NY-Alert Notifier Manual for Reporting Sewage Discharges

NYS Department of Environmental Conservation
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Introduction

Sewage Pollution Right to Know

To comply with the Sewage Pollution Right to Know (SPRTK) law, municipalities must use NY-ALERT to
notify DEC and DOH of partially treated or untreated sewage discharges within two hours of discovery
and the public within four hours if there is a possible threat to public health. These instructions include
how to navigate within the NY-ALERT system and create a message to send to the DEC, DOH and the
public.

Username and Password

Each notifier will be able to create their own username and passwords for the new NY-Alert system. You
will receive an email with a link to create your new credentials. Both username and password are case
sensitive.

If you did not receive the email link to create your credentials, please contact
NYAlertSupport@its.ny.gov.

If you forget your username or password once you set up your credentials, go to
manager.everbridge.net and click on “Forgot my username” or “Forgot my password”. Your username
or a temporary password will be emailed to the address on record. If you still have trouble logging in,
contact NYAlertSupport@its.ny.gov or call 518-292-2249.

."‘ . -
ANovi bridge
English (United States) v
Username
Password |

Privacy Policy Terms of Use @ 2018 Everbridge, Inc.
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Section 1 — Create Group Notifications
Creating a Notification Using a Computer

Step 1: Login to the Portal
1. Login to the NY-ALERT secure web portal (https://manager.everbridge.net)
a. Enter username (upper/lower case sensitive)
b. Enter password (upper/lower case sensitive)
c. Click “Sign In”

Ascverbridge

English (United States) v

Username

Privacy_Poli Terms of Use @ 2018 Everbridge, Inc.
8. 01-31-11:18  mgr-app05

Go to mobile site

2. Read the “Welcome” box and click “Proceed.”

A bridge

ATTENTION: You are about to access the New York Alert system. This information system is provided for official NY Alert
information and use. Access to this system is restricted to authorized users only. Unauthorized access, use, or modification of this
system or of data contained herein, or in transit to/from this system, may constitute a violation of civil and criminal laws. Anyane
who accesses this system without authorization or exceeds access authority, or obtains, alters, damages, destrays, or discloses
information, or prevents authorized use of information on the information system, may be subject o penalies, fines or
imprisonment. This information system and any related equipment is subject to monitering for administrative oversight, law
enforcement, criminal investigative purposes, inquiries into alleged wrongdoing or misuse, and to ensure proper performance of
applicable security features and procedures.
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https://manager.everbridge.net/

3. Choose your Organization
a. NY-Alert — message will go to the public and appropriate state agencies.
b. DEC Training Org — message will not go to the public or appropriate state agencies.

'J\\ Everbridge - Incidents X W

&« C | @ Secure | https;//manager.everbridge.net/incidents/incident#incidents w

55 Apps Managed bookmarks [ NY-Alert: Log in to I e Sewage Discharge R: e Recent NY-Alert Sew

DEC Training Org (Training Template) » Welcome Training Sample (SPRTK) | Help & Support | Logout

ORGANIZATION(S)

AC’VO I’b DEC Training Org

Incidents @ NY Alert » ROLES

|m Albany Bethlehem Cedar Hill _
3 Launch Inciden

Albany Coeymans-Ravena
Open | History (

All Incidents v Open (0) Closad (1) All (1)

o

@

1]
T

Q,  Advanced | Res

Status Name Open Duration Opened On Opened By Last Updated ~ Closed On
There are no items to display in this table.

Page |1 of 1| 25 v

Privacy Policy Terms oflUse @ 2018 Everbridge, Inc. 8.4.0.76-2018-04-11-20:25 FE-VERSION: 8.40.1041 magr-app06

4. Choose your Role
a. Click the facility associated with the discharge location.

Step 2: Launch a New Notification

1. Click the “Launch Incident” button in the top left of your screen.

' *. Everbridge - Incidents x - a X

€« C (O @ Secure | https//manager.everbridge.net/incidents/incident#incident W Do o

i Apps @ Onelogin X, Confluence ™M Gmail §% ProServResources ) GoToMeeting N NYState @ Salesforce g Namely [ NYS Sharepoint % Everbridge - Contac

NY Alert (Albany Bethlehem Cedar Hill) b Welcome Training Sample (SPRTK) | Help & Support | Logout
A . E
Incidents @

£ Launch Incident

L]
Q  Advanced |Reset

Open  History

:

Status Name Open Duration Opened On Opened By Last Updated ~ Closed On

10 items to display in this table

Paget  lof1 25

Privacy Policy TermsofUse © 2018 Everbridge, Inc. 8.4 0.76-2018-04-11-2025 FE-VERSION: 840 1041 mgr-app03
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Step 3: Select Template

1. Click on “Facility Templates LIVE” under “Individual Incidents”
2. Click on the name of the template based on the location of the discharge.

