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bluChat Introduction

bluChat is a powerful team chat tool that helps NetSuite organizations remove communication
silos and accelerate decision-making. By bringing real-time collaboration into the system where
work happens, bluChat helps companies collaborate better and faster, both internally and with
their partners and customers.

As the only native NetSuite team collaboration tool, bluChat ties side conversations to the
records where they belong, keeping context visible and available to all users. Team members
collaborate directly on any writable record, including customers, projects, invoices, and custom
records. By keeping conversations on the record, all team members can stay in the loop without
switching between systems to hunt down conversations.

bluChat uniquely leverages NetSuite's single-source-of-truth database by automatically saving
on-record chats directly to the relevant NetSuite record. Maintain a complete, searchable
history of business discussions under the appropriate Communications tab (User Notes) for
later search and audit.

Additionally, bluChat offers channels, group chats, and direct messages that can replace
external chat tools. The user experience is familiar and intuitive, making it easy for teams to
learn and seamless to navigate. With both on-record and off-record conversations, bluChat
improves cross-departmental collaboration and visibility, supporting better accountability and
operational efficiency across departments.

Getting Started With bluChat

Once your company has installed and configured bluChat, bluChat users can set individualized
preferences.

Upon first use, you are prompted to accept the bluChat Terms and Conditions by entering your

name in a pop-up interface.

Important: All bluChat messages, even direct messages, can be searched and audited, and
therefore are not private.
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The bluChat Messages Page

The bluChat Messages page is your central hub for bluChat activity across NetSuite. From a
single interface, you can

b Review unread messages, manage follow-ups, and monitor watched chats, and work with
chats you starred.

b Create and use channels, groups, and direct messages that are not tied to specific
NetSuite records (if your company has enabled these options).

While you can also access any on-record bluChat directly from its related record, the Messages
page gives you one place to quickly find and work with the conversations that matter most to

you right now.

ORACLE « .,= Tillie Chapman
NetSuite b!uchat I:| 2 @ He.. £ Feedba... g bluChat SuiteApp - Administrator

\9 * ﬁ Activities Payments Transactions Lists Reports Analytics Documents Setup

bluChat More
Acme § I rated
ﬁ Tillie Chapman me Systems Incorpo
& Q 12 ™ H P &
a
~ Unread
No unread messages o Maddox Romero Working il
o  7/10/2025,201pm
v Follow-ups @ Spoke with customer regarding upcoming renewal. They expressed concern about pricing changes and
M Sales Team o requested to be notified prior to rate adjustment. Also mentioned they were satisfied with current
service but are exploring other options as a precaution. Follow-up scheduled for next month.
Accountin,
- e <] o
+ Watching 4+ Reply

A Laditka and Ceppetelli Publis...

ﬁ Tillie Chapman Running on coffee i

A Acme Systems Incorporated 6/29/2026,2:22 pm
-

A Brewers Retail

A Cheese Factory

> Starred .
- s
> Channels £} o construction-progress.png
Materials were delivered to the site today.
> Groups £ € o @
« Direct Messages () [+ ) (F ]

@ Samantha Blackwell

@ Alicia Smith

@ Maddox Romero
@ Mary Rich
Write a message..
@ Ariella Henry, Maddox R... )
v

B I & ¢ = E »v @ a @oe¢edqa

@ Unread @ Follow-up
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Opening the bluChat Messages Page

To open the bluChat Messages page in your browser, go to Activities > bluChat > bluChat
Messages.

Using the Sidebar

Use the sidebar of the bluChat Messages page to review bluChat activity.

Reviewing Chats ﬁ Tillie Chapman
The sections in the sidebar help you organize your chats so you « Unread
can quickly and easily find your most important conversations. No unread messages

~ Follow-ups €}
Some sections, such as Unread, appear even when they are empty. M Sales Team P
Other sections, including Follow-ups, Watching, and Starred, do M Accounting o
not appear on the bluChat messages page unless they contain at atchs

~ Watching

least one chat.
A Laditka and Ceppetelli Publis...

Review unread messages | A Acme Systems Incorporated
The Unread section lists every on-record chat that has a message | & Brewers retail
you are tagged in and have not read yet. Selecting a chatin the A Cheese Factory
sidebar opens that conversation in the main window. , Channels ) °
To mark a message as read, click the envelope icon in the top-left | > Groups @ @ o
corner of the unread message. - Direct Messages € o
: e . 5 ha Blackwell
Setting your browser to allow notifications from the page allows @ Samantha Sacive
you to receive browser or desktop pop-up notifications for @ Alica Smith
mentions when you are not actively using the bluChat Messages ® Maddax Romer
page. @ Mary Rich
@ Maddox Romero
bluChat More @ Maddox Romero
ﬂ Tillie Chapman ‘Academy Vision Science Clinic @ A‘l ex Wolfe
&4 B e %
a Unread @ Follow-up
~ Unread
| @ Academy Vision Science Clinic F@H ’7‘;22222:!?:"\ unning on coffee il
Tillie Chapman What is our current status?
> Follow-ups € =] :)
~ Watching * Reply
A Laditka and Ceppetelli Publis....
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Review follow-ups
The Follow-ups section lists every chat that has a message you flagged to come back to later.
Selecting a chat in the sidebar opens that conversation in the main window.

Chats remain in this section until you remove the follow-up flag from the message in the chat.

bluChat More
A nti
ﬁ Tillie Chapman ceounting
w & Q 1 % B @ Amembers &
~ Unread
® Academy Vision Science Clinic Samantha Blackwell a D
6/17/2026,3:25 pm
« Follow-ups € (@Alex Wolfe How so0on can we get payroll completed this week? g8
M Sales Team [1] Q
| M Accounting )
4 Reply
~ Watching

Review watched chats
The Watching section lists every on-record chat you have decided to watch.

Note: Find the chats you starred that do not live on a NetSuite record (channels, groups,
and direct messages) in the Starred section.

Watched chats are chats you star on a NetSuite record. Watching a chat provides an easy way
for you to save an important chat for easy access later, without needing to open the record.
Selecting a chat in the sidebar opens that conversation in the main window.

Your watched chats appear in this section even if you are not tagged and have no unread
messages in them. They appear in this section until you unwatch them (remove the star), which
can only be done on the NetSuite record.

bluChat More
- Acme Systems Incorporated
ﬁ Tillie Chapman s
£ Q 1 ,E ek
> Unread
.. Maddox Romero Working il
> Follow-ups €) 9  7/10/2025,2:01pm
B Spoke with customer regarding upcoming renewal. They expressed concern about pricing changes and
~ Watching requested to be notified prior to rate adjustment. Also mentioned they were satisfied with current
A Laditka and Ceppetelli Publishin. service but are exploring other aptions as a precaution. Follow-up scheduled for next month.
A Acme Systems Incorporated ©
 Reply
A Brewers Retail
A Cheese Factory B Tillie Chapman Running on coffee g
5 022 o _
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Review starred chats
The Starred section lists every off-record chat you have starred.

Note: On-record chats appear in the Watching section.

Starred chats are channels, groups, and direct messages that you want to pay close attention to.
Starring an off-record chat is helpful if you have long lists of channels, groups, and direct
messages, and you don't want to search through your lists to find the chats that are most
important to you right now.

Your starred chats appear in this section even if you are not tagged and have no unread
messages in them. They appear in this section until you remove the star.

bluChat More
- antha Blackwell
ﬂ Tillie Chapman
w Q T Wy B @ 2members Sy

> Unread o

Tillie Chapman Running on coffee @
> Follow-ups o 9 7/9/2026, 3:29 pm - )

Did you have an issue compiling sales stats this week?
> Watching

®
v Starred - Reply
Samantha Blackwell
5 Channels o

If your company has enabled channels, the Channels section shows the channels you belong to.
Selecting a chat in the sidebar opens that conversation in the main window.

Channels are public, off-record chat streams that any internal company user can search for and
join. These chats do not belong to a specific NetSuite record. For more information, see
"Working With Channels" on page 76.

bluChat More
- bluChat Life
ﬁ Tillie Chapman
o & § Q 1 M B © 4members S
> Unread -
Mary Rich On vacation (g
> Follow-ups € g 10/14/2021, 12:27 pm
> Watching
~ Channels [+]
# bluChatLife
# Sales seq-g56b055cdd_640.jpg
I had a lovely weekend out at the coast!
# Team © '(aj‘
> Groups
ps © © © Tillie Chapman Running ancoffee g
5 ﬁ 10/14/2021, 12:28 pm :
> Direct Messages ) [+]
How gorgeous!
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Review or add groups
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If your company has enabled groups, the Groups section shows the groups you belong to.
Selecting a chat in the sidebar opens that conversation in the main window.

Groups are two or more internal company users in a closed, off-record conversation that can
be named. These chats do not belong to a specific NetSuite record. For more information, see

"Working With Groups" on page 88.

bluChat
A .
ﬁ Tillie Chapman ccounting
woa Q 1
> Unread
Samantha Blackwell
> Follow-ups € 3 6/17/2026, 3:25 pm

@Alex Wolfe How soon can we get payroll completed this week? @i

@

> Watching

> Channels

More

B ® 4members 2

& Q

~ Groups ) © “ Reply

@ Accounting

@ Sales Team

coepe0 ©

> Direct Messages ()

Review or add direct messages

If your company has enabled direct messages, the Direct Messages section shows the direct
messages you have participated in. Selecting a chat in the sidebar opens that conversation in

the main window.

Direct messages are one-to-one, off-record conversations between two internal company
users. These chats do not belong to a specific NetSuite record. For more information, see

"Working With Direct Messages" on page 97.

bluChat

ﬂ Tillie Chapman

> Unread

Ariefla Henry

v W

Q 1,

Tillie Chapman
> Follow-ups o 10/14/2021,12:17 pm

> Watching I have all my materials prepared for the presentation, is there anything |

Running on coffee

More

B © 2Zmembers 2n

ffe

can help you with? &

> Channels [ @
> Groups €) @ [+]  Reply
~ Direct Messages () [+]

@ Samantha Blackwell

@ AriellaHenry

@ Ariella Henry, Maddox Rom... @
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Expanding and Collapsing Sections

To reduce clutter, you can collapse any section you don't need to see right now. Click a section
header to expand or collapse the section.

v Channels o  Expanded sections show the chats that belong to that

# Testing Channel section.

> Groups o o Collapsed sections hide the chats that belong to that
section.

bluChat remembers your collapsed and expanded sections the next time you open the
messages page.

Using Badges

When you have unread or follow-up messages in a specific
chat, the chat includes a badge that shows the number of
unread or follow-up messages.

« Groups &) ©
@ Accounting

@ Sales Team

0 00°

The color legend below the sidebar identifies what each

(@ Leadership Team
badge color means.

Unread @ Follow-up

Each section header also includes badges that show the total

number of unread or follow-up messages within the chats in
that section. This allows you to easily identify which chats have messages to review, even when
the section is collapsed.

Opening a Record From its Chat

While reviewing an on-record chat on the bluChat messages page, use the External Link icon to
quickly open the record associated with the chat. The record opens in a new browser tab.

bluChat More
- ms Incorporated
ﬂ Tillie Chapman
e A mE e %
 Unread &
= Maddox Romero riing
® Academy Vision Science Clinic :&' 741072025, 2:01 pm working i@
Follow-ups € Spoke with customer regarding upcoming renewal. They expressed concern about pricing changes and

o -

P requested to be notified prior to rate adjustment. Also mentioned they were satisfied with current

10
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bluChat Dashboard Portlets

bluChat provides dashboard Portlets that provide access to bluChat messages from a
centralized location on your NetSuite dashboard.

The bluChat Messages Portlet

The bluChat Messages Portlet allows you to access and use the bluChat messages page without
leaving your dashboard.

orecLe ®* :,= Tillie Chapman
3 syl
NetSuite b!uChat | Q + @ Help € Feedback 0% biuchat suiteApp - Administrator
\9 * /ﬁ\ Activities Payments Transactions Lists Reports Analytics Documents Setup Customization <Commerce Support Fixed Assets
Home Viewing: Portlet date settings - Personalize + Layout o
Reminders What's new in the Suite
I————————————————————————————————————————
Top 5 ltems By Qty Sold | bluChat :
this fiscal quarter - : 1
1 Accountiog I
No data available for this portlet. 1 a Tillie Chapman . . . 1
1 w oA Q t: W B © 4membes 2
a
1 + Unread Samantha Blackwell Working from home @ & :
Quick Search 1 No unread messages ﬁ 7/10/2026,10:34 am
All sett @ Go ahead! 1
1 « Follow-ups € & I
SEARCH
1 M Acme Systems Incorporated ) 1
“ Re
eepmcron : B Seles Team ) . 1
Name/lD 1 | M Accounting (:] Samantha Blackwell Working from home ¢ ;
m I Watchi 7/10/2026, 10:34 am I
I v Watching € Who s sending the reminder email this week? 1
Laditka and Ceppetelli Publis....
1 ®
Acme Systems Incorporated . 1
& ¢ Record 1 ysi P new
ecent Records
1 A Brewers Retail 4 Reply :
Customer v
§ 3 Cheese Fatory : A Cheese Factory :
Customer
3 Starred Write a message.
L Laditka and Ceppetelli Publishing Hol 1 o :
Task 1
« Channels o v - =
% Guidaboni Publishing Leasing: Resp. 1 B I S «» = = 9 @ 8 @O ¢4 1
Employee @ Unread @ Follow-up I
Tilie Chapman 1 i
M

Adding the Portlet to a Dashboard

To add the bluChat Messages Portlet to a dashboard, follow these steps:

1. Go to the dashboard page where you want to add the Portlet.

2. Click the Personalize link in the top-right corner of the page.

Kadie Estrada
o Fel Feedback g
-l-H M e lp e sednse M7 oo Seesw o FB - Sales Manager

Viewing: Portlet date settings + Personalize @ Layout

1
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3. On the left menu, click the SuiteApps link.

