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SivpLe MosiLe Services

This document contains a comprehensive manual for use with the Txtlocal
system, explaining in detail how to perform simple and advanced
operations. The manual ends with a troubleshooting section, to help you
resolve any problems that you may encounter.
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Background Information

What exactly is a text message?

A text message or SMS (Short Message Service) is a short purely
alphanumeric message that can be sent to mobile phones all over the
world. The message itself consists of two parts: the origin (sender) which
can consist of (11 Alphanumeric Characters or 14 numbers) and the body of
the message which is 160 characters long, multiple messages can be
combined to create a longer message of up to 612 characters. All messages
over 160 characters whilst sent in parts will be recombined back as one
message on the recipients phone.

Each additional message will have a maximum length of 153 characters as 7
characters are reserved for joining the messages together.

Who can send/receive text messages?

Mobile Phones
All mobile phones can send and receive text messages worldwide.

Land Lines
Although some UK landline operators allow the sending of text messages to
their handsets, most will convert the text to an audible message.

Txtlocal

Customers of Txtlocal and other similar web services are able to send
messages singularly or in bulk to mobile phones. It is also possible to
receive messages on Txtlocal via a Dedicated Inbound Number (DIN), Short
Code or using a FREE keyword on a shared number.

What is a keyword?
A keyword is a (less than 16 character) alphanumeric word that precedes
the content of a message to denote a specific inbox on a shared number.

For example: If a user was to inform you of their current location, the
keyword LOCATION could be used to denote that this is a message to your
(LOCATION) inbox and not another inbox on the same number.

Sender: 4470000000001
Receiver: 60777
Message: LOCATION London, UK

Are keywords case sensitive?
Not at all, keywords can be entered in any case by the user.

Page | 5
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What if someone else is already using that keyword?

If another user is already using a keyword on one long number, it may be
free on another long number, if it is we will assign the keyword to you on
that number.

If another user is already using the same keyword on our short code
(60777) we will be unable to set that keyword up for you and hence an
alternative must be chosen.

What is a short code?

A short code is a 5 digit short telephone number (i.e. 60777). The shorter
number will make it much easier for customers to remember the contact
number and also quicker to type, increasing the chance of response to a
campaign.

Pricing for short code keywords can be found in the cost section of this
document.

What is a DIN?

A DIN is a Dedicated Inbound Number. This enables a user to avoid using
keywords at all as all messages on a dedicated number will delivered to the
same inbox.

For example: Someone in the office could contact a colleague who is off
site by sending them a text via their txtlocal control panel or email to sms.
When the colleague receives the message they will be able to reply
directly to the person in the office, either to their control panel inbox or
email inbox.

Return to Contents
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Sending Text Messages

How do I send a text message to a single contact?
To send a text message directly to a single contact on their mobile phone
number, please follow the instructions below:

£ Dashboerd Send a text message
- Send Message Grow a5 Single
&* Contact Manager Humbar
& wboxes Save this rumber in my contacts I g
L} Tempiates
|= Reports

Lastrums
4" Setzings

Ciztom 1
-] Documentation
Cradit Balance

493 0 You have 612 characters remaining,
Buy Credits Schedule [
Advanced Options
Send Message

® ttocal

Return to Contents

et

Step 1: Go to the ‘Send
Message’ menu.

Step 2: Select ‘Single’
and enter the number
you wish to send the
message to.

7

Step 3: Type message
and click ‘Send Message’
when complete.

7

Return to Contents
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How do I send a text message to a group of contacts?
To send a message to a group of contacts that have already been created,
please follow the instructions below.

If you have yet to set up a group to send messages to, instructions on how
to do this can be found in the ‘Managing Contacts & Groups’ section of this

=txtlocal

Return to Contents

Step 1: Go to the ‘Send

Message’ menu.
S~

g Contact Manager

document.
..’ " txtlocal
£ Dashboard Send a text message
L Send Message L hoves  Contacts Singla o

& Customors

52 -

Step 2: Select ‘Groups’
and select the group you
wish to send a message.

& inboes e d Wama Custom 1 |»] Template | Chick o select...
¥ 447000000001  John Smith
=l Templates
¥ 447000000002 Joe Bioggs
= Reports 9] 447000000003 Bob Marley
& Semings
Marage Groups
Lo Decumantation
Crodit Balance
493 0 You have 612 charoctenNEmaining,

Buy Credits Schedule [

Step 3: Click the arrow,
to open the list of
numbers. De-select any
numbers that you do
not wish the message to

go to.
7

Step 4: Type message
and click ‘Send Message’
when complete.

7

Return to Contents
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How can I send messages to contacts that I have

received messages from?

If you have received a message in your inbox from a customer via your
keyword or DIN, you can select their number(s) to send message(s) using
the steps shown below:

. txtlocal

Send a text message

4 Dashbaard
" Send Message

g Contact Mansger & 447786202244
F 4 Rumber Message Date

x. L Testng. X413
Tergates
LOOOE g 447786200690 B
" R =
P ocpar FSCO0E on 6OTTT Bru @)
- St SOOCE on 50777 # 1 3 b

LF Decsmantaton

M age Inpcemn

Return to Contents

Step 1: Go to the ‘Send
Message’ menu.

Step 2: Select ‘Inboxes’
and select the inbox
which contains the
numbers you wish to
contact.

'

Step 3: Click the arrow,
to open the list of
numbers. De-select any
numbers that you do
not wish the message to

go to.
7

Step 4: Type message
and click ‘Send Message’
when complete.

7

Return to Contents
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How can I find out if someone has received a
message?

Viewing Delivery Reports

After you have sent a message to one of your contacts or to a group, a
report will be sent back to your account denoting if the message has been
successfully received by the contact or not. To view this information and
potentially delete contacts for whom it is not possible to deliver the
message please follow these steps:

& =3 B3 =Y e Step 1: Go to the
Fixtlocal >vep - G
» Reports’ menu.
£ Darbond Répaess
Schveduked messages Saarch eprTints
= Send Message View meisages that are View rusbers that have ooted
= S0t O PECERATE ESSAGE.
3+ Contact Marager
dl Intoaes
i o Groups Email to SMS .
| Reports e g cokbiesy il st Step 2: Select either
setren - ‘Single Numbers’ or
 Deumentason | (@3 viewa hatory of s 421 g ’ ’
e Groups’ under ‘Message
Credt falance History".
493 Advanced Reports
Buy Credits :’: :’Lm?mm for o Im‘.':l:':b::\ms
acvanced emal serding BCes your acoound.

