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GSO Site Header & Layout

The Global Search page 
will yield results across 
all GSO site areas 
(Messages, Tasks, 
Documents, Hubs, 
Calendar Entries) 

GSO Site Tabs

Notifications will display 
for unread messages & 
overdue tasks.



Home

FEATURED CONTENT
These tiles will change 
periodically to feature 
business critical topics.

GSO HUBS
Key resources and areas of 
GSO are linked from the 
home page. These tiles will 
remain consistent most of 
the time.

IMPORTANT!
If you are unable to login 
to GSO, or don’t have the 
correct store assignment, 
it may be that your 
account needs to 
created/updated. Please 
email GSO Support from 
your POS or call the HR 
Solution Center for 
assistance.



Messages

The “+” or “Create” 
icon in the top left 
allows associates to 
create their own 
messages to other 
associates or other 
stores within the 
same district.

Color-coded tags keep 
users informed of the 
category of each message 
(e.g. Visual Merchandising, 
Product Information, 
Operations, Training).

Message sorting options at 
the top will grant users the 
ability to filter and sort 
messages by category, 
sender, date received, etc. 
The same sorting tools are 
available in other GSO 
modules as well.

Information to the right of 
the screen denotes the 
time and sender of a 
message. Progress bars 
are also displayed, and 
will fill up green as they 
measure how many of 
the associates at your 
location have read the 
message.

In the top right of the 
Messages screen, 
you’ll find two icons. 
Click the refresh icon to 
refresh your messages 
feed. Click the 
magnifying glass icon 
to search for keywords 
within your messages 
feed.

The Messages tab is 
where stores will receive 
News & Announcements, 
plus other communications 
from the SSC and Field 
Leaders. Unread 
messages are listed in 
bold.



Messages Tools

By selecting messages using 
the checkboxes, new options 
will appear.

Use the folder icon to file 
away all selected messages

Use the envelope icon to 
mark all selected messages 
as “Read.”

Store Leaders are capable of creating their own messages to their 
associates and to other stores in their district. When selecting the option to 
create a new Store Message, SLs will be taken to the message creation 
screen. Users need only select the recipient(s) and priority level from the 
options provided, then draft a message with a Title and Body. Store users 
may only create messages using the “Store to Store” category, and can 
also choose to CC their managers on a message if needed.

Once a user has completed drafting a message, they need only click the 
“Send” button in the top-right of the screen. The “Cancel” option will erase 
all progress and return the user back to the Messages feed.

CREATING MESSAGES



Messages – Filtering Options

Select the categories 
for which you’d like 
to see messages in 
your feed.

Select which 
Message folder 
is displayed. 
Stores will want 
to select 
“Messages” as 
the default.

Select whether to 
show messages that 
are Filed away or 
messages that have 
not yet been Filed.

Select how 
far back 
you would 
like your 
Messages 
feed to 
stretch.

If you’ve set 
your filters in a 
way that you’d 
like to see next 
time you login, 
use the Gear 
icon and select 
“Remember this 
filter.” The Reset 
option will 
return to 
default view 
settings.

Select how 
you would 
like your 
messages 
feed to be 
organized.

GSO users can adjust the filtering options above the Messages feed to control the content that is 
visible to them.



Tasks

The Tasks tab is where 
stores will receive tasking 
assignments from the SSC 
and from Field Leaders. 
Store Leaders can also 
create store tasks to 
delegate to their associates 
as they see fit. The Tasks 
view is similar to the 
Messages view, as are its  
sorting and filtering options.

The “+” icon in the top left 
will allow Store Leaders to 
create their own tasks and 
assign them to themselves 
or other store associates.

“Overdue” tags will 
denote tasks that 
have not been 
completed on time.

The progress bars function 
differently on the Tasks 
screen. Rather than 
measure who has read the 
task, they measure how 
close the task is to 
completion.

In the top right of the Tasks 
screen, you’ll find two 
icons. Click the refresh 
icon to refresh your tasks 
feed. Click the magnifying 
glass icon to search for 
keywords within your 
tasks.



Tasking Tools

Tasks assigned to your store will 
include directions that you and your 
team will need to action. Tasks may 
be broken into multiple steps. You 
will have to check off all steps in 
order to close out the Task and 
remove it from your feed.

COMPLETING TASKS

CREATING TASKS

Store Leaders are now able to create 
tasks relevant to their own store 
operations for their teams to complete. 
Tasks can be simple, or they can be more 
complex – consisting of multiple steps. 
Task creators can even include a step 
requiring the user to upload a picture of 
completed work – easily completed using 
the camera on your store tablet.

To create a task, Store Leaders must 
select recipients and a due date as well as 
an activation date (if something other than 
the current date). Once the task has been 
fully drafted, click the “Send” button in the 
top-right corner of the screen. The 
“Cancel” button will erase all progress and 
return the user to their Tasks feed.



Tasks – Filtering Options

Select the categories 
for which you’d like 
to see Tasks in your 
feed.

