	Ping 4

Sending an Alert

Go to Ping4.com

Click log-in

Enter

ID = emergencymanagement@dukescounty.org

PW = 1q2w3e4r

Agency Dashboard Page

Click “Create Alert” button

There are 4 actions to take

in this section

Alert Logo

Core settings

Optional settings

Map delineation

“Alert  Logo” 

    Click “Alert Logo” Bar to open

    Select Logo from list

“Core settings” 

   Click “Alert Logo: Bar to open

    Title: Insert alert type – 

             32 characters

    Body: Insert message 

             180 characters

    Severity: Select radio button – 

      “Low”, “Medium”, “High”

        Start at: Click “Start at” 

           too pen calendar box

        End at: Click “End  at” 

           too pen calendar box

    Time Zone: Defaults to 

          Eastern Standard Time. 

            No action required

    Sound Type: Relates to the

       alerting tone on users phone. 

       Select radio button – 

         “Silent”, 

         “User Default”, 

         “Custom”

           Silent”- No audible phone alert

             (ie: Active shooter incident)

           User Default-User selects tone

          “Custom” for audible messages

Optional Settings

   Image: Optional feature

          Used for loading an image – 

          Browse Computer or other medium

          files for image. Select image

   Info Page: Optional feature

          Used to display incident specific,

   Pre-prepared pages – 

          Used to select thepage to display

          for the alert “More info”, which

          can deliver additional alert

          details or point to material on

          County website.

          Click on the box to display a

          list of saved message pages  

          NOTE: CHOOSE EITHER Info Page OR

          Pre-prepared pages. NOT BOTH

    Info URL-Notification info PageURL. 

         Enter a page from computer

         or other medium file for the alert

 “More Info” NOTE: CHOOSE EITHER 

         b. OR c. NOT BOTH

   Allow Anonymous Tips – Optional Feature

          click check box 

          Insert email address

        Call in number – Optional feature

        Insert phone number

Map delineation – select coverage area

  Center on – This section is located above

  the map  and is used to select the

  area of coverage

To select the entire region, 

  click the “HAND” icon

To select a specific address –

  Type address of location in box

  Click “Locate”. This will insert a pin

  in the center of the address

Square – This button draws a resizable

  square area around the particular

  address selected above. Multiple

  areas can be delineated

  Click on the desired location

  and Resize using corner pins

Circle - This button draws a resizable

  circle area around the particular

  address selected above. Multiple

  areas can be delineated

  Click on the desired location and

  Resize using circle pins

Irregular Area - This button draws a

  resizable irregular area around the

  particular address selected above. 

  Multiple areas can be delineated 

  Resize using corner pins

 Click on the “draw shape” icon

 Click on the location of the first

 pin desired

 Click on the location of the second

 pin desired

 Continue until the desired area is

 enclosed

 To modify, Drag the pins to the

 desired location

NOTE: TO DELETE – Delete from list

under map. To identify area, use focus

NOTE: SATELLITE VIEW

 Displays Satellite view- 

 click “Satellite” in upper right

 corner of map

Create Alert – Click “Create Alert’ box

Creation of Icons, preplanned messages,

 you tube videos, and audio files

Agency Dashboard

Alert Logo/Icon Create for County

1.Upload Notification Logo

2.Choose File (Browse)

  a.Goes to: Logo Details/ 

  click Ping 4 icon for dashboard

Design Studio 

  (creation of pre-planned pages

  & you-tube videos)

1.Create new Page for pre-planned

  messages – ie: Shelter open

2.Create and Insert You-tube videos

 a.After creation on You-tube. 

   Click “share” on You-Tube

b.Copy in-bed code

c.Insert video button on 

  “Design Studio’ Welcome ot Island”

d.Save

Sound Studio (Creation of audio files)

1.Create Audio Files

a.Record on Microsoft Media Player

b.Save to file

c.Select the file


