NewOrg

Management System

)

NewOrg Messaging Center

The Message Center allows staff to communicate securely regarding protected client data. It is
HIPAA compliant, auditable, and allows searching.

e Staff can directly message with another colleague or create custom channels including
multiple staff members.

¢ Can share contact, event, form/surveys and print forms with other staff in an easy, quick way.
This will speed up administrative or operational tasks as compared to sending an email or using
another communicative tool.
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Where can you access the NewOrg Messaging Center
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e 1) When you are in one the main tabs that run along to the top of the NewOrg screens...
2) You will see a speech bubble at the top right of the screen.

1 3 pui : Event
Event Edit  swesm + o o moweo@om R
This is the child of a recurring event 1 Week,Friday and ends after 47 time(s) .nd ends on 01/01/2021 View Parent |

Event:

Contact: Type:

—= B

Date: Start Time: End Time: Minutes:

60 &
Zrn DEEEEE DECEEE

(mmJ/ddfyyyy)

Remind me:

days before this event.

Description: Assigned To: Status: Minutes:Payroll:

e You will also see the speech bubble at the top of all events.
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Creating specific user channel/s for ALL users, so you can all
communicate together
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e Click the speech bubble icon on the top right of the NewOrg screen

Nick Rowan Q &

& John Baker Q x

John Baker

Mario Coryell

Message to All Staff n n Message to John Baker n

& David Crouch Q x

e o
All staff & & [Newchannel, | T —— |
Finance &+ ao z30320M
Event: May 01, 2020 £
Sales &80 Administration Contact: | s e a
i e " P i -
Support 8 xZ Pending Urgariization
Wednesday Happy Hour 4
Q avid Crouch 05/01/2020 2-04:.05 PM
David Crouch = Event: May 19, 2020 =
Mgeting
Dawn Sheehy = 1 e —— -
. : Pending
Giovanny Bejarano (£ Support Meeting
Jared Ferguson =
v
o I e T —— e
=
e

e Click the “+” icon to the right of the “Channels” header on the top left of the screen.
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Channels

All Staff - Ny
Finance 480
Sales &+ a0
Support & xZ

Staff Q
David Crouch z
&
=z
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=
=z
=
Mike Bruyere ey
=
ons Test =
ez
(£
&
ey

Dawn Sheehy

Giovanny Bejarano
Jared Ferguson
John Baker

Maria Thorne

Mario Coryell

Owen Crouch
Permiss
Peter Jacobs
Sebastian Recce
Support Agent

Test user

Messaging Center

Event: May 01, 2020
Administration
Bl —
Pending

Nick Rowan

Q & =

& John Baker

Test text

Wednesday Happy Hour 4

Event: May 19, 2020

Create New Channel

ge to All Staff

Messag

& David Crou ",
3

Meeting New Channel Name
o e
Pending General
Support Meeti

Description

For all staff to message organizational
related messages.

|What d'ya think of this?

| Lets not forget to get with P|

ype
Public

Private

frest

Thisis ranl |

e 1) Select the “New Channel Name”.
2) Enter what the channel is meant to be used for in the “Description” text box.
3) Select “Public” from the “Type” dropdown.

@NewOr‘g

Management systim

Channels +
All staff & 2
Finance &80
Sales 480
Support ax

Staff Q

David Crouch =
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>
>
>
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7
>
>
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Messaging Center

& All Staff

Event: May 01, 2020
Administration

1o e T ™ SRR
Pending

Nick Rowan

essage to John Baker

a8

Click a Channel or Staff member to start a conversation.

Q & ® @NemOrg

Management SystEm

& John Baker

Test text |

Contact: ¥ Bl ma. a

Wednesday Happy Hour 4
avid Crouch 05/01/2020 2:04:05 PM

Event: May 19, 2020
Meeting
e g ey
Pending
Support Meeting

Maria Thorne 05/19/2020

& David Crouch

|What d'ya think of this?
David Crouch 04/0272 33:09 PM

| Lets not forget to get with P!
David Crouch 04/05/2020 5:05:12 PM

Create New Channel

New Channel Name

General

Description

For all staff to message organizational
related messages.

