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Navigation

To navigate in MssgPort a navigation bar is available at the top of the window. Navigation is done by clicking on the

corresponding element.

Desktop

BIE) MssgPort Inbox Sent Write Configure

Navigation

The elements in the middle of the navigation bar show the available pages. For the role "Administrator” the

elements

* Inbox

* Sent

* Write

* Configure

are visible.
For the role Sender the elements

® |nbox
e Sent
e Write

are available.

Users who do not have one of these roles will only see the Inbox element and will therefore only be able to view the

messages they have received.



Personal Area

& Sign Out

In the personal area on the right side of the navigation bar the profile picture is displayed. Clicking on the profile

picture opens a menu with the name and a button to log out.



Mobile
a:@ MssgPort

Navigation

The navigation works conceptually identical to the desktop version with the only difference that it is hidden in a

burger menu. Clicking on the = icon opens the navigation menu.

@C@ MssgPort

Inbox

Inbox -
Sent

Search., Write
Configure

Personal Area

The personal area behaves identically to the desktop version.



Inbox

The Inbox displays all messages received by the logged-in user via the MssgPort channel. The inbox is available for

all users.

There are two possible views, which can be switched by a button on the upper right edge.

Chat-View

This view displays messages in a classic chat view, with the newest message always at the bottom and scrolling up

to find older messages.

Desktop:

B0E) MssgPort

Inbox

T 832022, 01:00 P

Hello MOD Administrator,
please update Microsoft Word. The new version contains critical securiy updates.

General Information

Hello!

This s an invitation to our annual company summer party. Mare information can

(]

MOD Administrator 832022, 01:00 P

Hello MOD Administrator,
this Is a reminder for the monthly IT meeting on friday at 10:00 in foom A1.2.

“This meeting will take about one hour.

Inbox

8.3.2022, 01:00 PM

e found by clicking the button,

Sent

Write

Configure

Mobile:
a:@ MssgPort

Inbox

i
it}

MOD 8.3.2022, 01:00
Administrator  PM

Hello MOD
Administrator,
this is a reminder for the

monihly IT meeting on friday
at 10:00 in roomA.1.2.

This meeting will take about
one hour.

All messages initially have the status unread . When a message is unread, it is slightly grayed out in the chat view.

An unread message is automatically set to Read when it is readable by the user in the chat view without scrolling.
Alternatively, it is possible to manually mark a message as read using the Mark as Read command (in the three-
dot menu at the top right of the message). Likewise, it is possible to mark all messages as read via the mark all as

'Read' button.



Filter

The text input field at the top is a full text search that searches all elements of a message. So you can search for

e Sender
e Content
e Date

Desktop: Mobile:

BE) Mssgport Inbox sent Wiite Configure
I BIE) MssgPort

=N ]
General Information x ? Mark all as ‘Read"

i ?
e General Information % E

Hello!

Inbox O =

This is an invitation to our annual company summer party. More information can be found by clicking the button.

e General £:3.2022, 01:00
= Information PM
Hello!

This is an invitation to
our annual company
summer party. More
information can be
found by clicking the
button.

View

Table-View

This view shows the messages in a table view, which can be helpful if you have a large number of messages.

Desktop: Mobile:

BI0E) MssgPort Inbox Sent Wiite Configure E(:@ M
— ssgPort

Inbox o om Inbox

Search ? Mark all as ‘Read"

1|
H

Glck to see preview Rich Text MOD Administrator 83.2022, 01:00 PM Read
Glick to see preview Adapiive Carg ‘General Information 832022, 01:00 PM Read Te
Message Sender Daje
Hello MOD Administrator. please update Microsoft Word. The new version contains critical securtty. Plain Text s 832022, 01:00 PM Read
B
Click to see Rich MOD b
preview Text Administrater
Glick to see Adaptive  General
preview Card Information
Helio MOD
Administrator,
please
update 5
Microsoft Pilain I 5
Word. The Text s
new version
contains

critical



Depending on the template type, the table column "Message" displays the content of the message or a hint to a

preview (for the types "Rich-Text" and "Adaptive-Card").
When a row of the table is clicked, it unfolds to show the full, formatted message text.

Information about the preview can be found in the -> Templates overview

It should also be noted that while the table view is available in Mobile, it adds little value due to the nature of a

table to grow horizontally.

Filter

The text input field at the top is a full text search that searches all elements of a message. So you can search for:

e Content

® Sender

e Template Type
* Date

e Status

The chat view can also be filtered by status or Template Type.

Desktop:
B E) Mssgport

Click to see preview

Adaptive Card

8.3.2022,01:00 PM

Mobile:
% MssgPort

Inbox -

General Information WL ﬂ

Templats
Message " Sender Date

Glick to 832022

Adaptive General

see 01:00

Card Information
preview PM



Sort

The table can be sorted by each table header. Click once to sort in ascending order, double click to sort in
descending order and triple click to sort no more.

The following is an example sorted by Template Type

Desktop: Mobile:

BI0E) MssgPort inbox sent wiite Configure % M
ssgPort

Inbox o om Inbox

Search ? Mark all as ‘Read"

|

Olick (0 see preview Adaptive Card General Information 8.3.2022,01:00 PM Read

Hello MOD Administrator, please update Microsoft Word. The new version contains critical securiy. Plain Text " 8.3.2022, 01:00 PM Read

Message
Glick to see preview Rich Text MOD Administrator 832022, 01:00 PM Read

Click to see Adaptive
preview Card

Hello MOD
Administrator,

please

update

Microsoft Plain
Word. The Text
new version

contains

critical

security..

