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1.1 Overview of CreateText Quick Start Guide

CreateText is the easy way to send group texts and receive replies. Use this Quick Start Guide to get up and
running quickly on your CreateText account.

Start now and find out how to:
e login to your CreateText account
e Add asingle contact
e Add multiple contacts using an Excel sheet
e (Create agroup
e Assign contacts to groups
e Delete a group
e Send a single 1-way message
e Send a 1-way message to a group
e Send a 2-way message to a group so that you can receive replies

e View replies

We recommend that you follow this guide sequentially according to your needs.

Your CreateText account has lots of additional functionality, all of which is described in the User Manual.
This user manual and a full set of frequently asked questions can be found at
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1.2 Login to your CreateText account

1. Goto www.createtext.ie

Enter your email address
and the password
supplied to you.

2. Click the SIGN IN button.

| ‘ (@ credetext . jq

(T creadtetext . g

Password
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1.3 Add a single contact

How do | add a contact to my CreateText account?

1. Click the CONTACTS tab. LOGOUT | Mo New Messages s

(tcrectetext . jq

Ol [ meox | memmoess (| contacts [f sent [ options |
B Balance: 5000 credits .

STEP 1.
Who To:
0 Caontact Name
O Contact Group
STEP 2. 2 Way Meszage 1 way Message ]
Message Type : ©(frnm:35337517300010 O {fromComaany Teg) COmPany Tag {oreatetext |
2. Click Add New contact. LoGoUT | nppr@clarecoco.ie No New Messages
@ aoLebext . e
cre ext . /o
[ compose | INBOX 1 reminoeErs | (EEREESEER | SENT 1 opPTions
Viewr Add New Contact Web Upload Export Contact
EN S AR R EETEEE
\_.______/
/0 PER PAGE[ 2
ALL A B C D E F G H I ] K L M N o P Q R 5 T U Vo ow X Y 2Z l:l =€a
First_Name Last_Name Number Send Edit Delet
00 PER PAGE[2
B createtext.ie™ 2010. All nghﬁ Reserved.
3. Enter the contact’s Number No spaces, with or without international code
details.
First_Name Add contact’s first name
Last_Name Add contact’s last name
Comment Can be left blank or used for annotation
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If you want your contact
to be a member of a
group, select the
checkbox beside the
desired group. Here, we
have assigned our
contact to the Staff
group. To create your
own group/s, see Create
a Group instructions on
page 9.

Click the Add Contact
button.

. fe

Number 0874569999

First_Name | Bill

|
|
Last_Name | Clinton |
|

Comment | President

Contact Groups
I:l Customeng Staff

Back to Contacts|

Number |0874569999

Last_Name | Clinton

|
First_Name [Bil |
|
|

Comment | President

Contact Groups:

I:l Customers Staff

Back to Contad h_ Add Contact '

The contact has now been added to your CreateText account.
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1.4 Add multiple contacts using an Excel sheet
How do | add multiple contacts to my CreateText account?

1. Prepare an Excel sheet Prepare your list of contacts in an Excel sheet.

with your list of contacts. You can use the blank template available at www.createtext.ie/support or

an Excel 97-2003 worksheet you may have created already. Use at least
three columns:

First Name: First name of person to be added to the account
Last Name: Last name of the person to be added to the account
Number: With or without the international dialling code

When your Excel worksheet is complete, save it in a location that you can
identify easily on your computer.

. -~
2. Click the CONTACTS tab LosouT | No New Messages —
(t crectetbext .
/e
coMPOSE |l INBOX \[ meminoers {|f” contacTs ¥ SENT V[ options )
r Balance: 5000 cedits .
STEP 1.
Wheo To:
O Contact Name i
O cContsct Group b
STEP 2. 2 Way Meszage 1 way Message .
Message Type : © fromzzazreir2000 @ O firomCompany Tag) COMPany Tag :createtext
3. Click Upload Contacts LoGout | nppr@clarecoco.ie Na
cre ext.. /o
[ compose |f INBOX NECE Sl conTacTs | SENT
——
Views Add Mew Contact web Upload Export Contact
Contacts Contact Groups Forms Contacts Contacts Settings
\\--.--/
VIEW CONTACTS
o

ALL A B C D E F G H I J KILMMNOWPQGQWR 3 TWUV WX Y Z

First_Name Last Name Number Send Edit

o/
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4. Click the Browse button
to locate file.

