
Messaging 
Guide for  
Administrators

This guide shows you how to:

	 •	 Create and send messages

	 •	 Check the status of sent messages

 	 •	 Select message recipients from 	 	
	 	 specific search criteria

	 •	 Formatting a message with links 	 	
	 	 and attachments

	 •	 Select different delivery options

	 •	 View message reports

	 • 	View message information for a 	 	
	 	 particular user



	

Creating and Sending Messages:

	 1.	 Log in to the internal side of the Doculivery 	
		  system with your unique user name and password.

	 2. 	 Once logged in, click the Archive Research tab.

	 3.	 Do a search based on the employees or users that 	
		  you would like to message.

		  Your search results will be your list of those who 	
		  you wish to send message. 

Creating a Message List of All Employees  
From Your Last Pay Run:

	 1.	 Once you have clicked on the Archive Research 	
		  tab, simply press the Search button to create a 	
		  search results list of all employees from your last 	
		  pay run. 

		  You’ll notice that the last statement date was 	
		  already selected for you before you clicked the 	
		  Search button.

Creating a Message List of All Employees  
Who Have Ever Received a Pay Stub:

	 1.	 Once you have clicked on the Archive Research 	
		  tab, select Any Value from the drop-down menu in 	
		  the Statement Date row.

	 2. 	 Click the Search button to create a search results 	
		  list of all employees who have ever received an 	
		  online pay stub.

		  Even though your employees may be listed several 	
		  times in the search results, they will only be sent a 	
		  message once.
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Selecting Message Recipient(s) from your Search 
Results List:

	 1.	 Once you have created your search results list, 	
		  notice the gray gears on the right side of the 
		  list grid.

		  You are able to send a message to the entire list by  
		  clicking on the multiple-gear icon in the top 	
		  right corner. You may also send a message to an 	
		  individual result in the list by clicking the single-	
		  gear icon next to the appropriate list item.

	 2.	 After you have clicked on the appropriate gear(s) 	
		  icon, a pop-up window will appear next to it.  
		  Click inside the pop-up window where it says 	
		  “Send message....” to continue on to the message 	
		  creation screen.

Creating your Custom Message:

On this screen you are able to create your message in 
the same way you create a regular email message or a 
document in a word processing program. 

You have control over message title, font style, color,  
size, and paragraph formatting. You even have the ability  
to embed website links, and attach up to three files to  
your message.

There are also three message delivery options available:

	 •	 Must Certify
	 •	 Must Read
	 •	 No Acknowledgement Required
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Viewing the Number of Recipients:

Above the Message Title field, you are able to see the total 
number of recipients who will get this message.

Creating the Message Title:

	 1.	 Type the title of your message into the Message 	
		  Title field.

Creating the Message Text:

	 1.	 Type your entire message into the Message Text 	
		  field, and format the text to your liking.

Selecting a Message Delivery Option:

	 1.	 Select one of the three message delivery options 	
		  based on your needs.

	 	 Selecting the Must Certify or Must Read option 	
		  will display the message to the user before 		
		  they are granted access to their account.

	 	 Selecting the No Acknowledgement Required 	
		  option will alert the user that they have a new 	
		  message to read, but does not force them to read 	
		  it before being granted access to their account.

Adding Document Attachments to a Message:

	 1.	 Click the Browse button to select a file on your 	
		  computer that you wish to attach to this message.

	 2.	 A file upload screen will appear. Navigate to the 	
		  appropriate file wherever it may reside on your 	
		  computer or network, and click the Open button.

	 3.	 Type a file description into the corresponding 	
		  Description field.

	 4.	 Repeat step one through three up to two more 	
		  times to attach a 	maximum of three documents to 	
		  your message.
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Setting a Message Expiration Date:

Doculivery allows you to set an expiration date for  
your message. 

If your message is time specific, for instance if your 
message is announcing a company picnic, you may not 
want to display that message after the picnic.  

	 1.	 Click on the Calendar icon next to “When should 	
		  this message expire?” and select the appropriate 	
		  expiration date.  

If you choose not to set an expiration date for your 
message, your message will remain available until deleted.

Automatic Delivery of a Message:

Doculivery allows you to create a message that will be 
delivered to a new user when a new user account is setup 
in the Doculivery system. 

For example, if you wanted new employees to opt-in for 
online W-2 access, you could create a W-2 opt-in message 
encouraging them to do so, and have them acknowledge 
that they have read it when they log into the Doculivery 
system for the first time.

	 1.	 To setup a message for automatic delivery, select 	
		  the checkbox next to “Automatically deliver this 	
		  message to new users?”

Sending the Completed Message:

	 1.	 Once you have configured your message 		
	 	 appropriately, Click the Send Message button.

		  You will then see a popup message stating:  
		   
		  The message will be sent to the specified users. If a 	
	 	 large number of users where targeted, this process 	
	 	 may take a few minutes to complete. The status can 	
	 	 be viewed on the “Jobs” tab.

	 2.	 Click the OK button to dismiss the popup message.
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Seeing the Status of a Sent Message:

	 1.	 Click the Jobs tab to see a list of recent activities 	
		  that have taken place.

		  You will see the status of the message you sent 	
		  towards the top of the list.

Message Reports Tab:

	 1. 	 Click the Message Reports tab to see who has 	
		  read a message, to view past messages, or to 	
		  manually delete messages.

Seeing Who Has Read a Message:

	 1. 	 On the Message Reports screen, click the Report 	
		  link next to the applicable message to see who has 	
		  read the message or not.

Viewing a Sent Message:

	 1. 	 Click the Show Message link at the top left of 	
		  the Report screen when viewing a report for a 	
		  particular message.

		  You may also click the View link next to a particular 	
	 	 message while on the main Message Reports 	
		  screen, as shown in the previous screen shot. This 	
		  allows you to see the message as the users see it.
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Deleting a Message:

	 1.	 While viewing the main screen of the Message 	
		  Reports tab, click the Delete link next to the 	
		  message you wish to delete.

	 2.	 A popup message will appear to confirm that you 	
		  would like to delete the message. Click the OK 	
		  button to confirm and finish deleting the message.

		  Once you have deleted a message, Doculivery 	
		  users will not see the message on the system  
		  any longer.

Viewing Messages Sent To a Particular User:

	 1.	 Click the Manage External Users tab.

	 2.	 Set your search criteria for a particular user.

	 3.	 Click the Search button.
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	 4.	 In the search results grid, click the Select User link 	
		  next to the appropriate user.

	

	 5.	 In the User Maintenance screen, Click the “Show 	
		  this user’s messages” link. 

	 Clicking the “Show this user’s messages” link will show 	
	 a detailed view of a the messages sent to this particular 	
	 user, and whether or not the messages have been read.
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