Click to see Rich
Araview Fovt

" sender

General
Information

MOD

Ariminictrainr

S

=)



Sent / Outbox

In the area Sent respectively in the Outbox all messages are displayed that the logged in user or one of his

SenderGroups has sent. This area is only available if the user has the roles sender or Administrator .

A button in the upper right corner allows to switch between the view of the own sent messages and the messages
of all SenderGroups the logged in user is a member of.

The views follow the same table scheme as the Inbox, which means that the filtering and sorting is identical and
therefore does not need to be considered separately here. In addition, there is also a preview, which can be
accessed by clicking on the corresponding table row, just as with the Inbox. Further information on the preview can
be found in the -> Templates overview.

The expanded preview also provides the following information:

¢ Information about the recipients of the message with details about audience and channel.
* Abutton pelete to delete the message, if possible for this message. Cf. the 'Delete’ section.

Status

A message can have the status

® Created
© Message has been created and is waiting for further processing and sending
¢ Handled
© Message has been sent
* Cancelled
© Processing or sending of the message was canceled due to an error
* Deleted
© Message was deleted
¢ ToDelete

0 Message has been marked as Topelete and is waiting to be deleted.

Delete

The pelete function causes a message to be deleted from all recipients and is thus no longer visible to them. In

the table of sent messages, a deleted message appears with the status peleted and is thus not completely
discarded.

Whether a message can be deleted depends on which channels it was sent through. Only messages sent exclusively
via



® Microsoft Teams
® MssgPort

can be deleted. So if an audience was reached through one of the channels not listed, this message cannot be

deleted at the recipient's end.

The following example visualizes this fact:

Message that can be deleted

Desktop:

BE) Mssgport Inbox sent Wiite Configure
Sent 2
2
Wessage empat Type Senter Oate
<nt>telo 1> <p>The monthly has to be cancelied due to ofher meet. HTML MOD Adrministrator 83.2022,1238 M Handied
Gilck t0 see preview Rich Text MOD Administrator 832022, 1234 PM Handled
Preview
Hello @{displayName},
this is a reminder for the monthly IT meeting on friday at 10:00 in room A 1.2
“This meeting vl take about one hour.
Recipiants
To IT-Adminisirators Via MssgPort
BIE) Mssgport Inbox Sent wite Configure
Sent a
i
Message ot Sonder oo
<ntsHelio <p>The montnly has to be cancelled due fo ofher meet HTUL MOD Administrator 532022, 1236 PM Handled
Preview
Hello @{displayName}
“The monthly office-meeting has to be cancelled due o olher meetings.
Recipiants
To Offce 1 Via E-tai
Glick to see preview Rich Text MOD Adrministrator 832022, 1234 PM Handiea

Mobile:
% MssgPort

Sent a
ea i
Template
Message e Sender Dat
Type
Preview

Hello @{displayNam

this is a reminder for the monthiy IT meeting or
roomA.1.2.

This meeting will take about one i

Recipiants

To [T-Administrators Via MssgPort

Mobile:
a@ MssgPort

Sent aQ A
ez ?
Template
Massage " Sender Dat
Type
be cancelled
due to other
meet
Preview

Hello @{displayName}

The monthly office-meeting has to be cancelled
meetings.

Recipiants

To Office 1 Via E-Mail

This message cannot be deleted because an email was sent to the Audience Admins and the Email channel is not

part of the channels that allow subsequent deletion.



Own messages

In this view, all messages are displayed that the logged-in user has sent, for which he is also entered as the sender.

Desktop:

Inbox

BE) MssgPort

Sent

Write

Sent

Hessage

<nt>Hello has to be cancelled due o other meet.

1> <p>The monthly

Ciick to see preview

Mobile:
E(:@ MssgPort

Sent

Configure

Sonde Date

X
=

-

HTML MOD Administrator 83.2022, 1238 PM Handled

Rich Text MOD Administrator 83.2022, 1234 PM Handled Tempiale

Message -

<h1>Hello
@{displayName}
</h1><p>The
monthly office-
meeting has to
be cancelled
due to other
meet...

HTML

Rich
Text

Click to see
preview

SenderGroup messages

In this view all messages of all SenderGroups are displayed, in which the logged in user is a member. To be able to
track who has sent a message in the name of the SenderGroup, the name of the user is listed next to the name of

the SenderGroup.

Desktop:

Inbox

BIE) MssgPort

Sent

Write

Sent

Hessage
Cilck (0 see preview

Hello @{displayName}, please update Microsoft Word. The new version contains critical security up.

pe

Adaptive Card

Piain Text

Mobile:
E(:@ MssgPort

Configure

Sender Dat

MCOD
Administrator

MOD
Administrator

] |
Sent a |
ear ?
Stat ===
140D Adminisirator via General Information 532022, 1232 PM Handied
1D Administrator via IT 832022, 1226 PM Handled Tempkite
Message - Sender
Type
MOD
Click to see Adaptive Adminisirator
preview Card via General
Information
Hello
@{displayName}
please update i MQD
Microsoft Word Text Administrator
The new version via [T

contains critical
security up



Filter / Sort

The filtering works via a full text search, the sorting can be applied to any of the table headers. More detailed

information can be found in the -> Inbox filtering explanation and the -> Inbox sorting explanantion .



Write



Write

Overview

To send a message in MssgPort, Write must be selected in the navigation bar.
This navigation item is only available for users who have one of the roles:

e Sender
e  Administrator

These can be assigned in AAD (Azure Active Directory) under the Enterprise Applications -> MssgPort ->

Users and Groups item.
The process to create a message is stepper guided and consists of the following steps:

* Select Sender

o Personal Message

o Send via SenderGroup
® Select Audiences

o for each audience, a channel must be assigned, through which it should be reached
* Select Template

© atemplate is mandatory

© toinsert individual content into a message, see -> Create templates with placeholders

® Enter Content

o The placeholders defined in the template will be filled in
e Summary

© summarizes information

o offers the possibility to define the sending time of a message

Differences in Mobile

In the desktop version, a horizontal stepper is used. This provides the best user experience on wide screens. Since
mobile screens are usually taller than wide, a vertical stepper is used in the mobile version to keep the user
experience high.



