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2 Loginto Your Account

1. Go to: https://account.createtext.net/

2. Type in your Email Address and Password and click “Sign In”

Ocreatetext

New to CreateText? Sign Up

3. After you have logged in you will be shown your account dashboard

1
=  DASHBOARD 4" © myAccount

A  Dashboard

™ BuyCredits

#  Compose

O inbox

H  sMscChat

i Draft Messages

@  Scheduled Messages

40 Message History

My Contacts

Extras

=

€@ My Transactions

m

My Support Tickets

> ~ [2.¢] ()

Send Message SMS Reports Addressbook My Profile

CURRENT BALANCE LAST RECHARGE TOTAL RECHARGED

€100.0000

€100.0000 €100.0000

SMS TRAFFIC BY STATUS

05

O]

HTTP API Logout

CREDITS USED

€0.0000

B sentsus [ railed sus
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https://account.createtext.net/

3 Send a One Way SMS Message

A One Way Message does not allow you to receive replies
1. Click Compose

a. Choose “Text” - if the message content is in English and does not contain characters not
found in the English language, eg &, 0, i etc. To note, an SMS message sent as text will be
at most 160 characters per SMS message

b. Choose “Unicode” - Choose “Unicode” — allows you to send an SMS in the language of your
choice, using characters not found in the English language. E.g. é, G, i etc. To note, a
Unicode message will be at most 70 characters per SMS message.

2
=  DASHBOARD L O myAccount

Dashboard
" > ~ e (3] <> 0]
™ Buy Credits Send Message SMS Reports Addressbook My Profile HTTP API Logout
#  Compose ~

CURRENT BALANCE LAST RECHARGE TOTAL RECHARGED CREDITS USED
Text
€2.858 €5.000 €10.000 €7.142

Inbox

SMS Chat

SMS TRAFFIC BY STATUS

Q

=

fd  Draft Messages
¢ B sertsus [ Failedsms

©  Scheduled Messages 4

£ Message History

E My Contacts >

B8 Extras >

© My Transactions

M| My Support Tickets 0.25
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2. Compose your Message

#  Dashboard

Text Message

W Buy Credits
#  Compose > Standard Routing Rule
@ inbox
Bl smschat Acmelne
i Draft Messages

Select Shortcode to use
©  Scheduled Messages
40 Message History

Ireland
E My Contacts >
5% Extras > Recipient Sources

NUMBERS ADDRESSBOOK MARKETING LIST FILE

© My Transactions

Type or paste a comma separated list of your recipient phone numbers. The system wil
M, My Support Tickets automatically add country code to each number if you select a destination country

3. Message Type: Ensure “Text Message” is displayed

4. Select Route: Ignore — this will remain as “Standard Routing Rule”

We will remove all Invalid characters and
Duplicate numbers from your recipients
list before sending your message.

Message Type
Text Message

Characters

]

Page Count
1 page(s)

Recipients

]

Extimated Cost

€0.0000

Current Balance

5. Sender ID: Select your Sender ID. This is what will display on a recipient phone as the sender of the

incoming message

Text Message

Standard Routing Rule

Sender

1D

6. Or Use Shortcode: Ignore this field, it will not be used

7. Destination Country: Choose the relevant country. If sending to numbers in more than one country,

select “Multiple Destinations”.
8. Choose the Recipients — choose one of the following:

a. Numbers: Type or paste in a list of mobile numbers. The numbers should be separated by
commas. Type the numbers with the country code included, eg 353831111111.

b. Addressbook: Click into the Addressbooks field and choose the Phonebook to which you

want to send.

c. Marketing List: Ignore.

d. File: Upload an Excel or CSV file containing your list of mobile numbers
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9. Message: Type in the Message Text

Recipient Sources

NUMBERS ADDRESSBOOK MARKETING LIST FILE

Addresshooks

Message

q——

0/960

10. Click into another field to update the message summary on the right side of the screen
11. Click the ‘Send’ Button

Schedule Message

Send Now \_" Send Later

EIEE N <
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4 Send a Two Way SMS Message

Two Way Messages allow you to receive replies. Replies are stored in the Inbox of your CreateText
account.

When a message recipient replies to your message it is very important that they include your specific
reply keyword that was sent to you by email when your account was set up.