Type

Public

X

lessage to John Baker

a

Click a Channel or Staff member to start a conversation.

e C(lick the “Save” button to create the channel.
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Creating a user channel that is only visual to specific users, so a specific
group can communicate without all other users seeing it
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e Click the speech bubble icon on the top right of the NewOrg screen

Finance &+ ao
Sales &+ a0
Support & xZ

Q
David Crouch z
Dawn Sheehy z

Giovanny Bejarano (&

Jared Ferguson =

John Baker =
Maria Thorne =

Mario Coryell =z
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et g 72
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Event: May 01, 2020
Administration
" B " n
Pending

-
Wednesday Happy Hour 4
avid Crouch 05/01/2020 2-04:05 PM

Event: May 19, 2020

Masting

| e —— e . .
Pending

Support Meeting

Maria Thorne 05/13/202

Nick Rowan

& John Baker

]
Contact: | s S
i -
Urganization

=:]

Message to All Staff

Friday, May 22, 2020

"

Q & =

Nick Rowan

& Staff Tirectory

Test text |

n Message to John Baker

& David Crouch Q x

e Click the “+” icon to the right of the “Channels” header on the top left of the screen.
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Channels

All Staff - Ny
Finance 480
Sales &+ a0
Support & xZ

Staff Q
David Crouch z
&
=z
(£
=
=z
=
Mike Bruyere ey
=
ons Test =
ez
(£
&
ey

Dawn Sheehy

Giovanny Bejarano
Jared Ferguson
John Baker

Maria Thorne

Mario Coryell

Owen Crouch
Permiss
Peter Jacobs
Sebastian Recce
Support Agent

Test user

Messaging Center

Event: May 01, 2020
Administration
Bl —
Pending

Nick Rowan

Q & =

& John Baker

Test text

Wednesday Happy Hour 4

Event: May 19, 2020

Create New Channel

ge to All Staff

Messag

& David Crou ",
3

Meeting New Channel Name
o e
Pending General
Support Meeti

Description

For all staff to message organizational
related messages.

|What d'ya think of this?

| Lets not forget to get with P|

ype
Public

Private

frest

Thisis ranl |

e 1) Select the “New Channel Name”.
2) Enter what the channel is meant to be used for in the “Description” text box.
3) Select “Private” from the “Type” dropdown.
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Messaging Center

& All Staff

Event: May 01, 2020
Administration

1o e T ™ SRR
Pending

Nick Rowan

essage to John Baker

a8

Click a Channel or Staff member to start a conversation.

Q & ® @NemOrg

Management SystEm

& John Baker

Test text |

Contact: ¥ Bl ma. a

Wednesday Happy Hour 4
avid Crouch 05/01/2020 2:04:05 PM

Event: May 19, 2020
Meeting
e g ey
Pending
Support Meeting

Maria Thorne 05/19/2020

& David Crouch

|What d'ya think of this?
David Crouch 04/0272 33:09 PM

| Lets not forget to get with P!
David Crouch 04/05/2020 5:05:12 PM

Create New Channel

New Channel Name

General

Description

For all staff to message organizational
related messages.

Type

Public

X

lessage to John Baker

a

Click a Channel or Staff member to start a conversation.

e C(lick the “Save” button to create the channel.
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Edit Channel

General

For all staff to message organizational related messages.

Description

Active E|

By Request E|
Nick Rowan on 5/22/2020

Requests to Join Channel
Member Name Dept/Loc/Type  Date Requested
Administration

David Crouch Washington, DC 5/22/2020 v Approve % Deny

Staff

Channel Members + Add Member

Date Added Added By

Member Name

5/22/2020 Nick Rowan

Nick Rowan

David Crouch 5/22/2020 Nick Rowan

e Click the “Add Member” button.

5/25/20



Edit Channel

General

For all staff to message organizational related messages.