Write

Choose Sender

Selecting a sender is the first step in the process of news creation. Here a selection field is given, which shows the
currently selected sender. Below it there is a field where the description of the station is displayed.

Initial View

Desktop:
BE) Mssgport

Write

@ server @ Ausences
Choose Sender

Select which sender is used as the Sender (yourself or a SenderGroup)

MOD Administrator

Description: You

Inbox

sent

© v

O conen

Mobile:
% MssgPort =
Write
@ sunmay
o Sender
Choose Sender
Select which sender is used as the

Sender (yourself or a SenderGroup)

MQD Administrator -

Description: You

e Audiences

© Tempizte



Sender types

The sender types are differentiated between:

® Personal message
o Sender itself sends the message and is displayed as sender
* SenderGroup
o Sender sends via a SenderGroup. Which will be displayed as the sender.

The name of the logged in user is always the first element in the selection field and also always initially selected as
the personal sender. SenderGroups are sorted lexicographically in ascending order and occupy all subsequent

positions in the selection field.

Desktop: Mobile:
BIJE) MssgPort Inbox Sent Write Configure =
2 E1E) MssgPort =
Write A
Write
@ sencer © Audiences © rempine O conent © summay
Choose Sender o Sender
Select which sender is used as the Sender (yourself or a SenderGroup)
py— Choaose Sender
General Information
Select which sender is used as the

" =)

Sender (yourself or a SenderGroup)

MOD Administrator
General Information

17

o Audiences

© rempate



Special features SenderGroup

A sender is only shown the SenderGroups in which he is a member. This membership can be direct, but also via a
Microsoft 365 Group, which is a member of the SenderGroup. If the sender is not a member of a SenderGroup, he
can only send personal messages and not messages on behalf of a SenderGroup.

More information about SenderGroup can be found-> here

Difference when SenderGroup is selected

A SenderGroup has a description that describes its use in more detail. This description is displayed in the field below

the selection.

Desktop: Mobile:
BIE) Mssgport Inbox sent wWiite Configure a-:@ o _
ssgPort =
Write X
Write
© sercer © ruoences © oo © conent © summay
Choose Sender o Sender

Select which sender is used as the Sender (yourself or a SenderGroup)

Choose Sender

Description: This SenderGroup should only be sed to publish information concerning current IT-problems

m Select which sender is used as the

Sender (yourself or a SenderGroup)

IT -

Description: This SenderGroup should
only be used to publish information
concerning current IT-problems

e Audiences

e Template



Write

Choose Audiences

Any number of audiences can be addressed via all possible channels. An audience can also receive messages via

multiple channels.

Initial View

Initially, the lexicographically first Audience and also the lexicographically first channel are selected. These values
can be edited for each column (each mapping) to create a custom mapping.

Since a vertical stepper is used in the Mobile view and consequently the selection fields are also above/below each
other, a mapping is always bundled by a box.

Desktop: Mobile:
BI0E) MssgPort Inbox Sent Wiite Configure
9 Audiences
Write
Audience-Channel-
© sencer © sudences © e O conen © sy Mapping

Aitidignce: Canhiel: Mapping Select at least ane Audience and
Select at least one Audience and one Channel
one Channel

IT-Administrators - E-mail -

IT-Administrators hd

E-Mail -

© rmpze



Edit mapping

To edit a mapping, a different value can be selected via the corresponding selection field. For audiences, it is
possible to choose between all audiences.

Desktop: Mobile:

BIE) MssgPort Inbox Sent Write Configure
o Audiences
Write
Audience-Channel-

@ server © usiences © rerpiae © conent © svmay Mapping
Audience-Channel-Mapping Select at least one Audience and
Select at least one Audience and one Channel ane Cha mne‘

IT-Administrators E-Mail S

Office 1 IT-Administrators

offce 2

=3 Office 1

El =) office 2

© mempiate

For Channels, there are the following options:
® Email
o Send the message as an e-mail
* Microsoft-Teams
© Send the message as Microsoft Teams message
® MssgPort
© Send the message via MssgPort
Desktop: Mobile:
BI0E) MssgPort Inbox Sent Wiite Configure
o Audiences
Write
Audience-Channel-
© s @ rusences © oo O conen © sunmay Mapping

Audience-Channel-Mapping

Select at least one Audience and
Select at least one Audience and one Channel

ane Channel
IT-Administrators - ewa Audlence

IT-Administrators hd

Microsoft Teams

MssgPort

E-Mail

Microsoft Teams

MssgPort

=

© Template



Here, the sender should consider the following criteria:

® Does the selected Audience use the selected communication channel?

© Does the audience have access to the channel?

o [f the channel is used irregularly, there is a risk that messages will not be read (in time).
* |s the channel appropriate for the intended message?

© Important messages should not be sent via only one channel.

o Can the intended content be displayed correctly via this channel?

Add mapping

To add a mapping, the Add button in the lower right corner is used. Clicking on this button will add a row or a box
(for mobile) with the lexicographically first Audience and the lexicographically first Channel.

Desktop: Mobile:

BE) MssgP Inbox Sent Wite Configure .
S ° Audience-Channel-

Mapping

Select at least one Audience and

Write
one Channel
© sencer @ Auvcences @ rerviate © conent © summay
Audience-Channel-Mapping

Select at least one Audience and one Channel IT-Administrators hd

E-Mail -
m IT-Administrators -

E-Mail -

Remove

It is only possible to delete a mapping as soon as there is another mapping, because a message must always be
sent to an Audience via a Channel and therefore messages without recipients are not allowed.



