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Creating Groups 

There are two different ways to create groups in Everbridge. The manual method and by using 

the Contact Upload Template. 

Manual Method 

a) From the Organization’s Dashboard, hover over the Contacts + Assets menu, then 

Contacts and select Groups 

 
 

b) Select the location where the new group will be added. 
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c) Click + Group. A box will populate under the location that was selected for the new 

group. Enter the name of the group and click anywhere outside of the box to save the 

group. 

 

 

 

Creating Groups Using the Contact Upload Template 

To create groups using the Contact Upload Template, input the Group name in the Groups 

column in the format of *|Group Name and if adding more than one group for a contact, 

separate the group names by a pipe delimiter. 
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Creating Contacts 

There are two different ways to create contacts in Everbridge. One method is manual (longer 

approach if entering more than 5 contacts) and the other is by using the upload template (much 

quicker especially if there are large number of contacts that need to be entered). 

Manual Method 

a) From the Organization’s Dashboard, hover over the Contacts + Assets menu, then 

Contacts and select Groups 

 
 

a) On the Groups page, find the group where the contact needs to be placed and select it. 

 
 

b) Once the group has been selected, the section to the right changes to indicate the group 

where the contacts will be added.  Click on the Add Contacts button and select Add a 

New Contact to this Group. 
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c) Enter the required information on the Add Contact page that populates. 

1. First Name 

2. Last Name 

3. External ID (This should be unique to the person such as email address or employee 

ID) 

4. Record Type (Typically listed as the facilities name and should automatically 

populate depending on the user.) 

5. Delivery Methods (The mode of contact that the recipient will receive your 

notification through. There can be as many delivery methods as needed.) 
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d) Click Save. The page will update, now showing the Group the contact has been added to. 

 

 

 

Creating Contacts Using the Contact Upload Template 

a) To create contacts using the Contact Upload Template, input all required information for 

each contact. 

1. First Name 

2. Last Name 

3. External ID 

4. Record Type 

5. Group(s) 

6. Delivery method(s) 

 

b) After inputting all required information, ensure that the word END is entered at the end 

of each row containing contact information and save the file as a CSV file. 
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Uploading the Template 

a) From the Organization’s Dashboard, hover over the Contacts + Assets menu, then 

Contacts and select Uploads 

 
 

a) From the Upload screen, select Upload to Portal and follow the prompts for adding the 

upload template. 

b) After the document has been added, a new box will populate giving the option to Update, 

Replace, Restore, or Delete. Select Update and click Upload to Portal. 
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c) Upload will begin and your new contacts will be added to the system. A few helpful tips: 

 

1. Review the upload report on the upload screen to ensure that all contacts were 

uploaded successfully. If any numbers show in the Records Loaded with Error or 

Records Not Loaded columns, click on the binoculars on that row to review the 

errors in the upload. 

2. Review the Groups page to ensure that any new groups were created correctly. If user 

has access to multiple facilities within one organization, ensure that the groups are 

placed under the intended facility. 