Description

Status Active

Access X

Crected By

Select Member to Add

David Crouch v l

Add Member

Requests ta

David Crouch

Channel M dd Member
Nick Rowan 5/22/2020 Nick Rowan X Delete

David Crouch 5/22/2020 Nick Rowan

e 1) Select the staff user from the “Select Member to Add” dropdown.
2) Click the “Add Member” button below the dropdown.
3) Click the “Close” button at the top of the event.
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Creating a specific user channel for a select group of users, but allows
other users to request to join

Fowered by Google Translate Friday, May 22, 2020
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e Click the speech bubble icon on the top right of the NewOrg screen
Nick Rowan Q &

& John Baker Q x
ey SCtereve er

& & [Newchannel, | Test text |
Finance &+ ao S
Event: May 01, 2020 )
Sales &80 Administration Contact: | s e a
o B " s Fm o o
Support 8 xZ Pending Urgariization
Wednesday Happy Hour 4
Q avid Crouch 05/01/2020 2-04:.05 PM
David Crouch = Event: May 19, 2020 =
Mgeting
Dawn Sheehy = 1 e —— -
. . Pending
Giovanny Bejarano (£ Support Meeting
Za
Jared FE[gUSGn D Maria Thorne 05/13/2020 2:25:23 PM v

3, 7
John Baker & Message to All Staff n n Message to John Baker n
Maria Thorne =
Mario Coryell = & David Crouch Q x

e Click the “+” icon to the right of the “Channels” header on the top left of the screen.
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Channels

All Staff - Ny
Finance 480
Sales &+ a0
Support & xZ

Staff Q
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&
ey

Dawn Sheehy
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Jared Ferguson
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Owen Crouch
Permiss
Peter Jacobs
Sebastian Recce
Support Agent

Test user

Messaging Center

Event: May 01, 2020
Administration
Bl —
Pending

Nick Rowan

Q & =

& John Baker

Test text

Wednesday Happy Hour 4

Event: May 19, 2020

Create New Channel

ge to All Staff

Messag

& David Crou ",
3

Meeting New Channel Name
o e
Pending General
Support Meeti

Description

For all staff to message organizational
related messages.

|What d'ya think of this?

| Lets not forget to get with P|

ype
Public

Private

frest

Thisis ranl |

e 1) Select the “New Channel Name”.
2) Enter what the channel is meant to be used for in the “Description” text box.

3) Select “By Request” from the “Type” dropdown.
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Sales 480
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Messaging Center

& All Staff

Event: May 01, 2020
Administration

1o e T ™ SRR
Pending

Nick Rowan

essage to John Baker

a8

Click a Channel or Staff member to start a conversation.

Q & ® @NemOrg

Management SystEm

& John Baker

Test text |

Contact: ¥ Bl ma. a

Wednesday Happy Hour 4
avid Crouch 05/01/2020 2:04:05 PM

Event: May 19, 2020
Meeting
e g ey
Pending
Support Meeting

Maria Thorne 05/19/2020

& David Crouch

|What d'ya think of this?
David Crouch 04/0272 33:09 PM

| Lets not forget to get with P!
David Crouch 04/05/2020 5:05:12 PM

Create New Channel

New Channel Name

General

Description

For all staff to message organizational
related messages.

Type

Public

X

lessage to John Baker

a

Click a Channel or Staff member to start a conversation.

e C(lick the “Save” button to create the channel.
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Requesting access to a channel

11

r' NEUJOF Powered DyGo gle Translate Friday, May 22, 2020
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9:3000AM WG BTN
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e C(lick the speech bubble icon on the top right of the NewOrg screen