Write

Choose Template

When selecting the template, all available templates are listed in a selection field. These are sorted lexicographically

and the first template is automatically selected.

Below the selected template there are two fields. The upper field shows the name, the lower field the type of the

template.

On the right side (in case of mobile below) a preview of the template is displayed. This preview corresponds to the

preview of the templates in the configuration wich will be described in detail -> here

Desktop: Mobile:
E{:@ MssgPort Inbox Sent Write Configure o Template
Write Template

Choose a Template for your Content

@ server @ Audiences © o O coreent © sunmary
Template Software Update -
Choose a Template for your Content
Software Update . Preview

Name: Software Update

Hello @{displayName}.

Name: Software Update ._name). The new critcal securty updates

Type: Plain Text
Type: Plain Text

= Preview
Hello @{displayName},

please update ${software_name}.
The new version contains critical
security updates.

© content



Write

Set Content

To fill a message with custom content, the placeholders contained in the selected template are filled with content.
This process happens with real-time updates, so the preview on the right side (below on Mobile) is always up-to-
date.

However, there is a difference in the available editors between plain text templates and adaptive-card, HTML or rich

text templates.

Plain Text

Since a plain text template also implies that the message to be sent should also contain only plain text, it makes no
sense here to offer an editor for formatted text for the placeholders. Thus, a simple multiline text input is available.
This also supports AAD (Azure Active Directory) attributes. How to use this and how to use autocomplete is

explained in -> Create Templates.

Desktop: Mobile:
BE) Mssgport Inbox Sent Write Configure o Mempiate
Write o Content
@ sercer @ rudences © v O coren © summary Set Content
Set Content Set the Content of your
Set the Content of your Placeholders Placeholders
Preview
Hello @{dispiayName}, software_name
i :_name). The new criical securty updates.
o
Preview
Hello @{displayName},

please update ${software_name}.
The new version contains critical
security updates.

o

o Summary



Adaptive-Card, HTML, Rich-Text

An editor is available here, similar to the one used in -> Create Templates but with limited functions.

Visually, the editor is combined with its selection field for AAD attributes with a border to form a unit.

Desktop:
BE) Mssgport

Write

@ sence

Set Content

Set the Content of your Placeholders

Placeholder. content

olc|B|z|uls]||=

@ Auences

Inbox

Sent Wite Configure

@ e

Preview

Hello @{displayName}

S{content}

O coren

@ sunmay

Mobile:
Set Content

Set the Content of your

Placeholders

Placeholder: content

User-Attributes -

= = defautt s

Preview

Hello
@{displayName}

S{content}

[}



The border of the editor unit is especially helpful when there are many placeholders.

Desktop:

Mobile:
BIE) MssgPort Inbox Sent Write Configure ° Content
- Set Content
Set the Content of your
@ sencer @ sudiences © rerpae @ content © summay Placeholders
Set Content
Set the Content of your Placeholders

Placeholder. department

Placeholder: department
Preview e -
‘‘‘‘‘ e - 4 3
Hello @{displayName},
o/c|B I|ujs =|E wum 3 s s this i for the monthly s{time} In ! D€ B|I|L |5
S{aditional_information}

default 5 E—

Placenolder. date

§ = emn 3 3 3

Placeholder: date
User-Attributes

2|/C| B | I |LU |5

Mobile (when scrolled):

Placeholder: additional_information

(6]

Q
=
~
I
L

default 20 8 *

Preview

Hello @{displayName},
this is a reminder for the monthly
${department} meeting on S{date} at
S{time} in room ${room}.

${additional_information}

o



Write

Summary

In the summary, all relevant information is listed again. This includes:

The selected sender

® The selected audiences

® Preview

The selected template

© To the right of the other information (below for mobile)

Desktop:
BIE) Mssgport

Write

© sencer

Summary

Summary of your chosen Values
Sender:
Audiences:

Template:

Inbox

@ Auences

Software Update

Information

The information is provided with a preview value. With a click on the line, it expands and further information

becomes visible.

Sent Write Configure
@ = O conen @ sunmay
. Preview
. Hello @(displayName,
P Ipaz Word. The new security updates.

Mobile:

o Summary

Summary

Summary of your chosen Values

Sender: T

Audiences: 3

Template: Software

Update

Preview

Hello @{displayName},

please update Microsoft Word. The
new version contains critical

security updates.



Sender

Here the sender is displayed with its description. For more information about the sender and the possible contents

see -> Sender types

Desktop: Mobile:

BE) MssgPort Inbox Sent Write Configure
e Summary
Write
Summary
Sender Audiences Template Content Summary
o e © o © Summary of your chosen Values
Summary
Summary of your chosen Values
Sender: T o
Preview
Sender: 1 »
Dascriptions This SenderGroup should only be used to publish information concerning current (T-prablems Hello @(dispiayName), Description: This SenderGroup
et ipdstes should only be used to publish
information concerning current
Audiences: 3 v
IT-problems

Template: Software Update v

m m “ Audiences: 3

Template: Software
Update

Preview

Hello @{displayName},

please update Microsoft Word. The
new version contains critical
security updates.

Audience

Here the number of audiences is displayed in the preview. After the click, the audience channel mappings become

visible.

