
To schedule/send broadcast messages, click on the cog wheel in the top right of your screen & 
select “Broadcast Message”



This window will pop up.  
• Choose “Send Broadcast” to send message immediately.  
• Choose “Schedule Broadcast” to schedule messages in the future.

This window will pop up.  
• “Broadcast Message Text” Field: Enter the message 

text you’d like to send to attendees.
• “Target Attendees” Field: Default set to Everyone. 

Recommended to leave as-is.
• “Schedule” fields: Enter your timezone, date & time 

that you would like message to be sent on your event 
date. 
• Note:  This will display in the user’s local 

timezone.
• “Message Duration” field: 

• Leaving this box unchecked forces the attendee 
to manually close the message (recommended)

• Checking this box allows you to set a time for the
message to auto-disappear

• “Enable Click Action” field:  Checking this box gives you 
options to add a “call to action” button for attendees to 
click & send them to other locations/.urls, etc. (see next 
page)



Sample Broadcast Message

In this example, the message is directing attendees to the 
Auditorium, so “Enable Click Action” was checked, the “Call 
to Action” is Link Location, and the Location selected is the 
Auditorium 