4. Drag and drop the bluChat Messages Portlet onto the dashboard.

Home
Personalize Dashboard

Standard Content

Subsidiary Navigator

SuiteApps L4

(o]

%o
Currently Used bluChat Messages

0

bluChat Messages

Reminders

2

Click or drag and drop to add fo dashboard.
biuChat Messages portiets remaining: 1

Once you have completed these steps, the bluChat Messages Portlet is available on your
dashboard.

Note: While the bluChat Messages dashboard Portlet is available to most users after
installation and setup, there are a few instances in which some users cannot add or move
dashboard Portlets. If you encounter this situation, see Enabling the bluChat Messages
Portlet for Some User Roles for more information.

12


../../../../../Content/bluChat/bluChatUserGuide/EnablingbluChatMessagesPortletForSomeUserRoles.htm
../../../../../Content/bluChat/bluChatUserGuide/EnablingbluChatMessagesPortletForSomeUserRoles.htm

Getting Started With bluChat W,

AW

S BluAbundance

The bluChat Messages Sent to Me Portlet

The bluChat Messages Sent to Me Portlet allows you to review the most recent 30 days of
bluChat messages on your dashboard. This Portlet can help you make sure you don't miss any
messages, and streamline your daily work.

If you want your Portlet to show a different period of time, or use other criteria to determine
which messages appear, your company NetSuite administrator can create a custom copy of the
Portlet for your company.

bluChat Messages Sent to Me & C
TOTAL: 5
Edit | View Message DataTima™  From Massage Mantizns Lis Formula (HTML) View Email 15 Reply
w 5 @ i'o-:d” NIIZSEST e epmid E— :-:ian'e Us-1001
[} & ® iopzs-’lc.-‘s] {Lb=-i ;.E:;.E; @0avid Smith Flease jain us in this growp session David Smith @David Smith Wiaw No
o EANO] i?fs”c"” REELRS ;‘f:;:e‘lr @David Smith Count this ana David Smith i':i"”" il View Yes
@ ¢ @ 2oEINES - enneh @David Smith testing mantion count David Smith it View Yas
v g @ aff faE T ;f:s:m @David Smith testing mention count David Srmith E;fi"'”"us'”‘"""' view Yes
. s ® 22—;3.1.:_.-;‘ tamsz ;\:T:u'ﬂr::u:;m“h @Michael Galichenka @Joe Cool BCtag, :’|;I.I::._;.L..o|..|~.1i'.--¢=| :_Il:. Qus-1001 . .

Adding the Portlet to a Dashboard

To add the bluChat Messages Sent to Me Portlet to your dashboard, follow these steps:

1. Navigate to the dashboard page where you want to add the Portlet.
2. Click the Personalize dropdown menu in the top left corner of the dashboard.

3. Onthe Personalize Dashboard window, under Standard Content, click the Custom
Search button. A blank custom search Portlet appears on your dashboard.

Viewing: H Personalize « Layout =

Home

Personalize Dashboard
standard Content 4
== R
= =4 ~
Calendar Custom Porti Custom Search @ KPI Meter KPI Scorecard
SuiteApps 4 >
Custom Search
The results of a custom search .
. Click or drag and drop to add fo dashboard. .
Currently Used RSS/Atom Feed Recent Records Castomn Seerch portits rormining. 4 SMT Links

13
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4. Onthe blank Custom Search Portlet, click the triple-dot menu, and select Set Up. The
Custom Search window opens.

Custom Search P &

Set Up

Portlet not set up

Please choose a saved search by using "Set Up"” from the menu above. Remove

5. From the Search dropdown list, select bluChat Messages Sent to Me, or the name of your
custom bluChat Portlet, if applicable.

6. Click Save. The blank Custom Search Portlet is updated to display the Portlet content
you've chosen.

14
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Reviewing bluChat Notifications

bluChat includes a floating icon on all scriptable records, providing easy access to bluChat and
clear visibility into unread mentions.

You can move this icon around, and it will stay wherever you put it on the page. You can also
use the +/- button to collapse or expand the icon, and it will remain the size you set it to until
you change it again.

Netsute  bluChat*® |
T

/ﬂ\ Activities Payments Transactions Lists Reports Analytics Documents

2 Customer a @ @
Laditka and Ceppetelli Publishing Holding Corp.
Back Accept Payment E _D Actions

CUSTOMER ID ADDRESS
Laditka and Ceppetelli Publishing Holding Corp. Laditka and Ceppetelli Publishing Holding Corp.
3966 Boulder Avenue

San Francisco, CA 94126 Map

TYPE

Company

STATUS
CUSTOMER-Closed Won

When you have unread messages, the number of unread messages appears in a notification
badge on top of the icon.

2. Customer a @ ®

Acme Systems Incorporated

Clicking the notification icon opens the bluChat Messages page in a new tab, where you user
can review any unread messages.

Note: Badge notifications appear only on scriptable records and do not appear on
dashboard or list pages.

You can dismiss the bluChat icon for your current session by clicking the x button. If you dismiss

theicon, it disappears from the current page session only. It reappears if new messages arrive
while you are on the page.

15
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Customizing Your User Profile

Each bluChat user can create a bluChat user profile, which allows you to save a unique profile
picture and personal preferences. In the chat stream, clicking your profile picture or another
user's profile picture displays the user profile.

To create or update your profile, follow these steps.

1. Atthe top of any bluChat window, click the Personal Settings icon. The Profile window

opens.

2
Acme Systems Incorporated
Q 1=

.. Maddox Romero
&  7/10/2025 2:01pm
L~ L itk

Edit your profile

@ 2 Ok A R v

B ——
Working  fgh 0

1 Th

2. Inthe Profile window, click the Edit Profile button. The window changes to Edit mode.

3. Inedit mode, use the following options to customize your profile.

Profile

Full name

Set from your NetSuite record

Alias
Tillie Chapman

Mobile Phone

.
—

SMS OPT-IN
Status

Running on coffee

Bio

Show "User Title" in mentioned list

Show user type in mentioned list

Disable e-mail notifications

Remove Avatar

16
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Field Details

To upload or change your avatar, click the large Person icon or your
current profile picture. Use the browser window to select a new profile

Avatar . :
picture to use. It may take a minute for your new avatar to load and
appear throughout bluChat.
Your name populates from your NetSuite user record and cannot be
Full Name

changed.

Your alias is an alternative display name. If you set an alias and your
Alias company allows it to be used as your display name, your alias replaces
your Full Name on all your bluChat messages.

If your company uses bluChat+SMS, this is the phone number where
. ou receive SMS text message natifications, in addition to the
[SMS] | Mobile Phone | V1> FEXEMESSAg .
standard email notification, when you are tagged in a chat. You must
also optin to receive text messages.

If your company uses bluChat+SMS and you are an internal company
user, you can receive SMS text message notifications, in addition to
the standard email notification, when you are tagged in a chat. To opt

SMS] | SMS Opt-In in to receive SMS message notifications, mark this checkbox. You must
also enter a valid Mobile Phone number.

For more details about how SMS messaging works when you opt in,
see"SMS Notifications and Usage (Internal Users Only)" on page 65.

Your status allows you to update other bluChat users on your office
hours, upcoming vacation time, or any other relevant information
pertaining to your work status. Follow your company guidelines for
the status you choose to set.

Status

17
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Field Details

==y
Samantha Blackwell Working from home
7/10/2026, 10:50 am [r——
= - o
- jd-Out-Services. jpg
rior framing and drywall installation on the first floor.
)
o ———
3 Mary Rich I onvecation )
7/14/2026,4:04 pm [ —-'
Looks great! Is the customer happy so far?
(@]
o —
a Tillie Chapman | Running on coffee iy
7/15/2026,1:17 pm T L Tl
I spoke with Nan yesterday, and she's very Satisfied with the progress!
@]

Bio

Your bio allows you to share information about yourself or your job
with other bluChat users. Follow your company guidelines to post a
brief bio statement explaining to other users who you are and what
you do. This bio is visible when other users click your avatar to view

your profile.

Show "User
Title" in
mentioned list

Include a user's Job Title from their Employee record in the mentions
list when you search for users to tag. This option can help you find the
correct person to tag, particularly if you have more than one contact

with the same name.

oy rC oG
Sales Rep - West
Employee

Peter Georgakoulias
* AR Clerk
Employee

ScottB

President,/CEQ

On Vacation till 7/3/2023
Employee

David Belavich
Inspection
Employee

Randy Unger
CFO
Employee

E

Show user

Include user types in the mentions list when you search for users to
tag. The user search lists the entity type of each bluChat user.

18
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Field Details

This option can help you find the correct person to tag, particularly if
you have more than one contact with the same name.

A Samantha Blackwell X
Venaor Winelsinon ;.,.M:Dme a

Noah Ark tomer call. Can you
Vendor

Quin Press

Partner
L ]

type in Tony Jones ||

Employee I

mentlonEd I|St Tony Jones || rome i 0

Fartner
tes when you are

Tony Jones I
Customer

Tony Jones

Contoct I v
‘Joanne Miller v

@
B I &< iEE »n @ & @©Q ¢ =4

Disable e-mail | If you don't want to receive bluChat email notifications from the
notifications | system, mark this checkbox.

Determine how you want to be notified when someone replies in a
thread you are a part of.

Reply
notifications e Off - Do not receive notifications

* In-App Only - Receive an in-app notification only
* In-App + Email - Receive an in-app notification and email

4. Use the following settings to customize your bluChat preferences.

19
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Color theme
Redwood (red)

Formatting buttons
Choose which formatting controls appear in the message toolbar.

Bold Italic Strikethrough Code Bullet list

Numbered list Quote Link

Display size
Scales the whole chat interface — text, spading, and icons.

Default o]

Send messages with
How to send: plain Enter, or Ctrl/Cmd-Enter (Enter makes a new line).

Enter v

Show avatars in messages
Mark mentions read when | open a channel
Desktop netification when I'm mentioned
Show the floating unread badge on NetSuite record pages

Chat window on records
How the on-record chat window starts when you open a record.

Always minimized t

Details
Choose your preferred accent color for bluChat interface elements.
e Redwood (red) o Teal
o NetSuite Blue o Slate
Atherton Grocery
Q 1t @& © % A Teal
-' :ﬁsgﬂi‘:g?iﬁr TSRS ST T (P Redwood
COIOr theme ihe:::(}rand Opening Cheese Factory
@
A Reeerne @
G(;m ng lots of wark done before the storms hit! Still pretty nice weather. '
, Choose which formatting buttons you want to have available below
Formatting )
buttons your bluChat message composer. You can save visual space by
removing any buttons you do not plan to use for formatting your

20
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Setting Details

messages.
* Bold o Bullet list
* |talic e Numbered list
o Strikethrough * Quote
e Code e Link

Write a message...

B I S« i 9 @ 8 @ e @ :¢

i
A

Scale the whole bluChat interface, including text, spacing, and icons, to
make it easier for you to use and work with.

o Compact - Save space by making bluChat interface elements
smaller and more compact. This may be beneficial if you want to
size down the bluChat window to take up less space on record

pages.
 Default - The default scale is between Compact and Large.
 Large - Make bluChat messages and interface elements larger.

Large scaling may require you to size up the bluChat window to
use more space on record pages.

Display size W DlUAPPS| o 5 om omee u

O Y A Aciities Payments Transactions Lists Reports Analytics Documents Setup Customi

2, Customer @ @ ©  Guidaboni Publishing Leasing
Guidaboni Publishing Leasing arme e s v

0] ek | AcceptPayment | @& D) Actions

CUSTOMER 1D DDRESS

Guidabori Publishing Loasing Guidaboni Publishing Leasing
roet

FL32136 Map

TvPE
Company

WEie DUADPS | @ b ow owms w

7
D * p— - Guidaboni Publishing Leasing ‘

Q%@ ® &k & 20 v
2, Customer @ @ © ‘

Guidaboni Publishing Leasing a Samantha Blackwell  yiing fromhome @

7/10/2026, 9:59 am
ook | Recotroyment || 8 =

a Blackwell
- Aaminzstor

A Address Al

Respond to customer questions.
©
* Reply

Samantha Blackwell Working from home @
7/10/2026,9:59 am

Can you follow up on their questions by EOD?
9 L
arge

PH
i
(@78) 973.0218 oL v

NO. OF EMPLOYEES 23
Write a message.