NY Alert (Albany Goeymans-Ravena) b Welcome Training Sample (SPRTK) | Help & Support | Logout

Ascyerbridge E

ncidents > Launch Incident @

P Launch Incident
= Step 1 (of 2) - Select incident & enter details

Individual Incidents

~ Facility Templates LIVE

ns-Ravena WPCF, NYOD22772

SPRTK

Select an Incident
at left to gel started.

Step 4: Create the Message
The notifier form is displayed on the right. All fields with an asterisk are required.

DEC Training Org (Training Template) » Welcome Training Sample (SPRTK) | Help & Support | Logout

A bridge E

jents > Launch Incident @

2 Launch Incident
(1 Step 1 (of 2) - Select incident & enter details

Individual Incidents Training Facility, NY0000000, SPRTK

Enter / update incident details below

¥ TRAINING
Current Time

Training Facility, NY0000000, SPRTK
Message Sender
Notification Status

Today's Date

* ¢ Facility Name

Test Facilty

* 6 Facility ID
NY0000000

The first seven fields will be filled in.

e Current Time: Auto-generated

e Message Sender: Auto-generated

o Notification Status: Auto-generated
o Today’s Date: Auto-generated

e Facility Name: Auto-generated

e  Facility ID: Auto-generated

e County Name: Auto-generated

The remaining fields need to be entered by the notifier.
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1. Scroll down and enter in the closest street address to the location of the discharge

the street

occurred

behind the big box store.

City: Enter the city where the discharge

Address Description: If necessary, describe
the location of the discharge, e.g. 200 yards

Street Number: Enter only the number
Street Name: Enter only the name of

* 7 Street Number )

* 5 Street Name ()

= 9 City

Latitude, Longitude

Lat/Long Geo Point: If known, enter the

0 Address Description ()

* 11 Lat/lLong Geo Point

‘ Eind your location on a map

latitude and longitude of the discharge location. If not known or to confirm the lat/long, click “Find

your location on a map”.

a.

b. If lat/long is not provided

If a lat/long is provided, a map of NY will open with a balloon on the location.

Search an Address -enter the closest street address.
The balloon will move to this location.
Hold the control key to zoom in and scroll to the location of the discharge.

iv. Click “Satellite” to see manholes and other landmarks if needed.
v. Drag the pin to the exact location of the discharge.
vi. Click “Use This Location”.
Street Number {)
Find your location on a map
Stre: —
uf Map . Searc Q i Augut.:
T = ——
~ 9 City zEIIEV|:: S ] ) Drag pin to change location Mm’rxgm A
ince Edwar
' S Location Geo-coordinates: Nargna/ e b .4
‘4 i 53]
Addre D Lat!tude 42.6515502929688 Portland
Longitude -73.7552108764648 o
NEW
Lat/ HAMPSHIRE
SYigcuse, SP\ f5 Motntain Manchester
a and Finger °
NEW YORK Lakes. o3 o
Coy AlDgny @
ey fthaca &y - MASSACHUSETTS
Dis(@ 2 ! Boaton
Spvmgﬂeld
T e & )
- (51 Hargord 54 Providence )
I @
o P ii«,CONNECTICUTRHODE -
P New Haven I SILAIND s
5 Dun \__ @
_ D & +
; o @ 4 @ .
pufNSYLVANIA New York  tong siand
Go gle Allentown @ ° Map data ©2018 Google | T fUse | Report
Selact I\ p data oogle | Terms of Use | Report a map error
7 Eng
Select v
|
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4. Discharge Start Date and Time: Select the date and time using the calendar icon. Use military time.
If the exact start time is not known, estimate based on your knowledge of the collection system.
5. Discharge End Date and Time: Discharge StartDate and Time
Select the date and time using the 88 Clear
calendar icon. An estimated end Discharge End Date and Time
date and time is required for £8 Clear
ongoing discharges.
6. Duration of Discharge: Calculate
the number of hours or minutes of Surstion Unite
the actual or expected duration of Select.. v
the discharge. .
Ended or Ongoing
7. Duration Units: Indicate whether Select. .
your discharge duration is recorded
in hours or minutes.
8. Ended or Ongoing: Indicate
How Does Discharge Reach Water
whether the discharge has ended Select v
or is still occurring.
9. Reaches Surface Water: Indicate
whether the discharge reaches
surface water. If yes is selected, this notification will be sent to members of the public who asked to
receive the SPRTK notifications.
10. How Does Discharge Reach Water: If discharge reaches surface water, indicate how:
a. Manmade: Any device that is discharging directly into a surface waterbody. Examples
include pipes and CSO outfalls.
b. Overland Flow: Sewage is discharging onto the ground or making its way across a natural
surface to a stream, pond, lake or other water surface.

