
User Dashboard Guide 

1. Locating your dashboard.  

2. Some of my information is missing.  How do I add it?  

Most organizations do 

not keep numerous 

contacts for you on file.  

It is very important that 

you add your cell phone 

number to the list of 

contact information.  

Your cell number is the 

most reliable contact. 

 

 

 



3. How do I edit an existing contact? 

4. How do I make sure that my cell phone is contacted first? 

 

 

 

 



5. I have some contact methods that should only receive a message during an emergency.  How 

do I make sure a number/email is only contacted in the event of an emergency? 

6. I have some contact methods that I would like to restrict the type of messages they can receive 

(SMS Text or Voice).  How do I control this? 



7. I accidentally deleted a message/email from the organization.  How do I go back and listen/read 

it now?  

 