4 ZUBSDIARY EmaL |

gchaxsmexapp NTaruc@nicepages com I B I S« i=E"® 4 @0 ¢ =4
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Setting Details

Choose whether you want to send messages from the message
composer by pressing

Send : ,
e Enter - Pressing Enter sends the message. Press Shift+Enter to
messages .
with create a new line.
e Ctrl/Cmd-Enter - Pressing Enter creates a new line. Press
Ctrl/Cmd-Enter to send the message.
Show or hide the profile pictures on chats.
x|
7
Guidaboni Publishing Leasing
n Q™D kAR
Show avata rs Samantha Blackwell Working from home [ ~
in messages 7/10/2026, 9:59 am '
;t_espcnd to customer guestions
®
4 Reply
bluChat with avatars hidden
Mark When you open a channel where someone mentioned you, those
mentions mentions are automatically marked as read and cleared from your
readwhen| | unread messages.
Openia If you want to keep mentions unread until you individually mark them
channel as read, turn this setting off.
Desktop When someone mentions you, your browser pops up a system

notification notification, even if the bluChat tab is not in focus.

when.I'm If you do not want system notifications for bluChat mentions, turn this
mentioned | setting off,

Show the A small, floating bluChat badge is available to include on NetSuite
floating record pages. This badge shows how many unread bluChat messages
unread you have and provides quick access to open the bluChat messages
badge on page. You can move this badge around and put it anywhere on the
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Setting Details
page.
If you do not want this badge to appear on record pages, turn this
NetSuite setting off.

record pages

L, Customer o @
Acme Systems Incorporated d

Determines how the bluChat conversation panel appears on NetSuite
record pages.

Chat window
on records  Always minimized

o Always open
» Remember last state

5. After completing your user profile, click the Save button.

Your profile picture, options, and settings now apply to your messages in bluChat.
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General Use of bluChat (On a Record)

bluChat on-record chats allow teams to discuss customers, projects, transactions, and custom
records directly on the record, eliminating the need to search across disconnected chat
applications. With conversations automatically tied to business records and preserved for future
reference, organizations gain stronger accountability, business continuity, and auditability while
improving cross-functional productivity.

Your company determines the records that include bluChat, as well as how the chat is available
when the record is open in View mode vs. £dit mode. Use bluChat on a record page from any
record where bluChat is deployed.

Upon first use, each user must accept the bluChat terms and conditions. When you are
prompted to accept the terms and conditions, enter your name into the popup interface.

Working With the bluChat Window

The bluChat window appears on any records where your company has chosen to deploy
bluChat.

Note: By default, the chat window remembers whether you last left it minimized or open. If
you would rather have it always start minimized or always start open, you can set this in
your profile. See "Customizing Your User Profile" on page 16.

Opening the Chat Window

To open the chat window, click the Expand button on the bluChat bubble in the bottom-right
corner of the page.

Information Einancial Address ACCESS Workflow Collections

PHONE SALES REP
3 (869) 482-0576
% FAX TERRITORY
{
i E-MAIL INITIAL LEAD SOURCE
<

y MGutches@callfreecenter.com October Newslatier
LANGUAGE .
% Laditka and Cepp ~
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Minimizing the Chat Window

To minimize the chat window, click the minimize chevron in the upper right corner of the chat

window.
ADDRESS T T I CUSTOMER 18 INACTIVE
Laditka and Ceppetelli Publishing Holding Corp PRIORITY
i 3966 Borss
3 SanFrar  Laditka and Ceppetelli Publishing Holding Co
Q 1= % B ~

E Tillie Chapman Running on coffee g

7/13/2026, 2:28 pm
(@Samantha Blackwell Gorgeous job on this report!
@]

+ Reply

Write a message..

B I S ¢ = 9 @ a ® e ¢ 4

P
i

IAnWW«.‘bﬂ’uAM*M’W —

Resizing the Chat Window

Note: bluChat remembers your sizing.

To resize the chat window, follow these steps.

1. Hover your mouse over the top left corner of the chat window until your cursor changes
to aresize arrow.

{/ADDRESS i T T T I CUSTOMER 15 INACTIVE
Laditka and Ceppef i i PRIORITY
3 3966 Bor Ny -

% SanFrar  Laditl li Publishing Holding Corp.

Q 1t B P kAL v

Tillie Chapman Running on coffee @
7/13/2026, 2:28 pm
(@Samantha Blackwell Gorgeous job on this report!
(

4 Reply

Write a message..

B I & <»iE =99 @ a @ o @é:

il
A

2. Click and hold.
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3. Drag the mouse until you reach the window size you want, then release.

TOMER 1D ADDRESS CUSTOMER IS INACTIVE
tka and Ceppetelli Publishing Holding Comp. Laditka and Ceppetelli Publishing Holding Corp. JE——
4
{ Laditka and Ceppetelli Publishing Holding Corp.
pany i
. Q 12 % & © & A& 2 v
TOME
Tillie Chapman Running on coffee |}
7/13/2026, 2228 pm
@Samantha Blackwell Gorgeous job on this report!
@
# Reply

Write a message..

B I S «»i= i 99 @ a @ Q¢ =4
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Sending bluChat Messages

Formatting Text in Chats

Format the text of messages by clicking the Bold, Italic, Strikethrough, and Code buttons.

You can use any combination of bold, italic, or strikethrough formatting. Click the </> button
to share code snippets in the chat stream.

o Maddox Romero Working g
- 7/17/2026, 10:13 am

Bold ltalic Strikethreugh

®
# Reply
Pon Maddox Romero Working i

.'! 7/17/2026, 10:15 am
Is anyone able to update the office Phone and Fax numbers?

@

* Reply

Write a message...

[ B B = B B
IB I S <pfE = » @ a4 @0 ¢ =4

Formatting Bulleted and Ordered Lists

To create a bulleted or ordered list within the chat stream, click on the respective button below
the text input box.

« Press Ctrl+Enter on your keyboard to create a new bullet or ordered list item for both
types of lists.

« Press Enter or click the Send button to post your list as a chat message.
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Note: To enter more text after the list, press Ctrl+Enter on your keyboard after your last list
item and click the List icon again.

5
Nan Gretter
Q 1 % B P & A % v
a
Alan Barker ABC, always be closing i
w, 7/14/2026, 4:42 pm

MNan is fiercely protective of her time, team, and budget and is tired
of contractors who overpromise and underdeliver. She has learned
to be wary of service companies:

+ They show up late

* They hit her with hidden fees

» They disrupt daily operations

A few tips | found useful for connecting:

1. She has a lot of family photos around her office, but DO NOT
ask about them. She doesn't like to talk to strangers about her
kids.

2. Keep casual talk local and specific. She hates generic small talk
about the weather but loves our local sports teams.

3. Respect workspace privacy and hold eye contact. She gets
annoyed by eyes wandering to her desk paperwork.

© (w1 v

‘ rNrite a message...

BI&d{EE;Els@? 48 e0¢6:=4
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Using Emajis

To use emajis in your chat messages, click the Emaji button below the text input box or use your
keyboard to type a colon (Shift + :). Select your emaji from the menu.

4
Nan Gretter
Nar. ~
®
* Reply
&
& 1
Working g
ﬁ-“i tada:
W heart:
& oy
= smile
Working ﬂ
W eyes
ne office phone and rFax numbers?
8 raised_hands:
ﬂ fire:
v

[ I T VAt N P .4

B I & < =i 9 @ a @0 ¢ =4
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Uploading Files to bluChat

You can upload files to share in bluChat. Uploaded files are tied to the NetSuite record where
the bluChat window appears.

Important: Any users who have access to the record can see the bluChat, along with any
files you upload. Use discretion when uploading any file.

bluChat provides several different methods you can use to upload and share files.

Uploading a File with the File Upload button

The bluChat window includes a File Upload button, which allows you to quickly attach a file from
your computer.

1. Click the File Upload button. The Open dialog box appears, allowing you to browse your
computer for a file to upload.

4
Acme Systems Incorporated

Qi % E ® Kk & 2 v
* Reply a

ﬁ Samantha Blackwell Working from home g

7/10/2026, 10:50 am

Interior-Build-Out-Services.jpg
Began interior framing and drywall installation on the first floor.

@ w4
; Mary Rich On Vacation g
771472026, 4:04 pm
Looks great! Is the customer happy so far?
@
E Tillie Chapman Running on coffee  fgh
7/15/2026, 1:17 pm
| spoke with Nan yesterday, and she's very satisfied with the progress!
@
+ Reply

Tillie Chapman Running on coffee g

7/15/2026, 4:40 pm

@Samantha Blackwell Any more pictures today? Love seeing all this progress!

@

* Reply
v
r LN N ] I
Write a message...
g [ File Upload |
B I S ¢ = i 9 @ '@:QQEI"
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2. Inthe Open dialog box, find and select the file you want to upload. The application
attaches the file automatically, and a preview appears in the bluChat window.

E Tillie Chapman Running on coffee i} l

7/15/2026, 4:40 pm
@Samantha Blackwell Any more pictures today? Love seeing all this progress!

b

2026071 7703.}6'

L 4

Drywall is in!

B I & ¢ = 9 @ a @ e ¢ =4

3. Inthe text box, type a note or description about the file.

4. When you are ready to send the file and message to the chat, press Enter or click the
Sendicon. The file appears in the chat stream and uploads to your NetSuite File Cabinet.

G Maddox Romero Working i
L. 7/17/2026, 11:09 am

20260717_03.jpg
Drywall is in!

@]

+ Reply

Write a message..

.
n

B I £ < i E 9@ a @ o e a
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Uploading a File with Drag and Drop
You can use your local file manager to drag and drop your file directly into the bluChat window.
1. In your computer's file manager, locate the file you want to upload.

2. Click your file, drag it into the bluChat window until you see the dotted border
surrounding the chat window, and then release. The application attaches the file
automatically, and a preview appears in the bluChat window.

™

Drop files to attach

3. Inthe text box, type a note or description about the file.

A
Laditka
Monthly
Report.pdf o
Here's this month's report.
B I S < iE E 9 @ 8 @O ¢ =4
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4. When you are ready to send the file and message to the chat, press Enter or click the
Send icon. The file appears in the chat stream and uploads to your NetSuite File Cabinet.

Tillie Chapman Running on coffee g

7/17/2026,12:22 pm
Laditka Monthly Report.pdf
Here's this month's report.

®

“ Reply

lWriTE a message..

B I S« =EEn @ a @o @:

i
2\

Copying and Pasting an Image File

If the file you want to upload is an image, you can copy and paste the image into the bluChat
window.

1. On your computer, locate the image you want to upload.

2. To copy the image to your clipboard, right-click the image and select Copy Image or
Copy. Depending on the program you are using to access the image, in some cases, you
can also select the image and click Ctrl+C.

3. Inthe bluChat window, right-click inside the text box and select Paste. The application
attaches the file automatically, and a preview appears in the bluChat window.

4
Cheese Factory
Q 1 @ B @ W A 2 v
a
Maddox Romero Working i
A 7/17/2026,11:42 am
Call Kelly About the Weather
©
 Reply '
v
image_2026-
07-
l?Tlé:ISCI';‘.IBZ.
Write a message...
B I S« iEE» ® & @© ¢ =4
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4. Inthe text box, type a note or description about the image.

5. When you are ready to send the file and message to the chat, press Enter or click the
Send icon. A new graphic file is created and added to both the file cabinet and the chat
stream. The new image file name includes a timestamp that identifies when the image
was pasted into the bluChat window.

4
Cheese Factory

Q 12 M B @ & & % v

7/17/2026, 12:16 pm

E Tillie Chapman Running on coffee g

image_2026-07-17T16:15:09.122Z.png
Getting lots of work done before the storms hit! Still pretty nice weather.

®
+ Reply '

Write a message...

i
A

B I S <¢»iE E»n @ a @ 0o ¢ -«
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Working With Activities (Tasks, Phone Calls, and Events)

bluChat allows you to create activities directly from an on-record chat.
e Task - Create a task and assign it to a user with a specific due date and priority.
» Phone Call - Create a phone call, either inbound or outbound, without leaving the record.
» Event - Create an event with a start date and end date.

The activity record you create is automatically associated with the same record as the chat.
Creating Tasks

Because bluChat is contextual, tasks you create in a specific bluChat window are related to the
current record. When you create a task, you can select a due date and assign the task to a
specific user. bluChat notifies the assigned user when a task is created and assigned to them.

Creating, Assigning, and Scheduling a Task

To assign a task from within bluChat, follow these steps.

1. In the bluChat window, click the Create Activity button below the text input box.

Write a message...
& Create Activity

B I S« = E v @ 8@ ¢ =2 4

2. Inthe Activity Type field, select Task.

3. Complete the fields on the bluChat task form.
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« Activity Type - Select Task.

Activity type

Tosk : « Title - Enter the title of the new task.
Title

Call Kelly About the Weather o NOteS— Add a deSC”pUOﬂ,
Notes explanation, or other details

I'm not sure if the weather will affect project progress today, but let's
give the customer a heads up just in case. The team can work through

necessary for the assigned user to

rain, but they will need to take shelter if the anticipated storm rolls in. u ndersta nd th e ta Sk
Due date

07/16/2026 o o Due date - Use the calendar button to
Priority select a due date for the task.

High x L L

« Priority - select the task’s priority (Low,
Assignee . .
- X Medium, or High).
Tillie Chapman b
Conce « Assignee - Use the dropdown menu

to select a user to assign to the task.

4. When you are ready to create the task and notify the assigned user, click the Send button
or press the Enter key on your keyboard.

Cheese Factory

a
Maddox Romero Working @@
7/17/2026, 1134 am

@Tillie Chapman Please reach out to Kelly to give her a heads up

that weather today may affect progress. We can work through rain,
but the team will need to shelter if the anticipated storm rolls in.

®
Maddox Romero Working gk
7/17/2026,11:42 am
= TASK '
Call Kelly About the Weather
®
4+ Reply
v

Write a message...