Duration of Discharge

Reaches Surface Water

Select v
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11.

12.

13.

14.

15.

16.

17.

Receiving Waterbody: If discharge reaches
surface water, enter the name of the receiving
waterbody here. If the discharge does not
have the potential to reach surface water, type
“none”.

Potentially Impacted Area: If known, select
the type of area(s) where the public may come
in contact with the surface water downstream
of the discharge. Use the control or shift keys
to select more than one.

Impacted Area Description: Enter the names
of the area(s) potentially impacted.

System Component: Select the system
component(s) that led to the discharge. Use
the control or shift keys to select more than
one.

Component Description: Provide the name,
number, or description of the component that
failed.

CSO Outfall Description: Enter the CSO
outfalls that may be discharging.

Reason for Discharge: Select the reason(s) that
led to the discharge. Use the control or shift
keys to select more than one.

Receiving Waterbody

Potentially Impacted Area )

Bathing Beach

Boat Launch
Drinking Water Intake
Fishing Area

Other

Park

Unknown

Impacted Area Description 0

System Component £}

CS0 Outfall
Manhole

Other

Pipe

Plant Headworks
Pump Station
Reqgulator

Component Description 0

CSO Outfall Description

Reason for Discharge )

Blockage

Pipe break

Power outage
Root intrusion
System capacity
Unknown

Weather conditions

Version 3.0
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18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Explanation of Reason: Briefly explain
the reason(s) chosen.

Quantity: Enter the numeric value of
the quantity released. This can be for
either a volume or a rate.

Volume or Rate Units: For the
numeric value entered above, select
measurement as gallons or gallons per
minute.

Volume Estimated or Actual: Indicate
whether the quantity is estimated or
is an actual amount.

Treated State: Select the appropriate
treated state from the drop-down
options.

Description of Discharge: Enter a brief
description of the discharge including
any odors or visibles.

Steps to Contain Discharge: Provide
short term measures that are taken at
the time of the discharge to contain it.
For wet weather CSO discharges,
enter “Permitted CSO Discharge”.
Additional Instructions: Enter in
additional instructions or information
about the discharge. This could be
information for DEC, DOH or the
public.

Website ID: Enter the URL of your
municipality’s website (if applicable)
with information about sewage
discharges and what is being done to
abate them.

Click “Next”

Explanation of Reason

Quantity

Veolume or Rate Units

Select...

Volume Estimated or Actual

Select...

Treated State
Select

Description of Discharge

Steps to Contain Discharge

Additional Instructions

Website ID

I3

Version 3.0
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Step 4: Review Message

1. Click “Expand”

2. Scroll to check that it is ; T ‘ 7
complete. E

3. Click “OK” to return finish f
NYABERT
i, ®

Email, Everbric

Mobile Safety App

publishing.
4. If you need to edit any
responses
a. Scroll to the bottom of
the page
b. Click the “Back” button. @ Remember to select at least one email delivery method for this nofification.