Step 3: Under the
‘Status’ Heading, the
delivery status for each

PN message can be seen.

* txtlocal — . ~
= single Message Hist ,
"‘_w‘ Deb-g-l-!mla-‘.c‘m::ml:: from your sctount Eport o 5V Step 4: TO eXport thlS
| r., o= ra— tnte information to a
a viors . spreadsheet
Tl Temgiates [ 0090731 16:18:01 44700000005 Maron frosz Undekred programmefor
S v o Unddbered analysis, use the ‘Export

= PO 5o a0 as CSV’ button. »
Step 5: Select any
numbers you wish to

delete, and use the
button below to remove

them.

Return to Contents
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What does the status mean?

When viewing the status of a message you will be presented with a
description of the messages progress, the meaning of each status is
explained below.

Status Description

Delivered The message has been successfully received by the
contact.

Billed The user has successfully received and paid for a
premium rate sms.

Undelivered The message is as yet undelivered to the recipient;

this could be because the phone is currently off.
Delivery of the message will be re-attempted by the
network until 48hours has elapsed.

Invalid / The number is no-longer valid and messages cannot
Discontinued be sent to this number.
Unknown We have yet to receive any delivery information from

the network about this message.

Return to Contents
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How do I change the sender name people see in

received messages?

When a contact receives a message from you they will see an alphanumeric
or numeric sender identifier on their phone. You may wish to change the
value of this when sending out different messages.

For example: A message from ‘LUNCH’ could be sent out with lunch offers
to contacts and a message from ‘DINNER’ could be sent out with evening
meal offers to contacts.

® vttocol Il

& g Send a text message
& Send Mes Grougs Irdeires Cantasts Lrge Plasasgs Details
=% Contact Manager
e Step 1: Go to the ‘Send
2 Tenctaes Message’ menu.
|* Reparts
#* Settren.
i Step 2: Select ‘Edit’ next
493 O Youhave €12 charcters romanng. . ,
=2 T —_— to the ‘From’ field.
Aubenmmmd Oyt
Send Message

@ ittocal [ et rtins

£* Dasttoard

% 5070 Message

¢ Contact Mansger

& b

| Temgiates

|* Reperts
Settings

[F Documentaton

Credit Balance

493

Sender names

7P
tiew <

Step 3: Select ‘New’ to

HMarcus (Fefadt sender name)

OTREX2N

Back to SeSnge

add a new sender name.
Y

Step 4: Enter sender
name and select
‘Create’.

Return to Contents
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Can I get replies to my mobile phone by using my

phone number as the sender?
Yes. By creating a new sender as above and using your mobile telephone
number, replies that contacts send will go directly to your mobile phone.

How do I send messages from my dedicated number
by default?

By default your “from’ name will be your originally entered name during
sign up. If you have purchased a dedicated number since, you may wish to
set this as your default number. This can be done as shown below:

@ ittocal I et

Sender names

£* Dasttoard

& Send Massage liew

¢ Contact Mansger Marcus (Fefmdt sender name)

&l boves 202

Step 1: Select your DIN.

) Tergistes

|* Reperts

Settings

|- Detumentaton

Step 2: Click ‘Set as
Default’.

Credit Balance

493

Return to Contents
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How do I view my sent text messages?

Single Numbers
To view the “Outbox” of messages that you have sent to single numbers,
you can follow the instructions below:

2 tiocal Il

£ Dastbowrd Lics et
Schadubked messages Sagrch Opt Duts
= Sand Mezaage View measages that are Search all of your stored contact ﬁ View rusters that have ooted
scheduled 15 g ol nformaton sut of recen =
3% Contact Marager
Al eoaes
Message History
s Tars Groups Email to SMS
View & hatory of ol sngle Wiew & hatory of o group View & hastory of o Enad o SME

Credit Balance
493 Advanced Reports
st of Group IDs Irvvalid fumbers
Buy Credits View & kst of your growp D for View & ls2 of rovald rumbers
acvanced emal serding 3C00S your attount.

Return to Contents

Step 1: Go to the
‘Reports’ menu.

FECERENS mesSagEd mesEages L.

# Setargs
B ::nmw of ol 271 Weew & history of & presaum rate S Z'S I 'S' I
Syt ot Yo vt rak tep 2: Select ‘Single

Numbers'.

Return to Contents
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Groups

Return to Contents

To view the “Outbox” of messages that you have sent to a group, you can

follow the instructions below:

2 tiocal I

£ Dashdowrd Lok ot
Schedubked messages
= Send Mesaage View measages that are
sereduied 13 go oul
3% Contact Marager
&l Yeoaes
) Tesglstes
‘R View & hstory of &l sngle
| - FECEent MeSsaged.
Setargs
- APT
Ooasmertason View & hestory of of 471
me1sages.
Crodit Balance
493 Advanced Reports
Buy Lt of Group IDs

View & kst of your group D for
acvanced emall serding.

Saarch Opt Duts
0 Search ol of your stored contact ﬁ View rumBers that have ooted
iforraten St of FecEnY ESanas, Step 1: GO to the
‘Reports’ menu.

Email to SMS
View & hestory of ol Emad 1o SME

mEiLagel.

Groups
Wiew & history of ol group

Presaiuim API
Wiew & history of &l premaum rate
PrLageT

Invald Numbers
Vew & ist of mvald numbers
BC0eS yOur aCCount.

Step 2: Select ‘Groups’. pj

Return to Contents
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How do I set up multiple email addresses for email

to sms?

If you use email to sms you may wish to use more than one email account
to send messages through your txtlocal account. This can easily be done by
following the instructions below.

