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1 Introduction to CreateText.ie

Welcome to CreateText.ie, the easy, reliable way to send and receive bulk text messages from both your
computer and your mobile phone.

This User Manual will take you through all the functionality available to you with CreateText.ie. It will
answer any questions you have, and show you how to get the most from CreateText.ie. Our videos will also
help you in this regard. All CreateText.ie support material is available in the Support section of
CreateText.ie.

We think you will agree that CreateText.ie is very simple and intuitive to use. However, if you require
additional email or phone support, one of our team members will be happy to help you. Use the form on
the Contact Us page to get in touch with us, or send an email with your query to support@createtext.ie.
You can also call us on 01 488 0038
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2 Login to your CreateText account

How do | log in to CreateText.ie?

1.

Go to www.createtext.ie.

Enter your email address
and the password
supplied to you.

Click the SIGN IN button.

‘ (tcreadtetext . jq

Password

SIGN IN

(& credtetext . jq

Password
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3 Create Groups

How do | create contact groups on CreateText.ie?

Your contacts probably fall naturally into different groups, departments, classes or teams that you need to
stay in touch with. Once you have logged in, you can create those groups according to your needs on

CreateText.ie

1. Click the CONTACTS tab.

2. Click Contact Groups.

3. Enter the name of your
new group.

(T createtext. le ETECr—

I sent [ opmions |

=

[compose |[ ineox | REMINDERS ONTACTS

i —
View Add New Contact Web Upload Export Contact
Contacts Contact Groups Forms Contacts Contacts Sattings
VIEW CONTACTS

1" FER PAGE |25 [+]
ALL A B CDE F G H I 3] KL M NOPOQGRSTUVYWIXY Z. .

[ compose |[  iNBOX |( REMINDERS ]| CONTACTS

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

VIEW CONTACTS

m

[ compose [ neox | meminoers ||

View AddNew || Contact Web Uplosd Eiton Contact
Contacts Contact Groups Forms Contacts Contacts Settings
MANAGE CONTACT GROUPS

Name of New Contact Group

Minor Team
e P

([create Growp | )

Page 6 of 45



4.

5.

Click the Create Group p
COMPOSE INBOX REMINDERS
button. r- \I F | r -\”
View Add New Contact web Upload Export Contact
Contacts Contact Groups Forms Contacts Contacts Settings

MANAGE CONTACT GROUPS

Name of New Contact Group

Minor Team

([ create Growp |

The group Minor Team is f’- COMPOSE ] [’ INBOX | [ REMINDERS | |' CONTACTS

now one of your listed -

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

MANAGE CONTACT GROUPS

MName of New Contact Group

Your Contact Groups
Group Name Mbrs Alias Edit Delete Group Name
Customers 6 @BB273883 :! 0 First Class
inor =D CI:LEPSEEEY B S x | Staff

Remember, you can create as many groups as you need. Equally, you can delete groups as you require by
clicking the Delete button that appears in the column to the right of the group’s name.
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4 UploadContacts
How do | add contacts to my CreateText account?

You can choose to upload contacts singly or upload them in larger groups from an Excel or csv file (See step
4.2 ) —whatever best suits your needs.

4.1 Upload Single Contacts

LOGOUT | No New Messages

1. Click the CONTACTS tab.

‘ (t crectebext.;
VAl wsox | meminoems (| conracts |f  sent [ oprions |

Balanca: 5000 credits .

STEP 1.
Who To:
O contact Name i
O Centact Group 7
STEP 2. 2 Way Message 1 way Message .
Message Type : @ romzzaere 72000 @ O liomCompany Tag) CoMPany Tag : createtext
. LoGouT | nppr@clarecoco.ie No New Me
2. Click Add New Contact.
(T crectebext .; —
ex’ . /e
| COMPOSE ]I INBOX ]I REMINDERS ]f CONTACTS SENT \]I of
Adcl Mew Contact Web Uplozd Export Contact
Contacts c.amad Groups Contacts Contacts Settings
VIEW CONTACTS
oo PER
ALL A B €C D E F & H I 1 K LMMNOZPG QT RS T UV WX ¥ Z
First_Name Last_Name Number Send Edit
oo PER

TOF OF PAGE

© crestetext.ie™ 2010. All Rights Reserved.

Number

3. Enter the contact’s
details.

First_Name

Last_Name

Comment

No spaces, with or without international code
Add contact’s first name
Add contact’s last name

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

Number 0874569999

First_Name | Bill

|
|
Last_Name | Clinton |
|

Comment | President

Contact Groups

contact to the Staff [ecustomels
group. To create your
own group/s, see Back to Contacts
instructions in Section 3,

Create Groups.

Add Contact

5. Click the Add Contact
button.

Number |0874569999

First_Name | Bil

|
|
Last_Name | Clinton |
|

Comment | President

Contact Groups:

I:l Customers ¥ Staff

Back to Contad h_ Add Contact '

You have now added your contact to your CreateText account.

4.2 Upload Multiple Contacts from an Excel Sheet

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.
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2. Click the CONTACTS tab

3. Click Upload Contacts

4. Click the Browse button

to locate file.

LOGOUT | Mo New Messages

(T creadetext .jq Cor—

INBOX )[ reminpers (| contacts ¥ SENT 1 opTions
A Balance: 5000 c
STEP 1.
Wheo To:
O Contact Name
O Contact Group
STEP 2. 2 Way Message 1 way Message _
Message Type : ® lirom3s3878173000) @ O (from Company Tag) CCMPany Tag :|createtext

LOGOUT | nppr@clarecoco.ie No New Messages

(T creadtelbext . /g

[ comrose [ INBOX \[ reminperRs || [ SENT [ oPtions )
View || Add New || Contact H web Upload Export H Contact |
Contacts Contact Groups Forms Contacts Contacts Settings

VIEW CONTACTS

00

PER PAGE | 2!
ALLABCDEFGHIJKLMNODQRSTUVWXYZl:l

First_Name Last_Name Number Send Edit Delete

oo PER PAGE

Contacts Contact Groups Forms ‘Contacts

View Add New Contact Web Upload Export
Sattings

Contact ‘

UPLOAD CONTACTS FROM A FILE
Step 1 - Choose your file.

You can uplead new contacts to your account by clicking Browse in the form below, then selecting the file frem 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 cur server, we wil take 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 centains the

hich contains the persen’'s name etc.

Contacts ﬁbe.l '[ Browse_ }

Upload File
Uploading your file. More Information.

The file you are uploading should contain ene row for each persen, and can centain up to 20 items of information related to that person. Your contacts can

alze have up to 20 items stored for them, thought the basic setup is te have a name and number for each person. You can, hewever, modify your settings
to include information that you would like to use later, maybe in a mail merge or similar application

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

TOF OF FAGE
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5. Click the Upload File
button.

6. Match field names and

click the Continue button.

View Add New Contact Web Upload Export Contact
Contacts Contact Groups Forms 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 =hould be an Excel file, or a text file in CSV (Comma Separated Walues) format.

Once you have uploaded the file to our =erver, we will take yvou to the next =tep in the process, which allows you to map the colu
relevant contact fields in your address book. So you get to tell us which column contains the phone number, which contains the p

Contacts fik: [Z:\A

Upload File
Uploading your file. More Information.

The file you are upleading =hould contain one row for each person, and can contain up to 20 items of information related to that pe
alzo have up to 20 tems =tored for them, thought the basic =etup i= to have a name and number for each person. You can, howes
to include information that you would like to use later, mayke in a mail merge or =imilar application.

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

N
TOF OF FAGE

TACTS FROM A FILE

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

Balow are some sample rows, taken from your uploadead file at randem. ¥You now need to specify whi
uploaded corresponds to which of your contact fields. On the right hand side are drop-dovwn boxes wit
labels. You use the drop-down box to tell us which field is the person's name, which is their phone n

Some of the fields in your file may be irrelevant, so select 'ignore’ in the drop-down box, and that in
us.