B 7 € ¢ = = 9 ® g @ Q@ & ¢

i
L]

4

The task is created, and the newly created task in the bluChat window includes links to the
related assignee user record and the newly created Task record.
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Cheese Factory
QR %@ P |k & 2 v
Maddox Romero Working g B
i 7/17/2026,11:34 am
@Tillie Chapman  Please reach out to Kelly to give her a heads up that weather today may affect progress. We can work through rain, but the team will need to shelter if the anticipated storm rolls in.

@
Maddox Romero Working @
7/17/2026,11:42 am
= Task

Call Kelly About the Weather
Type Task
Assignee  Tillie Chapman
Duedate  7/16/2026

Priority  HIGH

Task 100853
Notes I'm not sure f the weather will affect project progress today, but let's give the customer a heads up just in case. The team can work through rain, but they wil need to take shelter f the anticipated storm rols in.
©

“ Reply

Write a message...

B I S« 9@ a @O ¢e =904

Reviewing Tasks Created in bluChat

When a task is created in bluChat, the assignee receives a notification of the new task on their
Reminders dashboard Portlet, as well as in any other task assignment workflows you may have
configured in NetSuite.

oRrACLE

NetSuite  blu Chat*’
O K

/& Activities Payments
Home

Reminders
5 Tasks that are overdue
1 Task due today

7 Tasks to complete

e iy iy g gt P B P S et i

Top 5 Items By Qty Sold

Clicking the task link in bluChat allows you to access the Task record.
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?0 TaSk ° - + — List Search More
Cheese Factory: Call Kelly About the Weather

m Back = 1) Actions

~ Primary Information

TITLE PARENT TASK STATUS
Cheese Factory: Call Kelly About the Weather Not Started
ASSIGNED TO PRIORITY PRIVATE TASK
Tillie Chapman High

NOTIFY ASSIGNEE BY EMAIL INSERT BEFORE

~ Date and Time

START DATE RESERVE TIME REMINDER TYPE

Friday July 17, 2026 START TIME None

DUE DATE REMINDER

Friday July 17, 2026 END TIME None

DATE COMPLETED

Message Related Records  Communication  Time Tracking  System Information =

I'm not sure if the weather will affect project progress today, but let's give the customer a heads up just in case. The team can work through rain, but they wil
need to take shelter if the anticipated storm rolls in

Back =3 1 Actions

Creating Phone Calls

Because bluChat is contextual, phone calls you log in a specific bluChat window are related to
the current record. When you create a phone call, you can select a date and direction, and
enter details for the phone call.

Logging a Phone Call

To create a phone call record from within bluChat, follow these steps.

1. In the bluChat window, click the Create Activity button below the text input box.

Write a message... .
Create Activity

B I S« = i 9 @ 8@ 0O ¢ = 2 4

2. Inthe Activity Type field, select Phone Call.

3. Complete the fields on the bluChat phone call form.
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« Activity Type - Select Phone Call.

Activity type

« Title - Enter the title of the new phone
call record.

Phone Call <

Title

Thanh Atherton Grocery Grand Opening Details

» Notes- Add a description,
explanation, or other details for the

Notes

Thanh provided more details for the grand opening. Expects around 400

customers on day 1. We should provide flyers for up to 500 and swag for p h one Ca | I .
about 100. Pens, stickers, stress balls, and grocery bags were approved.
Date  Date - Use the calendar button to
07/28/2026 [w]

select the date of the phone call.

Direction

Inbound 8 « Direction- Use the dropdown menu
Cancel to select whether the phone call is

inbound (received from the caller) or

outbound (a call you made).

4. When you are ready to create the phone call record, click the Log Phone Call button or
press the Enter key on your keyboard.

Atherton Grocery

* Reply

Arwen Have you made a customer happy today? ﬂ
- Stephenson

7/28/2026,
12:20 pm

. PHOMNE CALL
Thanh Atherton Grocery Grand Opening Details

@

* Reply

4 D

Write a message...

B I S« = E 9" ® 06 ¢ = o 4

The phone callis created. Use the phone call details icon in the bluChat window to review
details, including a link to the newly created Phone Call record.
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Atherton Grocery
Q 1: ! 8 ° K A& v

Arwen Stephenson Have you made a customer happy today? g
- 7/28/2026,12:20 pm

. pHONECALL
Thanh Atherton Grocery Grand Opening Details

Type Phone Call
Duedate  7/27/2026
Date 712712026
Direction  Inbound

Phone

cal 100862

Thanh provided more details for the grand opening. Expects around 400 customers on day 1. We should provide fiyers for up to 500 and swag for about 100. Pens, stickers, stress.

Nots
ores balls, and grocery bags were approved

€]

+ Reply

4

Write a message

B I &< iE E9» @ a®@e ¢ =24
Reviewing Phone Calls Created in bluChat
Clicking the phone call link in bluChat allows you to access the Phone Call record.
\ Phone Call q 4+ = List Search More

Atherton Grocery: Thanh Atherton Grocery Grand Opening Details  * F

BEd sk & D Acons

~ Primary Information

SUBJECT STATUS ORGANIZER
Atherton Grocery: Thanh Atherton Grocery Grand Scheduled Arwen Stephenson
Opening Details PRIVATE PHONE CALL

PHONE NUMBER
(408) 123-8762

+ Date and Time

DATE START TIME REMINDER TYFE

Tuesday July 28, 2026 None

DATE COMPLETED END TIME REMINDER
MNone

RESERVE TIME

Message Related Records Communication Time Tracking System Information

Thanh provided more details for the grand opening. Expects around 400 customers on day 1. We should provide flyers for up to 500 and swag for about 100.
Pens, stickers, stress balls, and grocery bags were approved.

m Back 2 ) Actions

Creating Events

Because bluChat is contextual, events you create in a specific bluChat window are related to the
current record. When you create an event, you can select a start and end date as well as event
details.
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Creating and Scheduling an Event

To create an event from within bluChat, follow these steps.

1. In the bluChat window, click the Create Activity button below the text input box.

Write a message... .
Create Activity

B I & «¢» = 2 9 @ 8 @ 0 ¢ =2 4

2. Inthe Activity Type field, select Event.

3. Complete the fields on the bluChat event form.

Activity type « Activity Type - Select Event.

Event <

Title o Title - Enter the title of the new event.
Atherton Grand Opening

» Notes- Add a description,

Notes

Than invited us to the grand opening, where he will highlight our work and eXpIanaUOﬂl or Other deta”s for the
allow us a table for our business. We will bring flyers and swag to hand out.
Let's go represent our hard work on this building! eVe nt
Start date

08/01/2026 - « Start date - Use the calendar button
End date to select a start date for the event.

08/01,/2026 [m]

 End date - Use the calendar button to
o select an end date for the event.

4. When you are ready to create the event, click the Create Event button or press the Enter
key on your keyboard.

Atherton Grocery

Q 12 % @ Ok A v

Arwen Stephenson Have you made a customer happy today? g
7/2B/2026,11:40 am

# EVENT
Atherton Grand Opening

@]

“ Reply

Write a message..

B I & ¢ i= = 9 @ a @ o ¢ :

1l
|1}
A
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The event is created and added to the chat stream. Clicking the event details button in the
bluChat window displays details, including a link to the newly created Event record.

Atherton Grocery

Arwen Stephenson Have you made a customer happy today? gy
- 7/28/2026, 11:40 am
B event
Atherton Grand Opening

Type  Event
Bue 7102
date

St 1026
date

End 1026
date

Event 100858

Than invited us to the grand opening, where he will highlight our work and allow us a table for our business.

Notes
We will bring flyers and swag to hand out. Let's go represent our hard work on this building!

(@]

“+ Reply

Write a message..

B I

S ¢ = E o @

Reviewing Events Created in bluChat

Clicking the event link in bluChat allows you to access the Event record.

% Event q = 5 ~ = List
Atherton Grocery: Atherton Grand Opening

Search  More

m Cancel LTE LI | Accept  Decline | Tentative 2 1) Actons
~ Primary Information
TITLE STATUS QORGANIZER
Atherton Grocery: Atherton Grand Opening Confirmed Arwen Stephenson
LOCATION EVENT ACCESS

Show as Busy

~ Date and Time

DATE START TIME REMINDER TYPE
Tuesday July 28, 2026 12:00 pm None
¥ RESERVE TIME END TIME REMINDER
1:00 pm None
ADDRESS LONGITUDE
LATITUDE RECURRENCE

one time event on 7/28/2026

Recumence Related Records Communication Time Tracking System Information

Message

Attendees Resources Auvailability

Than invited us to the grand opening, where he will highlight our work and allow us a table for our business. We will bring flyers and swag to hand out. Let's go
represent our hard work on this building!

Cancel Quick Accept Accept

Decline Tentative Q _D Actions
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Tagging Users

Tagging bluChat users provides a way to notify users of chat messages you want them to see.
When you tag a user in a bluChat message, the tagged user receives an email notification.

o IfaPartner, Vendor, or Customer has access to bluChat, you can tag these user types.

» Tagging a user who is not authorized to access the NetSuite record sends the email
notification, but does not grant the user access to the record. If you need to adjust record
permissions so a tagged user can see the bluChat message stream, talk with your
company's NetSuite Administrator.

Tagging a User

To tag a user in a bluChat message, follow these steps.

1. Inthe text input box, type @ or click the @ button. A list of taggable users appears.

lWrite a message...

B I £ ¢ = = 99 @

77
Acme Systems Incorporated

Q 12 @ B @ & A 2 v

Samantha Blackwell Working from home (g

a°

fal :50 am

The list of taggable users includes

both user names and user aliases.

You can search for a user by either
user name or alias.

Interior-Build-Out-Services.jpg
“jrywall installation on the first floor.

Sam—aniha- Bla.cku;ell .
. . . Working from home

Depending on your profile settings, empoyee
Catherine DeBourgh On Vacation i

you may see each user's user types
and title, which can help you find
the correct contact. This is
particularly useful if there is more
than one contact with the same
name.

Employee

Sam Smith
Purchasing
Employee

Joanne Miller
Customer

Alex Wolfe

Customer

Tessa Darby

Customer

:omer happy so far?

Running on coffee i

terday, and she's very satisfied with the progress!

@sa

B I

£ ¢ = =
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2. Select the user you want to tag by clicking their user name. If you typed @, you can also
continue typing the desired user name to further refine the list of names. When the user's
name is highlighted in the list, press Enter to select the user and apply the tag.

v
Acme Systems Incorporated
Q 1 @ @ © & & 2 Vv

a Samantha Blackwell Working from home

7/10/2026, 10:50 am

Interior-Build-Out-Services jpg
Began interior framing and drywall installation on the first floor.

®(ws

3 Mary Rich On Vacation i

7/14/2026,4:04 pm

Looks great! Is the customer happy so far?

@
Tillie Chapman Running on coffee @
7/15/2026, 1:17 pm
| spoke with Nan yesterday, and she's very satisfied with the progress!

]

 Reply

I @Samantha Blackwell | I

B I S« = E 9@ a @ e ¢ =4

3. Continue typing your chat message. When you are ready to send the message and notify
the user, press Enter or click Send.
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Flagging a Message for Follow-Up

Sometimes while you're working in NetSuite, you may be too busy to answer a question or
follow up on a message immediately. Flagging a message for follow-up provides an easy way
for you to find and return to a chat later, when you have more time to respond.

ORACLE ... Tillie Ch
Netsuite b‘uchat‘ ‘ Q ‘ n @ H... @ Feedb.. rﬂ.l -I:—ILCI:aES;EAn;:I-.'Administratur
CIE ¢

/ﬁ\ Activities Payments Transactions Lists g
Acme Systems Incorporated

Y Customer o @ ® QD kAL
Acme Systems Incorporated .. Maddox Romero working @ (D)
i 7/10/2025,2:01 pm
Back Accept Payment & i) Actions Spoke with customer regarding upcoming renewal. They
expressed concern about pricing changes and requested to be
CUSTOMER ID ADDRESS notified prior to rate adjustment. Also mentioned they were
Acme Systems Incorporated Acme Incorporated satisfied with current service but are exploring other options as
379 Visalia Cirdle a precaution. Follow-up scheduled for next month.
TYPE
Company Honolulu HI 96818 Map @]
STATUS ) =20
CUSTOMER-Closed Won
ﬂ Tillie Chapman Running on coffee g
Communications ~ SearchSublists  bluDocs Tags View | G/28/2025, 227

COMPANY NAME PHONE m. &
Acme Systems Incorporated (619) 680-0662 CILT IR Sil)
NO. OF EMPLOYEES FAX
1-99 Employees (619) 680-0643 —
construction-progress.png
SUBSIDIARY E-MAIL Materials were delivered to the site today.
bluChat SuiteApp gretter@acmesys.com o)
ANNUAL REVENUE LANGUAGE * Reply
$101 million - $499 million i~
NUMBER FORMAT .
@ + = Write a message..
NEGATIVE NUMBER FORMAT 1 Y
d B I &« iE 9 @ a ® e ¢e =4
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When you flag a message for follow-up, the related chat, channel, group, or direct message
automatically appears on the bluChat Messages page in the Follow-ups section. Chats remain
in this section until you remove the follow-up flag from the message.

bluChat

ﬂ Tillie Chapman

~ Unread

& Academy Vision Science Clinic
[ N N N N _§ _§N _§N _§N _§ ]

I - Follow-ups §
I | M Acme Systems Incorporated o

Acme Systems Incorporated

Q 1 2

" 5 O
Maddox Romero Working il O
7/10/2025, 2:01 pm
Spoke with customer regarding upcoming renewal. They expressed concern about pricing changes
and requested to be notified prior to rate adjustment. Also mentioned they were satisfied with
current service but are exploring other options as a precaution. Follow-up scheduled for next month.