Desktop: Mobile:
e Summary

BIE) Mssgport Inbox Sent Write Configure
) Summary
Write
Summary of your chosen Values
@ sencer © Auences © v © conent @ sunmary
Summary Sender: IT v
Summary of your chosen Values
Sender: T v Preview Audiences: 3 ~
Hello @(dispiayName), .
Audiences: » o o Word. The ty update To IT-Administrators Via
MssgPort

To IT-Administrators Via MssgPort

Eo Olficmd Vie MecgPort To Office 1 Via MssgPort
To Office 1 Vin MssgPort

To Office 1 Via MssgPort

Template: Software Update v
m m ﬂ Template: Software
Update M
Preview
Hello @{displayName},

please update Microsoft Word. The
new version contains critical
security updates.



Template

The template name and type are displayed here.

Desktop: Mobile:

BLE) MssgPort Inbox Sent Write Configure Summa ry
Summary of your chosen Values
Write
Sender: T v
@ server © Audiences © o O corent @ surmary
Summary Audiences: 3 v
Summary of your chosen Values
Sender: U o Preview Template: Software ~
Update
Audiences: 3 v Hello @(aispiayName),
thon Cict Uptiale Name: Software Update
Template: Software Update L Type: Plain Text
Name: Software Update
Type: lain Text
Preview

Hello @{displayName},

please update Microsoft Word. The
new version contains critical
security updates.

Preview

The preview is identical to the preview elements from the previous steps with the difference that here the content is

already filled in.



Send time

The send now button sends the composed message immediately. If a message is to be sent at a certain time, it is

possible to set a send time using the button with the clock.
After a click on the clock the following dialog opens:

Desktop: Mobile:

Publish Message At

[J Use cusiom date to publish message a

X
AUG 2022 ™ < >

Publish Message At

O use custom date to publish message at

AUG 2022

1 z.@j.n -

& 9 10 1 12 13
4 15 16 17 18 19 20
20 2 23 24 25 6 27

28 29 30 3

Discard

Select send time

To be able to set a time, the checkbox must be checked. When this is done, it is possible to select a day and a year
from the date picker. The time is entered via a text field. Here the format HH:MM is required, using the 24-hour

count.

e H-> hour

© HH -> hour optionally with preceding 0 for single-digit hour numbers (4 -> 04, 8 -> 08 usw.)
e M -> Minute

© MM -> minute optional with prefix O for single digit minute numbers (4 -> 04, 8 -> 08 usw.)

Valid entries would therefore be e.g. 12:34 or 09:05.



Desktop: Mobile:

Publish Message At

Use custom date to publish message aj

X
Publish Message At

[4 Use custom date to publish message at

SEP 2022 ~

SEP2022 v

s omoTow

-

sep (]
s
15
2

4 5 6 7
"o
18 19 20 21

% 2 277 28 29

1000

If a time is set, it can be viewed in the button where send now was. The text of this button will be replaced by send
at and the selected time.

Desktop: Mobile:
BE) Mssgport Inbox sent Wite Configure K3 a Summacy
Wite Summary

Summary of your chosen Values

@ sencer © rucences © rempae © content © sunmay
Summary Sender: IT v
Summary of your chosen Values

Audiences: 3 v

Sender: m v Preview
Template: Software
Audiences: 3 v Update i
Template: Software Update v
Preview

Send at 9.1.2022. 10-00 AM

Remove send time

To remove a send time, just click on the clock and uncheck the checkbox. By clicking the save button, the existing

send time is removed if the checkbox is unchecked and the Send button has send now as content again.



Configuration



Configuration

Audiences

Since the concept of MssgPort is to send messages only to specific audiences and not to individuals, audiences offer
the possibility to group multiple AAD (Azure Active Directory) users or groups into such an audience. An audience
must consist of at least one user or AAD group.

Overview

The existing audiences are displayed in a table. In mobile view, this is shrunk accordingly and vertical scrolling as
well as horizontal scrolling is required.

BE) Mssgport Inbox Sent Write Configure aE M =
ssgPort =
Cenfiglation Configuration
A Tem
< Audiences Templates Ser »
2
Search ?
5 o.afF
Name Description
This Audience
: T Auder
Office 1 those who 7 l
WworK in Office
1
This Audience
contains all
Office 2 those who 7 l
work in Office
2



Extended information

When a row in the table is clicked, it expands. In the expanded field, all users / groups that are members of this

Audience are displayed.

Desktop:

BE) Mssgport Inbox Sent Wiite Configure

Configuration

Aud Templat Sender Group:
?
..... T
L) LeeG@M265x284284.OnMicrosoft.com User
9 AllanD@M365(284284 OnMicrosoft. com User
e AdelV@MS85284284 Onliiosn com vser
g DebraB@M365x284284 OnMicrosoft com User
® GradyA@M365x264284 OnMicrosoft com user
& INVInS@M365X284284 OnMicrosoft com User

Sort

Mobile:
m MssgPort

Configuration

< Audiences Templates Sef »
search 2
Name Description
Office 1 those who 7 I
work in Office
1
ame

fﬁ LeeG@M365x284284 OnMicrosoft.ct

i

AllanD@M365%284284. OniVCrosort..

The table can be sorted by each table header. Click once to sort in ascending order, double click to sort in

descending order and triple click to sort no more.



Filter

The input field at the top (left) of the table allows a full text search over all visible values of an audience. This way

®* Name
® Description
* Number of Principals

will be searched after the input. The displayed output then contains only the elements that meet the criteria.

Desktop:

B0E) MssgPort

Configuration

office 1 This Audience contains all those who work in Ofice 1

IT-Administrators This Audience contains all IT-Administrators

Edit

Inbox

Sent

Templates

Write Configure

Mobile:
B8 MssgPort =
Configuration
4 Audiences Templates Ser »
1 X ?
[ = ]
Name Description
o
This Audience
contains all
Office 1 those who 7 l

work in Office
1

This Audience

IT- contains all

Administrators  IT- I
Administrators

An audience can be edited by clicking on the pencil . This opens a dialog that works in the same way as the dialog

for creating an audience.