5. Click the Upload File
button.

iewi Add New Contact Web Upload Export Contact
‘Contacts Contact Groups Forms Contacts ‘Contacts Seftings

UPLOAD CONTACTS FROM A FILE

Step 1 - Choose your file.

Y'ou can upload new contacts to your account by clicking Browse in the form below, then selecting the file from your computer.

File Format
The file should be an Excel file, or a text file in CSV (Comma Separated Values) format.

Once you have uploaded the file to our server, we willtake you to the next step in the process, which allows you to map the columns in your file to the
relevant contact fields in your address book. So you get to tell us which column containg the, hich containg the perzon's name etc.
d
Browse_

Contacts fie:

Upload File
Uploading your file. More Information,

The file you are uploading should contain one row for each person, and can contain up to 20 tems of information related to that person. Your contacts can
alzo have up to 20 items stored for them, thought the basic =etup is to have a name and number for each person. You can, however, modify your gettings
to include information that you would like to use later, maybe in @ mail merge or similar application.

“hen uploading an Excel document, your contacts must be located in the first Sheet within the file.

10F OF PAGE

View Add New Contact Web Upload Expart Contact
Contacts Contact Groups Farms Contacts Contacts Settings

UPLOAD CONTACTS FROM A FILE

Step 1 - Choose your file.

“ou can upload new contacts to your account by clicking Browse in the form below, then selecting the file from your computer.

File Format
The file should be an Excel fie, or a text file in CSV (Comma Separated Values) format.

Once you have uploaded the file to our server, we will take you to the next step in the process, which allows you to map the columns in your fil
relevant contact fields in your address book. So you get o tell us which column containg the phone number, which contains the person's name +

g BY | iBrowse_éi

Upload File
Uploading your file. More Information.

The file you are uploading should contain one row for each person, and can contain up te 20 items of information related to that person. Your co
alzo have up to 20 items stored for them, thought the basic setup is to have a name and number for each person. You can, however, modify yo
{0 include infermation that you would like to use later, maybe in @ mail merge or similar application.

Contacts fe: [Z A

*When uploading an Excel document, your contacts must be located in the first Sheet within the file.

F N
T0F OF FAGE
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6.

Match field names and
click the Continue button.

Decide if you want to add
the new contacts to an
existing group and select
the appropriate options.

File received ok, checking type.
looks like an excel file
5 valid rows uploaded.

Below are some sample rows, taken from your uploaded file at randoem. You now need to specify which column in the
uploaded corresponds to which of your contact fields. On the right hand side are drop-down boxes which list each of ¢
labels. You use the drop-down box to tell us which field is the person's name, which is their phone number etc.

Some of the fields in your file may be irrelevant, so select 'ignore’ in the drop-down box, and that infarmation will not
us.

If you haven't already done so, you can add custom fields to your contacts information. You may, for example, want
separate fields for First Name, Surname, email address etc. You can define new fields by clicking here. You can then ¢

this screen and continue uploading your contacts.
Test 4 ‘ First_ Name +
|Last Name 1 |Last Name 2 |Last Name 4 ‘ Last_Name

A
|—35386222 |086669? |8?2222 ‘ N b

| ( continue ==

Test 1 Test 2

TOF OF FAGE

& crestetext.ie™ 2010. All Rights Reserved.

1 insBox 1 meminpers || SENT

. showing the options you =elected =arlier, together with some sample rovws from your uploa:
1g shown is as required. If not. click the 'change’ link at the bottom of the table. This will brii
where you can make the required changes.

First_Mame Test 2 Test 4 First_Mams

Last_Mame Last Mame 2 Last Mame 4 Lazt_Name

Number 0866697 872222 Number
Change...

are uploading can be added to an existing Contact Group, or you can create a new group for them. Please

@ Don't add the new contacts to any group

{:} Add the new contacts to:| Choose a Group |

O Put them in a NEW group, calkad:|

" 2010. All Rights Reserved.
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9.

Click Upload.

[ compose |[ imnsox || meminoers | |([EERE

Below iz a table, showing the options you selected earlier, together with som:
that the mapping shown is as required. If not, click the 'change' link at the b
previous stage, where you can make the required changes.