- H o -
@NewOrg Messaging Center David Crouch Q & & @)NewOrg
== bt | =Tttt
All Staff & 020 10:32:45 &
Random L Event: May 21, 2020 .
Consulting
Development x Z Nichole Kraft Admin, Baby TALK, Inc|
Private (2 % e Request Access to Channel:
. pm Ceniral: Going over the 2 repor
setting
channel & x lick Rowan 05/21/2020 20101 PM test
Finance % x & Contact Form Viewed: Contact Sun]
E— &% Tiffani Bibb
sales ¢ ® E lick Rowan 12-13:40 P
Written message example
Support 5 ox & |,\ e g P
test ‘ :“ @ o
n Message to Nick Rowan essage to Private setting channel n
\_ L_Ipa_im
% Random
Giovanny Bejarano (&'

e 1) when you see a lightly greyed out channel it means you are not approved to join it
but you can request to join. Click the gear icon on the channel row.
2) Click “Request Access” button on pop-up window.
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Approving/Denying users who have requested or are responding to you
newly created event

Select Language v Nick Rowan

Powered by Google Translate Friday, May 22, 2020
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e C(lick the speech bubble icon on the top right of the NewOrg screen

[ 1 - .

QR  Messaging Center NickRowan Q & ©  FJIEHLI:
All staff 8 ;-.._--.-:v.:- - .
Random -2y

May 01, 2020 =}
Private setting (e R Test text I
amel O x A I — -
Finance & ey i cs s Contact: mawiwe s
- ST R
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Sales @ & Event: May 15, 2020 a8

"] Meeting
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Suppert Meeting
Support & x@ Maria Thoeme D/132020 22828 7 v
|

Staff qQ
David Crouch @

@
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=)

Jared Ferguson

n Message to All Staff

& David Crouch Q x
Cheers | »

Event: May 21, 2020 )
Consuking

B vesee oiom e [ |

E2S

Test message I

e Click the gear icon on the right on the newly made channel you made.
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Edit Channel

General

For all staff to message organizational related messages.

Description

Active E‘

By Request

Nick Rowan on 5/22/2020

Save

Requests to Join Channel
Member Name Dept/Loc/Type Date Requested

Administration —_
David Crouch Washington, DC 5/22/2020 v Approve % Deny
Staff
Channel Members 4+ Add Member
Member Name Date Added Added By
Nick Rowan 5/22/2020 Nick Rowan % Delete

1) Click the “Approve” or “Deny” button on the user who wishes to join the channel or
are responding to your original invite.
2) Click the “Close” button at the top of the screen.
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Removing yourself or another user from a channel

Powered by Google Translate Friday, May 22, 2020
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e Click the speech bubble icon on the top right of the NewOrg screen

QNemorg Messaging Center Nick Rowan Q % ® @NemOrg
All staff - ey A
Random - Ay
Private setting (e Test text I
channel &% 0
Finance & Contact: mawiwe s

s ez e

Sales @ & Event: May 15, 2020 a8

@ Meeting
& Pending

Suppert Meeting

Support & x@ Maria Thoeme D/132020 22828 7 v

|
n Message to All Staff n n Message to john Baker n|

& David Crouch

Staff qQ
David Crouch @

5 A
Giovanny Bejarano & e by . 2020
t: B =}
Jared Ferguson (£ Consulting Test message

e Click the gear icon on the right on the newly made channel you made.
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Edit Channel

General

For all staff to message organizational related messages.

Description

Active E

By Request E

Nick Rowan on 5/22/2020

Requests to Join Channel
Member Name Dept/Loc/Type Date Requested

Administration
David Crouch Washington, DC 5/22/2020 « Approve X Deny

Staff

Channel Members + Add Member

Date Added Added By

Member Name

Nick Rowan 5/22/2020 Nick Rowan ® Delete

Jared Ferguson /2202020 Jared Ferguson ® Delete

e 1) Click the “Delete” button on the far right your user name or another user depending
who you want removed from the channel.
2) Click the “Close” button at the top of the event.
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How to send a message/s to an individual or group channel from a
NewOrg tab

@/NewOrg

Powered by Google Translate Friday, May 22, 2020

N Recent Activity Z 0 ® ThisWeek ! All Staff Notices
o an Friday, May 22 (Home) 8 Date/Time Name Type From
m |51 N

Management System

& Staff Lirectory

SO0AM-10:00 1, EFEEEE Mezting ity
AM 05/25/2020 e B Vaca’mn.‘HohdayL_ .
9:00:00 AM
X
Upload 4 900AM-30 I'I Suppart
o Ticket L=

