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Photon’s Broadcast Message allows multiple users 
to be reached for communicating important information, such as 
system outages and shift coverage needs. 

users can create customized distribution lists in 
addition to choosing which communication method (

-call, push) to fit their specific needs.





3 ways to send a broadcast message:



Send Broadcast Message is 
located under the 
Administration label on the 
left for users with Broadcast 
Message permission. 

(System Administrators are 
responsible for allocating 
these permissions to each 
role)





Broadcast groups:
• Telemetry RNs
• Medical / Surgical RNs
• Intensive Care RNs

Sub groups (Distributions) under 
each to further define the shifts:
• Days
• Nights

To add a new Group click on Add 
Group



Surgical RNs



Surgical RNs is now added as a 
Group

To Add a Manager or Sub-group 
(Distribution) click on the Group



Managers are assigned to 
groups to which they can 
broadcast message. In this 
example Scott Christianson is 
the manager for Surgical RNs

The broadcaster can be 
more specific on who they 
want to broadcast to by 
creating Distributions
(subgroups)



In this example I have created a 
Distribution list called Days. I 
have also inserted a default 
message so that all that needs to 
be added is the date

Then Click Save 

**Remember: that you need to 
add the date to the Default 
message or it will be sent out 
with no date.**



A green pop-up will appear stating 
that it has been successfully created.



As seen in this slide the day shift has 
been added for Surgical RNs

The next step is to add Users to the 
appropriate distribution list. In this 
example click on days and it will bring 
you to the screen to add users 



The next screen will bring you to 
Surgical RNs Day shift

To add users to Surgical RNs 
Days, click  on Add Users



This is the pop-up that will occur 
after clicking on Add Users.

In the search by Name or specialty, 
start to type the name of the 
individual being added to the 
Surgical RN’s distribution list



* You have to type at least 3 letters 
before names will start to appear.*

Click in the name you want to choose



More than one individual can 
be added to this screen. 

After you have clicked on the 
individual below text box they 
will appear in the left column. 

You can now search for the 
next name. 

Once all the individuals appear 
on the left column then click 
save at the bottom of the pop-
up.



In this example I added 3 
individuals to the Surgical 
RN’s day shift distribution list

These individuals can be 
removed simply by clicking on 
Remove under the Action tab.



To manage Broadcast Groups click 
on : 



To Send a message to a  
Broadcast Group click on : 



There are three types for 
Broadcast Message. They are 
circled in this slide.

Distribution List is will be 
discussed in the following 
slides (used most often).

Network Location Users only a 
limited few will have access to 
this option. This option will 
send a message to all users at 
a facility that have access to 
Photon.

Schedule Group Users are 
those identified as the 
Managers of a schedule group. 
This individual will be able to 
send out a Broadcast message 
to that specific Group of users.

SENDING A BROADCAST MESSAGE (3 ways)



The most commonly used 
broadcast message option 
is the Distribution List, 
shown beneath ‘Send New 
Broadcast’



Broadcasting by schedule 
group.

In order for an individual to 
broadcast to that group, 
they need to be a 
Broadcast Manager for 
that On-Call group



Once you choose the 
Distribution List, click on the 
option arrows to choose a 
broadcast group you want to 
send a message to

Then the created groups will 
appear (see grey box). In this 
example Telemetry RNs for 
day shift have been chosen, 
identified by the check next 
to group.



The next Step is to choose how 
you want to notify them, options 
are:
• Email
• Robo Call
• Text
• Push Notification
• Schedule a time to send

In this option I choose 3 ways
Robo Call
Text message 
Push Notification

Type the text message here



To send out a Broadcast 
message at a certain time 

Click on the route to be 
delivered, in this example Text 
was chosen. Then Schedule 
needs to be clicked on to bring 
up the Schedule date and Time.

In this field you can enter the 
date and time you want the 
message to be sent.

When Ready Click



Depending on which type of 
Broadcast message has been done, 
one of them will appear in one of 
these statuses:
Queued (waiting on a time to send)
Processing (sending message)
Processed (sent message)