First_Mame Test 2 Test 4
Last Mame Last Name 2 Last Name
Number 086665979 872222

The contacts yvou are uploading can be added to an existing Contact Group, or you can ¢
options:

@J Don't add the new contacts to any group

O Add the new contacts to;| Choose a Grou
O Put them in a NEWW group, called:
Upload

s
TOF OF FAGE

Page 10 of 22



1.5 Create a group

How do | add my own groups to CreateText.ie?

1. Click the CONTACTS tab.

2. Click Contact Groups.

3. Enter the name of your
new group and click the
Create Group button.

(Tt createtext .jq e

f compose |[  inBox  |[ REMINDERS nn.—; TS

o

VIEW CONTACTS

n PER PAGE
ALL A B C© D E F G H I R | [ L M N o P Q R s T U v ow X Y z

Q). sent [ oemons )

Contact
Ssttings

r COMPOSE _]r INBOX Wf REMINDERS W|

Groups Forms Contacts Contacts

View Add New (t:.cmﬂa.ctﬂ"N Web Uplozd Expart
P

=

VIEW CONTACTS

11N

ALL A B B B BV IR & W 1 3 K L, M N G P g R

[ compose ) meox [ memmoens ||

View Add New Contact Web Upload Export Contact
Contacts Contact Groups Forms Contacts Contacts Settings

MANAGE CONTACT GROUPS

Name of New Contact Group

Minor Tleam |

((Create Group [
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4. The group Minor Team is
now one of your listed
groups.

[ coweose [

mneox __|[ meminoers ||

CONTAC

(

sent |[ oemions |
View Add Newr Cantsct Web Upload Expart Cantect
Contacts Contact Groups Farms Contacts Contacts Settings
MANAGE CONTACT GROUPS
Name of New Contact Group
Create Group
Upload Cantacts from = fila

Your Contact Groups

Group Name Mbrs Alias Edit Delete Group Name
Customers

sessezaees (4 Q) First Class
0 sesstsser 4 @ Staff

Mbrs Alias
5 BBe101418

0 BBB111254

Edit Delete
£ @
2z ©
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1.6 Assign members to a group

Now that I’ve uploaded some contacts, how do | put them in groups?

1. Onthe CONTACTS tab,
click View Contacts to
see your list of contacts.

2.  Click the Edit icon on the
same line as the contact
in question.

3. Inthe panel that appears,
select the group (or
groups) to which you
want to assign your
contact — in this case,
Minor Team. You can
assign a contact to as
many groups as
necessary.

View
Contacts

)=

Contact
Groups

Web
Forms

News
tact

Upload
Contacts

Contact
Settings

Export
Contacts

VIEW CONTACTS

m

ALL A

Name

Cathy Dwyer

Catriona May

VIEW CONTACTS

M

B C O E F G H I ] K L MmN O P QR 5 T U W
Last Name Number
3538791248658
353869786756

n PER PAGE 25 [+]
AL ABCDEFGHTI JKLMNOPQRISI TUVWXIXYZ
Name Last Name Number Send Edit Delate
s 7
Cathy Dyer 353879124698 ] (B) 0 |
Catriona May 333869786736 H \g 0
[ compose |[ mneox |[ meminocers | (EENIISE SENT |
View Add New Contact web Upload Expart Contact
Contacts Contact Groups Forms Contacts Contacts Settings
EDIT A CONTACT
=}

Display Name Cathy Dwyer
Number 353379124592

Name Cathy Dwyer
Last Name

Commemt

Contact Groups:
ustomers E Staff

Back to Cuntactsl Update |
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4.  Click the Update button EDIT A CONTACT

to save your changes.

HQ

Display Name Cathy Dwyer

Number
Name
Last Name

Commemt
Contact Groups:

ustomers

353879124698

Cathy Dwyer

¥ minor Team [ stafr

Back to Conta Update
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1.7 Delete a group

One of my groups is now obsolete — how do | delete it?

1 Onthe CONTACTS tab,
click Contact Groups.

2 To delete groups, select
the checkbox beside the
group/s you want to
delete. Here, we’ve
chosen the group First
Class. Click the Delete
button.

3 Inthe dialog box that
appears, click the OK
button.

4 The group First Class is
now deleted

[ compose |[ meox [ meminoems || [ sent
View Add New (Conhd-\ Web Upload Export Contact
Contacts Contact Groups o Forms Contacs Contacts Settings

m

ALL A B AZ B RV F G R 1 A sk L NN R P R R ST SR Gl YO G O

e —
VIEW CONTACTS

Your Contact Groups

Group Name Mbrs Alias Edit Delete Group Name
Customers 6 s88273883 4 6

Minor Team 0 sssa1s597 A4 Staff

| INBOX Wf REMINDERS j[ CON

1 Message from webpage

@ Are you sure you want to delete the 1 selected Contact Group(s)?

