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Emergency Text Messaging Service
As part of our emergency preparedness, a Microsoft Outlook distribution list was created to send Text Messages to all Zufall Health Center employees.  This messaging system has been found to be the quickest and most efficient way to use the technology that we already have and leverage the technologies that our employees have with basic Text messaging on their phones.

1. To begin, in Microsoft Outlook, click on New ( Distribution List.
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3. Click on “Add New”, and the following are the guidelines for entering the cellphone numbers into the list:

	· AT&T: number@txt.att.net
· T-Mobile: number@tmomail.net
· Verizon: number@vtext.com
	· Sprint: number@messaging.sprintpcs.com
· Virgin Mobile: number@vmobl.com
· Metro PCS: number@mymetropcs.com


There are other cell phone providers that should be looked up by their individual carriers.
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Continue to enter all the numbers for all employees to complete the distribution list.  Once complete, save the distribution list to the contact list. 
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To send an emergency text message, open up the Emergency Contact list from the contacts, and click on Email.  Type in the message in the body, and keep the message to less than 150 characters (this is dependent on each carrier, but safe to keep it under 150).

7. Once the message has typed, click on Send, and the message will now be sent as text messages to employee phones.

17 South Warren Street • Dover, New Jersey 07801 • T: 973-328-9100 • F: 973-328-6817
2-4 Atno Avenue • Morristown, New Jersey 07960 • T: 973-267-0002 • F: 973-328-9201
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