If you haven't already done so, you can add custom fields to your contacts infoermation. You may, fo
separate fields for First Name, Surname, email address etc. You can define new fields by clicking her
this screen and continue uploading your contacts.

|Test i Tast 2

Test 4 | First Name
|Last Name 1 |Last Name 2 |Last Name 4 | Last Name

| 35385222252?|DBEEEB?BSD|B?222252? ||N

‘ ( continue ==

e

TOF OF FRAGE

€ createtext.ie™ 2010. All Rights Reserved.
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SENT || opTion

[ compose |  iNBOX | rEminDERs |

7. Decide if you want to add

Below is = tsble, showing the options you selected earlier, togsther vith some sample rovs from your upload file, Please co

the new contacts to an that the mapping shown is as required. If not, click the 'thangs’ link at the bottam of tha table. This will bring you back to t
c previous stage, where you can maks the required changes.
existing group and select
. . First_Name Test 2 Test 4 First_Name
the approprlate optlons. Last_Nzme Last Name 2 Last Name 4 Last_Name
Number 0866697350 872222527 Number
Change...

The contacts you are uploading can be added to an existing Contact Group, or you can create a new group for them. Please choose from these
optionz:

@ Don't add the new contacts to any group
(O Add the new contacts tu.
O Put them in a NEW group, calbed.|:|

F .
TOF OF PAGE

& createtext.ie™ 2010, All Rights Reserved.

[ SENT

8. Click Upload. [ compose |[ inBox || REmiNDERs |

Below is = table, showing the options you selected earlier, together vith some sample rovs from your:
that the mapping shown is 25 required. If not, click the 'change’ link at the bottom of the table. This v
previous stage, where you can make the required changes.

First_Name Test 2 Test 4 First_Nams

Last Name Last Name 2 Last Name 4 Last Nams

Mumber 0866637950 872222527 Number
Change...

The contacts you are uploading can be added to an existing Contact Group, or you can create a new group for them. |
options:
@ Don't add the new contacts to any group

O Add the new contacts to:| Choose a Group ™

O Put themin a NEW group, calbd:l

F N
TOF OF FRGE
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5 Send Messages

5.1 Send a 1-Way Message to a Single Contact

A 1-way message is a message that cannot be replied to. It carries your group/organisation/company tag or
identification. Here, we show you how to send a 1-way message to a single contact.

1. Click the COMPOSE tab in
CreateText.ie.

l (Tt crectetext . jq

INBOX \[ REMINDERS

O ‘Contact Name
' ‘Contact Group

2. Inthe STEP 1 Who To: [ compose IR ][ ReMINDERs [ conTacts | sent || opTions |
panel: i Balance: 27 credits
STEP 1. Ka|
Who To:
a) Select Contact ‘
Name and choose
. ~ Select a Contact Name m
from your list of O 'Contact Group .
STEP 2. 2 Way Message ~ 1 way Message i, |
contacts, or Mgy ® {iom 352677730000 @ © (rom Company Tag) COMPaNY Tag 3 shannoncC |
b) type the contact's STEP 3. o Max message size! ww 306 + 306 characters remaining Templates
name and choose e Teme
from the FPF? abone (00 1)
predictive list that ﬂzp
B <15 contacts
appears, or ; @ vaiid for: 28 nowrs [7] Flashi [ Linicode: 0 + Edit Templates..

c) simply enter the W Send e

contact’s number
if it’s not already
in the system.
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3. Inthe STEP 2 Message
Type: panel, select 1 Way
Message.

4. Enter a company tag —the
name of your
organisation. This can be
up to 11 characters in
length.

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

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

STEP 1.
Who To:

STEP 2.
Message Type :

STEP 3.

'fe

Margaret Minogue,

© 'contact Name
O 'Contact Group

® 2 Way Message
(from:353877730000) M

a Max message size! == 306

cowos: JNIED

|| REMINDERS || CONTACTS ||  SENT I

OPTIONS |

Balance: 27 credits .

STEP 1.
Who To:

@ Contact Name
© Contact Group

7, 2 Way Message 1 way Message
O rom383677730000) U (From Company Tag)  ComPany Ta

STEP 2.
Message Type :

STEP 3.
Create Message:

PFFF phone (o t)

wp 5M5 contacts management

STEP 3.
Create Message:

PPFF phone (or )

Margaret Minogue

Select a Contact Name [

e Max message size: == 306 + 238 characters r

TWargaret, are you looking| after refreshments for tonight'

a valid for: u Flash: Unicode:

Send later

6 Max message size! == 2006 + 241 character

Margaret, are you looking after refreshments for tonight®

ﬁp 5MS contacts gement

Page 14 of 45
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5.2 Send a 1-Way Message to a Group

INBOX | reminoers |[ contacts |f

Select the COMPOSE tab I covrose | (
in CreateText.ie. In the
. STEP 1.
STEP 1 Who To: panel, i
select the Contact Group
option.
STEP 2.
Message Type :
STEP 3.

Create Messaae:

Select the name of the

©) ‘Contact Name

@ 'Contact Group

® 2 Way Message
= (from:353877730000)

|Select a Contact Group [ =]

= 1 way Message
e ° {from:Company Tag) <27

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

STEP 1.
. Who To:
group from the list.
© ‘Contact Name
Contact Group
STEP 2. 2 Way Message 1 way Message
Message Type : (rom-352877730000) @ © {fomCompany Tag) COMPa
STEP 3. e Max message size: == 306 + 206 characters remainir
Create Message:
i = -
PFF phone ( )
In Step 2: Message Type, STEP 1. Stafffgroup),
A A Who To:
click the 1-Way option.
© Contact N
ontact Name |Staff |7|
Contact Group
STEP 2. 2 Way Message way Message Tor
Message Type : © lrom353877730000) 7] rom Company Tagy) Company Tag : Shi
STEP 3. e Max message size! == 306 + 206 characters remaining Templ:
Create Message: <Temp
Insert a Company Tag — R \ 7  / \ £ \
COMPOSE INBOX || REMINDERS |[[ CONTACTS ||  SENT || oPTiONS |

the name of your

Balance: 27 credits .

organisation. This can be

© Contact Name
@ Contact Group

STEP 1.
up to 11 characters in Who 1o
length.
STEP 2.
Message Type :
——

# 2 Way Message 0
*~ (from:353877730000)

@) Max messana sizet e A6 o

Margaret Minogue Staffigroup),

statt 4

2NA rhararters remaining L

) 1 way Message
= (from:Company Tag)
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5. In Step 3: Create STEP 3. @ Vox msssee=SWET S 806 DS/ TEmdanemainig  pop,

Message, type the Create Message: taff meeting this aftemoon at 3pm in staffroom. < Temp
message you want to
gey PPFF phane (o700 o)
send.
ﬂlp 145 contacts management
e Valid for: n Flash: Unicode: + Edit T
Send later
6' TO Send your message STEP 3. a Max message size: == 306 + 252 charn
now, click the Send Now Create Message: Staff meeting this afternoon at 3pm in the staff roon
button.

Hpr? phone (o0 xt)

ﬁp SMS contacts management
a valid for: H Flash: Unicc

Send later

5.3 Send a 2-Way Message to a Group

A 2-way message is a message to which your contacts can reply. This message will not carry your group or
company tag. A 2-way message is useful when you need to gather feedack, votes or opinions from your
contacts. You will not be charged for their replies.