Delete

An Audience can be deleted by clicking on the recycle bin at the right edge of a table row and then confirming

(click again).

Desktop: Mobile:
BIE) MssgPort Inbox Sent Write Configure 2 m MssgPu o = &

cenfiguatay Configuration
Audiences Templates Sender Groups
< Audiences Templates su! >
Search... ? Search. !
1 x ?

Descrpton No. o Princpals

Office 1 This Audience contains all those who work in Office 1 v No. of

Principals

IT-Administrators ‘This Audience contains all IT-Administrators. 1

Confirm @

:nce
s

ators

t Audience

Create

To create an Audience, click on the button + Audience to open the following dialog.

Desktop: Mobile:

Audience

Name

Audience

Description

User / Group: o

Create Audience

Discard Create Audience




Here you can insert content for the fields

* Name
® Description

to make the audience identifiable and explain its use. A name can only be assigned once.

Members

An audience always has a set (number > 1) of members. These can be AAD users directly, or AAD groups. If a group
is added, all members of this AAD group are automatically members of the Audience.

The user/Group field is an autocomplete field that searches and filters the list of all users / groups in the AAD
when at least two letters are entered. Only those users and groups are displayed whose e-mail address contains the

filter entered.

#1 Tip: An Audience can also consist of exactly one user, which realizes sending to individuals.

Desktop: Mobile:

Audience

Name
Office 1

Audience
Description

This Audience contains all those who
work in Office 1

user / Group
leg| °
$ E_eeG@M365x284284J

DISCEra T e

Office 1

is Audience contains all those who work in Office 1

User / Group
el

P Leec@M365x284284 OnMicrosoft com

To add a user or group, select the corresponding email address and click the + button to add it to the audience.

Below the input field, a table shows all users and groups already added.



Desktop: Mobile:

Audience
Audience .
amie

Office 1

Description

This Audience contains all those who
waork in Office 1

Name

AlanD@M365x284284.0nMicrosoft.com

‘AdeleV@M365x284284.OnMicrosoft.com

0 LeeG@M365x284284.0nN

DebraB@M365x284284. OnMicrosoft.com

GradyA@M365x284284 OnMicrosoft com

’ AllanD@M365x284264.0n

INinS@M3651284284.OnMicrosoft.com

Discard Create Audience

A user or group can be removed from the audience by clicking on the red recycle bin on the right side of the
table.

Save

Once all the desired users and groups have been added, the audience is created by clicking on create Audience.




Configuration

Templates

Templates give structure to the messages that are to be sent via MssgPort and allow to insert placeholders that can

be filled in the process of creating a message. Every message in MssgPort must necessarily have a template.

Overview

The existing templates are displayed in a table. In mobile view the Table is reduced to the columns Title and
Type . Actions (edit/delete) are accessible through a menu when clicking ': .

Desktop:
BE) Mssgport

Configuration

Software Update
Invitation
Simple message

Reminder monthly meeting

Rich Text

Adaptive Card

HTML

Rich Text

Inbox sent

Notity users about a critical software update

Invite someone using an adaptive card

Broadcast simple, user addressed message

Broadcast a reminder with important information about the meeting

Write Configure

Mobile:
B:E MssgPort

Configuration

< Audiences Templates Ser »
Search.. ?
Name Type A
Software Update Rich Text
Adaptive
Invitation
Card
Simple message HTML
Reminder monthly Rich Text

meeting

% MssgPort

Configuration

-+ Template

< Audiences Templates Sen »
Search.. ?
Software Update Rich Text
:
Invitation
] ﬂ
Simple message Hovare
Reminder monthly cih T

meeting



Preview

If you click on a row in the table, it expands. In the expanded field a preview of the message is displayed. This
preview is correctly formatted (HTML, AdaptiveCard, RTF) and thus gives an idea of how the message will be
received by the recipients. More information about the possible types or formats can be found below under "Create
/ Types".

Adaptive Card

Desktop: Mobile:

BE) Mssgport Inbox Sent Write Configure
<: Audiences Templates Ser >
Configuration
Sea 2
Audiences Templates Sender Groups
2
Name Type Act
i
Software Update Rich Text
Adaptive
Invitation Aday Invitation
pive Card Invite somene using an adaptive card V B Card
Preview
Description: Invite someone using an
adaptive card
Sititle}
Stdescription} Preview
View
ion)
Reminger monthy meetina R Tex Broadcast a reminder wih mporantformaton about the meetna [ ] [ ] $idescription}

[vev]

Simple message HTML

Plain Text

Desktop: Mobile:

MssgPort Inbox Sent Write Configure —
B08) mssg S MssgPort =
Configuration Configuration
Audie Templ. E
< Audiences Templates Sei »
9
Search... ?
m Descrp
e Type Ac
Preview
Hello @(dispiayName}, Software Update Rich Text
please update ${software_name}.
‘The new version contains critical securty updates.
Description: Notify users about a critical
T — s e
Simple message i Broadcast sinple, user addressed message Preview
Hello @{displayName},
please update ${software_name}.
The new version contains critical security
updates.
« Adaptive
Invitation H

Card



HTML

Desktop:
BIE) Mssgport

Configuration
Search... ?
Name. Tros
Software Update Rich Text
Invitation Adaptive Card
Simple message HTML
Preview
[Reminder monthly meeting Rich Text
Rich Text
B0E) Mssgport
Configuration
Search... i
Name e
Software Update Rich Text
Invitation Adaptive Card
Simple message: HTML
Reminder monthly meeting Rich Text