1. Click Compose

a. Choose “Text” - if the message content is in English and does not contain characters not
found in the English language, eg é, 0, i etc. To note, an SMS message sent as text will be
at most 160 characters per SMS message.

b. Choose “Unicode” - allows you to send an SMS in the language of your choice, using
characters not found in the English language. E.g. é, G, i etc. To note, a Unicode message
will be at most 70 characters per SMS message.

2
=  DASHBOARD 4 O my Account

Dashboard
L3 ashboart > A m e <> LI)
™ Buy Credits Send Message SMS Reports Addressbook My Profile HTTP API Logout
#  Compose v

CURRENT BALANCE LAST RECHARGE TOTAL RECHARGED CREDITS USED
Text
€2.858 €5.000

Inbox

€10.000 €7.142

SMS Chat

SMS TRAFFIC BY STATUS

Q

=]

& Draft Messages
B semsvs [ Failedsms

©  Scheduled Messages 1

€D Message History

B My Contacts >

Bt Extras >

© My Transactions

m

My Support Tickets
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2. Compose your Message

f  Dashboard We will remove all Invalid characters and
Text Message v Duplicate numbers from your recipients
W Buy Credits list before sending your message.
#  Compose > Standard Routing Rule v
—_ M
L) Inbox essage Type
nermer g Text Message
Bl smschat cmeine
Characters
i Draft Messages
Select Shortcode to use v 0
©  Scheduled Messages -
Page Count
40 Message History
Ireland . 1 page(s)
E My Contacts >
Recipients
I8 Extras > Recipient Sources 0
NUMBERS ADDRESSBOOK MARKETING LIST FILE
© My Transactions S —————— Extimated Cost
Type or paste a comma separated list of your recipient phone numbers. The system wil
M, My Support Tickets automatically add country code to each number if you select a destination country €00000

Current Balance

Message Type: Ensure “Text Message” is displayed
Select Route: Ignore - this will remain as “Standard Routing Rule”

Sender ID: Ignore the Sender ID field, it will not be used.

o o B~ ow

Click on ‘Select Shortcode to use’ and choose your Shortcode from the dropdown list

Text Message v
Standard Routing Rule -
Select Sender ID to use v

Select Shortcode to use

353861800162 (SMS,FLASH,UNICODEMMS) —

7. Destination Country: Choose the relevant country. If sending to numbers in more than one country,
select “Multiple Destinations”.
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8. Choose the Recipients — choose one of the following:

a. Numbers: Type or paste in a list of mobile numbers. The numbers should be separated by
commas. Type the numbers with the country code included, eg 353831111111.

b. AddressBook: Click into the Addressbooks field and choose the Phonebook to which you
want to send.

c. Marketing List: Ignore

d. File: Upload and Excel or CSV file containing your list of mobile numbers

9. Message: Type in the Message Text

Recipient Sources

NUMBERS ADDRESSBOOK MARKETING LIST FILE

Addressbooks

Message

R

0/960

10. Click the ‘Send’ Button

Schedule Message

Send Now P Send Later

I
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5 Send a Message to Individual Numbers

1. Click My Contacts > My Address Book

2. Click “Manage” beside the Phonebook the number is in

CREATE PHONEBOOK

WITH SELECTED

D ID

D 15253

Title

Walking Group

Q

Type

Private

Contacts

4 Contact(s)

3. Tick the box to the left of the numbers the message is to be sent to

@ Phonebook Details

CONTACTS

® Manage & SMS

Total Contacts 4 Contact(s) [ FirstName LastMame Phone
—ly Jane Deer 353833333333 SMS # Edit
/" Update Phonebook
Bl Share Phonebook D Rachel Doe 353835555555 = SMS ¢ Edit
— Jane Dean 353832222222 SMS ¢ Edit
[ Joe Bloggs 353831111111 ®WSMS 4 Edit
@ createtext
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4. Click the blue “With Selected” box and choose “Message”

@ Phonebook Details CONTACTS

Title Walking Group ADD CONTACT

Type Private @ Delete EXPORT
4 M R
Total Contacts 4 Contact(s) [y FirstName LastName Phone
Jane Deer 353833333333  ®WSMS ¢ Edit
#  Update Phonebook
El Share Phonebook I:‘ Rachel Doe 353835555555 % SMS ¢ Edit
Jane Dean 353832222222  &SMS ¢ Edit
(] Joe Bloggs 353831111111 @WSMS ¢ Edit