1. Click the COMPOSE tab in \ N £ N
CreateText.ie. In the JH i || REMINDERS || CDE

STEP 1 Who To: panel,

select the Contact Group STEP 1.
option Who To:
) Contact Name

Select a Ct

4 ;@i 'Contact Group ST

STEP 2. @ 2 Way Message a m 1 way

Message Type : = (from:353877730000) “~ {from:.C

STEP 3. e Max message size! == 306 +

Create Messaae:
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2. Select the name of the STEP 1.
group from the list. Who To:
@
gon:az game Select a Contact Grotr
‘—onta roup
STEP 2. 2 Way Message 1 way Message
Message Type : (from:353877730000) @ © (fom:Company Tag) COMPa
STEP 3. e Max message size: ws 306 + 306 characters remainir
Create Message:
r roup text
PFF phone (group tet)
. 2: - \ ¥ -
3 In Step 2: Message Type, COMPOSE INBOX | f REMINDERS | f CONTAC®

click the 2-Way option.

STEP 1. Stafffgroup),
Who To:

) ‘Contact Name
@ ‘Contact Group

Staff

STEP 2. g = 1 way Mess:
Message Type : = (from:Compar
STFD 2 &) M3y meccana cize! == 206 <k 2NA

4. In Step 3: Create

[IESIEEEE|( veox | mewinpems [ contacts [ sewt

Message, type the
message you want to STEP 1. Stafitgroup),
. ey Who To:
send, making sure it’s
clear in the text who the .
) 'Contact Name
message is from. @ ‘Contact Group staff [=]
STEP 2. = 2 Way Message = 1way Message :
Message Type : ® (from:353877730000) @ © (from:Company Tag) Company Ti
STEP 3. e Ma oe size: == 306 + 132 chara =maining
Create Messnge mpany day off next week - would you prefer to take this free =1
. day on Monday or Friday? Please vote by text reply | |
P* phone (group text)

WF <115 contacts manag -
© vaiid for: [48 hours «] Fla=h: [ Unicode: -1

Send later

5, STEP 3. e Max message size:! == 306 + 152 characters remaining
To send your message Create Message: -
. Company day off next week - would you prefer to take this free

now, click the Send Now . day on Monday or Friday? Please vote by text reply |

button. 'pPF MBSO ted)

ﬂp SMS contacts
valid for: |48 hours Flash: Unicode:
°
Send later
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5.4 Send a 1-Way Message to Several Groups

1. Click the COMPOSE tab in Il veox |[ meminoers |[ contacts |f
CreateText .ie. In the
. STEP 1.
STEP 1 Who To: panel, kil
select the Contact Group
option @
Ed CHE Lo |Se|ecl a Contact Group |T|
STEP 2. @ 2 Way Message 0 a 1 way Message C
Message Type :  (from:353877730000) * (rom:Company Tag) "
STEP 3. e Max message size! == 306 + 206 characters rems
Create Messaae:
2. Select the name of one of STEP 1.
. Who To:
the groups from the list of oo
your contact groups.
R t this st til © Contact Name Select a Contact Grou
Pulviie A\
epeat this step until you ® Contact Group
have SeIeCted a” the STEP 2. @ 2 Way Message A 1 way Message
Message Type : ® (rom353877720000) @  © (rom:Company Tag) Compa
groups you want to :
STEP 3. e Max message size! == 306 + 206 characters remainir
contact. Create Message:
o ¢ e b
n 8 ohone )
3. The group names you ; - ~ 7 \ 7 \ ———————
. coMPOSE || IR || REMINDERS || CONTACTS || SENT
have selected will appear
in the Who To: panel. You —
P STEP 1. ' Slaff{group), Customers(group),
can add as many groups Who To:
as you need to.
© Contact N
T Customers v
@ ‘Contact Group
STEP 2. - 2 Way Message 1 way Message f
¢ Ji
Message Type : O (rom3sierrr0000) @ @ (romSengertag)  Sender Tag ::
4. InStep 2: Message Type, inBox | meMINDERs |[ conTacTs |[  sENT
click the 1-Way option.
STEP 1. Stafffgroup), Customers(groug),
Who To:
# |
~! 'Contact Name |Cusmmers

@ contact Group

STEP 2. - 2 Way Messzage 1 way Message ]
Message Type : O (tromas2877730000) 8(° (from:Sender Tag), SeAdol e
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INBOX |( reminoers | conTacts |[ sENT | opTions

the name of your

STEP 1
organisation. This can be Who To:
up to 11 characters in
length.

STEP 2.

Message Type :

Balance: 20 credits .

Staffgroup), Customers(group),

O Contact Name
@ Contact Group

Customers |~

1 way Message
) g @ (from:Sender Tag)

~ 2 Way Message

Y (from:353577730000 Sender T

In Step 3: Create

REMINDERS |[ CONTACTS SENT 1 oprTions |

Balance: 20 credits .

Message, type the STEP 1. Stagrou), Customers(gros,
Who To:
message you want to
(5]
send. = Toec Naos Custamers [=]
@ ‘Contact Group T
STEP 2. = 2 Way Message = 1 way Message 2
Mosoine Type - O (rom353877730000) @ @ (from Sender Tag) Sehtcilat] Acme L
STEP 3. e Max message size: 306 o 260 characters remaining Templates
Ereale jAcme Lid. will close for business August 25th < Temp
1 Ji——
{arup text)
»
I inBOX 1[ reminpers |[ contacts |[ SENT |[ opTions |

To send your message

Balznce: 20 credits .

STEP 1. Stafffgroup), Customers(group),
now to the groups you Who To:
have selected, click the
o omettome  Gustomers |
Send Now button. i, Custamers [=]
STEP 2. . 2 Way Message 1 way Message T
Message Type : © {romasasrrrinooe) @ @ (romSender Tag) fremder Tagd Aome Hd
STEP 3. @) M=x message size: = 306 < 260 characters remaining Templates
Cronta [Acme Lid. will close for business August 25th. < Temp
4. o
FP phone {group text)

-

@ vaiid for: [48 hours [ ]

+ Edit Templates..
Send later

Send a 2-Way Message to Several Groups

Click the COMPOSE tab in
CreateText.ie. In the STEP

[ coveose i

INBOX |\ reminpers |[ contacTs |

STEP 1.
1 Who To: panel, select Who To:
the Contact Group option
®
Costact Name [Select a Contact Group [ =]
STEP 2. ' 2 Way Message -, 1 way Message
Message Type : @ (from:353877730000) e © (from:Company Tag) Con
STEP 3. e Max message size! == 206 + 206 characters remsz

Create Messaage:
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2. Select the name of one of STEP 1.
the groups from the list of Who To:
your contact groups.
Repeat this step until you 2 contact Name (Select a Contact Group ’
@ Contact G
have selected all the ortac Broup
STEP 2. 2 Way Message 1 way Message
groups you want to Message Type : (rom:353877730000) @ © (rom:Company Tag) Compa
contact. STEP 3. 0 Max message size! == 206 + 206 characters remainir
Create Message:
4 = b
PFF phone ( )
3. The group names you . = i = e —
. | e | ] \
have selected will appear | C OMPOSE INBOX | REMINDERS : | CONTACTS Il SENT
in the Who To: panel. You —
STEP 1. : 3
can add as many groups T Staff{group), Customers(group),
as you need to.
) ‘Contact Name |Customers El
@ ‘Contact Group
STEP 2. = 2 Way Message 1 way Message |
Message Type : O tromasserraonon) @ @ (romSendertag)  Sender Tag:
4. In Step 2: Message Type, { v — - ¥ —— -
. . | compose | INBOX |[ meminDERS |[ conTAcTS
click the 2-Way option. L =
STEP 1. Staffigroup), Customers(group),
Who To:
) 'Contact Name
B Customers
@ ‘Contact Group
STEP 2. @) 1 way Mes=zage
Message Type : L (from;Sender Tag)
5. Insert a Company Tag — I meox |[ reminoers |[ contacts |[ sent  |[ oemions |

the name of your

Balance: 20 credits .

organisation. This can be STEP 1. Stafigroup),Customersigrolp),
up to 11 characters in o T
length.

