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General Users – Check current outage/awareness events

General 
Users

Access the URL Dashboard website
Click on “Outage” 

circle

Click on 
“Awareness” circle

Current outage 
events highlighted 

in the calendar

Current Awareness 
events highlighted 

in the calendar

General Users – Check events in next week

General 
Users

Scroll to events 
calendar

Calendar view 
showing events 

listed for next week

Check events list view

General 
Users

Scroll to events 
calendar

Click on the “switch 
view” button

Events in list view



Admins – Add an event

Admins
Click on the Add 

button
“Add an event” 

window
Pick event type 

“Awareness”

Pick event type 
“Outage”

Pick event type 
“Blackout dates”

“Add an awareness 
event” view

Fill out details of the 
event and confirm

Is “send for 
review” 

checked?

Yes

Dashboard site with 
newly added event

No

System sends 
notification email to 

the admin email 
address

“Add an blackout 
event” view

“Add an outage 
event” view

Admins – Update an event

Admins Click on an event
Event details 

window
Click on “Update”

“Add an update” 
view

Fill out update 
details and confirm

Is “send for 
review” 

checked?

System sends 
notification email to 

the admin email 
address

Yes

Event details 
window with newly 

added update
No



Admins – Hide/unhide an event

Admins Click on an event
Event details 

window

Is the event 
currently 
visable?

Click on “Hide” to 
hide the event

Yes

Click on “Unhide” to 
unhide an event

No

Event detail page 
(with visual cue of 

visable event)

Event detail page 
(with visual cue of 

hidden event)

Admins – Send weekly notification email

Admins
Click on send 
notifications

Notifications view 
with all events 
added to the 

calendar

Pick events that will 
go into notification 

email(will filter)

System sends out 
email to admin 
email address

Notifications view
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