Select which 
Tasks folder is 
displayed. 

Select how 
far back 
you would 
like your 
Tasks feed 
to stretch.

If you’ve set 
your filters in a 
way that you’d 
like to see next 
time you login, 
use the Gear 
icon and select 
“Remember this 
filter.” The Reset 
option will 
return to 
default view 
settings.

Select how 
you would 
like your 
Tasks feed to 
be organized.

GSO users can adjust the filtering options above the Tasks feed to manage their work priorities 
and control the content that is visible to them.

Choose to 
show tasks 
by urgency. 
Users can 
view all 
priorities, or 
just those 
with High or 
Urgent 
priorities.



Calendar

Users can click on any 
scheduled event to view 
further details.

Stores have access to a live 
calendar that automatically 
populates itself with assigned 
tasks and created events. 
Users can select to view the 
calendar by day, by week, or 
by the entire month.

Channel-wide events will be 
added to store calendars 
when scheduled. Store 
Leaders can also add local 
events or reminders to their 
own store’s calendar at their 
leisure using the Create (+) 
icon at the top left. Search, 
Refresh, and filtering options 
work as they do in the 
Messages and Tasks 
modules.

As with the 
Messages and 
Tasks 
modules, 
users can 
select the “+” 
icon to create 
calendar 
events and 
reminders 
that will be 
visible only to 
their team

The Search and Refresh icons 
perform the same functions as in the 
Messages and Tasks modules.



Calendar – Filtering Options

Select the categories for which you’d 
like to see events and Tasks on your 
Calendar.

Select if you’d like your 
Calendar to populate 
with Events, 
Incomplete Tasks, 
Completed Tasks, or 
all of the above!

Select your view 
mode. Users can 
view the 
Calendar for the 
full month, the 
current week, or 
just the current 
day. Users can 
also view 
Calendar events 
in a list view.

If you’ve set your filters 
in a way that you’d like 
to see next time you 
login, use the Gear icon 
and select “Remember 
this filter.” The Reset 
option will return to 
default view settings.

Print the current Calendar view.



Documents

The Documents tab is where users can find any print resources they need. 
Documents on GSO are organized into folders. Upon clicking the Documents tab, 
users will be taken to the root folder, where they can dive into a number of 
different document categories such as Human Resources, Visual Merchandising, 
and Product Information. Some folders will also have sub-folders as well. For 
example, Product Information contains a folder for Sellsheets (click-path shown 
here). All store-specific reports like the Performance Dashboard will 
automatically populate in you’re MY BUSINESS TOOLS folder when they are 
made available. Users can also perform searches for desired content. However, 
it’s important to note that unless you are using the Global Search, search results 
will only display content from within the current folder being viewed.



Sitemap

The Sitemap 
module is a quick 
reference guide to 
navigating GSO.

The Sitemap is 
where users can 
quickly find text 
hyperlinks to some 
of the most 
frequently visited 
areas of the site.



StoreWalks

The StoreWalks
module will be used 
primarily by Field 
Leaders to conduct 
Store Visit 
Assessments during 
visits to your location. 
Once submitted by a 
Field Leader, Store 
Users may view the 
results of a Store Visit 
Assessment via the 
StoreWalks module.

As a Store User, you will want to set 
your filter on the StoreWalks module to 
show “Completed StoreWalks,” so that 
you may view any assessments 
completed by your District Leader. Click 
any completed assessments to see the 
full details.



GSO on your Store Tablet
Your Store Tablet is a valuable tool for accessing GSO in your store. 
In many ways, the GSO experience is better on the tablet than on the 
POS. The portability of the tablet allows you to quickly reference 
planograms and visual memos – which you can easily download and 
save to your iBooks, negating the need to log into GSO to complete a 
set. 

Furthermore, some Tasks in GSO will require you to take a picture 
and upload it. This will have to be completed on the store tablet using 
the steps shown below.

1. For Tasks that require picture 
verification, access GSO on the 
tablet and select the “Upload” 
option.

For store users, your ticket to GSO on the tablet is the 
red “G” Opterus Weblink app on your tablet.

2. Select the “Add File” option 
from the pop-up window that 
appears, then choose to take a 
photo immediately or select an 
existing photo from your camera 
roll.

3. Take the photo or select one 
from your Camera Roll, then click 
the “Upload” button. Be sure to 
check off all steps, then click 
“Ok,” and you’re done!



GSO on your Store Tablet - Troubleshooting
When attempting to log in to GSO on your tablet, you may receive an error message 
like the one shown below, saying “Bad Request – Request Too Long.”

Fortunately, this is a common error with a simple solution. To resolve the issue and 
regain access, all you need to do is open the Settings app on your tablet. There, 
scroll down and select “Safari.” In your Safari Settings, select the option to “Clear 
History and Website Data” as shown in the image to the right. Once you’ve done so, 
you’ll be able to again access GSO on the tablet.

We can a’fix this!



STILL HAVE QUESTIONS?
Write in to GSO Support on your POS!