0!

o a0l Tgomes ]

9 Contact Group

STEP 2. = 2 Way Message 5 1 way Message (r
Message Type : ~ (from:353877730000) @ o (from:Sender Tag) Sender
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6. InStep 3: Create [ covrose |IERGEN \( meminpers |[ contacts | SENT
Message, type the ) -
message you want to \?J-Il—]E)qul).: Stafffgroup), Customers(group,).
send.
e
.;. Ez:z:z :?:; | Customers [~]
STEP 2. =, 2 Way Message @ o 1 way Message Sender Ta

Message Type : - (from:35387 7730000} (from:Sender Tag)

STEP 3. QWhara:ters remaining

Greale Mosenge: Acrme Ltd will close for business August 25th, <T
phone {group ted)
r
INBOX \( meminoers |[ contacts || SENT \(
To send your message
now, click the Send Now STEP 1. Stafi{group), Customers(groug),
Who To:
button.
.} 'Contact Name | Customers |z|
@' 'Contact Group
STEP 2. ~ 2 Way Message — 1 way Message | E—
Message Type : ® {romasaerr7a0000) @ @ {romSender Tag) Sender Tag : Acm:
STEP 3. 0 Max message size: = 306 + 260 characters remaining Templa
Create Message: (Acme Lid. will close for business August 25th. < Temp
. I—
PP phana (group text)
% 515 contacts.
- @ Walid for: u + Edit Tem

Send later

Send Now

5.5 Sending Messages to Groups from your Phone

You can quickly & easily send text messages to your groups from a mobile phone without the need to
access to a computer. This is ideal if you need to get in touch with a large number of people quickly. First,
authorise your phone in CreateText.ie — you need only do this once
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5.5.1 Authorise Your Mobile Phone from Group Texting

1. In the OPTIONS tab on [ compose || INBOX |[ reEmiNDERS _' contacts || SENT
CreateText.ie, click Phone

2 SMS. T A=

—
PHONE 2 SMS

iﬂl_ phone (group text)

Advanced
Settings

What is Phone 2 SMS ?

PBhone 2 SMS allows you to send, from your handset, to all members of a Contact Group, without needing to access the Internet.
If the Contact Group has = single ward name (=g: 'sales' or 'drivers’ etc), you simply send a text message from your phone,
beginning with T, followed by the group name.

For sxsmple, on your phons you type the following messsge:

2. Enter your number in the
Phone Number to

authorise box and click You currently have 0 mabile numbers setup on your account
the Add button. AUTHORISED PHONE NUMBERS

No numbers currently authorizad

Phone Number to authorise:

1153 89 9876543 |[haa ]

Your mobile phone number has now been authorised.

5.5.2 Sending a group message from your Mobile Phone

1. Once you have authorised your mobile phone (see section 5.6), begin your text message with the
letters GT, followed by the one-word name of your group, e.g. Staff.

2. Continue by entering your message, for example, “ GT Staff Meeting cancelled tomorrow morning
(Monday Jan 6) due to flight delays.”

In this example, every member of your Staff contact group will receive the message: "Meeting
cancelled tomorrow morning (Monday Jan 6) due to flight delays".
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5.6 Schedule Messages
With CreateText.ie, you can compose your message now and schedule it to be sent later. This is especially
useful if you are sending messages to a different time zone, or if you are simply going to be busy when the

message is to be sent.

1. Simply compose your /IEEIEEEER|( wsox  |( mewmoems |(“ contacts |( sewr |[ oemions
Balance: 53270 credits .
message as normal. —
. Who To:
However, instead of
clicking the Send Now
@ Contact Name
button, select the Send © Contact Group
later checkbox. e O F ey Heseane ) @ @ LALMESSA0E  onder Tag : Adon BY
STEP 3. @ Max message size: = 306 < 306 characters remaining Tesisplition
Create Message: o
templates
;ﬂ' R defined
ﬂ"ﬁ SMS contacts

@ valid for: 48hours w + Add Template..

¢ Send later,

2. Onthe calendar that ‘

appears, select the date
PP on: Oct » 1 » 2010 [

at: 14 « @ 30 - (UTC)

and time you would like
your message to be sent.

@ send only once

) send every 1 - days

3. Click the send button. Send later
Your message will be
saved and then sent at
the time and date you
specified.

on: Oct » 1 - 2010 [
at: 14 - : 30 v{UTC::l

@ send only once

! send every 1 » days -

5.7 View Send Reports

If you would like to see what messages you have sent and to whom, you can check this easily
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Once you have logged in,
click the SENT tab on
CreateText.ie.

A table appears giving
details of the message,
when it was sent, to whom
and whether it has been
delivered. You also have to
option to delete sent
messages in the column on
the right.

If you'd like to see the
messages that were sent to
a specific number, you can
do this by entering the
number in the Number: box
and clicking the search >
button. The messages sent
to that number will appear.

‘ (tereateted.q

Gick Links: ¥

- — :
[ msox | memwoers |[ contacts M senr A oemions |

INBOX

1 reminoers || conTacTs

[ compose |f

"

Number:|

|[ search = ]

[] 28/09/2010 10:50

[] | 28/09/2010 10:49

Ryan Mary

King Jonathan

The meeting for 1Z2pm has beer

The rmesting for 12pr has beer

[ compose |

[]  28/09/2010 10:50

[]  28/09/2010 10:49

INBOX

Number:“

|[ search = J

Ryan Mary

King Jonathan

The meesting for 12pm

The mesting for 12pm

|
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5.8 Create Templates

If you find that you send the same message regularly, save it as a template.

On the COMPOSE tab of
CreateText.ie, go to
Step 3: Create Message:

1.

2.  Onthe right of this
panel, click +Add

Template.

In the screen that
appears, type in the
name of your template
in the Template Name:
textbox.

Enter your template
text in the Template
Text: textbox.

P ~
~OMPOSE 1 INBOX “ REMINDERS CONTACTS SENT OPTIOM
Balance: 1
STEP 1.
Who To:
O Contact MName
O Contact Group
STEP 2. 2 Way Message 1 way Message |:
Message Type : O {trom:353877730000) e ® (ivom Sender Ta) Sender Tag :Oleary
STEP 3. @ Max message size; = 160 =k 160 characters rernaining Templates
Create Message: na
ternplates
defined
d —
phone {grou;
FP e | 1

ﬂp SME contacts management

+ Add Template.,

@ valid for: [48 hours | &

[ send later
STEP 3. @ Max meszage size: = 160 + 160 charackers ramaining Templates
Create Message: e
ternplates
' defined
qu phanie {group text)

ﬂ# 5145 contacts management
i

€ vslid for: 48 hours ¥

+ Add Ternplate.,

O send later

— -
Template Name: eekly Meeting |
[—

Template Text:

Template Name: |Weekly Meeting |

Template Text:

Staff meeting at Jpm on Friday.

)
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5. Click the Add button to
add your new template Template Name: |\Waekly Mesting
to your list of templates. Staff meeting at 3pm on Friday.

Template Text:

p—————

6. If you want to revert to
the COMPOSE tab Template Name: | Weekly Meeting |
without saving any 3taff meeting at 3pm on Friday.

changes, click the
Template Text:

Cancel button.

—

7. Once you have added STEP 3. @ Max message size! = 160 + 160 characters remaining
. Create Message: "
your template, it ’

appears in the fﬂ. g oy )
Templates section of ’
Step 3: Create Message: ﬁ'fp 405 contacts

on the COMPOSE tab @ Yalid far: | 48 hours ¥ + Edit Ternplates.,
O send later

Click the template to

select it for use in a text

message.