2esstiocal I e

Account settin
£ Dashboard 9=
Change and configure your account sefings here.
& Sendl Mesusge
Sender names Credlit alerts
S Contact Manager Marage your Sender Mames that Aecerve emal gleris when your
& dapiayed when sendeg & RIS st T e
o rboxes fext mesmage.
1 = SH5 delivery roosipts Your profile s
o i Configure handing of delvery et o it cetads et \
I Rasort recepts when messages = persenal rformation up to dale, sermdaly o Nzase your
S [=) Sccound secunty.
¢ Settings
Documeviaton
Creds Balance

Return to Contents

Step 1: Select ‘Settings’
from the menu.

L

Step 2: Select ‘Email to
SMS’.

L
=3 =3 e
* voco I
o g Emall to 5M5 settings
Cordgyre your Emal to SMS settngs here
o Send Messsge .
P, amessages (512 hare) <+ Step 3: Set maximum
& beres et s o length of texts sent.
| Terciates L
|* Reports
Pe Back o Sesngs Save
1 bacmentaton Step 3: Enter email
Crodt Babvmce addresses, each on a
491 new line and save.
£~

Return to Contents
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How do I send a wap url to a contact?

If you wish to send a wap url to a contact; be it to link them to a part of
your website, a news report or a file such as a ringtone. Please follow the
steps below:

@ vittocol

Return to Contents

2 Dusbomd M. Step 1: Select ‘Send
@ SendMessage S viwe  Cwish S — Message’ from the
2# Contact Manager Customens
o o menu.
ergiates Marage Grouse
|* Reperts
— Step 2: Select the
contact(s) you would
Credit Balance .
491 T —— like to send the URL to.
. r % L~
Buy Credits Sehedube g W
Advanced Optrom ¥
wom T -\\ Step 3: Click the arrow
oo 3 Bz WO next to ‘Advanced
= Options’. Tick ‘WAP
il 255
- URL’ and enter your

URL. Send the message.
7

Return to Contents
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Scheduling Messages

How do I schedule a message to be sent in the

future?

If you wish to send a message to a group or a single contact at a point in
the future; you may do this through the facility that Txtlocal offer, by
following the instructions below.

For example: If | wanted to send a message telling a customer their
tenancy was about to expire and provide them with information on how
to renew their tenancy. | could schedule this message for a date close to
the time of expiry.

& Step 1: Select ‘Send
—_ txtlocal Message’ from the
— menu.
4 Send Message £~
— Frccce a7 Step 2: Select the
I* Repors S weee T— contact(s) you would
o — . - like to send the sms to.
Docmmeniatin P £~
491 O Tou have 612 daracters femaning
PR sesse P ggir 2oum 3 @ Step 3: Tick schedule,
MM:\ set the date for a point
"~ in the future. Enter the
Bend Hessrge message and click ‘Send
Messaae’.
' 4

Return to Contents
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How do I stop a scheduled message from being sent?
If you have decided to send a scheduled message in the future but you
decide you no longer wish to send it, please follow the instructions below
to remove it from the send queue:

2 tstiocal | e

£ Dashboad Rey

Search Opt Outs
Search ol of your stored contact “ View rumbers that have ooted
nformaten Bt of 1eCEnY) MESsAces,

u Sand Meszage

dl Irboues
T =
Singhe Humbers Groups Email bo SMS
" R s View & hestory of o sngle Wiew & hstory of o group View & hestory of o Emad 1o GMS
DNt MeSSaged. eilded .
Setargs
e APL Premium API
Ooasmentason View & hestory of o 471 View & history of & pressum rate
mesages. meiLage
Crodit Balance
493 Advanced Reports
List of Group IDs Invald Rumbers
Buy Credits View & kst of your group s for View @ ist of nvald numbers
acvanced emal serding 20089 YO SCC0URE.

Scheduled Messages
Below & 5 Bt of messades schad dad 15 he 56t o 5 S0 SNlE a0 e

£ Damhiboard

T Date
[ hope T mesmage dods't arrive too late.

Crodit Balance

490

=txtlocal
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Step 1: Select ‘Reports’

from the menu.
L~

Step 2: Select the
‘Scheduled Messages'.

L

Step 3: Tick the
scheduled message(s)

____ thatyou wish to delete

from the aueue.

Step 3: Press the delete

——  button to confirm.

Return to Contents
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How do I change the time of a scheduled message?

If wish to re-schedule a message you may perform this by copying the
content of the message and deleting the message in the manner shown on
the previous page. You must then paste this content into a new message

with the new scheduled time.

How do I send out a number of messages over a

period of time?

You may wish to send out a large number of text messages over a period of

time.

For Example: If you have included a telephone number for the user to call
for more information you may want to spread the message sending out

over a working day, so that the lines do not get too busy with enquirie

This can be done by following the instructions below:

. txtlocal

£ Dashioard
L Send Message
2* Contact Mansger Customens
& rboes tegt
Tl Temghates Marge Grougs
|* Reports
Settrge

Dodumentaton

Credit Balance

491

Froes Marous w ¥ e

Tenpiate Chck: b sedect lwi ™ pde

O You have 612 charscters remsinng

\
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Step 1: Select ‘Send
Message’ from the

Step 2: Select the arrow
beside ‘Advanced
Options’.

Step 3: Tick the
segmented box.

Step 4: Select the start
time for sending out
messages.

Step 5: Select the

finishing time for
sending out messages.

Step 6: Choose how
often you would like

groups of messages to
he cent nut

Step 7: Click ‘Send
Message'.

Return to Contents
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Receiving Text Messages

How do I view the messages that I have received?
Each time you receive a message from a contact either via your keyword or
DIN, the message will be stored in the respective inbox on our servers. If
you wish to view any of these messages at any time you can, by following
the instructions below.

2 wtoco Il

£ Dastionrd Inboxes
% Send Message
2 Contact Managey
TCOOE on 447786200650

- QESCSE 20T
<

Return to Contents

Step 1: Select ‘Inboxes’

R
from the menu.

Step 2: Select the inbox

SOOCE on 80777

1 you reguire 3 shontsde (bt WORD 1o 8077T), or &

Fiotings call nales or) G845 00% 3180,

you wish you view.

Step 3: Click on the
‘View Inbox’ button to

display received
messages.

Return to Contents
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How do I export a list of contacts that I have received

messages from?