5. A message asking if you want to continue will appear, click “OK”
6. The Compose screen will appear with the number already in the “Type Recipients” section
7. Compose your Message, as per sections 3 or 4 above
a. Note, ensure to only chose:
i. “Sender ID” - if you do not want to receive a reply

or
ii. “Or Use Shortcode” - if you want to receive a reply

8. Click the green “Send” button when the message is ready to be sent.

¢\ createte:
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6 Schedule an SMS Message

1. Click Compose > Text

1
DASHBOARD 4" O myAccount

#  Dashboard > N m e <> Q)

Buy Credits Send Message SMS Reports Addressbook My Profile HTTP API Logout

Fa Compose

CURRENT BALANCE LAST RECHARGE TOTAL RECHARGED CREDITS USED
Text
O inbox €100.0000 €100.0000 €100.0000 €0.0000
B smschat
Q Draft Messages SMS TRAFFIC BY STATUS
@  scheduled Messages B sensus [ raie
40 Message History 1
E My Contacts >
075

B8 Extras >

o

© My Transactions

L

My Support Tickets

2. Compose your Message

ft+  Dashboard essage Type We will remove all Invalid characters and
Text Message - Duplicate numbers from your recipients
‘W Buy Credits list before sending your message.
#  Compose > Standard Routing Rule v
@  Inbox o Message Type
. Text Message
B SMScChat Acmelnc B
Characters
Q Draft Messages
Select Shortcode to use v 0
@  Scheduled Messages -
. . Page Count
40 Message History o S
Ireland - 1 page(s)
E My Contacts > B —
Recipients
5% Extras > Recipient Sources 0
NUMBERS ADDRESSBOOK MARKETING LIST FILE
© My Transactions ——— Extimated Cost
paste a comma separated list of your recipient phone nur stermn will
M My Support Tickets 1atically add coun ode to each nJL'nbL‘r f you select a de ation country €00000

Current Balance

Tuna Rariniante

¢\createte:
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3. Click the word ‘Send Later’

Schedule Message

SendNow | J SendLater _
cocn | | o

4. Choose the Scheduling options

Schedule Message
Date Time (HH:mm)

Send Now . Send Later 7 June, 2018 12:53

Repeat Schedule

No Repeat v M

1. Choose the Date and Time you want the message to send

2. Choose the Repeat Schedule, if any (Hourly, Weekly, monthly etc)
5. Click ‘Send’ and you will see a confirmation notice that your message has been scheduled

¢\ createtext
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6. Your message has been scheduled successfully. Go to Scheduled Message menu to manage your
scheduled messages

=  SCHEDULED f © my Account

Dashboard
™ BuyCredits
# Compose >
/ P WITH SELECTED SORT
@  Inbox
B SMSChat D Type SenderID Recipients Message Created Scheduled For Status
i Draft Messages D
Acmelnc 1 hello from the past 2 minutes ago 21Jun 2018 12:53PM Queued & Resend
@  Scheduled Messages
40 Message History \
E My Contacts >
Bt Extras >

(-3 My Transactions

My Support Tickets < Compose E

7. You can Delete, Cancel or Resend your scheduled messages from here.

m
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7 View Sent Messages

To view all sent messages and see the message status:

1. In the left column of your account click “Message History”
/ Compose >
J Inbox
B sMmscChat
&4 Draft Messages
© Scheduled Messages
§)  Message History
B  MycContacts

L Fytrac >

2. You will see all previously sent message listed.
3. By default, all messages will show the status of “Completed”
4. To check the status of the message — click ‘Details’ to the right of the message

| sMS REPORTS Q
SORT

D D Sent On Type Message Recipients

D 3843 4 days ago TEXT Reminder: The first class of the Autumn term will ... 1 €0.065 Completed ® . O Details

5. You will see listed the numbers the message was sent to and also the Status for each number
RECIPIENTS

= RESEND
EXPORT
To

Destination Operator Cost Status

353862222222 Ireland Unknown 0.065 @ & Resend

6. To export this information — click the green “Export” button

15



8 Resend Failed Messages

If a message has failed due to insufficient cash balance — you can resend the message to the failed
numbers once you've topped up your account.