8 To Change your STEP 3. @) Max message size: = 160 < 160 characters remaining Templates

' ) Create Message: <Veekly Mesting
templates at any time,
click +Edit Templates in ;’fl phois {group tex]
the Step 3: Create
wp SHE contacts

Message: section of the - @ valid for: [48 hours ¥ @
COMPOSE tab [0 send later
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6 Receive Replies

How do | see the replies | receive?

By default, all your replies will be sent to your online CreateText.ie account where you can view
them conveniently. You can also select to have replies sent directly to your mobile phone.

6.1 View Replies Online

1. Once you have logged in /
to CreateText.ie, click

the INBOX tab. (i’ Cr\edle bext : ,e

| comrose  ((REEEER D revivoers [ contac

i1

2. All messages you

|[ meminoers |[ contacTs [

receive are displayed o
ey D s et e
You can reply to
messages forward and E v 28/09/2010 11:43 | Ryan Mary I will attend the reeting,
’

delete them here too.

6.2 Receive Replies on Your Mobile Phone

In order to receive replies to your mobile phone, you need to set your mobile phone number as
the number from which the message originates. You can do this simply.

1L Before sending your compose |[  iNBox | reminoers |[ cowntacTs | SENT

A

original message, log

in to CreateText.ie and [ et
click the OPTIONS tab.

Advanced
Settings

Incorming
Messages

PHONE 2 5MS

EFI! phone (group text)
» |

What is Phone 2 SMS 2

Phone 2 SM5 allows you to send, from your handset, to all members of a Contact Group, without needing to acces
If the Contact Group has a single word name [eg: 'sales' or 'drivers' etc), vou simply send a text message from v
beqginning with GT, followed by the group name,

Faor exarple, on your phone you type the following rmessage:
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2. Click the Phone 2 SMS
tab.

3.  Scroll down to the
Group Text (GT)
Message Tagging
section.

4.  Select the option
Message originates
from sender’s
number and click the
Update Tag Settings
button.

COMPOSE INBOX REMINDERS | CONTACTS SENT
f/—‘\
Tl Phaorne Incorming Advanced
Account 2 5MS [Meszages Settings

PHOME 2 SMS

irl! phone {group text)

What is Phone 2 SMS ?

Phone 2 5M% allows you to send, from your handset, to all members of 3 Contact Group, without r
If the Conmtact Group has a single word narme (eq: 'sales’ or 'drivers' etc), vou simmply send a text 1
beginning with GT, followed by the group narme,

For example, on your phone you type the following message:

| l"‘“.ll.ll

Group Text {GT) Messaqe Tagqing

When a meszage is sent out using Group Text (GT), you can set the alphanurneric text or 'Tag' fr
appear to originate, If the Tag iz set, the message iz likely to be more intelligible ta the recipient
recipient will not be able to reply directly to a message which has an alphanumberic tag, Also plea
tag may be ignored by operators in some countries, such as the US,

l@Message otiginates from one of our numbers,

OMessage originates fram zender's number,

Ouse Tag:|createtext

Update Tag Seltings

Group Text (GT) Message Tagqging

When a message is sent out using Group Text (GT). vou can set the alphan
appear to originate, If the Tag is set, the message iz likely to be maore intell
recipient will not be able to reply directly to a message which has an alphanu
tag may be ignored by operators in sorme countries, such as the US,

O Meszage originates from one of our

@Message originates from sender's n

l Update Tag Settings

You will now see your contacts’ replies to your 2-way message on your mobile phone. Replies will
also be sent to your online CreateText.ie account.
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7 Manage Contact Information

In what ways can | tailor my contact information to suit my needs?
With CreateText.ie, you control your contact information.

e You can at all times edit the information you hold on your contact, so that if they change phone
number, for example, you can update the information speedily.

e You can include additional information fields so that you can gather even more useful information
on your client, for example, their preferences, the number of people in their family — whatever you
need to know.

e (CreateText also makes it easy for you to ensure that when your contacts opt out, they receive no
more messages from you.

e In addition, with CreateText.ie, you can export contact information quickly and conveniently.

7.1 Edit Contact Information

1. Onceyouhaveloggedin oo o amiioies @ =\

to CreateText.ie, click
the CONTACTS tab. A o
list of your contacts |

appears.

Add Mew
Contact

Contact
Eraups

Upload
Contacts

Contack
Settings

Export
Contacts

‘ifeb
Forrns

1" PER PAGE
ALE A% B @ B 9B WP 6 HHEE GZE W e B oME HE @ B 3@ R B TR B W B S l:l
First_Mame Last_Hame MNurmber Send Edit Delete
Jonathan King 333BETTFIFITT E E! g
Paul Martin 353875555555 B 7§ Q
Mary Fyan 333861111111 E M 0
it PER FAGE
2. Find the contact whose ¢ N ( \ ( \ \ ¢
| COMPOSE 5I INBOX || REMINDERS [ SENT || OPTIONS
information youwantto
update and C|iCk the Views Add Mew Contact e Upload Export Contact
4 Zontacts Contact Eroups Forms Contacts Contacts Settings

Edit button towards the

right-hand side of that

row.

" PER PAGE | 25

ALE A B € &P B Ry @ SR G K B OGN ONE @ B G Re S ST ik i WE X S E l:l SEEF
First_Marme Last_Name Number Send i Del
Jonathan King FTREETTIIFIT E @

m
-+

Paul Martin 303BY5555555 ]

000

Mary Ryan 353661114111 B

" PER PAGE | 23
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On the EDIT A CONTACT
panel that appears,

ED

make the necessary
changes and click the
Update button. Your
changes are now saved.

. jftsg

=Q
Display Mame King Jonathan

353664444444

Jorathan

Number
First_Mame
Last_Mame |King

Comment

[If

Contact Groups:

OPTIONS |

O custarners Staff
Back to Conta Update
T —
In/Out Date Text
7.2 Assign Contacts to Groups
On the CONTACTS ta bl [ compose | inmOX \[ meminbERS || SENT [ options )
CIiCk VIew contaCts to Wiewe Add Mew Contact web Upload Export Contact
. Contacts Contact Groups Forms Contacts Contacts Settings
see your list of contacts. |
YIEW CONTACTS
n PER PAGE
ALL A B C =) E F 8 H 1 a K L M M O P Q R 5 T u v w X Y 2 :l
First_Marms Last Name Hurber Send Edit Delete
Jonathan king 353867777777 iz P4 [x]
Paul Martin 353975555555 = 7 x]
Mary Ryan 353861414111 = rs [x]
n PER PAGE
Click the Edit icon on [ compose  |[ INBOX \( mreminoers || i SENT \f
the same line as the ===
Wiew £dd Mew Carkact eb Upload Expert Cantact
contact you want to @ Contact ‘ Groups ” Forms | Cortacts || Contachs H Settings ‘

edit.

VIEW CONTACTS
PER PAGE

T

ALLABCDEFGHIJKLMNOPQRSTUVWXYZI:'

Humber

First_Name Last_Name send it Delsts

Jonathan king 353867IIIITT = (2") [x] |
=

Paul Martin 353075555555 2] 7 [x]

Mary Ryan 353861111111 =] &£ [x]

i
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In the 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.

Click the Update button
to save your changes.

Once you have logged in
to CreateText.ie, click

In/Dut

o

Display Mame King Jonathan

Numbear
First_Mame
Last_Mame

Comment

Contact Group:

|:| Custorners

3E3EETITTIIT
Jonathan

Kirg

It

LH

Back to Contacts| Update

Date

EDIT A CONTACT

Text

Display Nam

Mumber

First_Manw

Last_Manw

Comment

o

e King Jonathan

3E3EETIITIIT
e [Jonathan

e |King

[[f

Contact Groups:

|:| Custorners

Minar Team

|:| Staff

u
In/0Out Date Text
7.3 Create Additional Contact Information Fields
7;’ compose | INBOX \[ rEMINDERS SENT | oPTions |
iew add Mew Contact ieh Uplasd Export Contact
Contacts Contact ‘ Groups H Forms | Contacts Contacts Settings |

the CONTACTS tab. A
list of your contacts
appears.