5 60612020 ey e B Administration
9:30:00AM B BT

‘|1m,ﬁ|| 1200 Pu  EE—————m— Mesting nsnzmzn ﬂ__ Administra e
: [
e Tuesday, May 26 F (Home) [P I S S | —— = +-
00AN-1200 M Balaemen  Traning ® sa000m mmoi= = e
— LR + o ey
T
i L Wednesday, Maj .= L} (Home) 06/26/2020 TFEINY PN mOFE. Administration | L
Rl Bt 93000 AM ek TR - &
100 PM-200 ba # Training - -
i byl # ou g A LT T
T | L
[y T
e -
i e L .
- . S5 et M= ET'E T R me'""_' — e

e Click the speech bubble icon on the top right of the NewOrg screen
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David Crouch
Dawn

Giovanny Bejarano
Jared Ferguson
John Baker
Maria Thorne
Mario Coryell
Mike Bruyere
Owen Crouch
Permissions Test
Peter Jacobs

ian Recce

Support Agent

Test user

Event: May 01, 2020
Administration

L o o—
Pending

Wednesday Happy Hour 4

Event: May 13, 2020
Meeting

Pending
Support Meeting

n Message to All Staff

& David Crouch
924

Event: May 21, 2020
Consulting
| | o . [ | -
Pending

1 pm Cantral: Going over the 2 reports

Contact Form Viewed: Contact Summary
-

Test text ]

|
¥|

Click a Channel or Staff mefpbeg#'start a conversation,

e 1) If wishing to send to a specific group of user, click one of the channel menu options
on the top left of the screen. If you wish to message an individual skip to step 2 of this
screenshot and skip to step 3. If wishing to message an individual user, go to step 2 of
this screenshot.
2) If wishing to message a single staff user, click their name on the left hand menu.

3) A message tile will appear on the screen with either the channel name or staff name
at the top of it. If messaging just a text message, enter it into the message text field and
then click the paper airplane icon to send it.
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Nick Rowan Q £ ®

Channels + & John Baker Q x
All Staff & Testtext |
Finance &80 e o
Sales G480 Adrminiztration
ermn Do oo 7
Support axZ Pending
Wednesday Happy Hour 4
Staff Q Darvid Creuch 05/01/2020 2
Davi uch = Event: May 19, 2020 =)
Meeting
Dawn Sheehy & IR ECT U NN T W) MSTET ———
Pendi
Giovanny Bejarano & SUMﬁMm“
Jared Ferguson £y o |
Maria Thorn v| v
= = | |
John Baker ¢ Message to All Staff n| Message to John Baker u
Maria Thorne =
3 0w o ax
—
Pe = i
Click a Channel or Staff member to start a conversation.
Peter Jacabs = Event: May 21, 2020 [~}
Consulting
e A
= - Pending
Support Agent 5 1 pm Central: Going over the 2 reports
Contact Form Viewed: Contact Summary [ |
"ol -
. ke
| s !
([ o w4 |

e To message a channel or staff member a recent activity item of yours, for example, a
contact, event, form/survey or print form, click the link icon on the bottom left of the
message tile.
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(=]

NewOrg Messaging Center Nick Rowan Q & ®
& All Staff & John Baker

l staff - Ny Test text |
inance 4 a0 : :
Event: May 01, 2020 =]
ales &80 Administration
"
upport 8 x= Pending
Wednesday Happy Hour 4 —
Recent Activity
avid Crouch 05 Click an item to send it to
John Baker
Event: May 19, 2020
Meeting
a s M e e A Contact: S a

. . = Pending P T
Giovanny Bejarano [ Support Meeting Organization

7
Jared Ferguson ¢ Maria Thorne 05

John Baker = Contact Form Viewed: Contact Summary =
Message to All Staff
3 Faaild
Maria Thorne =

ss#ohn Baker

Crouch

Mario Coryell =

Mike Bruyere =
Organizati

Owen Crouch = R

Permissions Test =
Event: May 21, 2020 s} w [Click a Channel or Staff member to start a conversation.

