MAM: Messaging Coworkers and

Supervisors

Job Aid

The messaging feature in My Attendance Manager (MAM) lets you communicate in real time with
your coworkers and supervisors. To access the messaging feature, tap the messaging button ’J

in the home screen.
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If you have a new incoming message; a yellow number badge will be displayed over the messaging

button. The badge number indicates how many new messages you have waiting.
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In the Messaging screen, the messages you have received and sent are listed in tiles that can be

tapped to view the message history. New messages will have a blue badge with the number of
messages you have received from that person.
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Isaac 812
You: when is our staff meeting this week?
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Blake, Sarah
Natalie 812

Too bad! Thanks for letting me know.
You: could you take my shift on July 19?

Hi Sarah, do you want to join the company softball team?
Joshua 8-12 / ®
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Joshua: Too bad! Thanks for letting me k... -

I would like to join the team, but | am too busy right now
with prior engagements.
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Sending Messages

To send a message to a coworker or supervisor, tap the employee’s tile if you have previously

messaged the employee or tap the New Message button in the Messaging screen if you have not
previously messaged the employee.
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Message to Existing Contact

If you want to send a message to a coworker you have previously messaged or a coworker who
has messaged you, tap that person’s tile in the Messaging screen.
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\§ Isaac 4

You: when is our staff meeting this week?

™\, Natalie 812
"o You: could you take my shift on July 19?

Joshua 812
B

Joshua: Too bad! Thanks for letting me k...

Type your message in the Send field and tap Send.

Hi Isaac, could bring our notes to the team SEND
meeting this afternoon?|
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Done
[ we thanks
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You can view your message history by tapping the coworker’s tile in the Messaging screen.
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Allan, Isaac

Hi Issac, could you bring our notes to the team meeting

this afternoon?

when is our staff meeting this week?
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New Message

When sending a message to a coworker you not messaged before, locate the coworker using the
search bar in the New Conversation screen. Type all or part of the coworker’'s name in the search
window. When you have located the coworker’s tile, tap it to open the dialog screen for
messaging.
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Dq / Draft Message - David Morgan

David Morgan
DM  can-proG/L-Asm-1-1-1

Amanda Powell
AP Bel-Lne-L/F-Mnt-1-1-1

Daniel Rand
DR A2-Pro-B/L-Pkg-1-1-1

Done
“Da" Day Dad
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Type your message in the field at the bottom of the Draft Message screen and tap Send. After you
send the message, a new tile for the employee will be added to your Messaging screen.
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T David 812
¥ You: Will you be attending the team meeti...
g

™\, Natalie 8§12
S You: could you take my shift on July 19?
[ Isaac 812
FEEDBACK You: Hi Issac, could you bring our notes t...

Will you be attending the team meeting this SEND
afternoon?
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Joshua 812
You: can you sign Juliad€™s bday card?
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You can view sent messages by tapping the employee tile in the Messaging screen.
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Morgan, David

Will you be attending the team meeting this afternoon?
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