YIEW CONTACTS

"

PER PAGE

ALLABCDEFGHIJKLMNOPQRSTUVWXYZl:l

First_Name
Jonathan
Paul

Mary

m

Last_Name
King
Martin

Ryan
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2. Click the Contact [ comrose |[ meox | ReminbERs ) -_:/ sent |[ oPTions
Settings tab.
Wizw Add New Contact ek Upload Export | Contact
Contacts Contact Groups Forms Contacts Contacts | Settings

|

For sach of the contacts in your address back, you can store up to 20 pieces of information, like first name, surname, harme
phane, gender, date of birth stc stc. This section allows pou ts custarniss thess fislds and the narmes you assign to them, You
can also set which fislds you wish to have displayed when you list your cantacts.

It iz a good idea to spend some time thinking about this infarmation, It could be very useful to include something now rather
than try to update thousands of contacts later on.

Contact Fields

Ref Fiald Name Dizplay
e —,

Update |

Add & new contact field:

Display name format:
R er] Modify |

3. Enter the name of the

Contact Fields

new contact field you

you have up to 20
contact fields.

Ref Field Marme Dizplay
want to add and click 4.0 |Number |
he A n.Y n
the Add tTutto ou.f ca 41 |Fir prye— |
repeat this step until
o 2 |La31_Name |

of_= |C|:ummer|t

Update I

7.4 Manage Opt Outs

Any one of your contacts can opt out by using the STOP keyword. Once that STOP message has been
received, no further messages will be sent to that number. In addition, CreateText.ie prevents you from
accidentally uploading opted-out numbers from Excel or CSV files.

To ensure that these CreateText.ie features are enabled, please carry out the following:
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2.

Once you have logged in
to CreateText.ie, click
the OPTIONS tab.

Choose Advanced
Settings from the tabs
that appear.

To remove Opt Outs
completely from your
contacts list, ensure that
the checkbox beside
Remove Opt Outs
completely is ticked and
click the Update button.

t credbetext. g

Contact Fields

Ref Field Marme Display
of_0o |Number .

o _1 [First_Mame

of_2 |La31_Name

of_3 |C|:umment

Update I

Add 2 new contact field:

COMPOSBE NBOX REMINDERS CONTACTS SE ) OPTIONS
My Phone Incoming Advanced
Account 25M5 Messages Sattings

ADYANCED SETTINGS

|:| Allow Duplicate Contacts - If thiz box iz checked, you can have multiple contacts zharing a phone number, For
example, in schoals, it iz cammon for 2 or more siblings to share a common contack number (ie, a parent or
quardian). If you do not spedfically need this feature, it is recommended that you leave it off, as it will help avoid
zeeidental duplication in your Address Book,

i1 Remowve Dpt Duts completely - If this box is checked, contacts will be completely removed fram your contact lists
when they opt out from one of your Contact Groups, The default behaviour is to have this box checked,

Mark all inbound messages as read - If this box is checked, inbound messages to your account will be autornatically
flagged as read. This is usually used if you handle inbound messages by having ther forvarded to your server or
email account, and you don't want to have ta read lots of old messages when you visit your Inbax online,

|:| Allow long [concatenated) messages - While the maximurn for an SMS text meszage iz 160 characters (70 for
unicode characker set), it iz possible for rnost phones to receive longer messages by joining together, or
concatenating, several SMS messages. This option allows you to send messages longer than 160 charackers in this
way, Mote, that thiz incurs a charge for each component part of the message. A message containing 180 charackers,
for example, costs 2 message credits ko send, Select the maximum message length you want to be able to send
fram the list below, Mote that the number of characters is not simply a multiple of 160, but a little less, due to the way

concatenation works, | 2 messages (306 chars) (W

COMPOSE INBOX REMINDERS CONTACTS SENT PTIONS
Wy Phane Incoming || Adwanced
Account 25Ms Messages Settings

ADVAMNCED SETTINGS

|:| Allow Duplicate Contacts - If this box iz checked, you can have multiple contacts sharing 2 phone number, For
exsmple, in schoals, it is cormman for 2 ar mare siblings to share a common contact number(ie. a parent or
quardian). If you do not spacifically need this featura, it iz recornmanded that you lasue it off, as it will halp aucid

cidental duplication in your Address Boak.

move Opt Outs completely - If this box is checked, contacts will be completely rermoved fram your contact lists

en they opt out from one of your Contact Groups, The default behaviour iz to have this box checked,

|:| Mark all inbound messages as read - If this box is checked, inbound messages to your account will be autornatically
flagged as read, This is usually used if you handle inbound messages by having them forwarded to your server or
amail account, and you don't want to have to read lotz of old messages when you visit your Inbox online.

Allow long (concatenated) messages - Whils the maxirnurn for an SMS text rmessage is 160 characters (70 far
unicode character set), it is possible for most phones to receive longer rmessages by joining together, or
concatenating, several SMS messages, This option allows you to send meszages longer than 160 characters in this
way, Note, that this incurs a charge for each cornponent part of the message, A message cantaining 180 characters,
for example, costs 2 message credits to send. Select the maxirurm message length you want to be able to send
from the list below, Note that the number of characters is not simply 2 multiple of 160, but a little less, due to the way

concatenation works, | 2 messages (306 chars) |
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7.5 Prevent Message Duplication

CreateText.ie saves you credits when we can. In a situation where, for example, you have three children in
a school connected to one contact number, we can ensure that only one message is sent and not three. To
enable this functionality, see below:

1. Once you have logged in : = _ - - :
s COMPOSE INBOX REMINDERS |[ CONTACTS SLMN (| orTions |
to CreateText .ie, click

the OPTIONS tab.

iy Phane Incoming Advanced
Accourt 25M5 [Mezzages Settings

My Balance  Low Balance &lerts My Password © Account Histary

MY BALANCE

Balance: 13 credts

Account Currency: Credits

Message Message
Country Price | Cauntry Price
Afghanistan 1,53 | Albznia 1,53
Algeria 1,52 | Andarra 1,53
Angola 1,53 | Anguillz 1,53
Antaretic 1,53 | AntiguaBarbuda 1,53
raanting 152 | dernanis 151
2. Choose Advanced o . - ~ ~
. COMPOSE INBOX REMINDERS CONTACTS SENT
Settings from the tabs
that appear. —
My Fhane Incarming ( Advancad
Account 25MS Messages Settings

ADYANCED SETTINGS

|:| Allow Duplicate Contacts - If thiz box iz checked, you can have multiple contacks sharing a phone nurr
exarmple, in schools, it is cornmmon far 2 or rmare siblings to share a common contack nurnber (i, a par
guardian), If you do not specifically need this feature, it is recommended that you leave it off, as it will
accidental duplication in your Address Book,

™ R Opt Outs ¢ letely - If this box is checked, contacts will be cornpletely rermoved from your ¢
when they opt out from one of your Contact Groups, The default behaviour is to have this box checked

Mark allinbound messages as read - If this box is checked, inbound messages to your account will be
flagged az read. Thiz is usually used if you handle inbound rmeszages by having them forwarded to vo
ernail account, and you don't want to have to read lots of old messages when you visit your Inbox anlil

|:| Allow long [concatenated) messages - While the rmaxirmurn for an SMS text message i 160 character:
unicode character set), it iz possible for most phones to receive longer rmessages by joining together, ¢
concatenating, several SMS rmessages, This option allows you to send rmessages longer than 160 char:
way, Mote, that this incurs a charge for each component part of the message, A message containing 12
for exampla, costs 2 message credits to send, Select the maximurm message length you want to be at
frorn the list below, Mote that the nurnber of characters iz not simply a2 multiple of 160, but a little less,

concatenation works, | 2 messages (306 chars) ¥
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To ensure that multiple —————

compose |[  mmox  |[ meminpErs |[ contacts |[ sent (il
contacts sharing one
number receive
My Phane Incoming Advanced
messages Only once, tick Account Z5Ms Messages Settings

the Allow Duplicate
Contacts checkbox and
click the Update button.