L

: M Sales Team [1] @
I M Accounting [1] )/ Reply

L8 B B _§ B _§B N _§N _§N _§N |

> Watching €) Tillie Chapman

a 6/29/2026, 2:22 pm
> Starred B, "
> Channels E. i

(] ___.;lgg'tm 1 '1‘.;- Iy
~ Groups ) © [+] =y o
@ Accounting [1]
Write a message..

@ Sales Team [1]

Running on coffee ﬂ

Additionally, the bluChat Messages page includes a follow-up badge next to each chat,

indicating the number of messages in the chat

Flagging all the messages that need your atten

tasks for increased productivity. Instead of findi

that you have flagged for follow-up.

tion later is an easy way to batch your follow-up
ng and opening each individual record that

needs follow-up, you can find them all in one place when you are ready to tackle them.

Flagging a Message

To flag a message for follow-up, click the flag in the upper-right corner of the message.

(v
Acme Systems Incorporated

Q 1= % & @ W o,
Flag for follow-up

" Maddox Romero Working g
7/10/2025, 2:01 pm
Spoke with customer regarding upcoming renewal. They @
expressed concern about pricing changes and requested to be
notified prior to rate adjustment. Also mentioned they were
satisfied with current service but are exploring other options as
a precaution. Follow-up scheduled for next month.

®

4 Reply

The flag icon is visibly marked with a circle
around it, and the message is highlighted in
purple, giving you a visual indicator that the
message is successfully flagged.

The chatis now available in the Follow-ups
section on the bluChat Messages page.
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Clearing a Follow-up Flag

After you review a flagged message and complete any follow-up actions, you can clear the
follow-up flag. This immediately removes the chat from the Follow-ups section on the bluChat
Messages page.

When you are ready to clear the follow-up flag, click the purple flag icon. The highlighted,
flagged message returns to its normal state, giving you a visual indicator that the flag is
successfully cleared.

7
Acme Systems Incorporated
Q 1=

. o~ ™

Flagged for follow-up — click to clear

P Maddox Romero Working  fgh

L 7/10/2025, 2:01 pm

Spoke with customer regarding upcoming renewal. They
expressed concern about pricing changes and requested to be
notified prior to rate adjustment. Also mentioned they were
satisfied with current service but are exploring other options as
a precaution. Follow-up scheduled for next month.

@

“+ Reply
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Replying to a bluChat Message

Any bluChat user can reply to a message. Replies display in a thread underneath the original
message, in chronological order.

Reply Natifications

All users, including tagged users, receive an unread message alert within the reply message’s
parent record and its reply messages. This notification appears in the user's badge notification
and the unread messages section of the bluChat Messages page.

The reply notification type does not send user notification emails. To notify a user of a reply via
email, you must tag the user you want to notify.

Replying to a Message
Toreply to a user's message, follow these steps.

1. Atthe bottom of the message, click the Reply link.

- Accounting
Tillie Chapman
& & [ Q 1= W @H @ dmembers Sn
~ Unread
o unread messages Tillie Chapman Running oncoffee @
7/10/2026, 9:12 am
v Follow-ups o @Samantha Blackwell Please confirm that all time has been entered and is ready to process.
™ Acme Systems Incorporated [1] @
Sales Team
L] [:] Samantha Blackwell Working from home @
M Accounting o 7/10/2026,10:34 am

All set! @ Go ahead!
v Watching €) ©
A Laditka and Ceppetelli Publishin..

“ Reply

A Acme Systems Incorporated [1]
A Brewers Retail Samantha Blackwell Working from home gy

7/10/2026, 10:34 am
A Cheese Factory Who is sending the reminder email this week?
> Starred ©
> Channels [+] =

4 Reply
> Groups € © [+]
> Direct Messages () [+] Write a message..

B I SpiEiEn@ a@0oee¢e4q

Unread @ Follow-up
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The message entry editor text box appears, with a Replying to... message that makes it
clear you are replying to someone directly. If you need to cancel your reply without
sending it, click the x button in the corner of the Replying to... message.

Samantha Blackwell
7/10/2026,10:34 am
Who is sending the reminder email this week?

(@]

new

Working from home g

4 Reply
4y Replying to Samantha Blackwell: Who is sending the reminder email this week?
Write a message..

B I S «H = = 9 @

8 @O ¢ x 4

2. Type areply message and click Send. The reply appears in a thread under the original

message.

Samantha Blackwell Working from home gy

7/10/2026, 10:34 am

Who is sending the reminder email this week?

®

new

Tillie Chapman FRunning on coffee  fgh
7/13/2026, 4:24 pm
I think it's my turn! I'm on it! &
®

“ Reply

l Write a message...
B I & «¢i=iE »n & a @ ¢ 4

Any bluChat user can create additional replies, and all replies appear under the original

message in chronological order.
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Replying to a bluChat Message Via Email

If your company has enabled email replies, you can reply to a bluChat mention notification
email directly from your email inbox, and your reply is added to the conversation in bluChat.

Note: This feature is available only if your company has enabled email replies. If you reply to
a notification email and don't see your message appear in bluChat, check with your
administrator to confirm this feature is on in your company's account.

How Email Replies Appear in bluChat

When your reply reaches bluChat, it is added to the thread as a new message, the same as if
you'd typed it directly into the chat window.

What's Included from Your Email Reply

Only the text you type above the Reply above this line marker is sent back to bluChat as your
message. bluChat formats this text as rich text, so any bold, italic, or other formatting from your
reply carries over into the chat stream.

What Isn't Included From Your Email Reply

Before your reply from email appears

v
bluDocs pro tips- Product | 6 Completed

in the chat stream, bluChat Q1% @ P kA
automatically removes email & Sam Koolmk . -
elements, including the following. ofzs/2026, L24pe
=] @Bob Jones  Can you do something about this?
. ©
» Quoted or original message
Bob Jones
. . ]
text carried over from the email a ot i
th rea d | have (ump]dehlnqﬂlédinn
Bob Jones
» Forwarded message headers Resource Supply Manager
ABC Company
Schedule a Meeting
. . . p: (510)929-1075
o YOUI’ ema|| S|g nature formattlng = sales@bluabundance.com

Removing email formatting keeps
your chat reply clean and readable in o ey
the chat stream, showing just the
message you typed.

Write a message...

B I S« =12 9m @ e @B @ =4
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Understanding the "Via Email" Badge

Messages sent as a reply to an email notification display a via email badge next to the
timestamp. This badge lets everyone in the conversation know the message came in through
email rather than being typed directly in bluChat.

Replying to an Email Notification
Toreply in bluChat from an email notification, follow these steps.
1. Open the notification email for the bluChat message that tagged you.
2. Use your email application to open a reply to the email, as you normally would.

3. Type your reply above the Reply above this line marker in the email.

You were mentioned on Case # 12665 bluDocs pro tips »  inbox x 2 B

Support <support@blubanyan.com> 1:24PM (S minutes ago) ¥y “\ Reply

' tome
Dear Bob Jones,

You were mentioned by Sam Koolnk on Case # 12665
bluDocs pro tips

Project: PRO-000216 bluDocs

with following message:

@Bob Jones Can you do something about this?

Reporter: Bob Jones
Assignee:

Status: 6 Completed
Priority: Medium

Kind regards,
Blu Banyan

(\ “ Reply ) ( ~ Forward )
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4. Send your reply. Your reply appears in the bluChat thread as a new message.

7
bluDocs pro tips- Product | 6 Completed

‘$am Koolnik
Technical Manager
/252026, 124 pm
@Bob Jones  Can you do something about this?

©

Bob Jones

Resource Supply [ ger == ==
7/7/2026, 11:082M B via email

I have Enmdﬂe*ﬂ ction.

Bob Jones

Resource Supply Manager
ABC Company

Schedule a Meeting

p: (510) 929-1075

& sales@bluabundance.com

 Reply

Write a message...

B I S = E»n @

Q =

= E P kA

a @0 e:

4
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Reacting to a Message Using an Emaoji

You can react to bluChat messages using an expressive emoji that appears underneath the
bluChat message. You can react multiple times with different emojis on the same message. You

cannot react more than once with the same emaji.

To react with an emoji, follow these steps.

1. On the message you want to react to, click the Emaji Reaction icon.

Tillie Chapman Running on coffee
7/10/2026, 9:12 am
@Samantha Blackwell Please confirm that all time has been entered and is ready to process.
Samantha Blackwell Working from home
7/10/2026, 10:34 am

All set! & Go ahead!

©

+ Reply

2. Find an emoji in the pop-up window, or use the search bar to search for a specific emaoji in

the list.
Tillie Chapman Running on coffee ﬂ
7/10/2026,¢
@Samanth. I celebration l 1s been entered and is ready to process.
®

B i v & F

- Working from home i
4

®

“ Reply

3. Click the emojito apply it. Your reaction appears under the message.

7/10/2026,9:12 am
@Samantha Blackwell Please confirm that all time has been entered and is ready to process.

E Tillie Chapman Running on coffee g}
@]

a Samantha Blackwell Working from home i@

7/10/2026, 10:34 am
All set! & Go ahead!

o@D

4 Reply
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Viewing Users' Emoji Reactions

The number that appears next to an emoji indicates the number of users who have reacted with
that emoji. Using your mouse, hover over an emaoji reaction to see a list of people who reacted
with the same emoji.

Tille: aapmtﬁgnérgcmegmckweu
@ \EJ

Removing Your Reaction

Clicking your reaction emoji removes your own reaction with that emoji, but retains any other
users’ reactions with the same emoji.
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The user who sent a chat message (the message owner) can delete a message from the chat

stream.

Deleted messages continue to appear in bluChat with an indicator that the message was
deleted. When a threaded message is deleted, any parent and child messages that have not
been deleted appear as usual in the chat stream.

To remove a message from the stream, click the Delete @ icon in the top-right corner of the

chat message.

a Ariella Henry
[k

> Unread
~ Watching €
Brewers Retail

L)
a
A Cheese Factory
a
a

Aaron Abbott

@ Maddox Romero, Tillie Chapman

Guidaboni Publishing Leasing €3

Cheese Factory
(£ Q 1t % H P X
A
a Samantha Blackwell Working fromhome g
7/10/202¢6, 10:53 am

Acme Systems Incorporated o hq720.jpg

Construction progress update:
» Poured 1,500 sq. ft. of concrete for the ground-floor retail slab.

> Channels [+ « Began interior framing and drywall installation.
@ Delete message
> Groups £ [+]
Ariella Henry Gived tomy phone, ready tohelp! gy W @
« Direct Messages [+] W 7/14/2026,420pm

Looks great! | spoke to Kelly this morning, and she's happy with the progress!

(©]
@ Maddox Romero
@ Tillie Chapman ARl
® Aaron Abbott x W 2V

Mary Rich

3 2/2/2023 1:05:11 PM

3035206868

me know if you
Label
Entity
®

@ Aaron Abl
A 2/2/2023 10

i
=

Hi Aaron. | enjoyed our chat today. Let

+13035206868
Thanks. Mary! I'll keep in touch

have guestions.

Mabile Phone

Aarcn Abbott

bott o
8:27 PM
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Restoring a Deleted Message

The message owner can restore any messages they have deleted by clicking the Restore icon
that appears on the deleted message.

* Began interior framing and drywall installation.

0D

Ariella Henry Glued to my phone, ready to help! fgh M 'O
W 771472026, 420 pm
— This message has been deleted. —

“ Reply
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Watched chats are chats you star on a NetSuite record. Watching a chat provides an easy way
for you to save an important chat for easy access later, without needing to open the record.

Watching an on-record chat adds it to your bluChat Messages page, where you can monitor
new activity. The chats in the Watching section include badges for unread messages in the chat,
allowing you to quickly see when there are new messages, even if you are not tagged directly.

bluChat

ﬁ Tillie Chapman

> Unread

> Follow-ups €)

~ Watching

A Laditka and Ceppetelli Publishin.
A Acme Systems Incorporated

A Brewers Retail

A Cheese Factory

More

Acme Systems Incorporated
£ Q 1 E P

.. Maddox Romero Working i
&  7/10/2025,2:01pm
Spoke with customer regarding upcoming renewal. They expressed concern about pricing changes and
requested to be notified prior to rate adjustment. Also mentioned they were satisfied with current
service but are exploring other aptions as a precaution. Follow-up scheduled for next month.

Q

4 Reply

[ Tillie Chapman -

o

You do not receive email notifications for new messages in a watched chat unless someone
specifically mentions you. Watching a chat simply allows you to keep track of conversations that
matter to you and catch up on chat activity at your own pace, even when you are not actively
participating in a conversation.

Examples

* If you want to be aware of new messages on a specific project chat, watch the chat on
the project record.

* If you want to be aware of new messages on a customer record, watch the chat on
the customer record.

* If you want to be aware of new messages on a sales order, watch the chat on the

sales order.
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To watch the chat for a specific record, follow these steps:

1.
2.

Navigate to the record.

In the top right corner of the bluChat box, click the Star icon to receive unread message
notifications for the current record's chat.

3
Cheese Factory

Q 1 ™3P W

a Samantha Blackwell Working from home @

7/10/2026,9:53 am

hq720.jpg
Construction progress update:

= Poured 1,500 sq. ft. of concrete for the ground-floor retail
slab.