If you receive messages from people in your inbox, perhaps from an opt-in
keyword you can export a list of these contacts to an external spreadsheet
programme, by following the steps below:

Return to Contents

Step 1: Select ‘Inboxes’

e View inbox from the menu. And
T R P choose the inbox you
B ot Mrager VSIS SO Pasg TS wish to view, open by
S T e - clicking ‘View Inbox’ as
o Tk 7 2009-07-23 10:45: e 3
I Regors Ovmte Senced (2] Mave Swnced = above.
. | 4
= FRE U Return 10 mb2ses
Credit Balance
490
Buy Credits ~ StepZ: Click ‘Export’, to
export a .csv file.

If you have any issues with the format of your file, please look at the

troubleshooting area of this document.

Return to Contents
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How do I send an automatic reply to a message?

When you receive a message, either to your DIN or to your keyword we can
send an automatic response. To set up, remove or edit your automatic
response, please follow the instructions below:

Inboxes
£ Dashtoard
% Send Message
2 Contact Manages
& Inboxes
= Terrclates o
SOO0E o S077T e
| Reerts
1 you redure 3 shontzsde (bt WORD 1 B0T77), o & dedkeated rumber for
Settngs

cal waies or OB45 009 3160,

® txtlocal = =

&o ’ Inbox settings for 'PSCODE" on 60777

o Send Messsge ¥, a6 sttresponse 1o eadh NoSnEng meERLIGe
¥ Sendlieply ad premam 18t messsgs 81 0.5

Send notfcaton b aLRL

Message
Foudve iewted PSOODE.

493

O vouhave 139 characters remaning

¥| Forward ncomng messages 5 on emal sddess

Erad pidreury
marcus Stetiocsl. com

Forwiand ncamng Messaces 1.8 LRL
Forward incoming messages 1.3 mobde phone

Forward a text message from a rumber 1o a group &

Cancal

L

Return to Contents

Step 1: Select ‘Inboxes’

from the menu.
V

Step 2: Select the inbox
you wish to alter the
auto-response settings

for.
' 2

Step 3: Click ‘Settings’.

Step 4: Check/Uncheck
‘Send an autoresponse’
to each incoming
messaae’ as desired.

Step 5: Enter/Edit your
desired autoresponse
message.

Step 6: Click ‘Save
Settings’.

Return to Contents

Page | 23



MANUAL =txtlocal

Return to Contents

How do I stop an automatic reply message?

Please follow the instructions on the previous page and uncheck ‘send an
autoresponse’. This will stop an automatic reply from being sent out on
that inbox.

Return to Contents
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How do I export messages from my inbox?
To export a list of numbers, message content, received dates and statuses

to a file that can be used to extract and analyse data in a program such as
Excel; please follow the instructions below:

=txtlocal

Return to Contents

’ txtlocal

Step 1: Select ‘Inboxes’

. —— from the menu.
% Send Message
= Contact Mansger - ]
& Inboxes 5, 4 .
3 Tamcieis P00 en 40777 ) Step 2: Select the inbox
I Reosrts SREmA — you wish to alter the

= 1 you requre & thorizede (et WORD 1 80 777), or & dedicated

setirgs col s O43 00 3180, export messages from.
_1 Documentation
Credit Balance

493
Buy Credits ~ Step 3: Click View
Inbox".

£ B 4 View inbox

inbound number SHTTRE20I24 Back b Menages

i Tord Mesnage
S+ Contact Marager

o Inboxes

Tenpiates
|* Reports

# Seteres

Step 3: Select ‘Export’
from the menu.

~ Doamentasen Retars 1o Rbases

Credit Balance

490

If you have any issues with the format of your file, please look at the
troubleshooting area of this document.

Return to Contents
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How can I change the email address received
messages are sent to?

By default, all received messages are forwarded to your login email

address; you can change the address that these messages are forwarded to

by following the instructions below:

Return to Contents

® wtioc Iy step : seect nboves

from the menu.

Step 2: Select the inbox

& d Inboxes
& Send Message
¢ Contact Manager = =}
# Inboxes LEODE on 4778620085 C 1 =
Tl Tegiates < — - -
SCOCE on 60777

| Reperts

e 1 you regure & thonizade (tEx WORD 1o 80777), or & dedcated seches (text arryttang b 07788 2000m)

Sepigs call nales o GBS 009 3180,

2 vittocol Il

Inbox settings for 'PSCODE" on 60777

£ Dashioard
& Send Message ¥ Send an sutiresponde 1 ach Ncomng mestice
¢ Contact Managey V) Sendreply &8 presam 1ate messsge at i0.25
- Send notcaton b & LRL
Tl Temgiates
Messhe
I/ Reperts ol tested PSCODE.
& Settrgn.
Documentaton
Credit Balance
O You have 139 characters remaning.
Buy Credits

-4—.. TSN messegen 5000 emal address

Eral sk essey
mar o Statiocal. com

Forvard incormng messsges 5.8 LRL
Fori e NCTING MESSSgEs 1 5 Matie prone

Forward a text message from a rumber 1o a group &

Cancel Save Sallings

you wish to alter the
export messages from.

Step 3: Click View
Inbox’.

Step 4: Ensure
‘Forward incoming
message...” is checked.
And edit the email
address below.
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How do I turn on/off premium rate sms?
If you have a short code keyword with premium rate SMS already set up

and you want to see if the auto-reply charges the customer or not, please
follow the instructions below:

¢ vtocol I,

£ Dashboard Tnces
@ send essace Step 1: Go to the
2 Contact Manager 4TG0 I8e \ F 4 ‘Inboxes’ menu.
& tnboxes AT o AT 00 B >
3 Torcheies PECOXE on 0777 B: @
FerTEe SCOCE b 0777 & -
Setings ;:dyu::;;uo;:;.l;--}u 15 BOTTT), or & dediiated rumber B reples (St aryiteng S 077ER
~Pa— Step 2: Select your
Cred Sakonce T~ premium rate inbox and
493 click ‘Settings’.

2 vittocol I

o " Inbox settings for 'PSCODE" on 60777

& Send Message V] Send an sutiresponde 1 ach Ncomng mesiige

g Contact Manager v

et resly 8 premam 1% messs0e Bt 0,25

& Inboxes

Step 3: Tick or Un-tick
the premium rate box to
turn on/off the charge.