ADYANCED SETTINGS

Allow Duplicate Contacts - If thiz box iz checked, you can have multiple contacts sharing a phone
example, in schools, itis common for 2 or more siblings to share a cornmon contack number(ie, a
guardian). If you do not specifically need this feature, it is recommended that vou leave it off, az il
accidental duplication in your Address Book,

Remowe Opt Outs completely - If thizs box is checked, contacts will be cormpletely remaved fram yo
when they opt out from one of your Contact Groups, The default behaviour is to have this box chec
Mark all inbound messages as read - If this box iz checked, inbound messages to your account will
flagged as read. Thiz is usually uzed if you handle inbound messages by having therm forwarded t
email account, and you don't want to have to read lots of old messages when you wisit your Inbax

llow long (concatenated) messages - While the raxirnum for an SMS text rmessage iz 160 chara
unicode charactar set), it is possible for most phones to receive longer messages by joining togeth
concatenating, several M5 messages, This option allows you to send messages longer than 160 ¢
way, Mote, that this incurs a charge for each component park of the message. A meszage containin
for example, costs 2 message credits to send, Select the maximum message length vou wantto b
frorn the list below, Mote that the nurmber of characters is not simply a multiple of 160, but a litle |

concatenation work s, | 2 messages (306 chars) % |

7.6 Export Contact Information

You can easily extract contact information you hold in your CreateText.ie account to use it for other

purposes .
1. Onceyouhaveloggedin "~ coiooie | ieos [ emuneees ;@_ sent | opmons
to CreateText.ie, click
Wiew Add Mew Contact ek Upload Export Zontact
the CONTACTS ta b Contacts Contact H Groups H Forms ‘ Contacts Contacts ‘ Settings ‘
M

First_Mame Last_Mame Murmber Send Edit Delete
Jonathan King 3SILETTTIIIT = 2 (]
Paul Martin 353575555555 =] 7 { (]
Mary Ryan 353861111111 = F s (%]
10 PEF: PAGE
2. Choose Export Contacts comrose |[  mmox  |[ REMINDERS | sent
from the tabs that
Wiew Add Mew Contact iah Upload Export Contack
appear. Contacts Contart Groups Farms Cantarts Cortacts Settings
— |

VIEW C 5

PER PAGE

First_Hame

Jonathan
Faul

Mary

1M

Last Name
King
Martin

Ryan
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To the left of the screen,
select the types of

information you want to
export.

To the right of the
screen under the
heading Select which
Contacts to export,
choose the contact
group whose
information you want to
export.

Click the export button

[ compose |[ iNBox 1[ meminpeERs || s
Wiewy Add Mew Contact ek Uplaad Export Contact
Cantacts Conbact aroups Farriz Contacts Contacts Settings

EXPORT CONTACTS

| Sflect the CoWtact Information to export

Select which Contads to export

O First_tame ALL CONTACTS ~|

|:| Last Mare

[ ] Comrment

[ compose |[ iNnBOX [ reminpERs |
Wisw Add Hew Comback 'ah Upload Expaort Conkack
Contacts Contact Groups Forrmns Contacts Contacts Settings

EXPORT CONTACTS

Select the Contact Inforrmation to export

|:| tarnher Select which Contacts 1
[ First_mame [ALL cONTACTS

|:| Last Marme

D Comment

[ compose |[ msox |[ memwoers |(RESGESEER  sent | oemons |
WYiew Add Hew Contact el Upload Export Contact
Contacts Contact Groups Forms Contacts Contacts Seltings

EXPORT CONTACTS

\Geledt the Contact Information to export

Dltamber Select which Contacts to expart
D First_Marne
D Last_Mame
D Cornrnent
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Click the Save button
onthe dialog box that
appears and save the
file in a location you can
find easily.

'fe

[ compose |[

INBOX |[ meminbeRs ||

Add Mews

Wiz
Contact

Contacts

fat=!
arg

SENT \[ opmio

Opening my-data.csv

You have chosen ko open

EXPORT CONTACTS
Select the Contact Information]
Mrumser

F\rst_Nama
LastﬁNama

D Commment

TOF OF FAGE

@ my-data.csv

which is a: Microsoft Office Excel Comma Separated Values File
from: http:f/sms.createtext ie

‘What should Firefox do with this file?

) open with | Microsoft Office Excel (default)

@ave File

| Do this automatically for Files like this from now on,

v.
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8 My Account

8.1 Buy Credit

You can purchase additional credits online using your credit card, or you can contact us directly and ask to
be invoiced.

1. Once you have logged in -

f P
| COMPOSE | INBOX REMINDERS 1l CONTACTS 1 SENT | OPTIONS
to CreateText.ie, click :

the OPTIONS tab.

Advanced
Settings

Incoming

Messages

Iy Fhone
Account 25M5

My Balance © Low Balance Alerls © My Password © Account History

MY BALANCE

Balance: 13 crecs
Account Currency: Cradits

Country M:s:::e | Country M:s:::e
Afghanistan 1.53 | Albania 153
Algeria 1,52 | Andorra 153
Angala 1.53 | Anguilla 1.53
Antarctic 1,53 | AntiguaBarbuda 153
Argentina 1.53 | Armenia 1.53
Aruba 1,53 | Ascensionlsland 1753

2. Choose My Account ;

COMPOSE INBOX REMINDERS CONTACTS
from the tabs that = = — ————— —
appear. P

Py Phome Incorming Advanced
Account 2 5Ms MMeszages Settings

My Ealance Low Balance Slerts My Password © Account History

MY BALANCE

Balance: 5269 credits

| BUY MORE MESSAGES |

Account Currency: Credits

3. Click the Buy More

Messages button. Py Phone Incoming Advanced
Account 2 SMS Messages Settings
My Balance | Low Balance alerts | My Password | Account History

MY BALAMCE

%

BUY MORE MESSAGES
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On the panel that
appears, select the
number of credits you
want to buy.

Click the Proceed to
checkout button and
continue to the
shopping cart.

From the shopping cart,
click the Buy Now
button and add your
credit card details to

complete your payment.

Your credit balance will
be topped up
immediately after you
complete the
transaction.

'fe

compose || INBOX |[ meminobers |[ contacts | SENT

MESSAGE BUNDLES

WEBTEXT 300
500 Messages

WEBTEXT 1000
1,000 Messages

WEBTEXT 2500
2,500 Messages

WEBTEXT 5000
5,000 Messages

WEBTEXT 10000
10,000 Messages

3.3 Cpermsg
3.25 c per msg
3.2 cpermsg
3.15 c per msg

3 Cpermsg

Froceed t

compose |[  INBOX |[ rEmiINDERS conTacTs || SENT OPTIONS |

MESSAGE BUNDLES

WEBTEXT 500
300 Messages

WEBTEXT 1000
1,000 Maszzages

WEBTEXT 2500
2,500 Meszsages

WEBTEXT 5000
5,000 Massages

WEBTEXT 10000
10,000 Messages

3.3 Ccpermsg £ 16,50

3,25 cpermsg £ 3250

3.2 cpermsg £ 80,00

315 cper msg £157.50

Qe e

3 Copermsg £ 300,00

Proceed to checkout

YOUR BASKET
500 Messages £ 16.50

TOTAL: £ 16.50
VAT (21%:): € 3.47

GRAMD TOTAL: £ 19.97

PAYMENT OPTIONS

{q N payPal | BuyNow |

CCEPTING

Ty Phone Incoming Advanced
Account 2 SMS Messages Settings
My Balance Low Balance Alerts By Password | Acco

MY BALAMCE

Balance: 52605 credits

BN MORE MESSAGES

Account Currency: Credits
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8.2 Set Low Balance Alert

If you would like to be reminded when your credits are running low, you can set a low balance alert.