» Began interior framing and drywall installation

@
4 Reply
£ Samantha Blackwell Wnrkrinun frm hama L
Write a message..
B I &« iEEn @ & @ e ¢ =

As an indicator to let you know you are watching a chat, the Star icon appears
highlighted. The record's chat is immediately added to the bluChat messages page in
your Watching section. Every new message posted in that watched chat shows up as an
unread message and contributes to your unread badge count.

3
Cheese Factory

Q 12 % & 2 % A

7/10/2026, 9:53 am

2 v

1 a Samantha Blackwell Working fromhome @ M @

Unwatching a Chat

The Star icon appears highlighted when you are watching an on-record chat. To unwatch the
chat and remove it from your bluChat Messages page, click the Staricon to clear it.
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Subscribing to a Record Type

When you subscribe to a record type, you receive unread message notifications for any bluChat
messages on that records of that type.

Examples
» For new message notifications on all sales orders, subscribe to the sales order record

type.

» For new message notifications on all customer records, subscribe to the customer
record type.
To subscribe to a record type, follow these steps.

1. Navigate to the type of record you want to subscribe to, for example, a Customer or Sales
Order.

2. Inthe top right corner of the bluChat box, click the Bell icon to receive unread message
notifications for the current record type.

77
Cheese Factory

Q"B o % A

Samantha Blackwell Working from home g
7/10/2026, 9:53 am

hq720jpg
Construction progress update:

+ Poured 1,500 sq. ft. of concrete for the ground-floor retail
slab.
+ Began interior framing and drywall installation.

@

“+ Reply

£A  Samantha Blackwell AT ) v

Write a message. ..

B I &<« = i »n @ a @ @ ¢ = 4

As an indicator to let you know you are subscribed to a chat, the Bell icon appears
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highlighted when you subscribe.

7
Cheese Factory
! QT %P kA%
Y
! Samantha Blackwell Working fromhome & ™ @
7/10/2026, 9:53 am '

Unsubscribing From a Record Type

The Bell icon appears highlighted when you are subscribed to a record type. To unsubscribe
from bluChat message notifications for a record type, click the Bell icon to clear it.
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Filtering External User Messages

Filtering External User Messages is an optional feature for companies that extend the use of
bluChat to external users, either in NetSuite or through bluPortal. This feature lets your
company easily control which bluChat messages are visible to external users, such as Partners,
Contacts, Customers, and Vendors. Employees can mark individual messages as either Internal
or External within the same chat stream, keeping all conversations in one place.

When this feature is enabled, an Internal/External toggle is available to internal (employee)
users on the bluChat window and every bluChat message. Only Employee users can see the
toggle. External users do not have access to the toggle, as the messages they see are always
external.

Write SSAEE. ..
(e A MESSAEE Employees only — click to share with external users

B I £ ¢ i i 99 @ a @ @ @ =

When this feature is enabled, the following rules apply to all bluChat messages:

b External bluChat users can see only the bluChat messages that are marked External. A
message must be marked External to appear to a Partner, Contact, Customer, or Vendor
through bluChat.

b If your company uses bluChat's external client-portal embed to give customers access to
bluChat outside of NetSuite, such as in bluPortal, this same Internal/External toggle also
controls the messages that portal users can see. A message must be marked External to
appear in the portal embed.

Note: This feature does not impact internal (Employee) bluChat users’ access to chat
messages.
Setting a Message as External

The toggle is set to Internal by default. Employee users can share a chat message externally in
two ways:

» Manually set a message as external by clicking the toggle.

» Automatically set a message as external by mentioning an external user.
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Using the External Toggle

To manually set a message as external using the toggle, follow these steps.

1. On the chat window, click the Lock icon that indicates the message is internal only. The
toggle immediately switches to External and turns into a Globe icon, indicating that this
specific message will be sent externally.

Write a message
e Shared with external users — click to make employees-only

B I & <« i= = v @ B @0 € = 4

2. Type and send your message. When your message is added to the chat stream, the
Globe icon appears in the upper-right corner, indicating an external message.

Samantha Blackwell Working from home (i)
T/17/2026, 237 pm

Sl . |
image_2026-07-17T19:37.21. 2027 png
Progress today before the storms forced the team to take shelter.

®

= Reply

4 D

|Wri’[ea message... |

B 7 S «<¢» = = o @ a @ © @ & |

Note: The toggle switches back to Internal after your message is sent, helping to
prevent you from accidentally sharing your next message externally.
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Mentioning an External User

To automatically set a message as external by tagging an external user, follow these steps.

1. On the chat window, click the Mention icon or type @.

Joanne Miller
Custamer @
v

Joanne Miller

Cost Accountant v

@joann ‘
B I & ¢ = E 99 @ a @ @ @ = 4

2. Click or press Enter to select the external user you want to tag.

3. Type and send your message. When your message is added to the chat stream, the

Globe icon appears in the upper-right corner, indicating the message was automatically
set to external.

Samantha Blackwell Working from home &8
7/17/2026, 2:46 pm —

@Joanne Miller Take a lock at the progress made today!

©

* Reply

4 D

‘ Write a message... ‘

B I & ¢» = i 99 @ a @ © &

i
A
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Setting a Message to Internal/External After it is Sent

Occasionally you may need to change the audience of a message after it is sent. For example, if
you accidentally set a message as internal when you meant to share it with the customer, you

can share it after it gets sent.

To change the audience of a message, find the message in the chat stream and click the
Internal/External toggle. The audience of the message immediately switches.

7
Cheese Factory

a

Q 1 % B 2 & A 2

Samantha Blackwell
7/10/2026, 953 am

hq720.jpg
Construction progress update:

« Poured 1,500 sq. ft. of concrete for the ground-floor retail
slab.
« Began interior framing and drywall installation.

@ #:2
r -
m Ariella Henry Glued to my phone, ready to he.l';:l' a I ~
SO 771472006, 320 pm = o

Looks great! | spoke to Kelly this morning, and she's happy
with the progress!

Write a message...

B I £ ¢» = i 99 @ a @ @ ¢ =

N

nr -
Working from hor b IF (]

4

&
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SMS) SMS Notifications and Usage (Internal Users Only)

If your company has upgraded bluChat to include SMS functionality, internal company users
can opt-in to receive notifications via SMS text message on their mobile phone when they are
tagged in a bluChat message.

Users opt in to SMS messaging through their user profile by clicking the SMS Opt-In checkbox,

entering a valid Mobile Phone number, and clicking Save.
When users optin,

 Users receive an SMS text message notification in addition to the standard email
notification when tagged in a chat.

» Replies sent via text message are sent back to the most recent chat stream notification
received.

» Only text messages or emojis may be sent as SMS notifications. Image or file messages
will not be sent as text notifications.
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[SMs] Sending SMS Text Messages to External Entities

If your company has upgraded bluChat to include SMS functionality, internal company users
can send and receive SMS text messages with external entities, such as Customers and Partners.

To send SMS messages to users external to your company, follow these steps.

1. Goto any record with a Phone Number field.

Note: The phone numbers listed must be attached to an entity—Customer, Partner,
Contact, Vendor, etc—somewhere in the system.

2. Onthe bluChat window, click the SMS icon.

Write a message...

B I S ¢ iE i 9 @ ﬂ@@@?zrn}i

3. When the SMS window opens, select a phone number from the Number dropdown and
type your message in the Message box.

Note: The SMS window detects all valid 10-digit phone numbers on the record and
shows them in the Number dropdown. Be sure the number you select is for a mobile
phone.

7 Catherine DeBourgh As you type your message, a character

anma e * a2 v | countkeepstrack of the message length
and provides an indicator of the number of
segments you are sending.

Message

Hi Catherine! It was great to meet you today. Please let me know if you have
any additional guestions or concerns. Looking forward to working together
on your project and

Number

Mobile Phone: (414) <

Catherine DeBourgh

Message Segments determine usage. If you send

Hi Catherine! It was great to meet you today. Please let me know if you have 1

any atddltionaltuuesfonstc:rconc;ryns. Iiook‘ifngforwardtmworking;:gelheri mU|t|p|e Segmentsf b|UChat Charges for
e e | MMUIIPlE SMS messages. You can reduce the
o | ([ | character count or cancel the message at

any time before sending.
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4. When you are ready to send the SMS text message, click Send SMS. The message is sent
to the phone number using the template and details your company has configured in

SMS setup.
3
Catherine DeBourgh
Q1= %@ P kAR & BRI 4 e L5
Arwen Stephenson Have you made a customer happy today?
i ' 7/14/2026, 2:20 pm a Unread

(414) e ©

1:20 PM
Hi Catherine! It was great to meet you today. Please let me know if you have
any additional questions or concerns. Locking forward to working together! .
+ DELIVERED Catherine DeBourgh
® Hi Catherine! It was great to meet you
9 Reply

today. Please let me know if you have
any additional questions or concerns.
Looking forward to working together!
-Arwen Stephenson

[bluChat] Stop2End
1:20 PM
Write a message...
Text e il
B I &< = E 9 @ a @0 @ =04 @ Textmessag © @ Il

Message Delivery Status

If your company has enabled SMS message delivery status, sent messages show a Sent,
Delivered, or Failed status badge.

® Alex Wolfe
= G/7/2023, 10:05 am

(480) 788-6135 @
r i ikl el il 3re your project managers treating you?
I + DELIVERED

e —— ol
. Alex Wolfe
----- - 5/16/2026,12:31 pm
: 4= B-Sharp Music T
" 9/7/2023, 1006 am (480) 788-6135 ©
+14807886135 @ ™= W | &8 " see the status of this message as delivered!
Great! Customer service has been outstanding. I < SENT I
©
* Reply

Details

bluChat submitted the message to the SMS provider. This confirms the
Sent . -
message was sent, not that it reached the recipient.
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Status Details

Delivered | The recipient's carrier confirmed the message reached the phone.

The message could not be delivered, for example, because of an invalid

Failed . o
number or a carrier rejection.

Important: Some carriers and phone number types, such as Google Voice numbers, report
only as far as Submitted and never send a final delivered or failed status. In these cases, the
message badge correctly remains at Sent.

This is a carrier and MessageMedia limitation, not a bluChat issue.

External SMS Message Replies

The person receiving the text can reply to you using their mobile phone's text messaging app.
The bluChat app captures the SMS conversation between the user and the external entity.

® Aaron Abbott * W aa v
Mary Rich o
3 2/2/2023 1:05:11 PM
3035206868

Hi Aaron. | enjoyed our chat today. Let
me know if you have questions.

o
=/

@ Aaron Abbott o
S  2/2/20231:08:27 FM
+13035206868

Thanks, Mary! I'll keep in touch

=
L=

Reply
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Reviewing SMS Message Details

To see a message’s technical details, click the SMS icon in the message display.

-
Catherine DeBourgh

Q 12 % & 0 & A& 2 v

a customer happy today? g
7/14/2026, 2:20 pm

(414) 534-0842 @
Hi Catherine! It was great to
any additional questions or concel

" DELIVERED
N BN SN NN BN BN BN BEN BN BN B B BN BN BN B e B

Arwen Stephenson Have yo.
-

ay. Please let me know if you have
Looking forward to working together!

Field  Mobile Phone I
|
I Entity Catherine DeBourgh I

+ Reply

Write a message..

B I & «<»iE 9 @ a @@ @ ¢

1
]
A
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Opting Out

The entities you send SMS text messages to can opt out of future texts at any time by
responding to an SMS bluChat message with Stop. They can also opt back in at any time by
responding to the SMS thread with Unstop.

For awareness, bluChat captures opt-out and opt-in messages in the message thread. Once a
contact has opted out of SMS messaging, that phone number is unavailable to select for future
messages.

Z
/AaronAbbon
Q 1= W B @ & A 2 v~

+15UsoLUbEBOE @ A

Thanks, Mary! Il keep in touch

©
Aaron Abbott a I

b

2/2/2023,4:24 pm
+13035206868 @
Stop

(@]

Number

Phone: (303) 464-4122

0 characters - 0 segments

Cancel
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Sorting and Filtering Messages

To help you find or review bluChat messages in the way that is easiest for you, you can sort and
filter messages in various ways.

Sorting Messages
Three options control the sorting and threading of bluChat messages:
 Default Sorting

 Sort by Latest Reply

« Sort Chronologically

Default Sorting Sort by Latest Reply Sort Chronologically

Uncoupled from the parent

: Threaded under the Threaded under the L
Replies and appear as individual
parent message parent message
messages
Top > Thread with oldest Thread with oldest Oldest individual message
Bo‘Fc)tom parent > Thread with reply > Thread with > Newest individual
newest parent newest reply message

09:00 Project update 09:10 Budget question | 09:00 Project update
Example } — 09:05 Looks good 09:00 Project update | 09:05 Looks good

Chat
Stream L—09:15 Approved F—09:05 Looks good | 09:10 Budget question
09:10 Budget question L—09:15 Approved 09:15 Approved
Notes

The three options are mutually exclusive:
* Selecting Sort by Latest Reply replaces Default Sorting and Sort Chronologically.
* Selecting Sort Chronologically replaces Default Sorting and Sort by Latest Reply.
* Toggling Sort by Latest Reply and Sort Chronologically off returns to Default Sorting.
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Default Sorting

By default, standalone bluChat messages are added to the chat stream in the order that they
were sent, and any direct replies to a message are added in a thread underneath the parentin
the order that they were sent.

