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Settings/Options  

 

Settings can only be changed when you logon  to our web based program. A ny 

changes will reflect in the ñAccount S ettings ò the next time you login  to 

Message Companion. Click ñSend/Receive ò when connected to the internet, to 

upd ate Message Companion . 

 

Main Menu  

1.  List  of  Groups  

 

Å See all  available  groups  

Å Create new groups : Click ñCreate  Groupò, enter a G roup Name and 

Description . 

Å Edit Group : Highlight the g roup to edit  the Name and Description . 

Simply  click on the group to highlight  it.  

Å SMS: Select the Group you want to send SMSôs to 
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2.  To Search for a Number or Name  

 

1. Click ñSearch Numbers ò or ñFilter ò. 

2. Check the box of the g roup  you would like to search in .  

3. Enter the n umber , with country code , or enter the name in the 

Values . 

 

3. To Import Data  

Step 1 :  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 file as CSV (Comma 

Delimited) instead of an Excel file type, if struggling to 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.  

 

Note: To be uploaded  the spreadsheet must begin in row 1, column A(Mobile 

number)  C olumn (A) is for mobile  numbers only . These numbers can be 

entered  as 0831234567, 2783234567, 831234567, or ñ2783234567ò.  

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 can be en tered as 0831234567,  2783234567, 

831234567, or ñ2783234567ò 

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

are allowed.  
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Step 3:  Import the file: Click on Import  

 

 

1. Select the file type you will be importing: Excel, CSV or Text .  

2. Select File: Browse for the file on your computer . 

3. Click óRead sheetô. 

4. Use the drop down menu beside ñmap to Mobile ò 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. Select group to import into and Click ñImport ò 
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4. How to send a SMS  

1. Go to ñSend SMS ò and select one of the three  options:  

Å Send to Groups: Click ñAdd Groups ò, c heck the relevant  Groups, and 

click ñAdd ò. 

Å Send to Individuals: Click ñAdd Numbers ò, select the relevant g roup 

and desired n umber . 

Å Quick message: Manually type in the number . 

 

 

2. Sending Options:  

Å Send Date: Send right away or schedule for the SMS to be sent  later 

(select day and time)  

Å Select Template you have created, or create a template containing 

placeholders (see How to Create a Template ).  

Å Message: Enter your message you wish to send, the number of 

characters used are counted to the right of the mess age.  