Your Contact Groups

Group Name Mbrs Alias Edit Delata Group Name
Customers 6 888273 Q e Minor Team
Staff 0 888111 4 O
delete

Page 15 of 22



(¢ crecte

. fe

1.8 Send a single 1-way message
How do | send a text message to one person from CreateText.ie?

What's a 1-way message? A 1-way message is a message to which contacts cannot reply. It bears

your group/organisation/company tag or identification.

(T credetext . jq

j INBOX \( mEmINDERS

1.  Click the COMPOSE tab.

STEP 1. |
Who To:

) ‘Contact Name
~

! 'Contact Group

2. Inthe STEP 1 Who To:

|[ ReEmINDERS "H( CONTACTS \\' SENT V[ options )

[ covros: IR

panel: Balance: 27 cradits
STEP 1. ¥a|
a) Select Contact Who'To:
Name and
@ ‘Contact Name,
choose from your T Select a Contact Name [+
list of contacts STEP 2. 2 Way M ~ 1wayM ———
’ Message Type : @ (fmma\slsaée%%gueuoo) @ o tfr:‘rr?.éurﬁssﬁfﬁag) Company Tag : 5h=rnoncc
or s‘ﬁ;p 3 @ Mox message size: = 306 o 306 characters remaining %
Create Message: <Temp
b) type the
contact’s name Bl one s

and choose from
the predictive list

WF 5145 contacts

@ valid for: | 48 hours : Flash: [ Unicods: [

+ Edit Templates..

that appears, or [ send later
c) simply enter the
contact’s number
if it's not already
in the system.
3. Inthe STEP 2 Message STEP 1. Margaret Minogue,
Type: panel, select 1 Way Who To:
Message.
O ‘Contact Name
O ‘Contact Group
STEP 2. @ 2 Way Message
Message Type : = (from:353877730000) ™
STEP 3. 0 Max message size! == 306

Page 16 of 22




4. Enter a company tag —
the name of your
organisation.

5. Inthe Step 3 Create
Message: panel, type the
message you want to
send.

6. To send your message,
click the Send Now
button.

coMPOSE  |IRILNEERSR

|(“reminoers |( contacts | sent

(" oprions |

Balance: 27 credits .

@ Contact Name
© Contact Group

- 2 Way Message 1 way Message
O omazrrrionne) @ @ from Company Tag  CoMPENY Ta @

STEP 2.
Message Type :

STEP 3.
Create Message:

FPFP phone (group tet)

#F SHS contacts management

STEP 3.
Create Message:

FPFF phane (0roup text)

ﬁF 5M5 contacts management

Margaret Minogue

Select a Contact Name ||

0 Max message size! s 306 + 238 characters remaining

TMargaret, are you looking| after refreshments forton@
|

e Valid for: Flash: Unicode: +

Send later

a Max message size! == 306 + 241 chara

Margaret, are you looking after refreshments for toni

a Valid for: H Flash: Unicot

Send later
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1.9 Send a 1-way message to a group

How do | send a 1-way message to a group on CreateText.ie?

1
In the STEP 1 Who To:
panel, select the Contact
Group option

2 Select the name of the

group from the list.

3 In Step 2: Message Type,

click the 1-Way option.

Select the COMPOSE tab.

[ conros: i

INBOX

|[ reminoers |[ contacts |

STEP 1.
Who To:

STEP 2.
Message Type :

STEP 3.
Create Messaoe:

STEP 1.
Who To:

STEP 2.
Message Type :

STEP 3.
Create Message:

PPFF phane (group tex)

STEP 1.
Who To:

STEP 2.
Message Type :

STEP 3.
Create Message:

Page 18 of 22

@ ‘Contact Name

= Select a Contact Group [~
@ 'Contact Group | P |_|
. 2 Way Message - 1way Message
© {irom-353877730000) e ° (from:CompanyTag) €1

e Max message size! == 306 + 306 characters remaz

© ‘Contact Name

Select a Contact Group
'Contact Group

2 Way Message
(from:353877730000)

1 way Message
{from:Company Tag)

