Sending Messages / Alerts /
Announcements
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Desktop example:

Press the Message Icon from the main toolbar as shown below:

Teamwoo(k Deshboard  Schedules Employess Reports Share files £ Tools ve o Tech Support 2

My Dashboard

= shift Prep Report snew (E0 &
Choose your Shilt Prep Schedules | 1ol 41 Sehedules ~
Croup with:| Hole Gmops | Filter by AM ~
AM Shift Prep Notes for Friday May 19th 2023 g ExpertPDF { Frint

Location: Location rojscted sales of $0

Deportment: Dept

Schedule Main
** Mot Published **
= Q Helpful Resource Links shon 0 &

Location - Company
Comparny Admin
suppartdalzeciock.com
For COmpIRTA mwiaanR Dase: I SRR AseckeE com| hep
For Buppart, e supparidolcesoliware.com

This oge ean previde eustorm wterick ond workhow for soch per

£ion level n your compary

Open messaging options.
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Filter on Schedule / Roles / Employees, and check Email / Text / Dashboard options. Then click Send.
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When you open the employee drop-down menu, you will notice there is arE T P D that corresponds
with their account. That is a visual into which alert methods they have set-up. Email, Text, Push
Notification, and Dashboard
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IMPORTANT NOTE:

From the Employee Page, any email or phone that have the UNVERIFIED warning wilNOT receive
messages until verified.

Employee List
4 of 41 schedules ~
N e
@ Location
Dept
v Main
) 11 - 62% Only One, 23 -
vrfy Tt { Enncil - 62% Only One, 23% Both Add Existing Employees Add New Employee ﬁ
Name Email send verify Phone sendverfy  Language Permissions Active Invite All Unactivatad
Unassigned (employee place holder) ['f
Test, Test ——— Unisrraa: HoTas — (e i3 sork |
{Test, T) @ ?. '.e'slé'l\te?,;;u:-.‘-orkcor'\ (512) 123-4567 | English v‘ e s Sent

m 24d since hired Emsil Never Dalnared? Click Hers

To send employees a request to confirm their number or email, each schedule contains SEND VERIFY
buttons. Press to send requests.
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Mobile example:

The "Send Messages" option is in the left menu
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