Preview

Sort

Inbox Sent Write Configure

Audiences Templates Sender Groups

Descrption
Notiy users about a critcal software update
Invite someone using an adapiive card

Broadcast simple. user addressed message

Broadcast a reminder with important information about the meeting

Inbox Sent. Wite Configure

Audiences Templates Sender Groups

Descrption
Notify users about a criical software update
Invite someone using an adaptive card
Broadcast simple, user addressed message

Broadcast a reminder with important information about the meeting

Mobile:

Name Type Actions
Software Update Rich Text
_— Adaptive
Invitation
Card
Simple message HTML

Description: Broadcast simple, user
addressed message

Preview

Reminder menthly

2 Rich Text
‘meeting

Mobile:

Name Type Actions
Software Update Rich Text
o Adaptive
Invitation
Card
Simple message HTML i
Reminder monthly = z
Rich Text £
meeting

Description: Broadcast a reminder with
important informatien about the meeting

Preview

- Template

The table can be sorted by each table header. Click once to sort in ascending order, double click to sort in

descending order and triple click to sort no more.



Filter

The input field at the top (left) of the table allows a full text search over all visible values of a template. This way

®* Name
e Description
* Type

are searched after the input. The displayed output then contains only the elements that meet the criteria.

In the example you can see that the content is also searched:

BE) Mssgport Inbox Sent write Configure m MssgPort =
Configuration Conflguratlon
fusene i < Audiences Templates Ser >
i x ? critical X ?
Type
Typ
Software Update Rich Text



Delete

A template can be deleted by clicking on the recyvle bin at the right edge of a table row and then confirming

(click again).

Desktop: Mobile:

m MssgPort Inbox Sent Write Configure s m MssgPort =
cotfiglitacy Configuration
Audiences Templates Sander Groups
< Audiences Templates Ser »
2
Search... ?
E Descrp

Software Update Rich Text
Simple message HTML Broadcast simple, user addressed message 2z ]
Invitation

Simple message Trime

Reminder monthly
meeting

Rich Text

Edit

A template can be edited by clicking on the pencil . A dialog will open, which is similar to the dialog when creating

a template.



Create

To create a template, click on the button + Template to open the following dialog.

Desktop: Mobile:

Template

Name

Template
Description

Type
Plain Text

Type ${Content} to create a

Type $(Content} to create a Placeholder 7

Placeholder 7

Content

Discard Create Template

Here you can insert content for the fields

* Name

® Description

to make the audience identifiable and explain its use. A name can only be assigned once.

Type

The type of a template determines how a message should be displayed to the recipient. The following options are

available:

Adaptive Card
Plain Text
HTML

Rich Text

The properties of the Types are explained in more detail below.



Desktop: Mobile:

Template

Name

Software Update

Template

Description

Adaptive Card

Plain Text

HTML

Rich Text

Content

Discard Cieate Template

Placeholder

Placeholders allow administrators to create templates where individual text can be inserted in certain places. So if a

placeholder is inserted, the author of a message can fill it with his text while composing the message.

Placeholders follow the ${placeholder_name} syntax and are resolved by the assigned name in the process of

composing a message. It is therefore a good idea to assign unique names to placeholders.

Further information, e.g. about allowed characters in placeholders, can be displayed by clickingon 7 .

41 Tip: If a template should not have a predefined structure, it is also possible to simply have a

placeholder as content. This way the content of the message is completely left to the author.

AAD Attributes

AAD attributes are user related information. These can be inserted, specially coded, into the contents of the
template and interpreted when sending the message. They therefore always refer to the recipient's information.

To insert an AAD attribute in templates of the types Adaptive Card, Plain Text and HTML, the string @{ can be
written. When this string is written, a selection of user attributes opens from which to choose. If an element is
selected, it will be inserted into the text. An AAD attribute must always follow the syntax @{Attribute_Name} .

For inserting AAD attributes in templates of type Rich Text see below.



Desktop: Mobile:

Template
Name
aboutMe

Template
accountEnabled

Software Update

Notity t aat
otify users about a critcal s jate . ageGroup

Plain Text % birthday

Type §(Content] to create a Placeholder >

businessPhones

CBRTEnt
Hello @1

Discard Create Template

Adaptive Card

If this type is selected, the text in the content field is converted to an Adaptive Card. Thus, this text must follow a
specific format. It is based on a nested JSON notation, which is not very intuitive to write. For this reason, the help
dialogs, which can be accessed by clicking on the ? button, recommend using the -> Adaptive Card Designer to
create the basic framework of an adaptive card and then insert it into the template.

Plain Text

If this type is selected, the content will be sent as a plain text message. A multiline text field is available as an input
field.

HTML

If this type is selected, the content of the multiline text field is interpreted as HTML code. Thus different styles can
be applied. But all styles must be within the file, because the HTML code must be bundled in itself.

Rich Text

When this type is selected, a WYSIWYG editor appears that allows text to be formatted. This includes, among other
things, bold, italics, colors, right-aligned text and the insertion of images. Images should not exceed 500kb in size.



Desktop: Mobile:

Template

rlacenviger  /

User-Attributes

displayName

Template

Software Update

Deseriation
Notify users about a critical software update

Trse
Rich Text

Type $(Content] to create a Placeholder 7

Hello @(displayMame},

please update S{software_name}.
The new version contains critical
security updates,

Discard Create Template

AAD attributes are not accessible here through the @{ syntax, but must be selected from a selection box and
inserted into the text using the + button. It is important to click on the desired position in the text after selecting
the desired attribute. This is the order to insert an attribute:

® Select attribute
® Select the place in the text where the attribute should be inserted
® Insert with +.

