamic
BSCHorizon University Employees at BSC Horizon Building Dynamic

Then it will identify those people that have been assigned to the groups that have been
selected. Then click Next.

& Execute Scenario: Dawn Test

Contact Name -

Select All | Deselect All

e Moen, Dawn dmmoen1
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Then it will show you the message that was previously saved. Review the message and labels
that were previously selected. Then click Send Message.

o

Message Content Features Sender Information
&S Subject: Test Scenario

B Message: 4 This scenario is used for testing purposes only. This is ONLY a test.

Use Recorded Audio for Voice:
Customize Message by Device:

Select labels: All Voice Text ® By Label Hide details «
Select All | Deselect All | Text Only | Woice Only
Voice - Personal Cell ¥ Text-5MS
Text - Work Email

te: only labels associated with the selected devices be included in the message

Send Message Save as Scheduled
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ACTIVATING ASSURANCE NM WITH THE MOBILE APP

Download the Assurance NM app from the app store. The app is free. Click on the app to open

10:50 AM

= M

Ticketmaster™ iTunes U iBooks iHeartRadio

MyNetDiary Allrecipes Passbook NDRoads

N PDaK0tg

Cartwheel United Fly Delta Dakota Mo...

(GA»)

AssuranceNM
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Then enter your user name and password which is going to be the same as logging in on the
computer. Then click on Login.

SUNGARD'

NM
AILABLITY | ASSURANCE

Remember me

Login

Assurance NM Instructions



After successfully entering your user name and password the app automatically opens your
History screen. You have the option to look at previous messages and send another message.
To send another message click on New Message.

= History
Today
Message from Assuranc... 3:20 PM 6/25

This is a test of the building alert for the
Life Skills and Transition Center. No acti...

Yesterday
Test - Dawn 3:42 PM 6/24

This is a test of the building alert.

Message from Assuranc... 9:03 AM 6/24
test

Message from Assuranc... 8:28 AM 6/24
Test

This Week

Messag n Assuranc... 1:57 PM 6/23

This is a

Last

Mess ssuranc... 3:20 PM 6/19
We are pl na on havina donuts for our
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Then put a check mark next to the group you would like to send the message to. Then click
Next.

Cancel Gro1 ext

Q. Type group name

MASTER

All contacts from all groups...
GROUP_MGR

System generated group for...
BSCStudents

Bismarck State College Stud...

CollegeofScienceStude...
ND State College of Science...

DakotaCollegeStudents

Dakota College at Bottineau

o DawnTest
Test Group for Dawn
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Then you can to send the message to All Devices, Text Only, Voice Only, or Specify Devices.

eeee0 \erizon 7 3:30 PM ¥ 41% W
( Compose  Devices Done
All Devices v
Text Only
Voice Only

Specify Devices
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After you have choosen the devices then click done.

{ Compose De Done
All Devices
Text Only
Voice Only
Specify Devices v

TEXT DEVICES

VOICE DEVICES

Home Phone

Personal Cellular

@ Work Phone

Assurance NM Instructions



Type in the subject and message. Please review your message and then hit Send.

{ Groups  Cor > Send

Subject 14/60
Building alert
Message 25/1000

This is a building alert.

FEATURES

Get Word Back Off
Conference Off
IMS Off
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This is the screen you will see when the system is working on send the message you composed.

( Groups Compose Send

Sending Message...
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