1. Once you have logged in - e

. R COMPOSE INBOX || REMINDERS CONTACTS SENT
to CreateText.ie, click =
the OPTIONS tab.
My Fhane Incoming | Adwanced
Account 2505 Messages Settings
My Balance © Low Balance Aletts My Password  Account History
MY BALANCE
Balanice: 13 credts
Aceaunt Currency: Cradits
Message Message
Country Price | Country Price
Afghanistan 1.53 | Albania 1:53
Algeria 1,53 | Andarra 1:53
Angola 1,53 | Anguilla 1,53
Anitarctic 1,53 | AntiguaBarbuda 1,53
Argentina 1,53 | Armenia 1:53
Aruba 1,53 | Ascensionlsland 1:53
2. On the OPTIONS tab, —_— - — —_— —
. COMPOSE INBOX REMINDERS CONTACTS
click My Account. :
Phaore Incaming Adwanced
2 SMS Messages Settings

My Balamce

. Low Balance alerts

o Iy Password

- Account History

Balance: 13 credits

Account Currency: Credits

MY BALANCE

Aruba
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3. On the My Account tab,
click Low Balance
Alerts.

4, On the screen that
appears, click the SET
BALANCE ALERT button.

5. On the LOW BALANCE
ALERT PANEL, set the
credit level at which you
would like to be
reminded. Then choose
to have an email
reminder, a text
reminder or both sent
to you by ticking the
relevant checkboxes.
Here, you can also edit
the email address or
phone number the
reminder is to be sent
to.

COMPOSE INBOX | REMINDERS COMNTACT
Pely Phone Incaming Advanced
Account 2 SMS Messages Settings

Py Balance (-L-ow Balance F\Iert?) My Password Account History

MY BALANCE

Balance: 13 credits

Account Currency: Credits

Country Mu;s::;;e | Country
Afghanistan 1.53 | Albania
Algeria 1.53 | Andarra
Angola 1.52 | Anguilla
Artarctic 1.52 | AntiguaBarbuda
Argentina 1.52 | Armenia
Aruba 1.52 | Ascensionlsland

COMPOSE INBOX REMINDERS CONTACTS SENT OPTIONS

Advanced
Settings

Incoming

IMeszages

My Phone
Account 25Ms

My Balince © Low Balance Alerts © My Password © Account History

LOW BALANCE ALERTS

:Vr:ov:j:-\‘talelt you when your remaining message balance falls below a certain SET BALANCE ALERT

Mo Alerts set
My Phiore Incaming Advanced
Account 2 EMS fMeszages Settings

My Balance  Low Balamce Alerts | My Passweord Account Hiskory

LOW BALANCE ALERTS

Fesource id #37

we will alert vou when your rermmaining rieszage balance falls below a certain
armount,

Mo Alerts zet

When the account balance drops 4 :

n-.ail to o |test@d0main.com |

[ sms to : |3539872222222 |

Acld thiz Alert
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6. Click the Add this Alert

button. Iy Phone Incorming Advanced
Account 2 SMS Maszages Settings

My Balarce | Low Balance Alerts | My Password | Account History

LOW BALANCE ALERTS

Fesource id #37

we will alert vou when your remaining message balance falls below a certain
armount,

Mo Alerts =et

When the account balance drops to :

Email to |tes*t@dnmain.u:om |

[ sms to : 3539672222222 |

Add thiz Alert

You have now set up your low balance alert. You will recieve an email and/or a text message once
your credits have reached the level you selected.

8.3 Change Your Password

It is good practice to change your password occasionally for security reasons. Make sure it is memorable —a
combination of letters and numbers is always a good idea. You can change your password easily by taking
the following steps:

1. Once you have logged in \ - . .
X . COMPOSE INBOX || REMINDERS CONTACTS SENT I
to CreateText.ie, click the : = = :

OPTIONS tab.

Ty Phane
Account 25MS

Incoming || Advanced
Meszages Gettings

MyBalance | LowBalance &lerts | My Password | Account History

MY BALANCE

Balance: 13 credts

Account Currancy: Cradits

I
Afghanistan 1,53 | Albania 1:53
Algeria 1,92 | Andorra 1i53
Angala 1,53 | Anguilla 153
Antaretic 1,53 | AntiguaBarbuda 1:53
Argentina 1,53 | Armenia 1.53

Aruba 1,53 | Ascensionlsland 153
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On the OPTIONS tab, click
My Account.

On the My Account tab,
click My Password.

On the MY PASSWORD
panel that appears, enter
your current password
and your new password.
Confirm your new
password by typing it in
again.

Click the Change
Password button.

compose || INBOX |[ meminoers ][ contacts | SENT il orTio)

—
My Phaore Incoming Advanced
Account 2 5MS5 Meszages Siettings
My Balance | Low Balance Alerts | My Password Account Histary

MY BALANCE

Balznce: 13 credits

Account Currency: Credits

Lok Message | i Message

Prica Price
Afghanistan 1.53 | Albania 1.53
Algeria 1.52 | Andorra 1.53
Angola 1.53 | Anguilla 1.53
Antarctic 1.5% | Antiguabarbuda 1.53
Argentina 1,53 | Arrmenia 1.53
Aruba 1.5% | AscensionIzland 1.52
COMPOSE INBOX REMINDERS CONT.
Iy Phone Incoming Advanced
Account 2 5MS Meszages Sethings

My Balance : Low Balance &lerts :{ ME Password Account History

Py Phore Incarming Advanced
Accounk 2 SMS Mazzages Settings

My Balance | Low Balance Alerks | My Password | Account History

Change password

To change your password, please fill in this

Yaur current password:
Wour new Password:

Confirmn new password:

Change Pazsword

My Fhone Incoming Advanced
Accaunt 2 5MS Messages Settings

My Balsnce | Low Balarce Alarts My Password Account Histary

Change password

To change your password, please fill in this form:

“our current password:

Your new Passward: (eessessees ‘

Confirmn new pass : "“""‘l ‘

Change Password >

-=.|_‘___._,_|-|-
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Your password has now been changed. Use your new password to access your CreateText.ie account from
now on.

8.4 Reset Your Password

If you have forgotten your password, you can easily reset it from the CreatText.ie hompage.

1. Onceyouare on the (f createl ex _I'e Features  Pricing FAQ LOGIN | S16N UP
. reset password
CreateText.ie hompage, -

click the Reset Password
link located to the right (oredtetet g

of the top navigation.

2. An pop box will appear
with the option option to
enter your email address.

pazsyword reset regquest

3 Click Submit to reset your
existing password.
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8.5 Credit Purchase History

Your purchase history is always available to you online at CreateText.ie. You can download this information
easily and conveniently.

1. Once you have logged in

o - ' INBO ' IND | cc £
to CreateText.ie, click the i — i eneriin i b
OPTIONS tab.
Iy Phone Incaming Advanced
Account 2 SMS Meszages Settings

My Balance | Low Balance Alerts | My Password | Account History

MY BALANCE

Balance: 5269 credits

| BUY MORE MESSAGES |

2.  Onthe OPTIONS tab, click p ; :
COMPOSE INBOX REMINDERS CONTACTS

My Account.
l Tl Phone Incorning Advanced
Account 2 5MS Mezzages Sattings

EafSnce | Low Balance Alerts | My Password | Account History

MY BALANCE

Balance: 53269 credits

| BUY MORE MESSAGES |

This document as well as other support material is also available for download
from: www.CreateText.ie/support
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