1.

In the left column of your account click “Message History”
/ Compose >

Inbox

(4]

o

SMS Chat

Draft Messages

b
©  Scheduled Messages

Message History

E My Contacts

e Fvtrac >

You will see all previously sent message listed.

Click “Details” to the right of the message you want to check the status of

| sMS REPORTS Q
SORT

D D Sent On Type Message Recipients

D 3843 4 days ago TEXT Reminder: The first class of the Autumn term will ... 1 €0.065 Completed ® . O Details

You will see listed the numbers the message was sent to and also the Status for each number
RECIPIENTS

2% RESEND

EXPORT

To Destination Operator

Cost Status

0.000 Failed A

353862222222 Ireland Unknown

Click the blue “RESEND” button

@\ createtext
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There are 3 options, choose “Resend Failed”

I Resend All
Resend Failed
1

Resend Canceled

The screen will change to the Compose screen with the failed numbers already in the “Recipient
Sources” section and the text content in the “Message” section.

Click the green “Send” button and the message will send to those numbers that it initially failed to
send to.

¢\create
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9 View Reply Messages

1. Click on Inbox

= DASHBOARD My Account

Dashboard

> ~ 2] e <> 0

W Buy Credits Send Message SMS Reports Addresshook My Profile HTTP API Logout
/  Compose >

CURRENT BALANCE LAST RECHARGE TOTAL RECHARGED CREDITS USED
@ Inbox
S €100.0000 €100.0000 €100.0000 €0.0000
[+ Draft Messages
©  Scheduled Messages SMS TRAFFIC BY STATUS
) Message History B sentsus [ railed sus
E My Contacts > !
Bt Extras >

075

© My Transactions
™) My Support Tickets 05

2. From your Inbox you can View, Delete and Reply to messages

1

#  Dashboard
W Buy Credits
/'  Compose >
SORT

O  Inbox B
B sMschat WITH SELECTED
B Draft Messages

D From To Message
@  scheduled Messages
42 Message History D 353861800162 ACMReply Il be able to help but won't be able to get there until 11.30.
E My Contacts >

D 353861800162 ACMReply Thanks for that, Il be there at 11.
% Extras >

Date

Reply

3 seconds ago
Conversation

Reply

59 seconds ago
Conversation

@\ createtext
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10 Add Contacts

Terminology: A Phonebook is a group. Individual contacts are stored in a Phonebook and all your
Phonebooks are stored in your Address Book.

Important: Contact numbers are to be inputted in the International format, eg 353831234567.

Create the Phonebook:
1. Click on My Contacts > My Address Book

1
=  DASHBOARD 4" O wmyaccount

Dashboard
# Deshboar = ~ m (2] < 0}
W Buy Credits Send Message SMS Reports Addressbook My Profile HTTP API Logout
#  Compose >

CURRENT BALANCE LAST RECHARGE TOTAL RECHARGED CREDITS USED

@  Inbox
o o €100.0000 €100.0000 €100.0000 €0.0000
Q Draft Messages
o Scheduled Messages SMS TRAFFIC BY STATUS PAFILTER
£)  Message History B sentsus [ raiedsus
E My Contacts ~ !

My Address Book _

My Marketing List o7

Blacklist
Bt Extras > s
© My Transactions 025

M My Support Tickets

2. Click ‘Create Phonebook’

1
=  PHONEBOOK 4" © my Account
#  Dashboard See and manage your addressbooks here. You are able to see address books shared with you here also but you will only be able to edit or add contacts
1o the ones you own.
™ Buy Credits

/  Compose » CREATE PHONEBOOK h Q,

L

O Inbox
B sMmschat
&d  Draft Messages
@  Scheduled Messages
No records found!
€0 Message History
E My Contacts >
B8 Exiras >

© My Transactions

m

My Support Tickets

@\ createtext
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3. Type atitle for your Phonebook e.g.: Club Members and click ‘Save’

Create Phonebook

Title
Club Members H

You can use these shortcuts within your message;
{name} for Full Name, {age} for Age, {brand_name} for your Business Name

o [ e

4. Click ‘Manage’

PHONEBOO 2 O myaccount

Dashboard See and manage your addresshooks here. You are able to see address books shared with you here also but you will only be able to edit or add contacts.