© You have 139 characters remanng y

¥] Forward incomng messages to.0n emal address

Eral sk essey
mar o Statiocal. com

Step 4: Enter auto-reply
message body.

Forwiand Incomng Messaces t5.a LRL —

Forward incoming messages i a mobie phone

Forward a text message from a rumber 1o a group &

Cancel Save Sallings
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Managing Contacts & Groups

How do I create a new group?

If you wish to send a message to a number of contacts at the same time,
you can create a group in which to store these contacts. This can be done
by following the instructions below:

25 Dashbond Contact manager

@ Send Message Growgn Cornaces
= Contact Manager
& et

T Terrgiates

1* Reperts

#* Settrgn

Decumentaton

Return to Contents

Step 1: Select ‘Contact

menu.

et

Step 2: Select ‘New
Group’.

£~
Step 3: Enter new
group name and save.

I~
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How do I add new contacts to a group?

Adding individuals
If you wish to add contacts to a group one by one, it can be done by
following the instructions below:

o 4 Contact manager

& bened
! Terrgiaies
1* Reperts

& Settran

o g Group manager
Group name: Cistomens

2 Sind Mesage Bach 1 (G40 Mg

3 P AsdMulgee  Wpon Expodl  Ssarch  Send Uessage

& Fbees T umber ~ Tarstname
O Temcisies 47000000001 Jn S
r— 47000000002 e Soggs
/ Settrgs 4700000000 Bob Marley £
=t Documentaton Celete Sewcter Meve lCooy tD.... [w] WaveSsiecies Copy Selected .
Credit Balance -

4 87 Retum % Growp Uanager

*vcioco I
@ Send Message Growgrs Cornaces
=+ Contact Ma o Greun

Return to Contents

Step 1: Select ‘Contact
Manager’ from the
menu.

R

7

Step 2: Select the group
you wish to add

¢ vttocol H ey

contacts to.

7
Step 3: Click ‘Edit
Group’.

y

Step 4: Click ‘Add
Single’ and type the
number you wish to add
then click ‘save’.
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Importing multiple contacts from a spreadsheet
If you wish to add multiple contacts to a group all at the same time from a
spreadsheet, it can be done by following the instructions below:

Return to Contents

ottt Step 1: Select ‘Contact

S e 0, Manager’ from the

% Send Message

TT(MHIMQ!‘W menu.

& o torvepis 8

! Temgiates

l: : Step 2: Select the group

Y ——— you wish to add
s contacts to.
£~
487
Step 3: Click ‘Edit
Group’.
Y

* wtoco I

o 4 Group manager

5 Send Message o neme Customers Bach 1 0D Mi g

5 St Ag) Segis | Asd M BEon Espol  SSach  Send USSsage Ham
& bees T #umber = Farstname i om 1 Custom 2 Cwstomn 1

i e = - Step 4: Click ‘Add

; - 00000002 Joe Hoges i .

— = Multiple’.

Settrgn FTO0000000] Bb Mariey 2
" Documentaren Celete Seected MovelCooy tn...  |w] MoveCsieces Copy Gsiected Fr——
Credit Balance -

487 Retum i Growp Usnager
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£ Dasttoard

& Send Message

= Contact Manager
& bened

Terrgiaies

& Settren

.| Documentaton

. ey e e Return to Contents
# ustioco! H el

Import contacts Step 5: Click ‘Upload
Paste Lar Upload Shrra— Sheet’.

Liginad & TSV o Exeel flie toimportin 23 s grou. V

Hole that T fle munt be under b n s

For 05X fas, make pure the Se i under 20000

Corviact Fle Brorwse

e, s Step 6: Click ‘Browse’

Fieace ol Sure your Ewcel/CSY file only Covians dats FOu W 1D T \

= i and select your contact
spreadsheet file.
Step 6: Click ‘Import
Contacts’.

£ Dashtoard
s Send Message
= Contact Manager
&l tbeoes
| Termgiated
|* Reperts
Settings

~ Documentation

Credit Balamce

487

Buy Credits

Valdate imported data

Below are the frst 10 records from your mported data of 4 records.
Flesse ensune you comrectly assign columrs i the data, and coninue.

® ittocol e

Step 7: Select from the
drop down boxes such
that each column

ke g Foieme} = e e
F st Framame Lastname Custom) Custom? Customd optaut

7000000001 v Seath

440000000 Joe Boges

HM000000003 Sab Marley

Save thede b headegs for futire sprts

heading matches (i.e.
Number -> number).

'

Step 8: Click ‘Import
Contacts’.
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Importing multiple contacts from a text only list

If you wish to add multiple contacts to a group all at the same time from a

text only list, it can be done by following the instructions below:

First follow the steps above until you have reached the ‘add multiple’ page.

=txtlocal ™™ b o

Smree Mosie Seavices

Logout

[==s———— == |

Return to Contents

PR Import contacts Step 1: Click ‘Paste List’.
(i3 Send Message Pastetist T Upload Sheet
G CORIBEEMARDGEr o 10 ncte  list of numbers i o the box below, Ensure thet you enter
: mm:iy —— Step 2: Copy and Paste
s into the box your
= contacts, ensuring each
Mg is on a new line.
Credk Batance Cancel Add Contacts 7
492
- Step 3: Click ‘Add
Contacts’.
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How do I mail merge/ use a message template?

Creating a Template
When sending messages to a group, you may want to personalise the

message for different contacts. This can be done by generating a template
and then sending this template to the group. To create a template, please

follow the instructions below:

Return to Contents

Step 1: Click
‘Templates’ and then

This is an example of a template and what it might output:

Template:

Dear #FirstName# #LastName#, your property: #Custom1#. Will reach the
end of its lease on #Custom2#. Please call us now on 0800 123 456.

Output Message:

“Dear John Smith, your property: 1 High Street, Oldington, UK. Will reach
the end of its lease on 22/09/2015. Please call us now on 0800 123 456.”