Compa

e O

0 Max message size: == 306 o 306 characters remainir

Staffgroup),

© Contact Name
Contact Group

2 Way Message

0 (from:353877730000)

7

0 Max message size! == 306 +

306 characters remaini




4 Insert a Company Tag —
the name of your
organisation.

5 In Step 3: Create
Message, type the
message you want to
send.

6 To send your message
now, click the Send Now
button.

inBox  |[ ReminoeRs |[ coNTac

STEP 1. Margaret Minogue Staffigroup),
Who To:
) ‘Contact Name
Lk Staff
@ ‘Contact Group
STEP 2. & 2 Way Message e @ 1 way Mess:
Message Type : = (from:353877730000) = (from:Compar
STFD 2 G Mzvw massans Sive! == A aneG rl

STEP 2. Q Mwwming Templat

Create Message:

PPFF phone (youp ter)

#F 515 contacts management

taff meeting this afternoon at 3pm in staffroom. < Temp

7} Valid for: n Flash: L Unicode: + Edit Temp

Send later

STEP 3. a Max message size! == 306 + 252 chai
Create Message: Staff meeting this afternoon at 3pm in the staff roor
B | phone (group text)
E

ﬁp 55 contacts management

Page 19 of 22
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1.10 Send a 2-way message to a group

How do | send a 2-way message that people can reply to?

What'’s a 2-way message? A 2-way message is a message to which your contacts can reply. This message
will not carry your group or company tag.

1. Click the COMPOSE tab. In = \ \ 7 \( \ p—
the STEP 1 Who To: panel, J|| INBOX || REMINDERS || conTACTS ||
select the Contact Group
option STEP 1.

Who To:

€' Contact Name

= Select a Contact Group | =
| e

STEP 2. @ 2 Way Message e - 1 way Message
Message Type : = (from:353877730000) - (from:Company Tag)

¢ Con

STEP 3. e Max message size! = 306 + 306 characters rems
Create Messaoe:

2. Select the name of the STEP 1.
group from the list. Who To:
D ‘Contact Name
Contact Group
STEP 2. 2 Way Message 1 way Message
Message Type : (from:353877730000) e © (from:Company Tag) C°mpa
STEP 3. e Mazx message size: == 206 + 306 characters remainir
Create Message:
PFP = .
phone ( )
p .
3. InStep 2: Message Type, [ compose M INBOX 1 meminoers | contacts |f
click the 2-Way option. ==
STEP 1. Staffigroup),
Who To:
@) ‘Contact Name |
Staff [~

@ Contact Group

STEP 2. Way Message = 1 way Message Col
Message Type : om: 353877730000 =~ (from:Company Tag) 1
eTED 2 &) May messanes size! = 206 ok ANA rhararters rem
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5.

In Step 3: Create

~ T
IN X REMIN R ONTACT NT
Message, type the e | reminoers [ c s |[ sE
message y.ou want.t? — e
send, making sure it’s Who To:
clear in the text who the
i .
message is from. © Contact Name sttt e
® ‘contact Group
STEP 2. 2 Way Message . 1 way Message |
Message Type : @ (rom353877730000) @ © {rom -Company Tag) ComPany Tag :
STI-E-P 3_- - e Ma: D= Size: = 306 o 192 chars emaining Te

Create Message:

‘;rp phane (orop text)

=Tem

ﬁmpany day off next week - would you prefer to take this free
day on Maonday or Friday? Please vote by text reply |

e

LD

+ Edit

e Valid for: |48 hours :l Flash: Unicode:

Send later

To send your message
now, click the Send Now
button.

STEP 3.

PPFF phone (group text)

#E 515 contacts management

Create Message:

0 Max message size: == 306 + 192 characters remaining

Company day off next week - would you prefer to take this free
day on Monday or Friday? Please vote by text reply |

0 Valid for: u Flash: Unicade:

Send later
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1.11 View Replies

How do | see the replies | receive?

I(l” crectetert . g

[ compose REMINDERS | conTacts [ senT

1. Click the INBOX tab.

2. All messages you receive
are displayed here, most
recent first. You can
reply to messages,
forward and delete
them here too.

Congratulations! You are now able to send single and group text messages from
your CreateText account. This document as well as other support material is also

CQuic

|l

1/1

[ compose |

11

O
O

o | 06/00/2010 12:43

o 15/04/2010 15:13

{ mreminoems | contacTs |

Thanks

from alias

available for download from: www.CreateText.ie/support
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