Peter Jacobs = Event: May 21, 2020

et

Contact: T = a
ol 6 Al " m

Consulting
Sebastian Recce = woremon voa e, Boey T, ae e, [}
5 A = Pending

Support Agent 1 pm Central: Going aver the 2 reparts

Test user &

Contact Form Viewed: Contact Summary
T

e A “Recent Activity” window will pop-up. Just click the contact, event, form/survey or
print form item you wish to share.
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Nick Rowan Q £ ®

Channels + & John Baker Q x
All Staff & Testtext |
Finance &80 e o
Sales G480 Adrminiztration
ermn Do oo 7
Support axZ Pending
Wednesday Happy Hour 4
Staff Q Darvid Creuch 05/01/2020 2
Davi uch = Event: May 19, 2020 =)
Meeting
Dawn Sheehy & IR ECT U NN T W) MSTET ———
Pendi
Giovanny Bejarano & SUMﬁMm“
Jared Ferguson £y o |
Maria Thorn v| v
= = | |
John Baker ¢ Message to All Staff n| Message to John Baker u
Maria Thorne =
3 0w o ax
—
Pe = i
Click a Channel or Staff member to start a conversation.
Peter Jacabs = Event: May 21, 2020 [~}
Consulting
e A
= - Pending
Support Agent 5 1 pm Central: Going over the 2 reports
Contact Form Viewed: Contact Summary [ |
"ol -
. ke
| s !
([ o w4 |

e To message a channel or staff member a recent activity item of yours, for example, a
contact, event, form/survey or print form, click the link icon on the bottom left of the
message tile.
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Sending event information to a user or channel from an event, for
example, for review or to give them event link so they can join a video

conference

Event Edit

Standard Summary E| =} Print

05/22/2020 =

(mm/sdd/yyyy)

Description:

=
» mo—y W

Channels
All Staff
- ey
=
& x
o4 a0
& x &

Random
Private setting
channel
Finance
General

Sales @ &

Staff
David Crouch
Dawn Sheehy
Giovanny Bejarano
Jared Ferguson 1
John Baker

Maria Thorne

Mario Coryell

Mike Bruyere

Owen Crouch

mry e

Start Time:

i EXEl KX

-
e Sy

@5, History [z Qutlook , [ ]

Assigned To:

Eve

Details |

Remind me:

days before this event.

MNick Rowan -

b . ]

— g—

Event: May 01, 2020
Administration
Lynn Overmann (40007)

ay Happy Hour 4

Event: May 22, 2020

Support Ticket

Complete

Add Compliance Report in the Center Reports

Event: May 19, 2020
Meeting
Connections Case Management: A

Send To:
All Staff v

Pending
Support Meeting

. Message to All Staff
& David Crouch

Event: May 21, 2020
Consulting

Nichole Kraft Admin, Baby TALK,
Pending

1 pm Central: Going over the 2 re]

Contact Form Viewed: Contact §
Tiffani Bibb

History:

L taff

Test text |
jeact: Tiffani Bibb a
IE Center for Girls
nization

lessage to John Baker

No messages found.

| I

wal

»

Test message |
Test message |
pssage receipt
n 1:48:24 P

u read me now?
239 PM

1) Choose the channel or user you wish to send the event link to.

2) Click the paper plane icon to send it to the channel or user.
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How to know when you have a message to review, be it sent to you
directly or to a channel

Powered by Google Translate Friday, May 22, 2020

% Contacts m & Staff | € Reports | lFiles | @Billing | @ Dashboard
N Recent Activity e This Week ! All Staff Notices

frmerierir=

# Thi
Friday, May 22 (Home) [ims Date/Time Name Type From |
e

Internal

Select Language ¥ i

& Staff Dir «ctory

[
= m opme gerem 8:00 AM - — g 05/25/2020 Vacation/Holiday

—_ B oooay e el bl TR Support e B o fen: [

LGl - o " 6062020 W ol M. M sminstaion [

. 9:30:00 AM -l el
Internal Name Ml Sort
_ Search Contacts 11:00 AM - -
tzoory WU EENEN DEPENNENEE  Sippor 06/12/2020 Bhemomomy. e imy Bk Aciminisivation
|

