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As a ‘branch’ administrator, you will need to 
review and customise the setup that is 
applied to all GoShare users within your 
branch/organisation. 

The branding section is used to upload an 
organisational logo or banner image. This 
image will be used when you or your 
colleagues send content to patients using 
GoShare. Image size requirements are listed 
on the right-hand side. Click on the ‘FILE’ 
button to select the image file. 

Branch name is the name of your 
organisation. 

The ‘send from’ email address is the email 
address that will be used when you send 
health information to your patients via 
email. By default, GoShare will use 
goshare@healthily.com.au. 
If you change the send from email address: 
- A confirmation email will be sent to the 
email address you choose. You MUST 
confirm the email address before GoShare 
will apply the change. 
- The email address you choose will be used 
for all GoShare users that are part of your 
branch, so you should choose an email 
address that is generic rather than belonging 
to an individual. eg: admin@myclinic.com.au 

The default SMS message, email message, 
and ‘landing page welcome’ can all be 
customised here. Placeholders (text inside 
square brackets) can be used. Available 
placeholders are listed to the right of each 
setting. 

‘Patient email design’ and ‘Landing page 
design’ is where you select the branding you 
would like to use in emails and on landing 
pages (where patients view health 
resources). It is recommended to keep these 
set as ‘basic style – uses logo’ and to upload 
your practice logo in the branding section 
above. 

Set the ‘brand signature’ for your 
organisation. This is a signoff that is used in 
GoShare emails and on GoShare landing 
pages. 

Enter your organisation’s contact phone 
number. This is essential for certain GoShare 
bundles that include a call to action. 

To add a booking button to all of your GoShare landing pages: 
1. Ensure your ‘landing page welcome’ includes the [booking_button] 

placeholder. 
2. Enter the text you would like the button to display in the ‘booking 

button – text on the button’ field. 
3. Enter the URL for your online booking service into the ‘booking 

button – URL’ field. eg: https://www.hotdoc.com.au/medic….. 
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As the branch admin, you can invite other 
staff at your organisation to register a 
GoShare user account. To invite a colleague 
to register a GoShare user account: 

1. Select the ‘Users’ tab at the top 
right of the admin screen. 

2. Click on the + button at the 
bottom right of the screen. 

3. Enter the first name, last name 
and email address of your 
colleague. 

4. * IF you want this staff member 
to have administrator access (ie: 
access to the pages covered in 
this guide), tick the ‘branch 
administrator’ checkbox. We 
suggest NOT ticking this box. 

5. Click on the ‘submit’ button. 
6. The person you have invited will 

receive an email informing them 
that they have been invited to 
register a GoShare user account. 

7. Once they accept the invite and 
set their password, they will have 
access to GoShare.  


