Sola Salon Studios - Setting Up Business
Hours in SalesMsg

Set clear expectations with your Contacts by configuring your business hours in SalesMsg.
Doing this will allow anyone that contacts you outside of your working hours to receive a
message letting them know you are away from your phone and will get back with them later.
This guide will show you how to set up business hours and configure your message.
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# Go to SalesMsg 11 Steps

o NOTE: Business hours are set per inbox, not per user. All users assigned to the inbox will
follow the same schedule.

STEP 1

Click on your Profile in the bottom of the left-hand navigation

WY You missed a call

7 @ Erika J Calloway 2mo
i Yes, | would love to hear about ...

“ Jamaia Smith 3mo
Before we call i jus wanted to a...

+1 303 569 7551 Amo
You missed a call
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https://app.salesmessage.com/conversations/72470030?onload=

STEP 2
Click on Settings

m @ Alan VOukK-solavonnect Tw

b Hey - this is a test message...

3w
@ Hannah Munoz
® Admin
© Setas away 2mo
© Sola Prod Demo >
7 2mo
) Credits 409
Upgrade
3mo ® SMS

Get 2 months free! o

Write a message...

§° ONO®+ 8

£ Settings

O © 4 g

(> Log out

STEP 3

Click on Inboxes

Q Settings

Personal Settings

r. Workspace Profile E-Mail Password

+
+ £ General

2 Members Profile Picture
’/1 Upload a photo
& Inboxes Up to 6MB jpg, png, or gif
]
. Numbers Role
m B Teams
First Name
% App Marketplace Your first name.
@ Compliance
Last Name
@ Plan & Billing Your last name.
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https://app.salesmessage.com/settings/personal/settings/profile

STEP 4

Click on the Inbox you'd like to set up Business Hours for

All Inboxes Group Inboxes

NAME OWNER

Sola Salons HQ

Leasing Demo
(ops)

STEP 5

Click on Settings

€ Back to Inboxes

Leasing Demo

Members Numbers Calling Settings

Sola Salons HQ (ops)
ops@solasalonstudios.com

SS

Shannon Cooke

shannon.cooke@solasalonstudios.com

SC
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STEP 6

Scroll until you get to the Business Hours section

STEP 7

SR T X ]

~

Qai.g

7 Connect Salesmsg with HubSpot, automate follow-ups, and boost responses - step by step. WATCH THE TRAINING NOW

Settings

Workspace

& General

2 Members

& Inboxes

% Numbers

B Teams

# App Marketplace
© compliance

& Plan & Billing

Product

@ Tags

Custom Fields

& URL Shortener

© Website Chat Widget

2 Quick links New

@ Media library

Salesmsg needs your permission to enable desktop nof

(2]

Business Hours

Using this form you can configure your Business Hours. Outside of the configured hours of operation, if a contact

messages your number, we will automatically send them your Out of Office message.

Status

Turn business hours on or off.

Timezone

The timezone your business operates in.

Business Days

The days of the week business hours

should be used

Business Hours

The hours your business is open each

day.

[ on @}

UTC -06:00 Denver

sun

Mo

9:00am

9:00am

9:00am

9:00am

~ to  900pm ~

- to 9:00pm ¥

- to 9:00pm ¥

> to 9:00pm ~

Click the Status toggle on to turn Business Hours On
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+” Connect Salesmsg with HubSpot, automate follow-ups, and boost responses - step by step. WATCH THE TRAINING NOW

Settings

Workspace

B General

2 Members

& Inboxes

. Numbers

B Teams

% App Marketplace
© Compliance

& Plan & Billing

Product

@ Tags

Custom Fields

& URL Shortener

© Website Chat Widget

(7 Quick links New

& Media library

Salesmsg needs your permission to enable desktop notifications.

Using this form you can configure your Business Hours. Outside of the configured hours of operation, if a contact

messages your number, we will automatically send them your Out of Office message.

Status
Turn business hours on or off.

Timezone

The timezone your business operates in

Business Days

The days of the week business hours

should be used

Business Hours

The hours your business is open each

day.
Qut of Office Message
Thic mancame will b b ie cant bn

o @)

UTC -06:00 Denver hd

S Mon Tue Wed Thu F Sat

9:00am

9:00am

9:00am

9:00am

v to 9:00pm ¥

v to 9:00pm -

v to 9:00pm ¥

¥ to  9:00pm ¥

v to 9:00pm ¥

& ees 1/98

50f 8



STEP 8

Choose your time zone and days you want to have Business Hours

ymatically send them your Out of Office message.

| o @)

UTC -06:00 Denver v

I Mon Tue Wed Thu Fri EEE)

Mon 9:00am *¥ to 9:00pm ¥

STEP 9

Update your Business Hours per day

i B

Business Days

The days of the week business hours L Mon Tue Wed Thu Fri JEEN

should be used.

Business Hours Sun

The hours your business is open each

day: Mon 9:00am ¥ to 9:00pm
Tue 9:00am ~ to 9:00pm ¥
Wed 9:00am ¥ to 9:00pm ¥
Thu 9:00am ¥ to 9:00pm ¥
Fri 9:00am ~ to 9:00pm ¥
Sat

Out of Office Message B @ © & oo 1798

This message will be what is sent to

contacts outside of your business hours. We are away. we will contact you during

normal business hours.

LIFT =

Enablement

6 of 8



STEP 10

Update your Message that will automatically be sent to the Contact if they
contact you after Business Hours

Fri 9:00am ¥ to 9:00pm ¥

B @ © & oo 1/98

Jurs. We are away. we will contact you during
normal business hours.

STEP 11

Click on Save Business Hours

Out of Office Message
nce
This message will be what is sent to

illing contacts outside of your business hours.

Save Business Hours
Fields

irtener

Chat Widget Inbox Management

ks New To remove this inbox please contact Customer Supyg
rary
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