H
Find  g3000am - -
T00PM - S e e e— Cansulting

[ JERS
[ Lol
Advanced Search Z00PM  fomewes o B R -y 06/19/2020 EIFETE BB "k Administration :_ 0, " Emno
I

Monday, May 25 (Hame) 930:00AM . B [ Ju s p—

11:00 AM - Megting [ Jaf
Recent Contacts 12:00py % NewOrgManagement systems, inc. 06/26/2020 ﬁu Bl Wk Administration : 1 e "
[E— S3000AM LA o [
e e swm Tuesday, May 26 I (Home) LS » A

e When you see a number in the speech bubble icon on the top right of the screen it
means there is a message to review, be it sent to you directly or to a channel. The
number signifies the number of messages to review. Click the speech bubble.

Messaging Center David Crouch Q % ®

All Staff - 3y
Development x &
Finance (2 %
Click a Channel or Staff member to start a conversation. Click a Channel or Staff member to start a conversation.
Dawn Sheehy =
Giovanny Bejarano
Maria Thorne =
Mario Coryell
Mike Bruyere
Nick Rowan !
Click a Channel or Staff member to start a conversation. Click a Channel or Staff member to start a conversation.

e You will see a green speech bubble to indicate where the new message is for you to
review. The number representing the number of messages to review within that channel
or direct message. Click the channel or staff direct message menu item.
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Nick Re
Development x 4 Event: May 21, 2020 =
. A o3 Consulting
Finance (4 e e b, T,

Pending Click a Channel or Staff member to start a conversation.

1 pm Central: Going over the 2 reports
ick Rowan D5(21/2020 207:01 PM

Contact Form Viewed: Contact Summary
T

B Sheﬂhy lick Rowan 12-13:40 PM
|Written message example

Giovanny Bejarano Nick Rowan 127:22

Jared Ferguson
Message to Nick gow.
John Baker (£ n et wﬂ

Maria Thorne

B.

Mario Coryell (4

Mike Bruyere &
Nick Rowan ! z

Owen Crouch (4 Click a Channel or Staff member to start a conversation. Click a Channel or Staff member to start a conversation.

e Read the message sent to you. Click into the message text field of the message tile to
remove the review notification and reply.
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Setting up frequency of email or SMS (not yet live yet) notifications of
new messages to review

Friday. May 22, 2020

Powered by Google Translate

. Contacts & Staff | € Reports @ Billing | & Dashboard

M Recent Activity [s] 4 This Week «1 All Staff Notices
o p— &~ Friday, May 22 (Home) 8 Date/Time Name Type From [
[= SR "

& Staff Lirectory

9:00AM-10:00 BN . EFEEETEENE— Meeting ey
- g = mn o g 'ocetonHoliday o
- S -
# Open [ & upload Suppert
: - 9 ETYE
. 9:00AM-9:00 ¥R P e

- 06/06/2020 gy jpms] S Administration
S:3000AM L LN

. Search Contacts Monday, May 25 L (Home) Sort
11:00 AM - 12:00 B0 | S —— Meeting 06/12/2020 ﬂl-lﬂ Administra
+ ¥
™ — 93000 AM ik = T TR
. Wi s
Advanced Search Tuesday, May 24 K fican] 06/19/2020 ey o] Bhememn Administration I._I e ey
[ 11:00 AM-12:00 B . D Training 93000AM mg = g — = ——mry
Ll
PM o i e T
—— s sy e e e 2, B
Rl Bt - 9:30:00 AM B " TR 5
T00PM-200  in  sei— Traming . i -
e bt ou [ s i
- —

=t ErE A& Reminders Follow-Up Notifications [ L e
R ] " B T
B w e Date/Time Contact Type Date/Time Contact Type L ]