1o the ones you own.

™ Buy Credits

/"  Compose ? CREATE PHONEBOOK Q

O Inbox

EH  smschat

WITH SELECTED
&d  Draft Messages
[

Scheduled Messages

ID Title Type Contacts
40 Message History
_ 20 Club Members Private 0 Contact(s) @ Manage & SMS
B} My Contacts >
B Extras >
© My Transactions
M| My Support Tickets
R 1
@ createt
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5. Click ‘Add Contact’

1
=  PHONEBOOK & O my Account

#  Dashboard BACK TO PHONEBOOKS Q

W Buy Credits

/  Compose > @ Phonebook Details

CONTACTS
O Inbox >
DELETE SELECTED ADD CONTACT
Title Club Members
H  swmschat —
Bd  Draft Messages Type Private -
@  scheduled Messages Total Contacts 0 Contact(s) NO I’eCOrd s found!
4D  Message History
B My cContacts s # Update Phonebook
3% Extres > E) Share Phonebook

€ My Transactions

m

My Support Tickets

To add a Single Contact:
6. Click ‘Single Contact’

Add Contacts /
SINGLE CONTACT UPLOAD FILE

7. Type in the First Name, Last Name and Phone. The mobile number to be in the International Format,
eg 353831234567.

8. Click ‘Save’. The contact has now been added to your PhoneBook.

¢\createt
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To upload a contact file:
9. Click ‘Upload file’ and then ‘Download Sample File’

Add Contacts \

SINGLE CONTACT

Use this tool to import contacts from an Excel or CSV file containing your
contact list, each in a new row. Duplicate contacts will be skipped

DOWNLOAD SAMPLE FILE

10. Replace the Sample contact details on the file with your contact information and save it to your pc
a. The Order of columns AND the column Titles are important
i. Phone Number
ii. First Name
jii. Last Name
iv. (you do not need to include Date of birth)

11. Click the button to upload your contact information file and click ‘Save’

Add Contacts

SINGLE CONTACT UPLOAD FILE

Use this tool to import contacts from an Excel or CSV file containing your
contact list, each in a new row. Duplicate contacts will be skipped

DOWNLOAD SAMPLE FILE

¢\createt
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12. The contacts have now been added to your PhoneBook

2
PHONEBOOK 04 - my Account

# Dashboard BACK TO PHONEBOOKS Q
W Buy Credits
/  Compose 5 @ Phonebook Details CONTACTS
[ Inbox
Title Club Members ADD CONTACT
B sMSChat
kd  Draft Messages Type Private EXPORT
@  Scheduled Messages Total Contacts 2 Contact(s) D FirstName LastName Phone
49  Message History
D Jane Gray 353861111111 MW SMS # Edit

B My Contacts N #  Update Phonebook
B Extras 3 Kl  Share Phonebook O James Green 353831111111 = SMS 4 Edit

My Transactions
M, My Support Tickets

¢\createt
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11 Delete Contacts

1. Click on My Contacts > My Address Book

1

=  DASHBOARD 4" O wmyaccount

Dashboard

semor > ~ e < O]
W Buy Credits Send Message SMS Reports Addresshook My Profile HTTP API Logout
#  Compose >
CURRENT BALANCE LAST RECHARGE TOTAL RECHARGED CREDITS USED

O  Inbox
- €100.0000 €100.0000 €100.0000 £0.0000
& Draft Messages
o Scheduled Messages SMS TRAFFIC BY STATUS
£)  Message History B sensus [ raiedsus
E My Contacts ~ !