& select ‘New Template’.
* txtlocal
e i e Step 2: Type a
= descriptive simple title
preis for vour tempolate.
. Templates
| = Reperts
2 semaa Step 3: Choose the
Conumentaton sender name/DIN.
Credit Balance St
o — Step 4: Type your
s ‘Master Message’ in text

field, using buttons on
left hand side to add
contact data.

'

Step 5: Click ‘Create
Template’.

Return to Contents

Page | 33




MANUAL =txtlocal

Sending a Template Message to a Group
When you have created a template, sending a message of this template to
a group can be done simply by following the steps below:

Return to Contents

® tttocol

Proofing Messages

When you click ‘Send Message’ a preview of the message(s) will appear.
You can use the right and left arrows to proof messages for different
contacts.

Step 1: Click ‘Send
£ Dasttonrd Send a text message Message"
< T o Lontach 5 Detalls
o Send Message € e Mesiage '
2 Contact Manasges - F =l 9 _an L
&l e )
- 5 e sFstiomes sastimes yor Step 2: Select a group.
1* Reparts ¥l 447000000031 1 bigh Street, of its kgt on BCuptomd e, Plewse callus now
Oidirton, LK on 0300 123 456, =
4 Settrgn.
[rocurmenta ton Marage Groves
— Step 3: Select a
Credit Balance [P ] t I t
487 D vou have 404 dharacters remsnng emp ate.
Buy Credits Schedde [ 3 a0
R Step 4: Send message
Sond Messagy| and proof the output.
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How can I search through my contacts?
If you have a large number of contacts and wish to search through them to
find a specific contact, please follow the instructions below:

& loc i i Step 1: Click ‘Contact
_ trtlocal Manager’, select a

I

—— Group manager group to search through
& sendMesage Gmoine S Sackie e e or single contacts.
3 e Uslpis poi Export Sasch  Send Message Save Changes 7
A bhees T Mamber = Firstname Lastname Custom 1 Custom 2 Custom 3
! Terrgisies
— Step 2: Enter search
# settesn terms in the field you
chiniroeiya wish to search
= FESum 1o Groeg Mansger Save CRanges 7
487
o Step 3: Hit ‘Go’ to run

the search.
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Privacy

Will Txtlocal share my numbers with other
companies?

Txtlocal do not share any of the details that you provide us with. All
numbers on your account will remain private and for the use of your
account and only your account.

Will Txtlocal share my contact details with anyone?
Txtlocal will not share any of your contact details with any company or
individual without asking your express permission first.
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Costs

All prices quoted exclude VAT.

How much does the service cost to set up?

Standard Shared Number with Keyword

There is no cost to set up a standard shared number with keyword
receiving messages; we will also include 10 free SMS credits with every
account.

Short Code (Keyword @ 60777)
Setup fee of £50.

Dedicated Number
Free, we do not charge for setting up a dedicated number.

How much does the service cost per month?

Standard Shared Number with Keyword
There is no cost associated with a standard shared number with keyword at
all.

Short Code (Keyword @ 60777)
The monthly costs of owning a short code and their minimum contract
lengths are listed below:

Contract Period Cost

3 Month contract £45 / month

6 Month contract £35 / month

12 Month contract £25 / month

Additional Keywords £25 / month (free setup)

Dedicated Number
£35/Month, with no minimum contract period.

What is a credit?

Each credit represents the cost of sending one text message to a mobile
phone within the UK. Sending messages abroad may cost more than one
credit. You may only send messages in your account when you have
sufficient credits (you may not go into negative credits), you must top up
your account to send more messages.
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If I just want to send a few test messages, how much
would it cost?

Nothing, we will debit your account with 10 free text message credits for All prices quoted exclude VAT.

you to test our system at your convenience.

How much does each text message cost?
Below is a table showing the costs of our text messaging bundles:

Credit Bundle Price (ex. VAT)

100 Credits £4.90 (4.9p per credit)

200 Credits £9.80 (4.9p per credit)
500 Credits £24.50 (4.9p per credit)
1,000 Credits £49.00 (4.9p per credit)
2,000 Credits £98.00 (4.9p per credit)
5,000 Credits £245.00 (4.9p per credit)
10,000 Credits £450.00 (4.5p per credit)
25,000 Credits £1,050.00 (4.2p per credit)
50,000 Credits £1,900.00 (3.8p per credit)
100,000 Credits Prices from 2.6p per credit Contact

us for a quote

How much does it cost to send messages abroad?
Information on pricing for sending text messages from your Txtlocal
account outside of the UK can be found at:
http://www.txtlocal.co.uk/prices/

How much does it cost to receive messages?

It does not cost any money to receive messages from any mobile phone
worldwide. All messages received will go straight into your inbox at no cost
to you or the sender (excluding their standard network charge).
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Account Limitations

Do my credits ever expire?
No. Your credits will last forever.

Will my account expire if I do not use it for some
time?

No. Your account will not expire after any period of time, if you have
purchased credits. However accounts which have been inactive for a period
of over 6 months and have never made a purchase may be closed to free
up keywords on our free inbound numbers for our other customers to use.

How many messages can I send at once?
There is no limit to the number of text messages that you can send at one
time (other than the number of credits on your account).

Can our account be used by multiple colleagues at

the same time?

Yes, as many people as you like can use your account at the same time. Do
not share the password with people you do not trust though as they will be
able to spend your credits.

How many contacts can I have?
There is no limit to the number of contacts you can have at any one time.

How many groups can I have?
There is no limit to the number of groups that you can have on your
account.
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RSS Feeds

What is an RSS Feed?

An RSS Feed is a file which contains simple, regularly updated information
such as the latest news or traffic reports which can be found on many
websites.

How do I find the URL of an RSS Feed?

If you know of an RSS feed that you would like to use, you will need to find
the URL; so that we can send updates to your phone. Go to the website
where you would like to find the feed, look for an RSS icon (EJ) and click on
it. You should be presented with a page which has a list of items in that
feed, in your address bar at the top of the screen

(as below) you should be presented with the feed URL (often ending in
.xml, .rss or fatom):

How do I get the latest updates sent to my mobile

phone?
Please find the URL of the feed you would like to use (as above):

Step 1: Login to your Txtlocal account.

Step 2: Go to Settings>RSS to Text, and click on ‘new’.