This sorting option keeps related messages and replies together, allowing you to follow
conversations with full context.

Acme Systems Incorporated
e Q 12 % 5 © L

v, Maddox Romero Warking @ 0
E 7/10/2025, 2401 pm
Spoke with customer regarding upcoming renewal. They expressed concern about pricing changes and requested to
be notified prior to rate adjustment. Also mentioned they were satisfied with current service but are exploring other
options as a precaution. Follow-up scheduled for next manth.

@
Alan Barker ABC, always be clesing
by 7/14/2028, 433 pm
| can help in this discussion. | have some talking points related to value and can help overcome
objections.
@
 Reply

Tillie Chapman A ancofee. i

6/29/2026, 2:22 pm

Materials were delivered to the site today.
B (#3)(A1

& Reply

Samantha Blackwell Working from home g
7,/10,/2024, 10:50 am

g P

™
Began interior framing and drywall installation on the first floor.

@ w3
3 Mary Rich On Vcation

T/14/2026, 4:04 pm
Looks great! |s the customer happy so far?

]
Tillie Chapman Runring on coffee |l

7/15/2026,1:17 pm
| spoke with Man yesterday, and she's very satisfied with the progress!

@

* Reply

Write a message...

B I S« iEiEn @ a @0 @4
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Sort by Latest Reply
If you want threads with the most recent reply to move to the bottom so they're easier to find

and catch up on, click Sort by Latest Reply. Replies stay grouped under their parent, but threads
with the most recent reply move to the end.

This sorting option allows you to find active conversations quickly while following threads with

full context.
Acme Systems Incorporated | e I
z a :r_ do 2
LN | -I Ly
Tille Chapran S
o 6/29/2026, 2:22 pm
= m ,..‘
f:mwm L DAkl
S |
nms(rucmn-pmgpng
Materials were delivered to the site today.
Q(#3)( #1
* Reply
. Maddox Romero working @ ()

E” 7/10/2025, 2:01 pm
Spoke with customer regarding upcoming renewal. They expressed concern about pricing changes and requested to
be notified prior to rate adjustment. Also mentioned they were satisfied with current service but are exploring other
options as a precaution. Follow-up scheduled for next month.

@
Alan Barker ABE, always be dosing iy
by 7/14/2026, 433 pm
I can helpin this discussion. | have some talking points related to value and can help overcome
objections.
@
* Reply

Samantha Blackwell Working from hose @
7/10/2026, 10:50 am

g
Interior-Build-Out-Services.jpg
Began interior framing and drywall installation on the first floor.

(w3
Mary Rich On Vacation
7/14/2026, 4:04 pm
Looks great! Is the customer happy so far?
@
Tillie Chapman Running on coffee @
v 7/15/2026, 1:17 pm

I spoke with Nan yesterday, and she’s very satisfied with the progress!

@

“« Reply

4
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Sort Chronologically

If you want to uncouple replies from the parent message and see all messages in the order they
were sent, click Sort Chronologically. Any messages that were sent within a thread are removed
and appear as standalone messages.

This sorting option allows you to see the newest messages without locating threads.

Note: It may not always be clear what someone is replying to when you are not able to see
the previous messages in a thread above it.

Acme Systems Incorporated r -_—
[ Q 1 T [ } 2o
-

s, Maddox Romera Warking g Q
h 7/10/2025, 2401 pm
Spoke with customer regarding upcoming renewsl. They expressed concern about pricing changes and requested to
be notified prior to rate adjustment. Also mentioned they were satisfied with current service but are exploring ather
options as a precaution. Follow-up scheduled for next month.

@
+ Regly

Tillie Chapman Ruriing o coffes
6/29/2026, 2:22 pm

nunynmiun-pmgrmpng
Materials were delivered to the site today.
@ &3 ' 1

& Reply

Samantha Blackwell
7/10/2026, 10:50 am

Wovking from home i

-
Interioe-Build- Out- Services jog
Began interior framing and drywall installation on the first floor.

@(es3
& Reply

a Mary Rich On Vicotion il

T/14/2026, 404 pm
Looks great! |s the customer happy so far?

@
* Reply

Alan Barker ABC, always be closing iy
ety 7/14/2028, 433 pm

I can help in this discussion. | have some talking points related to value and can help overcome objections.
@
* Reply

Tillie Chapman Rl v coffee |

7/15/2026, 1:17 pm
| spoke with Man yesterday, and she's very satisfied with the progress!

@

& Reply

Write a message...

B J S« iEEn @ a @0 @4
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[Ees) Filtering SMS Messages

Filtering messages by SMS displays only those messages sent and received through SMS. This is
useful if you need to figure out what communications have already been sent to a contact.

« Tofilter a bluChat window to show only SMS chat messages, go to the top-right corner of
the chat window and click the SMS icon.

» Toshow all messages, click the icon again.

4
Catherine DeBourgh
Q= ®m@ o «# a2 + | Al messages
Arwen Stephenson 3
:-' 71442026, 220 pm Have you made a customer happy today? ﬂ SMS only

(414) e © i .
Hi Catherine! It was great to meet you Catherine DeBourgh

= -
any additional questions or concerns. Q 1= m, HI o I * A 2% -~
+ DELIVERED " _I
© Arwen Stephenson
P Have you made a customer happy today? g
4y Reply - 7/14/2026, 2:20 pm
{414) e = D
Arwen Stephenson . . Hi Catherine! It was great to meet you today. Please let me know if you have
lave you made
7/14/2026,3:22 pm = any additional questions or concerns. Looking forward to working together!
-
@Samantha Blackwell | reached out t ~ DELIVERED
questions, so I'm going to schedule a ®
© # Reply
* Reply

IWriTE a message...

B I & «¢» = i 99 @

Write a message...

B I S« iE E 9 @ a @@ ¢ =o 4
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bluChat Channels, Groups, and Direct Messages

On the bluChat Messages page, users can chat in channels, groups, and direct messages. These
chat streams are saved outside of specific records, but still within NetSuite.

» Channels are public, off-record chat streams that any internal company user can search
for and join.

» Groups are two or more internal company users in a closed, off-record conversation that
can be named.

« Direct messages are one-to-one, off-record conversations between two internal
company users.

Important: All bluChat messages, even direct messages, can be searched and audited, and
therefore are not private.

Working With Channels

Channels are message groups available for all your bluChat users. Any user can create, search,
and join a channel.

Creating a New Channel
To create a new channel, follow these steps.
1. Go to the bluChat Messages page.
2. Inthe left sidebar, locate the Channels section.

3. Click the Add Channels button. The Search a Channel window opens.

' Arwen Stephenson
-

> Unread

> Watching

v Channels %
# Team

> Groups [+]
> Direct Messages [+]
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4. Inthe pop-up window, use the Name text box to type a name for the new channel.

Search a channel

Name

Accounting l

5. Click Create. The new channel is created immediately, and you are automatically added
as a member. The new channel appears on your bluChat messages page in the Channels
section, and itis available for anyone at your company to join.

' Arwen Stephenson
-

> Unread

> Watching
+ Channels [+]
# Team

# Accounting

> Groups [+]

> Direct Messages [+]
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Adding Members to a Channel

You can add members to a channel by updating the channel membership directly, or by simply
mentioning a user in a channel they do not already belong to.

Adding Users by Selecting Them

To add new members to a channel by manually updating the channel membership, follow
these steps.

1. On the bluChat messages page, select the channel you want to work with.

2. Inthe channel header, click the Invite Members icon.

4 Accounting
Arwen Stephenson
- ﬁ zi-
> Unread
> Watching
> Starred
~ Channels [ +]

# Accounting

# Sales

The Invite Members window opens.

3. On the Invite Members window, begin typing the name of the user you want to add. A list
of suggested users appears and populates user name suggestions that are consistent
with the characters you type.

Sa

Samantha Blackwell

Sam Smith
Purchasing

Tessa Darby

Susan Smith (Smith Inc.)

Cancel

4. Next to the user you want to add to the channel, click the Add button. The user you
added is selected and placed on a list underneath the search bar.
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5. Continue searching for and selecting any additional users you want to add to the channel.
The users you select are added to the list of invitees under the search bar.

Invite members

[ Maddox Romero X l [ Tillie Chapman X l [ Marie Rich x

[ Scott Beveridge l [ Randy Unger x l

Sam Smith
Purchasing

»

Ruth Smith

Mark Jones
Chief Operating Officer

Mary Redding
Sales Rep - West
Peter Georgakoulias
AR Clerk

David Belavich
Inspection

E 4
4

6. Once you have selected all the users you want to add, when you are ready to add them to
the channel, click the Invite button.

The selected members are immediately added to the channel.

 The channel appears on each member's bluChat messages page under Channels.

e The membership countin the upper-right corner of the channel is updated to
reflect the new members.

Accounting
Arwen Stephenson
- L Q 12 % B © 8members 2y

> Unread

> Watching

> Starred

~ Channels [-]

# Accounting

Adding Users by Mentioning Them

In addition to manually updating channel membership, an alternative way to add users to a
channel automatically is to mention them in a new message.

To add new members to a channel by mentioning them, follow these steps.

1. On the bluChat messages page, select the channel you want to work with.

2. Inthe channel, draft your message. Use @[user name] to mention the user or users you
want to add to the channel.
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Accounting

. Arwen Stephenson

» Unread

[
2

> Watching

> Starred

« Channels

# Accounting
# Sales

# Team

Q 12 % & o 2

8 members

> Groups [+] I

@Amy Nguyen

@Peter Georgakoulias Have you reviewed the live AP numbers? l

> Direct Messages

B I

® Unread @ Follow-up

S < EE

@ & @06 ¢ 4

3. Sendyour message. When the message is sent, the users you mentioned are

automatically added to the channel.

o The channel appears on each member's bluChat messages page under Channels.

e The membership countin the upper-right corner of the channel is updated to

reflect the new members.

Arwen Stephenson
7/14/2026,12:31 pm

@Amy Nguyen

Q 1= % & ml IDmember;'ﬂl

-—— -
Have you made a customer happy today? i

(@Peter Georgakoulias Have you reviewed the live AP numbers?

¥ Accounting
Arwen Stephenson
- o oa u
> Unread
> Watching =_'
> Starred
®
+ Channels [+] & Reply
# Accounting
# Sales
# Team
> Groups © M‘ntea message...
» Direct Messages
B I & <

@ Unread @ Follow-up

1

a4 @@e ¢4
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Removing Members from a Channel

The person who created a channel can remove members from the channel. The channel's
creator cannot be removed.

Note: bluChat automatically removes Inactive or deleted entities from the channel when
adding/removing other members.

To remove a member from a channel, follow these steps.

1. Click the Show Members link in the channel's header. The Members window appears.

Accounting

Arwen Stephenson
- Ww & W Q 1= % B © B8members &
> Unread
> Watching

> Starred

~ Channels [+]

# Accounting

2. Inthe Members window, scroll through the list of members until you find the user you
want to remove from the channel.

Members

Samantha Blackwell

Arwen Stephenson

Ariella Henry

Maddox Romero

Amy Nguyen

AP Clerk

Marie Rich

Peter Georgakoulias
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3. Next to the name of the member you want to remove from the channel, click Remove.
The member is immediately removed from the channel. The channel is removed from the
member's bluChat messages page under Channels.

4. When you are finished removing members, click Close. The membership countin the
upper-right corner of the channel is updated to reflect the removed members.

4 Accounting
Arwen Stephenson
- v A W Q 1= % B © 9membes 2

> Unread
> Watching
> Starred

~ Channels [+]

# Accounting
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Deleting a Channel
Only Administrators or the channel’s creator can delete a channel.
To delete a channel, follow these steps.
1. On the bluChat messages page, select the channel you want to delete.

2. Click the Trash Canicon in the header of the channel.

Accounting
Arwen Stephenson
- % & W
> Unread

> Watching

> Starred
~ Channels [+]
# Accounting

# Sales

A message appears, asking you to confirm you want to delete the channel.

3. When you are ready to delete the channel, click the Confirm button.

Delete Channel

Are you sure you want to delete "Accounting”?

The channel isimmediately deleted and removed from the available public channels in
your company's bluChat. It is removed from your Channels list on the bluChat messages

page.

' Arwen Stephenson
-

> Unread

> Watching
> Starred

~ Channels [+]

# Sales
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Joining an Existing Channel
If you want to join a channel, follow these steps.

1. Go to the bluChat Messages page.
2. Onthe left sidebar, locate the Channels section.

3. Click the Add Channels button. The Search a Channel window opens.

' Arwen Stephenson

-

> Unread

> Watching

v Channels %
# Team

> Groups [+]
> Direct Messages [+]

4. Scroll through the list of channels, or use the search box to begin typing the channel
name. As you type, a list of existing channels appears based on the characters you type.

Search a channel

Mame

54

#5ales

4 members

Cancel
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5. When you find the channel you want to join, click the Join button next to the channel. You
are immediately added to the selected channel, and it appears on the bluChat messages
page under the Channels section.

' Arwen Stephenson
-

> Unread

> Watching

~ Channels [+]
# Team

# Sales
> Groups [+]

> Direct Messages [+]
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Starring Channels

When you star a channel in bluChat, you mark it as a favorite so it's easier to find and get back
to. Starred chats are grouped together in a dedicated Starred section in your sidebar, keeping
your active conversations in a consistent, easy-to-reach spot.

Starring is purely an organizational shortcut and doesn't change notification badges for the
channel. Starring is the best way to curate your sidebar around the handful of channels you use
regularly day, so the noise of the less active channels doesn't get in your way.