My Address Book —

My Marketing List o7

Blacklist
Bt Extras > 0o
© My Transactions 025

M My Support Tickets

2. Click ‘Manage’ to the far right of the name of the PhoneBook the contact is to be deleted from

3. In the Phonebook - if there are many numbers and the name or number is not visible, in Search
Contacts enter the First Name or Number of the contact and click Enter on your keyboard

2
=  PHONEBOOK o e My Account
#  Dashboard BACK TO PHONEBOOKS O\ /
™ Buy Credits
#  Compose 5 @ Phonebock Details CONTACTS
[0  Inbox
Title Club Members ADD CONTACT

B sMSChat
ki  Draft Messages Type Private EXPORT
@  Scheduled Messages Total Contacts 2 Contact(s) [J  FirstName LastName Phone
43  Message History

D Jane Gray 353861111111 = SMS # Edit
B MyContacts N #  Update Phonebook
B Extras R Kl Share Phonebook O James Green 353831111111 = SMS & Edit

My Transactions

M, My Support Tickets

4. Tick the box to the left of the name and click the blue ‘With Selected’ button

@\ createtext

24



Choose ‘Delete’

Dashboard BACK TO PHONEBOOKS Q

W Buy Credits
#  Compose 5 @ Phonebook Details CONTACTS
[ Inbox
B swschat Thle Chib Members WITH SELECTED ADD CONTACT
af
& Draft Messages Type Private EXPORT
EA4 Message
@  Scheduled Messages Total Contacts 2 Contact(s) L| FIfSENGMe  LastName  Phone
40 Message History
——] Jane Gray 353861111111  MWSMS # Edit
B MyContacts 5 /"  Update Phonebook
% Extras 5 Kl Share Phonebook D James Green 353831111111 ESMS # Edit

You will be asked to confirm you want to delete the item. Click OK.
You will see a confirmation notice that the contact has been deleted from this Phonebook.

If the contact is in any other Phonebooks, and you want to delete the contact fully from your account,
you will need to repeat the above steps to remove the contact from other Phonebooks they are in.

¢\create
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12 Opting Out

For a message recipient to be able to Opt Out from receiving further SMS - there are 2 options. This is
depending on how the message was originally sent to the recipient.

1. Sending a message using the Shortcode 353861800162:

Text Message

Standard Routing Rule

Select Sender ID to use

353861800162 (SMS,FLASH,UNICODE,MMS)

Ireland

a. If sending a message using our message centre number 353861800162: When
replying, the recipient needs to put the unique stop keyword assigned to your account at
the beginning of their reply text. Eg ABCSTOP

b. To inform your customers of this option to Opt Out you could put something similar to
the following text at the end of your message to them “To optout reply ABCSTOP”.

2. Sending a message using Your Sender ID:

Text Message

Standard Routing Rule

Select Shortcode to use

Ireland

a. A message recipient cannot reply to a message sent using a Sender ID. The recipient
needs to send a new SMS message to our system number 353861800162 with just
your stop keyword, eg ABCSTOP in the message content.

b. To inform your customers of this option to Opt Out you could put something similar to
the following text at the end of your message to them “To optout text ABCSTOP to
353861800162".

(ABC are sample letters — you will have received your unique stop words via email when your account
was set up)

@\create
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Anyone who replies or sends a new message to opt out - their reply will go into the Inbox in your
account.

You will then need to add their number to the Blacklist in your account, so that you cannot send a
message to the number again. Please see the section “Add to the Blacklist”.

You should also remove their number from your account. Please see the section “Delete
Contacts”.

@\create
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13 Add to the Blacklist

Anyone who replies or sends a new message to opt out - their reply will go into the Inbox in your account.

You will need to add their number to the Blacklist in your account so they cannot be sent a message
again.

1. Note down the number in the Inbox of your account that is to be added to your account Blacklist.
a. Inthe left column click “My Contacts
b. Click ‘Blacklist' in the dropdown list

B My Contacts v
My Address Book

My Marketing List
Blacklist

c. Click the green ‘Add Contact' button

d. Type in the full mobile number (in the international format, eg 353831234567) and click
‘Save’

Add Contact

You need to include country code with the number for best result (eg. 4478772562,
2347088635463)

Phone /

SAVE % CANCEL

e. A message will appear to advise the Contact has been saved successfully to the
Blacklist.