Step 3: Select a display name for your feed and enter the feed URL.

Step 4: Click ‘Save Settings’.

Additional settings on this page allow you to forward the feed on to a group
and alter the times at which you will receive updates (so that you don’t get
updates while you are asleep).

How much does each message cost?
Each RSS message that you receive yourself or send out to another number
costs one Txtlocal credit, the pricing for our credits can be found at:

http://www.txtlocal.co.uk/prices/
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What RSS feeds do people commonly use?

Many people use RSS feeds for different reasons, the feeds people most
like to keep up to date with are news and travel information. Below are
example URLs of common RSS feeds:

Title URL

BBC http://newsrss.bbc.co.uk/rss/newsonline_uk_edition/front pag
News e/rss.xml

Headlin

es

Traffic http://www.highways.gov.uk/rssfeed/rss.xml

Info

National http://twitter.com/statuses/user timeline/33546465.rss

Rail
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1 Twitter

What is Twitter?

Twitter is an online service which lets users ‘tweet’ a 140 (or less) character
message, which their friends can see. The subjects of ‘Tweets’ are often
current affairs topics and also what the user is currently doing/thinking.

How do I get my friends latest tweets sent to my

phone?
To receive text messages when specific friends update their statuses follow
the steps below:

Step 1: Login to your Txtlocal account.

Step 2: Go to Settings > Twitter.

Step 3: Insert your Twitter Username and Password.

Step 4: Enter the phone number you would like updates to be sent to.
Step 5: Tick to enable notifications to be sent.

Step 6: Click ‘Save Settings’.

Step 7: Select the ‘Notification Settings’ tab.

Step 8: Set the times which you would like to receive messages.

Step 9: Select the friends you would like to receive tweets from.

Step 10: Click ‘Save Settings’.

How do I send my tweets to a group of people?
To send text messages to a contact group when you update your twitter
status follow the steps below:

Step 1: Login to your Txtlocal account.

Step 2: Go to Settings > Twitter.

Step 3: Insert your Twitter Username and Password.

Step 4: Click ‘Save Settings’.

Step 5: Select the ‘Tweet to Group’ tab.

Step 6: Select to enable ‘Twitter Push’.

Step 7: Enter your twitter username and select the group you would like to
tweet to.

Step 8: Click ‘Save Settings’.

Step 9: Tweet to send a message to your selected group.
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How do I reply to tweets?

When you receive a text message from twitter via Txtlocal, you can reply
directly to the number the message is sent from on your phone. The
following notation can be used in order to designate if the message is just
tweeted or sent as a direct reply to the sender.

“Message” — Tweeted as normal on your account
“D username Message” — Sent as a direct message to “Sender Name”.
(More twitter text commands can be found at the end of this document).

How much does each message cost?

Each tweet message that you receive yourself or send out to another
number costs one Txtlocal credit, the pricing for our credits can be found
at:

http://www.txtlocal.co.uk/prices/
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your account using command codes. A full list of command codes and their

operations is below:

All commands should be sent to: +447786202550 from your registered
phone number only.

Command Description Example Cost

OFF/STOP/QUIT Stops all twitter text OFF 0 Credits
notifications.

ON Starts all twitter text ON 0 Credits
notifications.

ON/FOLLOW Turns on notifications  ON username 0 Credits*

username for a specific user. If
you are not
following this user
already, they will be
automatically
followed.

OFF/LEAVE Turns off notifications OFF username 0 Credits*

username for a specific user.

@ Directs a tweet at a @username 0 Credits
specific user. Message

D Sends a direct D username 0 Credits
message to a user. Message

WHOIS Sends you profile WHOIS 1 Credit
information of a user.  username

GET Retrieves latest tweet  GET username 1 Credit
from user.

NUDGE Reminds a friend to NUDGE 0 Credits
tweet. username

FAV Sets users latest tweet FAV username 0 Credits
as a favourite.

STATS Returns no. of STATS 1 Credits

followers and
followed users.

*If when turning on notifications or following a new user an invalid

username is entered then you shall receive a warning from your account

notifying you that the user could not be found; this will incur a cost of 1

credit.
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Advanced

How do I integrate Txtlocal with my website?

Please visit: http://www.txtlocal.co.uk/api/ to view the full documentation
about our API system.
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Troubleshooting

I have sent a message and it is yet to arrive.
Check 1: Ensure that the telephone number that you have sent the
message to is both correct and in the correct format (i.e. 447XXXXXXXXXX).

Solution: Alter telephone number and re-send message.

Check 2: Ensure that the phone the message is being sent to is switched
on and receiving messages.

Solution: Turn phone on if switched off, if phone is out of signal range move
to a location where a connection with the network can be achieved.

Check 3: Check that the message has not been scheduled for the future.

Solution: Login to your control panel, go to Reports>Scheduled Message,
and check to see if the message is listed there. If so, delete the message and
re-send it without a scheduled date.

Sometimes, but not very often the phones carrier (02, Orange, Vodafone,
etc.) may hold up the message at their end and it may not be received by
the user for some time.

Solution: Re-send the message to the same phone or choose another
number to test it on.
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My control panel is unresponsive.
If your control panel does not seem to be functioning correctly, please try
logging out of your account and back in again to refresh the system.

If this does not work, please test the speed of your internet connection by
visiting a website such as: http://www.broadbandspeedchecker.co.uk/ .

If your internet connection speed is as it should be, and your control panel
is still not functioning correctly, please contact technical support.

I have tried to upload contacts from an external file

but it does not seem to work.
Check 1: Is the file valid.

Solution: If you have uploaded an Excel file and it does not work, please
check that the file is not corrupted or incompatible in any way. You can do
this by re-opening the file and saving as a .csv file then upload this new .csv
file.

Check 2: Are the column headers correctly assigned.

Solution: When uploading the file, ensure that the column headings for each
column, i.e. number, first name etc are correctly assigned to the relevant
field in your file. You can do this by adjusting the values in the drop-down
boxes that appear when importing your file.

If the problem is still unresolved, please contact support for advice.

I cannot read some of the data in my exported files?

Numbers Column

You may find that your telephone numbers appear in a very strange format.
Right-click on the top of the column, select ‘format cells’, select number
and change to 0 decimal places. This will make all of your numbers appear
in their natural format.