Speech
o Text-to-speech P

Use a voice recording

Message type:

o Standard 5] Polling5= Conference Bridge @&

Attach Files @)

Publishing Options

# Nixle Channels ¥ CAP RSS

‘Nixle Channels

Step 5: Send the Notification
1. Scroll to the bottom of the page

2. Click “Send.” ‘m | < Back | | Cancel

3. After sending, the incident details will appear on the screen.

DEC Training Org (Training Template) b Welcome Training Sample (SPRTK) | Help & Support | Logout

A bridge E

ncidents > Incident Details @

Albany, test, Sewage Discharge, sample, Boat Launch # ID:8 4015006911
Send update e Last Updated Closed
2018-05-02 12:38:47 EDT 2018-05-02 18:38:47 EDT 15 incident Report

Close Incident ¥ Training Sample Training Sample
Notifications
Status Published Title SentOn - Sent By Sent To Charts.
@ Actons~ B Albany, test, Sewage Discharge, sample, Boat Launch 2018-05-02 1838 47 EDT Training Sample No resuits yet
Incident Journa B wew Entry

You don't have any journal entries yet.

Privacy Policy JemmsoflUse @ 2018 Everbridge, Inc. 8 4.0 76-2018-04-11-2026 FE-VERSION: 8401041 mgr-app03
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Section 2 —Send Update

For discharges that are ongoing, updates need to be submitted for each day of the discharge.

Step 1: Update the Message - brise

1. Logintothe NY-Alert
e
secure we b po rta I ATTENTION: You are about to access the New York Alert system. This information system is provided for official NY Alert

information and use. Access to this system is restricted to authorized users only. Unauthorized access, use, or modification of this
system or of data contained herein, or in transit toffrom this system, may constitute a violation of civil and criminal laws. Anyone.

2 Rea d th e ”We | com e” box who accesses this system without authorization or exceeds access authority, or obtains, alters, damages, destroys, or disclases
. information, or prevents authorized use of information on the information system, may be subject to penalties, fines or
imprisonment. This information system and any related equipment is subject to monitoring for administrative oversight, law

d I- k llP d ” enforcement, criminal investigative purposes, inquiries into alleged wrongdoing or misuse, and ta ensure proper performance of
and clic roceed. applcablesecuricy features and procedures.

3. When you log in to the system you will see the active notifications for your facility.

A bridge

Incidents

3 Launch Incident

Open | History [7]
All Incidents i Closed (1) All(2) Q, Advanced | Reset
Status Name Open Duration Cpened On Opened By Last Updated ~ Closed On
=D Actions ~ 2 f@qm;e 22 0d OhOm10s. 2018-05-04 11:26.:11 EOT Training Sample 2018-05-04 11:26:11 EDT

Page1  of1 25 v isw 17 al1

Privacy Policy TermsofUse © 2018 Everbridge, Inc. 8.4.0 76-2018-04-11-2025 FE-VERSION: 84.0.1041 mgr-app03

4. Click the “Actions” link for the message you want to update.
5. Click on “Send Update”.

DEC Traini aining Template) b Welcome Training Sample (S|

A bridge

Incidents

Incidents @
@ Launch Incident

Open | History (7]

All Incidents v Closed (1) All (2) S5 Q, Advanced | Resst

Status MName Open Duration Opened On Opened By Last Updated ~ Closed On

€D cions ~

Send update

est 0d OhOm10s. 2018-05-04 11:26:11 EDT Training Sample 2018-05-04 11:26:11 EDT -

Page of 1 25 v B
Glose - send nofification > View 1-10f 1
Close - without a notification

Privacy Polcy TermsofUse © 2018 Everbridge, Inc. 8.4.0.76-2018-04-11-2025 FE-VERSION: B.40.1041 mgr-app03
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6. You will see the
initial form

DEC Training Org (Traiming Template) »

S bridge

Welcome Training Sample (SPRTK) | Help & Support | Logout

ncidenis > Update Incident @)

7 . Ma ke a ny Albany, test, Sewage Discharge, sample, Boat Launch #

a p p ro p ri ate [ sicp 110121 Sclestinciden & enter detals

Update Incident

Changes in the Individual Incidents

form.

