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Sending Broadcast Messages

The Broadcast Message Utility allows a SmartOffice Administrator to broadcast
messages to other SmartOffice Users in a local office.

To send a Broadcast Message to other SmartOffice Users:

e Click the Message Center button in the corner of the screen.
In the Message Center screen, click the New Broadcast button.
In the New Broadcast window, enter the Subject and Message.

Click the Send button.
The Broadcast Message will be sent to all the users in the local office.

{= New Broadcast - Messape Center - SmartOffice - Phillip Anderson (S00Training) - Windows

Subject |51aff Meeting Poztponed |
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Today's Staff Meeting has been postponed to Monday at 8:30AM.
[Thanks,

Phil
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Figure 1: The New Broadcast window
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