To star a channel, follow these steps:
1. Go to the bluChat messages page.
2. Inthe left sidebar, select the channel.

3. Atthe top of the chat, click the Staricon.

Team
, Arwen Stephenson
- ind Q T % fH © 5Smembers 2
> Unread a
> Watching S/ Raoky
~ Channels © Arwen Stephenson Have you made a customer happy today? g
7/14/2026,11:44 am
# Accounting
(@Maddox Romero  Are you sending the company update today?
# Team ©
> Groups [+]
* Reply '
> Direct Messages [+] g
Write a message..
B I S« iE E 9 & a @ ¢4
Unread @ Follow-up

The Staricon is highlighted, and the channel is moved from the Channels section to the
Starred section on the bluChat messages page, where you can easily find and work with

Team
Arwen Stephenson
- * 2 (= Q 1 W H © Smembers 3
> Unread @ &
> Watching “ Reply
v Starred ' Arwen Stephenson Have you made a customer happy today? @
Team 7/14/2026,11:44 am
(@Maddox Romero  Are you sending the company update today?
~ Channels [+] [e)
# Accounting =7
> Groups © “ Reply '
v

> Direct Messages [+]

Write a message..

B I S <¢iEE» @ a @ eéedqa

Unread @ Follow-up
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Unstarring a Channel

When you star a channel, the channel it appears in the Starred section on the bluChat messages
page, and the Staricon is highlighted at the top of the chat.

If you want to remove the channel from your starred chats, click the Star icon next to the
channel name to clear it.

The channel isimmediately moved from the Starred section back to the Channels section on
the bluChat messages page.
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Working With Groups

bluChat groups are two or more users in a members-only conversation that other users can join
only by invitation. Groups are similar to channels in that they can be named. Groups are
different than channels in that you must be invited to join.

Creating a Group
To create a new group, follow these steps.

1. Go to the bluChat Messages page.

2. Intheleft sidebar, locate the Groups section.

.u.‘"‘f #
! Pﬁf Arwen Stephenson

> Unread
> Watching
> Channels [+]

~ Groups %
L+

> Direct Messages

3. Click the Add Groups button. The Create a Group window opens.

Create a group

Alias

Add Member

Cancel

4. Inthe Create a Group window, use the Alias text box to name your group.

5. Scroll through the user list or begin typing the name of the user you want to add. When
you use the search bar, a list of suggested users appears and populates user name
suggestions that are consistent with the characters you type.
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6. Next to the user you want to add to the group, click the Add button. The user you added
is selected and placed on a list underneath the search bar.

7. Continue searching for and adding any additional users you want to add to the group.
Users you select are added to the list.

8. When you are ready to create the group with the selected members, click Create.

Create a group

l samantha Blackwell X I I Ala smith X J

[ Maddox Romero % ] [ Ariella Henry % l l Tillie Chapman X l

[ Marie Rich ] l Sam Smith x ]

Terry Chan

Ruth Smith
Assembler

Mark Jones
Chief Operating Officer

Mary Redding

Sales Rep - West

Peter Georgakoulias
AR Clerk

Scott Beveridge
President /CED

Cancel

The group is immediately created and added to your list of Groups on the bluChat
messages page. The group also appears in the Groups section for every user you added
to the group.
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Adding Members to a Group

You can add members to a group by updating the group membership directly, or by simply
mentioning a user in a group they do not already belong to.

Adding Users by Selecting Them

To add new members to a group by manually updating the group membership, follow these
steps.

1. On the bluChat messages page, select the group you want to work with.

2. Inthe group header, click the Invite Members icon.

Project Team
' Arwen Stephenson
- * & Q 1= @ B @ 10members 8
POV YOU TTIGUE U CHSIOTEr TPy TOUTYT
> Unread _' 7/14/202 SWR08 pm a

Can you all make it to our check-in meeting today, or should we reschedule?

> Watching
@
> Starred
> Channels [+ ] + Reply
+ Groups [+]
_ Arwen Stephenson Have you made a customer happy today? g
@ Project Team - 7/14/2026, 12:45 pm
@Amy Nguyen  @Peter Georgakoulias Will you be able to provide an update on current AP balances?
> Direct Messages [+]
@
+ Reply

Write a message...

B I S« iE E »n @ a @@e¢edq

@ Unread @ Follow-up

The Invite Members window opens.

3. On the Invite Members window, begin typing the name of the user you want to add. A list
of suggested users appears and populates user name suggestions that are consistent
with the characters you type.

Invite members

Name

Sa

Samantha Blackwell

Sam Smith
Purchasing

Tessa Darby

Susan Smith (Smith Inc.)

Consultant

Cancel
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4. Next to the user you want to add to the group, click the Add button. The user you added
is selected and placed on a list underneath the search bar.

5. Continue searching for and selecting any additional users you want to add to the group.
The users you select are added to the list of invitees under the search bar.

Invite members

Maddox Romero X I [ Tillie Chapman X I Marie Rich x

[ Scott Beveridge X l Randy Unger X l

Sam Smith
Purchasing

»

Ruth Smith
Assembler

Mark Jones
Chief Operating Officer

Mary Redding
Sales Rep - West

Peter Georgakoulias
AR Clerk

David Belavich
Inspection

E 4
4

6. Once you have selected all the users you want to add, when you are ready to add them to
the group, click the Invite button.

The selected members are immediately added to the group.

» The group appears on each member's bluChat messages page under Groups.

o The membership countin the upper-right corner of the group is updated to reflect
the new members.

Project Team
Arwen Stephenson
- * 2 0 Q 1= W @ @ 12members 35
. PaVe yuU MoUE U Cuswmer T
> Unread _’ 7/14/2026, 12:08 pm ]
> Watching Can you all make it to our check-in meeting today, or should we reschedul
@
> Starred
> Channels [+] * Reply
+ Groups ()
- Arwen Stephenson Have you made a customer happy today? g
@ Project Team < 7/14/2026, 12:45 pm

@Amy Nguyen ~@Peter Georgakeulias Will you be able to provide an update on current AP balances?
@

 Reply

> Direct Messages [+]

Write a message..

B I S ¢ E9@® a @0 ¢qa

W Unread W Follow-up
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Adding Users by Mentioning Them

In addition to manually updating channel membership, an alternative way to add users to a
group automatically is to mention them in a new message.

To add new members to a group by mentioning them, follow these steps.

1. On the bluChat messages page, select the group you want to work with.

2. Inthe group, draft your message. Use @[user name] to mention the user or users you

want to add to the group.
Project Te
' Arwen Stephenson roject Team
- * 2 0 Q 1 W @ © 8members 2»
> Unread
Arwen Stephenson Have you made a customer happy today? ﬂ
> Watching - 7/14/2026, 12:08 pm
Can you all make it to our check-in meeting today, or should we reschedule?
> Starred
@
> Channels [+] e
« Groups [+ Co) Y
@ Project Team
@Amy Nguyen  @Peter Georgakoulias Will you be able to provide an update on current AP balancesj
> Direct Messages [+]
B I € ¢ = i 9 @ a @@ ¢ 4
Unread @ Follow-up

3. Send your message. When the message is sent, the users you mentioned are
automatically added to the group.

» The group appears on each member's bluChat messages page under Groups.

» The membership count in the upper-right corner of the group is updated to reflect
the new members.

. Project Team
Arwen Stephenson r Ll |
- * 2 0 Q 1= W B @ 10members 2
I . .-
» Unread LIy i el Have you made a customer happy today? ﬂ 'y
7/14/2026, 12:08 pm
» Watching Can you all make it to our check-in meeting today, or should we reschedule?
> Starred @
new
> Channels
° 4 Reply
~ Groups [+]
Arwen Stephenson Have 2
vou made a customer happy today? ﬂ
@ L ) -' 7/14/2026, 12:45 pm
> Direct Messages o @Amy Nguyen @Peter Georgakoulias Will you be able to provide an update on current AP balances?
@]
4 Reply

I Write a message..

B I & ¢«

= on @ a @@ ed

Unread @ Follow-up
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The person who created a group can remove members from the group. The group's creator

cannot be removed.

To remove a member from a group, follow these steps.

1. Click the Show Members link in the group's header. The Members window appears.

Project Team

’ Arwen Stephenson
- * 2 W

> Unread F
_' 7/14/2026, 12:08 pm

> Watching

Can you all make it to our check-in meeting today, or should we reschedu

Q 1= W H @ 12members &

IOV UL TG U CUSTOTEr T

®
> Starred

new
> Channels [+] # Reply
~ Groups [+

Arwen Stephenson
@ Project Team - 7/14/2026,12:45 pm

Have you made a customer happy today? i

2. Inthe Members window, scroll through the list of members until you find the user you

want to remove from the group.

Members

Samantha Blackwell

Arwen Stephenson

Ariella Henry

Maddox Romero

Amy Nguyen
AP Clerk

Marie Rich

Peter Georgakoulias

3. Next to the name of the member you want to remove from the group, click Remove. The
member is immediately removed from the group. The group is removed from the
member's bluChat messages page under Groups.
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4. When you are finished removing members, click Close. The membership countin the
upper-right corner of the group is updated to reflect the removed members.

' Arwen Stephenson
-

> Unread
> Watching
> Starred
> Channels

~ Groups

@ Project Team

Project Team
* 2 W Q T: W B @ 10members 2

TIOVE JOUTIOUE U CHSTOITEr T

-' 7/14/2026, 1208 pm
Can you all make it to our check-in meeting today, or should we reschedu

@]

new

“ Reply

Arwen Stephenson Have you made o customer happy today?
! 7/14/2026,12:45 pm
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Starring Groups

When you star a group in bluChat, you mark it as a favorite so it's easier to find and get back to.
Starred chats are grouped together in a dedicated Starred section in your sidebar, keeping your
active conversations in a consistent, easy-to-reach spot.

Starring is purely an organizational shortcut and doesn't change notification badges for the
group. Starring is the best way to curate your sidebar around the handful of groups you use
regularly day, so the noise of the less active groups doesn't get in your way.

To star a group, follow these steps:
1. Go to the bluChat messages page.
2. Inthe left sidebar, select the group.

3. Atthe top of the chat, click the Staricon.

Project Tea
' Arwen Stephenson

- w Q T % H & 8members 2
> Unread

Arwen Stephenson Have you made a customer happy today? g
> Watching -’ 7/14/2026,12:08 pm

Can you all make it to our check-in meeting today, or should we reschedule?
> Channels ) [+]

€]
« Groups [+] 4 Reply

@ Project Team

> Direct Messages [+]

[ M’mea message.. ]

B I S« = E» @& a @ o ¢ 4

Unread @ Follow-up

The Staricon is highlighted, and the group appears in the Starred section on the bluChat
messages page, where you can easily find and work with it.

l Project Team
Arwen Stephenson
- * 2+ 0 Q 1= W @ ©® S8members 2
> Unread
Arwen Stephenson Have you made a customer happy today? i@
> Watching 7/14/2026, 12:08 pm
Can you all make it to our check-in meeting today, or should we reschedule?
~ Starred
@]
Project Team
* Reply
> Channels £ [+]
~ Groups [+ ]

@ Project Team

> Direct Messages [+]
Write a message..

B I S« iEE " @ ae@oe¢edq

Unread W Follow-up
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Unstarring a Group

When you star a group, the group it appears in the Starred section on the bluChat messages
page, and the Staricon is highlighted at the top of the chat.

If you want to remove the group from your starred chats, click the Star icon next to the group
name to clearit.

The group is immediately removed from the Starred section on the bluChat messages page.
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Working With Direct Messages

bluChat direct messages are a one-to-one conversation between two users. Direct messages
cannot be joined by other users.

Important: All bluChat messages, even direct messages, can be searched and audited, and
therefore are not private.

Creating a Direct Message

Direct messages are chats with only two members.

Note: When you create a direct message chat, it appears on the bluChat messages page
for both you and the other member, even if no messages have been sent through the chat
yet.

To create a new direct message chat, follow these steps.

1. Go to the bluChat messages page.
2. Intheleft sidebar, locate the Direct Messages section.

3. Click the Add Direct Messages button. The Invite User(s) window opens.

g Alan Barker
| 'I-J

> Unread

> Watching

» Channels £ L+]

> Groups [+]
F |

« Direct Messages | ol
[N |

@ Arwen Stephenson
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4. Inthe Invite User(s) window, begin typing the name of the user you want to start a
conversation with. A list of suggested users appears and populates user name
suggestions that are consistent with the characters you type.

Invite User(s)

Select a user

till

Tillie Chapman

5. Nextto the user, click the Add button. The user you added appears under the search bar.
Because direct messages are between two bluChat users, you can only add one other
user to the direct message chat.

Invite User(s)

Select a user

Tillie Chapman %

cance' m

6. To create the direct message chat, click Create.

The chatis immediately created and appears on the bluChat messages page for both you
and the other user. The chat appears under Direct Messages.

Proceed to chat with the other user.

Tillie Chapman
. Alan Barker
1 v | Q 12 W B @ 2members
> Unread
Alan Barker ABC, always beclosing i
> Watching gl 7/14/2026,4:53 pm
Hi Tillie, how are you doing today?
> Channels £) [+]
@
> Groups [+] 4 Reply
« Direct Messages [+]
@ Arwen Stephenson [ Mme a message..
@ Tillie Chapman
B I S« iE E 9 @ A ® ¢ 4
@ Unread @ Follow-up
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