~ TRAINING

Trsining Facility, NY0000000, SPRTK

Training Facility, NY0000000, SPRTK

Enter ! update incident details below

1 Current Time
1844:2

Message Sender
Notification Statua
Toasy's Date

* & Facility Name

Test Faciiy

* & Facllity ID
RYDOOODI0

" 7 Streat Humber )
test

“ : sweetame @)
test

city

34 Additional Instructions

8. Once you have made the changes, scroll

down and click “Next”

35 Website ID )

— _

neident ID: 81056040150069

Version 3.0
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Step 2: Review Message g e

Source NY Alert i ]
. “ ” “Scope Public
1. Click “Expand R
2. Scroll to check that it is Adaresses tst e tst, Y
com p I ete . *Message Category Env N ]
3. Click “OK” to return finish ":“'"I“ e
“Severity Severe v
publishing. ) Onseres ,
4. If you need tO edlt any “Event Name Hazardous Materials Waming
Expires 24
responses Sender Agency Name NY Alert
a. Scroll to the bottom Headline UPDATE: Albany, test, Sewage Discharge, sample, Boat |
Of the pa ge New York Sewage Pollution Right to Know -
Message Issued- 05-02-2018, 15:43:26

b. CIICk the ”Back" Affects: New York - Albany - test .
button.

Instruction

Web Link

U.S. Time Zones Select v

Step 3: Send the Updated Notification

1. Scroll to the bottom of the

page m | < Back | | Cancel
2. Click “Send.” | .

3. After sending, the incident details will
appear on the screen. Notice that the title
reflects the update.

DEC Training Org (Training Template) » Welcome Training Sample (SPRTK) | Help & Support | Logout

A bridge E

Incidents > Incident Details @

@2 Albany, test, Sewage Discharge, sample, Boat Launch # ID:810560401500
Send update e Last Updated Closed
2018-05-02 18 3847 EDT 2018.06.02 185106 EDT 5 Incident Report
P Training Sample Training Sample
Notifications
Status Published Title SentOn ~ Sent By SentTo Charts.
@ Actons~ 2018-05.02 18:51:06 EDT Training Sample No results yet
@ Actons~ 2018-05-02 18:38:47 EDT Training Sample 4] o

Version 3.0 Page 13



Section 3 — Close Incident
On the last day of an ongoing discharge, a termination notification must be submitted.

Step 1: Close the Incident Acverbriage

1. Loginto the NY-Alert C —
secure we b po rta | ATTENTION: You are about to access the New York Alert systerm. This information system is provided for official NY Alert
information and use. Access to this system is restricted to authorized users only. Unauthorized access, use, or modification of this
2 Rea d th e ”We | com e” box who accesses this system without autharization or exceeds access authority, or obtains, alters, damages, destroys, or disclases
. information, or prevents authorized use of information on the information system, may be subject to penalties, fines or
enforcement, criminal investigative purposes, inquiries into alleged wrongdoing or misuse, and to ensure proper performance of

and click “Proceed.”

You will see the active notifications for your facility.

Welcome Training Sample (SPRTK) |

A bridge

Incidents

[ Launch Incident

Open / History

All Incidents i Closed (1) All(2) Q, Advanced | Reset

Status Name Open Duration Opened On Opened By Last Updated ~ Closed On
=D Actions ~ :—‘A’%‘ 2 %‘@ngf 22 0d DhOm10s 2018-05-04 11:26:11 EDT Training Sample 2018-05-04 11:26.11 EDT
Page 1 |of1[ 25 . View {101
Privacy Policy TemnsofUse © 2018 Everbridge, Inc. 8.4.0.76-2018-04-11-2025 FE-VERSION. 8.4.0.1041 mgr-app03

3. Click the “Actions” link for the message you want to terminate.
4. Click on “Close-with Notification.”

Welcome Training Sample (SPRTK) | Help & Support | Logout

DEC Training Org (Traiing Template)

A bridge

Incidents @

@ Launch Incident

Open | History

All Incidents v Al (2) 5 Q  Advanced | Reset
Status Mame Open Duration Opened On Opened By Last Updated « Closed On
Albany, lest, Sewage Discharge, test 0d OhOm10s 2018-05-04 11:26:11 EDT Training Sample 2018-05-04 11:26:11 EDT .

Send update
P: f1 25 v
Close - send notffication = L View 1-10f 1

Close - without a notification

Privacy Polcy TermsofUse © 2018 Everbridge, Inc. 8.4.0.76-2018-04-11-2025 FE-VERSION: B.40.1041 mgr-app03
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5. Click “Yes” on the confirmation pop up.