@\ createtext
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14 Buy Credits

1. Click Buy Credits

1
=  DASHBOARD & O myAccount

Dashboard > |
~ 2 o © U
Buy Credits # SMS Reports Addressbook My Profile HTTP API Logout

#  Compose >

i |

CURRENT BALANCE LAST RECHARGE TOTAL RECHARGED CREDITS USED

Inbox

€100.0000 €100.0000 €100.0000 €0.0000

SMS Chat

|
B
Q Draft Messages
]

Scheduled Messages SMS TRAFFIC BY STATUS B C1TER
D Message History B sesus [ Faiedsms
E My Contacts > !
Bt Extras >
0.75
© My Transactions
05

m

My Support Tickets

2. Click the option ‘Purchase a Package’

1
=  RECHARGE & O myAccount
Dashboard Tip! You can quickly fund your SMS account by purchasing one of our SMS Packages or loading an SMS Voucher.

W Buy Credits
BUY CREDITS PURCHASE A PACKAGE M
#  Compose >
W PURCHASE AN SMS PACKAGE ) ORDER SUMMERY
O inbox
= \ Select the SMS package you want to buy.
SMS Chat SMS Packag i

- SMS Package SMS Credits
P B Choose an SMS Package H v 000
©  Scheduled Messages Payment Methad

B ow do you want 10 pay? v
40 Message History
B wMcC
B MyContacts ’ We will give you a detailed invoice at the next step Payment Method
2% Extras > -

% CANCEL ORDER + PROCEED

© My Transactions

m

My Support Tickets

3. Choose the SMS Package you want to buy

E PURCHASE AN SMS PACKAGE

Select the SMS package you want to buy.

SMS Package

! Choose an SMS Package ¥

Payment Method

E How do you want to pay? ¥

@\ createtext
29



4. Choose the Payment Method and click ‘Proceed’

! PURCHASE AN SMS PACKAGE

Select the SMS package you want to buy.
SMS Package

! Choose an SMS Package v

Payment Method

E Credit / Debit CardH v

We will give you a detailed invoice at the next step

TR 0

5. Complete your purchase via our secure payment gateway.

6. Upon successful completion of the payment the monetary amount will be added to your account and
you will receive an email notification to confirm.
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15 View your Purchase History

All transactions processed online through your account can be viewed and exported and the invoice can
also be printed off for your records.

1. Inthe left column of your account click “MY TRANSACTIONS”

B% Extras >

© My Transactions

™, My Support Tickets

2. You will see all transactions processed through your account listed.
3. Click ‘Invoice’ to the right of the transaction you want to view and print the invoice for

4. To print the invoice - click and hold down the “Ctrl” button on the keyboard and then click the “P”
button.
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16 Set Up Your Sender ID

The Sender ID is what will display on a recipient phone as the sender of the incoming message.

o Tonote: if a message is sent using a Sender ID, the recipient will NOT be able to reply. Please
see Section 4, Page 6 in relation to receiving replies.

By default the Sender ID is CreateText. If you want to change the default Sender ID for your account:

1. In the left column of your account click “Extras”
2. Choose “Sender ID” from the dropdown menu
3. Click the green “ADD SENDER ID” button
a. Sender ID for — choose “Text Message”
b. Sender ID - type in the Sender ID you want to use.

c. Note, the Sender ID is max. 11 characters, numbers and letters, with no funny
characters or spaces.

Request Sender ID

Text Message

Sender ID

ACMELtd

4. Your request will be submitted to our Support Team who will send an email once your request has
been processed

5. You can set up as many Sender ID’s as necessary. Simply follow the above steps for each one
needed.
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17 Change Password

1. Atthe top right of your account click “My Account’
2. Choose “Account Settings” from the dropdown menu

@’ 9- My Account

Hi

€1.073

Buy SMS Credits
Motifications
My Activities

Sign Qut

3. Click the blue “Update Profile” button

# UPDATE PROFILE

4. Click the “Login Details” tab

Update Information

ACCOUNT DETAILS

5. Type in your new password and click the “Save Profile” button
6. Your password is now changed
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18 How to Contact Us

If you have any questions or queries in relation to your account - you can submit a query through your
account.

1. Inthe left column of your account click “My Support Tickets

My Contacts >

3% Exiras >

€ My Transactions

My Support Tickets

Click the green ‘NEW TICKET” BUTTON

Type in the Subject of your query

Type the content of your query in the message box
Click ‘Send’

o &~

Open New Ticket

Subject /

=
==}
~
=

e

6. Your query will be submitted to our Support Team who will get in contact with you as soon as
possible.
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