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The Messaging function in Solo 
Platform provides a quick and 
straightforward way to send 
targeted messages to your 
workforce either as a one-off, or on 
an ongoing scheduled basis and can 
be targeted to specific individuals, 
teams, or those in a specific zone 
and or user status.

It also provides visibility of user 
acknowledgement, so you’ll know 
when the message has been 
understood.
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To send a new message to a group 
for the first time, click the ‘New 
Group Message’ button.

Name the group with something that 
reflects the recipients of the 
message collectively, for easy 
identification later on.
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Provide a ‘Subject’ and a ‘Message’, 
just as you would for an email. 

Customise your message to meet 
your requirement using the various 
text options.
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You can set a link in your message 
by first highlighting the piece of text 
you would like to link from, and then 
clicking the 'link' button. 

Here you can set the text to display 
for this link, as well as selecting the 
type of link you wish to set and it's 
related information. 

Once done, click ‘OK’ to return to 
the create Group Message Screen.
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In ‘People or Team’, select the 
people and/or teams the message 
is to go too.

Then if required use ‘Target zones,’ 
To further define recipients to any 
people currently located within 
particular defined zones. 

Note that to automatically send 
messages to People who enter or 
exit a Zone on an ongoing basis, 
instead setup an Automated Zone 
Message, which is managed within 
the settings for the Zone itself.
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Optionally, click the ‘Session Status’ 
button to specify one or more states 
that should receive the message. 
For example, if the selected people 
should only receive this message if 
currently in an Active session, select 
this here.

Making no selection will send the 
message to People of all states.

Once the message contents and 
recipients have been defined, the 
total number of people that would 
receive the message if sent now is 
displayed. Note that this number is a 
snapshot and may change.
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If you wish to send the message 
immediately, click ‘Send now.’ 

The message will be sent to all 
People matching the criteria at that 
moment and will not be sent again.
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If you wish to ‘Schedule’ this 
message, select the appropriate 
option.
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To send this message ‘Later’, simply 
state the ‘Time Zone’, the send 
‘Date’ and the send ‘Time’ required.

A message summary will display, 
and once you are happy you’re 
selections, click ‘Save’.
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To make this a ‘Recurring message’, 
state the ‘Time Zone’, and ‘Repeat’ 
frequency. Then stipulate the 
‘Starting date’, ‘Send Time’ and if 
there is an ‘End Date’ for this 
schedule.

A message summary will display, 
and once you are happy you’re 
selections, click ‘Save’.
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Once a message has been viewed 
and understood, users should 
acknowledge the message. This 
acknowledgement can be seen 
within platform. 
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To do this, from the Messages 
register, locate the message by 
browsing or searching the table. 

Optionally, click ‘My Group 
Messages’ to narrow the table to 
only messages sent by you.
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In this example:

7 messages have been sent, and 2 
acknowledgements have been 
received. 

Note that this will only update when 
the page is refreshed.
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Beneath the message properties, 
the recipients are displayed along 
with the time the message was sent 
and whether the recipients have 
acknowledged it. 
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To send additional messages to the 
same group or to edit a scheduled 
message, locate the group in the 
table, and click ‘New Message’ or 
‘Edit message’.

This concludes our look at the 
Messages function. Help with other 
Solo Platform related procedures is 
available in the Support Portal.
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