DEC Training Org (Training Template) »

Welcome Training Sample (SPRTK) | Help & Support | Logout

Asoverbridge

Incidents > Incident Details @

@D Albany, test, Sewage Discharge, sample, Boat Launch #

Send update e
2018-05-02 18:38:47 EDT
Close Incident v Training Sample

Send a notification
Without a notification

Notifications

Last Updated
2018-05-02 18:51.06 EDT
Training Sample

1D:8105604015(

Closed

5 incident Regort

Status

Published Title

u

B All

LEAIbaY.| Are you sure you want to close this incident?

15-02 18.51.06 EDT Training Sample

15-02 18:38.47 EDT Training Sample 1

Charts.

No results yet

-8 - 7 (o)

Incident Journal B New Entrv

Close Incident

Step 1(of 2) - Select incident & enter details Searck

6. You will see the initial form. Training Facility, NY0000000, SPRTK

Enter / update incident details below

Individual Incidents

¥ TRAINING
1 Current Time.

Training Facility, NY0000000, SPRTK
2 Message Sender

raining Sar
4 Notification Status
4 Today's Date
15-02-7018

* 5 Facility Name

Test Facility

* & Facility ID
NYO0ODDO0

* 7 Straet Number )
test

“ 0 Street Name ()
test

0 LatiLong Geo Point )

42 6515502920688 -73 7552108764643
Find your location on a map
Step 2: Update the Message '
1. Make any appropriate changes in = °
the form.
2. Once you have made the changes, R .
scroll down and click “Next” :
34 Additional Instructions () CEAE AT e "
5 Website ID Web Link

ﬁ_

Version 3.0
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Step 3: Review Message

1. Click “Expand”
2. Scroll to check that it is
complete.
3. Click “OK” to return finish
publishing.
4. If you need to edit any
responses
a. Scroll to the bottom
of the page
b. Click the “Back”
button.

Step 4: Send the Closed Notification

1. Scroll to the bottom of the

page
2. Click “Send.”

=
D Remember to select at least one email delivery method for this notification

Speech
» Text-to-speech )

Use a voice recording

Message type:

Standard [Z] Polling 8= Conference Bridge @

Attach Files @)

Publishing Options

+ Nixle Channels # CAP RSS

__Nixle Channels

< Back

3. After sending, the incident details will appear
on the screen. Notice that the title reflects the

event has ended.

Cancel

Version 3.0
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Section 4 — Data Entry Helpful Information

This section is meant as a quick guide for municipalities and individual notifiers to use based on their
circumstances.

Resources & Tips
Location of maps - write down where staff can find waterbody names.
How to estimate volume/rate

Volume/rate - Estimating tools to use. Attach the California manhole pictures or other methods to use.
For CSO discharges, use the average discharge based on the data from the previous year. Use the
additional instructions box for explanation of average calculation.

Example descriptions for “Reason for Discharge” — “Explanation of Reason”

e Blockage
o Debris —general
o Debris—rags
o Grease deposition

o Blow off valve failure
o Construction diversion failure
o Damage from construction activities
o Pump station failure
o Siphon failure
o Vandalism
Example descriptions for “Steps to Contain the Discharge”
e Nothing
e Mitigated effects of spill
e Contained all or portion of spill
e Returned all spill to sanitary sewer system
e Returned portion of spill to sanitary sewer system
e Vacuum truck
e Plugged downstream storm drains
e Excavation
e Used sandbags or other containment barriers
e Plugged catch basin inlets
e  Permitted CSO Discharge
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Suggestions for Additional Instructions box to better inform public
Explain calculation for CSO discharges
Long term solutions:

Preventative maintenance program adjusted
Enforcement against source

Inspect sewer lines with CCTV

Planned to be repaired/ replaced by a certain date
Repaired defect

O O O O O

When do reports need to be updated?

e Every day of an ongoing discharge
e Any change to information that should go out to the public

When do reports need to be closed?

e  When the discharge has ended -termination notice
e (Can be done 7 days after the end of the discharge

Notifier Worksheet
Examples for use

e Very infrequent discharges — so you don’t forget user name and password and the required
information needed.

e Frequent discharges at a single location—you have a format to refer to every time.

e Modify to tell staff what information needs to be changed in a template.
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Notifier Data Entry Worksheet for Your City/Town/Village

User Name Password hint

Trouble getting into NY-Alert? Contact NYAlertSupport@its.ny.gov or call 518-292-2249

Location

e Use the map’s satellite feature to confirm the balloon placement.
e C(Create a table with known discharge locations’ latitude and longitudes