Desktop: Mobile:

Template

Clealeauale ime

Template creationType

Name
Software Update department

displayName

employeeHireDate

creationType
[ 1]

depantment employeeld

displayName

peTyne

employeeHiireDate

t2lslm ==E 2l oo s

Standard
employeeld

Times Newt 3| 2 %

% | L
Hello @{displayName]},

please update ${software_name}.

The naw varcinn Fantaine critical

Discard Create Template

Save

Once you have entered all the information and content for the new template, click on create Template to save it.



Configuration

SenderGroups

SenderGroups group individuals or groups into a single entity and give them the ability to send messages on behalf

of a group.

41 For example, it would be possible to create a SenderGroup called "IT" that contains selected IT
experts from the company. Now each expert can send a message on behalf of this
SenderGroup. Only the name of the SenderGroup and not the name of the expert appears in

the recipients' inboxes.

Overview

The existing SenderGroups are displayed in a table. In the mobile view, this is shrunk accordingly and both vertical
and as horizontal scrolling is required.

Desktop: Mobile:

BE) Mssgport Inbox sent Wiite Configure ﬁ:@ M
ssgPort

Configuration Configuration

< Templates Sender Groups >

Descrpton No.of Princpals

i This SenderGroup should only be used to publish information conceming current IT-problems 3

[« ]
[ o ]

General Information “This SenderGroup should only be used to publish general information 5

This
SenderGroup
should only
be used to
T publish 3 l
information
concerning
current IT-
problems

This
SenderGroup
shottid-oniy

= SenderGroup



Extended information

When a row in the table is clicked, it expands. In the expanded field all users / groups are displayed that are

members of this SenderGroup.

BIE) MssgPort Inbox. Sent Write Configure D -
8:@ MssgPort =
Configuration : 3 .
Configuration
Audiences Templates Sen
< Templates Sender Groups >
2
Search. ?
- No.of
Name Description
Principals
DE USET 10
HR 4 4
publish
o information
[} ININS@M365x284254 OnMicrosoftcom User gonceiming
HR
1l {salahL@M365x284264 OnMicrosoft.com User
[+ ] Johannal @M365x284284 OnMicrosoft.com User ;
Name
r JonS@MSs5284264 Ot com user
\?}, IvinS@M365x284284.OnMicrosoft.cc
Genera ormaton s SenderGroup shoudany e used o publsh general nforation s A [ o ]

‘ [ IsaiahL@M365x284284. OnMicrosoft.

+ SenderGroup

Sort

The table can be sorted by each table header. Click once to sort in ascending order, double click to sort in

descending order and triple click to sort no more.

Filter

The input field at the top (left) of the table allows a full text search of all visible values of a SenderGroup. This way

®* Name
® Description
® Number of Principals

will be searched after the input. The displayed output then contains only the elements that meet the criteria.



Desktop: Mobile:

MssgPort Inbox Sent Write Configure e
0B Mssgpor B8 MssgPort =
Configurati : :
SILERICIE Configuration
e o
< Templates Sender Groups >
e .
m x 7

Name  Description

This
SenderGroup
should enly

be used to
IT publish 3
information
concerning
current IT-

problems

-+ SenderGroup

Edit
A SenderGroup can be edited by clicking on the pencil . A dialog opens, which is similar to the dialog when

creating a SenderGroup.

Delete

A SenderGroup can be deleted by clicking on the recycle bin at the right edge of a table row and then
confirming (click again).

Desktop: Mobile:

BE) Mssgport Inbox Sent write Configure =
S MssgPort =
Configuration : 2
Configuration
o Tempiotes Servisr Groume
< Templates Sender Groups >
2
Search 3
" This SenderGroup should anly be used fo publish information concerning curent IT-problems 3
R This SenderGroup should only be used {0 puslisn inermation conceming HR 4
Generai Information This SenderGroup should only be used fo pudlish generalincrmation s s
ly
o
n
g
B
roup
v

-+ SenderGroup

+ SenderGroup



Create

To create a SenderGroup, click on the button + sendercroup to open the following dialog.

Desktop: Mobile:

SenderGroup

Name

SenderGroup

Description

Discard Create SenderGroup

Here you can insert content for the fields

* Name
® Description

to make the SenderGroup identifiable and explain its use. A name can only be assigned once.

Members

A SenderGroup always has a set (number > 1) of members. These can be AAD (Azure Active Directory) users directly,
or AAD groups. When a group is added, all members of that AAD group are automatically members of the

SenderGroup.

The user/Group field is an autocomplete field that searches and filters the list of all users / groups in the AAD
when at least two letters are entered. Only those users and groups whose email address contains the filter entered
will be displayed.



SenderGroup

"

Description

User / Gross
add

@ AdeleV@M365x284284 OnMicrosoft com

Mobile:

SenderGroup

Name
T

Description
This SenderGroup should only be used
to publish information concerning
current IT-problems

User / Group
ade

. AdeleV@M365x2842 8r

wIscara

To add a user or a group, the corresponding e-mail address is selected and added to the SenderGroup by clicking
the + button. Below the input field a table shows all users and groups already added.

Desktop: Mobile:

SenderGroup

Name

m

SenderGroup
Description

This SenderGroup should enly be used
to publish informatien concerning
current IT-problems

User / Group °

AdeleV@M365x284284.0nMicrosoft.com

‘20min@M365x284284.0nmicrosoft.com

‘ AdeleV@M365x284284.0r

© T

admin@M365x284284.onn

Discard Create SenderGroup

A user or group can be removed from the SenderGroup by clicking on the red recycle bin on the right side of the
table.

Save

Once all the information for the new SenderGroup has been entered, it is saved by clicking on create

SenderGroup .



