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Settings can only be changed when you logon to our web based program. A ny
changes will reflect in the fiAccount S ettings 0 the nexttime you login to
Message Companion. Click fASend/Receive 0 when connected to the internet, to
upd ate Message Companion

Main Menu

1. List of Groups
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A See all available groups
A Create new groups : Click fAiCreate Gr o u pentera G roup Name and

Description .

A Edit Group : Highlight the g roup to edit the Name and Description
Simply click on the group to highlight it.

ASMS: Sel ect the Group you want to send

SMS6s
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2. To Search for a Number or Name
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1. Click ASearch Numbers 0 or fiFilter o .
2. Checkthe box oftheg roup you would liketo  searchin .

3. Enter the n umber , with country code , orenter the name in the
Values .

3. To Import Data
Step1 : Important . Create a group to import your data into.
Step 2 : Setup your Excel Spreadsheet or Text File

It is possible to import data from Excel. Save your Excel fleas CSV (Comma
Delimited) instead of an Excel file type, if strugglingto import correctly
entered data
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Prepare a spreadsheet in Excel with the mobile numbers in column A.  Add any
additional data pertaining to that mobile number in columns B to G.

in Section - Microsoft Internet Explores ——

O'l\v d ) -0 H Bookl - Microsoft Excel
o
Home Insent Page Layout Formulas Data Review View 9 -
=Sl X Calibri “11 - | gy oyl SF General - fiConditional Formatting =  Slnset- X - A] }}
" {
iz} Q2 |B L U-AAEXEMA- S % | IEFormatasTable~ I Delete - 3]~ Z
Paste - i S sout, Sont& Find &
- J BS- A iE £E)| | %8 % ) Cell Styles ~ (=E1Format~ | (2 Fiter~ Sefect
Clipboard '= Fonmt . Alignment - Number . Styles Cells Editing
D6 v S|
A B C D E F G H | J
1 821234567 Peter Smith R30C
2 831234567 John Black R4000
3
£ 4

Note: To be uploaded the spreadsheet must begin in row 1, column A(Mobile
number) C olumn (A) is for mobile numbersonly . These numbers can be
entered as 0831234567, 2783234567, 831234567, or A2

Columns B to G are for any variable information you wish to import with the
mobile number pertaining to the contact person . This allows you to send a bulk
SMS that appear to be  personal.

For example: Dear Peter Smith we thank you for your donation of R300. Dear

John Black we thank you for your donation of R4000 (see How to create a
Template ).

Text download formats: Allow you to make use of NotePad found under
Accessories  in Microsoft Windows ®.

1. The mobile number s must to be contained as the first field of the file.
Mobile number s canbe entered as 0831234567, 2783234567,
831234567, or 27832345670

2. Separate the columns with commas. Up to 7 data fields separated by commas
are allowed.

Iofx

Flo Edt Fomat View Hep

0821234567, Peter, Smith, R300 -]

0831234567, John, Black,R4000




Step 3:  Import the file: Click on Import

Wi Send/Receive — Message Companion-http://ww]
Main = Settings / Options
Quit Create group Listgroups Search numbers Import || Send SMS || Reports |
| - -
\ Quit “ Number management l Send HReponing]
Qeintel P g =E o [E] 3
' Contacts (3)
=] Groups (2) Filter Select Export Copy/Move Edit
February (2)
S January (1)
@ Templates (0) | Mobile | Valuel | Va
2% Inhav (M) ] 272111111

1. Select the file type you will be importing: Excel, CSV or Text
2. Select File: Browse for the file on your computer

3. ClIRieakd & h.eet 6
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4. Use the drop down menu beside fimap to Mobile 0 to Select Column
1. All mobile numbers must be in Column 1 and mapped to Mobile. Map
Column 2 and 3 to any other Value you choose . These values are

used as Templates to help you recognize the number.

5. Selectgroup  toimportinto and  Click Almport ©

File [C:\Documents and Seltings\S ales\Desktop\test| | 1. SelectFie | Please note: Only Excel 97 - 2003 file types are currently s

SESl it | 2Resdshen |
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N‘:""’—l" map to Valued
| None '+| map to VakueS
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Impost into group
August (2) =]
| 3 3. Import
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4. How to send a SMS
1. Goto fiSend SMS 0 and select one of the three options:

A Send to Groups: Click AAdd Groups 0, check the relevant Groups, and
click AAdd o .

A Send to Individuals: Click AAdd Numbers 0, select the relevantg roup
and desired n umber .

A Quick message: Manually type in  the number .

2. Sending Options:

A'Send Date:  Send right away or schedule for the SMS to be sent later
(select day and time)

A Select Template you have created, or create a template containing
placeholders (see How to Create a Template ).

A Message: Enter your message you wish to send, the number of
characters used are counted to the right of the mess age.