Discharge Information:
e Start Date and Time:
e Actual/Estimated End Date and Time:
e Surface Water Name:
e Potentially Impacted Public Areas:

Known Discharge Location | Public Area Type Public Area Name

e System Components:

System Component Description of Component

e Reason For Discharge:

Reason Description of Reason

e Volume/Rate:

Volume Volume/Rate Treated State

e Steps Taken to Contain:
What is currently being done to stop the discharge, keep it from going further and clean up.

e Additional Instructions:
o Long term solutions
o Standard language that includes links to municipality’s website
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Section 5 — Resources

DEC Resources
e  Email — SPRTKcomments@dec.ny.gov
e General SPRTK Website - https://www.dec.ny.gov/chemical/90315.html
o Overview of the law
o Information for the general public
e SPRTK Information for Municipalities - https://www.dec.ny.gov/chemical/90323.html
o Requirements of the law
o NY-Alert guidance materials
o Forms
=  Registration for new POSS or POTW
= Change to Notifier
=  Template Creation
o Tips and FAQs

Everbridge Resources

e Everbridge Tech Support
o Our Tech Support team is available to assist users 24X7
and can be reached using any of the following contact options:
o Open a case via the Everbridge Support Center Link: https://support.everbridge.com
o Send an E-mail to support@everbridge.com
o Call (866) 436-4911

DEG Training Org (Training Template) b Welcome Training Sample (SPRTK) | Help & Support | Logout
Online Helr (7]
o erbridge Evrbdge Urversty -
Everbridge Support Cente C —
Incidents @
[ Launch Incident
Open I History (7]

e Everbridge University
o Everbridge University (EBU) provides on-demand training courses. To access EBU, click
on “Help and Support” at the top right of your screen. Then click on “Everbridge
University”
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Section 6 - Glossary

Alpha-Numeric Pagers
A numeric pager with the ability to display text messages.

CAP
Common Alerting Protocol.

Close Incident
Last message of an ongoing discharge. The headline will read “ended.”

Credentials

Log in credentials to the secure portal are provided by a NY-ALERT administrator. Credentials
consist of username and temporary password. Credentials are provided to each Notifier by NY-
ALERT administrator. Credentials are not to be shared among Notifier.

Current Message
Messages which have been currently issued. Group notifications are available only to
the Notifier issuing the message.

Distribution Channels
Method of sending a notification. Gateways include: Email, SMS, Voice/Phone, Fax, and Alpha-
Numeric Pager.

Drop down
The downward pointing arrow at the end of a blank box when clicked will give you options to
choose.

Email

Electronic mail transmission of a message. Received are the Headline (Subject Line of email),
Detailed Description and Instructions. Additional files sent by the notifier will be sent as
attachments.

Fax
Facsimile transmission of a message. Received are the Headline, Detailed Description and
Instructions.

Group Notification

A private notification message is an incident-specific message to a pre-defined group of people.
It includes a detailed description of the event and protective/response actions to

be taken. The notification is distributed only to members of the specified group via the
gateways saved in the message template.
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Intended Recipients
Pre-defined group of recipients to receive a message.

Organization

In Everbridge, you will be given access to two organizations: 1. The DEC Training Organization
contains your training template. 2. The NY-Alert Org is where you will find access to all your
different facility templates.

Phone/Voice

Phone calls sent out to a recipient’s home or cell phone. The service vendor’s text-to-speech
engine will convert the message content so that it is read to the recipient when they answer
the phone. It will also be left as a voicemail if the call is missed.

Role
In Everbridge, the “roles” are the different facilities that each notifier has access to send
notifications

RSS

Really Simple Syndication (RSS), is a web format to publish frequently updated works.
These are notifications posted to the NY-Alert web site and disseminated to those who
have subscribed to these feeds; i.e. media.

SMSs

Short Message Service (SMS), commonly referred to as Text Messaging, is standard protocol for
sending short text messages to mobile devices. This is a service for sending short messages of
up to 120 characters over wireless networks to mobile devices including cellular phones, smart
phones, and PDAs. End user may incur a fee depending on their wireless plan. Message delivery
not guaranteed by the service vendor.

Template
A pre-scripted message with variables pre-defined.

Update Message

Updating an existing message will create a new message, referring to the original
message as a template. The word UPDATE is placed in the subject line. When the new
message is published, the original message will be canceled.
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