Date/Time Column
When viewing an exported .csv file the date field may appear as ‘#####’ if
this happens, it can be fixed by resizing the width of this column.
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I have sent an email to a group of contacts but they

are not being received.
Check 1: Correct phone details entered.

Solution: check ‘TO:’ field contains email addresses in the format:
447xxxxxxxxx@txtlocal.co.uk separated by semi-colons.

Check 2: No phone numbers are in the ‘BCC:’ field.

Solution: As BCC addresses are hidden from us, we will be unable to forward
the message to those phone numbers, you must therefore send all email
addresses in the ‘TO:” or ‘CC:’ field.

Check 3: No email in sent items folder.

Solution: If there is no email in your sent items folder, please re-send the
email.

Check 4: Your sender email address is set up in your control panel.

Solution: You must set up the sender email address in your control panel. Go
to settings> Email to SMS. And add the email address(es) you are sending
from into this field and save.

Check 5: | am sending to an exchange (or other) distribution list.

Solution: The distribution list will unfortunately send the email as a ‘BCC:’ to
your addresses and hence we will not be able to receive the messages and
distribute them. Alternatively you can send the message to a group of
contacts in your email client or, you can create a group in your txtlocal
control panel and send messages to that group by

You should bear in mind that email is not 100% reliable and many emails
sent each day are unfortunately undelivered. If you wish to automate
sending text messages through a system we recommend that you use our
APl rather than sending emails from a script to increase reliability.
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Sending a text message to a UK landline
If you have sent a message to a UK landline and it has not been received by
the user please follow instructions below to help resolve the issue:

Check 1: User may receive a call rather than text.

Solution: If an automated call comes into the user at about the same time
as a text message is sent to their landline. This call will audibly ‘read’ the
content of the message to the user and hence the telephone must be
answered.

Check 2: ‘From’ address set to a number.

Solution: The address that the text message is sent from must be a
telephone number or the land line text system will not process it. Please
ensure that the ‘From’ field is set to a mobile phone number or your DIN
number before sending a text to a landline.
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SLA

Service Level Agreement

The Txtlocal.com SMS servers deliver premium UK Routed SMS text
messages using direct connections into the heart of mobile network SMS
Centres (SMSCs), providing high capacity, reliable, and fast SMS
connectivity, direct to an end user's mobile phone. Txtlocal.com uses its
own direct connections to various operators and also had priority
connections into tier 1 aggregators. It is a complete solution, hosted,
designed, developed and supported by Txtlocal.

Our servers are located at RACKSPACE LON3 — one of the UK’s most
advanced data centres with a 100% network uptime SLA guarantee. The
average delivery time per message is under 15 seconds, depending on
receiving network, making Txtlocal.com perfect for time critical
applications. All our services include comprehensive delivery reports so you
can see the delivery status of every single message you send.

Physical Security

e Data centre access limited to data centre technicians

e Biometric scanning for controlled data centre access

e Security camera monitoring at all data centre locations

e 24x7 onsite staff provides additional protection against
unauthorized entry

e Unmarked facilities to help maintain low profile

e Physical security audited by an independent firm

System Security

e System installation using hardened, patched OS

e System patching to provide ongoing protection from exploits

e Dedicated firewall and VPN services to help block unauthorized
system access

e Data protection with managed backup solutions

e Optional, dedicated intrusion detection devices to provide an
additional layer of protection against unauthorized system access

e Distributed Denial of Service (DDoS) mitigation services

e Ongoing risk assessment and security consultation
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e Operational Security

e All employees trained on documented information security and
privacy procedures

e Access to confidential information restricted to authorized
personnel only, according to documented processes

e Systems access logged and tracked for auditing purposes

e Secure document-destruction policies for all sensitive information

e Fully documented change-management procedures

e Independently audited disaster recovery and business continuity
plans in place

Operational Security — Customer's Application Environment

e Best practices used in the random generation of initial passwords

e All passwords, contact and message data encrypted during
transmission (128bit SSL) and while in storage at Txtlocal

e Secure media handling and destruction procedures for all customer
data

Although Txtlocal.com can offer a Service Level Agreement (SLA) for all
Txtlocal.com services, the SLA only goes as far as Txtlocal.com delivering or
receiving an SMS into or from a UK mobile operator's SMSC. Unfortunately,
no UK mobile operators currently offer SLAs for their SMS services.

The main elements of our SLA are:

Minimum uptime of the Txtlocal.com online control panel : 99.9%
Minimum uptime of Txtlocal.com email to SMS gateway : 99.9%
Minimum throughput of system : 80 messages per second
Average message delivery time : 3 seconds

Minimum success in message delivery : 99.9%

o vk wnN e

Receive SMS (dedicated inbound number) in less than 10 secs:
99.9%

Receive SMS (on short code) in less than 10 secs: 99.9%

Confirm billing of premium SMS in less than 30 seconds: 99.9%
Received messages, receipts and billing confirmations forwarded to
email or remote server in under 5 secs: 99.9%

10. On site encrypted data backup: Every 30 mins

11. Off site encrypted data backup: Twice daily

Once messages have been submitted to the mobile network they may be
subject to additional delays. These can be compared to the delays
experienced by normal SMS peer-to-peer traffic. These figures are based on
using the Txtlocal.com interfaces (Online, email to SMS, HTTP API). The
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figures do not account for any additional delays caused by the sender's
network operator or failures due to circumstances beyond our control.

Several possible causes of SMS failure include:

e Incorrect number format, missing international codes, mistyped
numbers

e Number does not exist of has expired

e Receiving network overloaded

e Receiving network failure

e Receiving phone switched off

e Receiving phone's inbox full

Note: we will investigate any failures upon request. Please contact us on
0845 0093182 email support@txtlocal.com to discuss any problems.
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Contact Details

How do I get in touch with Technical Support?

If you have a query which has not been solved by any of the information
above, please contact technical support using any of the following details
below.

Call: 0845 009 3182

Email: support@txtlocal.com

Post a message on our forums: http://www.txtlocal.co.uk/forums/

We will respond to all queries as soon as we can.
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