Vi e e w nEs l-_-!-'-_—l-—l ET‘E . n 5 L L “ternal - e

e Click the speech bubble icon on the top right of the NewOrg screen

Nick Rowan Q &

& John Baker

Event: May 01,2020 @
Private setting =z Administration ettt
o B Tea™ R e
channel & x Pending
Finance #4480 Wednesday Happy Hour 4 .
General & x & bavid Crouch 05/01
Sales @ & Event: May 19, 2020 My User Settings
a Meeting
Bt mld oo e s O Send Alerts

—
Support Meeting
Send To
Support & xZ aria Tho
Staff Q :
David Crouch =

Dawn Sheehy =
Giovanny Bejarano

jessage to John Baker n

Event: May 21, 2020

: 5
Jared Ferguson ! = Consulting Test message |
R B h-'ll 30:25 P
John Baker =z Pending
=
2

Test message |

Mario Coryell [

|Test Message receipt

Jared Ferguson 1:42

1 pm Central: Going aver the 2 reports |

e 1) Click the gear icon at the top right of the screen.
2) Choose the frequency of the alerts from the “Send Alerts” dropdown.
3) Select alert method within the “Send To” dropdown. SMS is not yet live.
4) Click the “Save” button.
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Searching across all your messages for specific information

@!}IewOrg

anagement Syatim

Powered by Google Translate Friday, May 22, 2020

N RecentActivity & [ # This Week ¥l All Staff Notices & Staff Lirectory
o gy o il Friday, May 22 (Home) | Date/Time Name Type From o ability
M LE kL 3

9:00AM-10:00 B . IS Meeting |
By AM v ) e T .
P
& Upload SODAM-300 Y EEEEER. PRS0 —
v AM I 06/06/2020 Wy fpen) M Administration
9:30:00AM B BT
. Search Contacts Monday, May 25 u (Home) Sort
1100 AM - 12:00 B8 S Mesting 06/12/2020 ==“ Administra
PM —— 9:30:00 AM L
" ' ==
Tuesday, May 26 Ho
[ Sy k {Hame) 06/19/2020 Wby fomem] Bhemesm  Administration I.-I | -
M00AM-1200 B . Training S3000AM mgE = L .
[ —r—
— = L R e
i Wednesday, Maj = r {Heme) 06/26/2020 EPRNG WPR BUFEL. Administration [0 e
[ PR : 3000 AN ke . TR -— &
TO0PM-200 i el —— Training N -
- m 'F iy o v L

]
* R Date/Time Contact Type Date/Time Contact Type " e

[y e - - — el P i i

e Click the speech bubble icon on the top right of the NewOrg screen.

Messaging Center Nick Rowan Q # ®
& All staff & John Baker
d pee o oved. Hd ) el eve e
Randon ey Event: May 01, 2020 =]
Private setting c Administration Test text
= T ST
channel & x Pending
> Wednesday Happy Hour 4
Hnance el il Search Messages x ;‘:ﬂmb‘ S &
General & x2 Javid Crouch Staff/Channel: Erksaton
Sales @ & Event: May 19, 2020 Al
a Meeting t—ntr'.r search terms here
o S = Nt 29U ca refine your search. The foliowing
A characters can be used - for NOT, & for AND, space for OR, and "some text”
Support Meeting for Multiwerd phrases.
Support ax
n Me:
Staff ;

David Crouch 7 & David Crouch o O

Dawn Sheehy

=
Giovanny Bejarano
Event: May 21, 2020
Jared Ferguson ! Consulting Test message |
S EENEED ER ORE
John Baker Pending
= 1 pm Centrak Going over the 2 ref Test message |
Maria Thorne P
Mario Coryell [essage receipt
i Contact Form Viewed: Contact Summary I -

e 1) Click the magnifying glass icon at the top of screen.
2) Enter search items into the text field indicated. When searching you can use
operators to refine your search. The following characters can be used - for NOT, & for
AND, space for OR, and "some text" for multi-word phrases.
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