Outlook Plug-In: User Guide

This guide covers the following topics:

Installation

Sending a standard SMS
Creating a Broadcast SMS
Creating a Mail Merge SMS

Templates

SMS Options
SMS Reminders
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1. Installing the Outlook Plug-In

Inbox - Microsoft Outlook

! File Edt Miew Go  Tools  Ackions

PadNew + A MewsMs | 5§ (3 X | ©

To download the 'Outlook Plug-In' click here (Administrator user to install).

Prior to installing the Plug-In it is recommended that you close all applications. You will be prompted to ‘Run’ or
‘Save’ the file- select ‘Run” and follow the prompts. Once the installation is complete, open Microsoft Outlook and
a 'New SMS' button should appear in the toolbar. You can now begin to send SMS messages. Outlook needs to be

running for the features, outlined in this guide, to work.
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2. Sending a standard SMS

To send an SMS message, select the 'New SMS' button from the toolbar in Outlook.

A New SMS Message

File Edit Recipients Help
EE Send SMS '%E Broadcast %Mail Merge & cut 09 Copy [§YyPaste | &) Remove Al 'l@ Templates - | &
Select: ,q/.(
ID = b\dessageﬂet
&mo -
_ S5MS Recipients Templates:
Name | Mobie Johir Srith Please call office
John Smith 047 2000000 WMeeting haz been rezcheduled
Fob Jones 0474000000 J Pleaze call home
>
4
Additional Mobiles:
SMS Message Text:
HiJohn, pleaze note the meeting haz been rezcheduled to Tpm.
£ || > i W
= = S5 Character Count:  [75/160 Fiaply e %
Search: | 5MS Message Count: [ (+ Emal  Mohile Send SMS
Pleaze zelect the Mabilez fram the above list. 11:31 AM

You can chose to either select a recipient from your address book (double click on the name in the contacts list

on the left hand side) or alternatively type in the mobile number you want to send a message to in the

'Additional Mobiles' field. Numbers can be separated by commas (,) or semicolons (;).

Then, simply type your message in the 'SMS Message Text' field and click on the ‘Send SMS’ button.

Replies

There are two reply options that can be selected on the main Plug-In interface. You can either select replies to be

delivered to your email inbox or to your mobile. The latter will require you to enter your mobile number in the

Options section (click on ‘File” and then ‘Options’ - refer to Section 6 of this guide for more details).
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3. Creating a Broadcast SMS

Ideal for group communications, the Broadcast function enables you to send the same message to multiple

recipients at once. Simply click on the “Broadcast” tab on the main window. ‘E‘! Eroadcast

Enter the mobile numbers of the recipients in the left hand box, or alternatively, cut and paste them from a

database or word document (enter only one number per line).

A Send Broadcast SMS Messages

Bulk Humber Lizt:

0407100000 Meszage Details
40200000
040300000 Mezzages: |3

Errars: ]}

Broadcast Message Text:

Todays team meeting haz been poztponed, until Zpm
tarnarra.

Character Count:  [F9/160 L

Cancel | Broadcast

Type the message in the text field and click on the ‘Broadcast’ button to send your message.
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4. Creating a Mail Merge

Sending a mail merge is like sending a broadcast message with a personal touch. You can copy or upload a CSV

(comma separated data file) so that you can personalise the message with fields from the CSV file.

Select ‘Mail Merge’ from the main window. i mail Merge

- Mail Merge
Mail Merge File: |S:'\En:nnta-:t Lizt. oy [rpart | |
Fields: Templates:

<Figld> [Johri
<Field1> (10/05/2007

Meszage:

Dear <FieldQ:, just a reminder that your car iz booked in for zervice on <Field1 > at <Field2>. Pleasze
confirmn with & reply SMS if pou wish to change this. CC Lid

Example:

SMS Count: 7 Ve Broadcast Cancel
SKMS Length: 157

Select the CVS file you wish to import, the fields in the file will automatically be loaded in the ‘Fields’ Box on the
left (NB: In the CSV file, the first column must be assigned to the mobile numbers of each contact as

illustrated in the picture below).

A [ B [ ¢ T D ]
041 mammnns John 10052007 13:20
D42 %xnnsns Sam 110572007 13:20

D43 smsnnns Michael | 12052007 14:20
D44 sunnnny Foss 13052007 15:20

A A e TAarua 1A MEMnnT A=-711

I‘||-b-|l'_AJ|M|—'~

Type your message inserting the fields you would like to include by double clicking the required fields from the
list.
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Some common areas to note when sending a mail merge message include:

Incomplete or incorrectly formatted data file - An error will occur if you supply an incomplete or incorrectly
formatted mobile number. If you have copied from an Excel database you need to ensure that there is a 0 at the

front of the number.

MS Excel generally drop the “0” when its typed into a cell, to avoid this, add an apostrophe ( “) before the first
digit, this tells Excel to treat the numbers as a character cell. Alternatively, right-click on the column and select

“Format Cells” the change from ‘General’ to ‘Text'.

Insufficient daily credits - When sending a mail merge message you need to ensure that you have enough daily
credits available. Once your daily credits reach zero any messages lodged will be rejected. If you need to increase

your daily limit you can contact one of our support staff.
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5. Templates

Pre-typed message templates can be created by selecting the ‘Templates” button on the man window. 0 Templates -

following screen will appear where templates can be created, deleted and saved for “standard” or “mail merge”

use.

X

SMS Message Templates

Template Type

Canned Meszages List:

Mezzage Template

Fleaze call office

Meeting has been rescheduled
Fleaze call home

s
Remowve Change Template Order: | Down |

Hew Template: |

Cancel | ] |

To use a template in your SMS, double click on the message in the Templates box and it will be automatically

copied into the message text box.

At Mew SMS Message

File Edit Recipients Help
EB Broadcast %Mail Merge "[___\B Templates = ﬂ

Select bdessageNet ’:24/

Demo ﬂ

. SMS Recipients Templates:
Mams : | b abile Pleaze call office
John Srith 0412000000 Meeting haz been rescheduled

Rob Jones 0414000000 J [ion't forget vour appointment at ...
¥

Additional Mobiles:

SMS Mezsage Text:
Dion't forget pour appaintment at ...

< L SMS Character Count: 384160 Reply To:
Search: | SMS Message Count: [ @ Emal ¢ Mobile
Pleaze select the Mobiles from the above list. 11:49 &M
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6. SMS Options

Click ‘File” from the main menu and then select ‘Options’. The following window will appear:

Outlook Settings E|
SM5 Options
Pazsword: | [ Large lcons
[ Display Beply Beminder
Partz per Message: |3 - [v Delivery Reports

Outlook Wersion:

|N|:|ne ﬂ

Mohile Details
hobile: |

[T Mew Mail SMS Alert

SHS Reminders

Tomarrows Appointments:; | Qff -

Todavs Appaintmetts: [t -
Sk5 Meeting Reminderz |15 | [minutes before appointrment. |

[T Send Reminders to Meeting Attendees

0k, | Cancel |

Password

To enhance user security, a password can be registered to your account (to do this, please call us on 1300 55 15
15). This password needs to be entered in this field so that it is automatically attached when an SMS is sent.
(NB: when sending an SMS via email -not with the Plug-In, this same password needs to be included the subject

field).

Message Splitting (parts per message)

Long SMS messages (over the standard 160 characters) can be split into multiple messages so that more than 160
characters can be sent. The MessageNet Gateway will split the message up into the required number of parts and

sequence number each SMS message in the following manner: (1/3) ... (2/3) ... (3/3)

Mobile Details

SMS alerts and SMS message replies can be sent directly to your email inbox or to your mobile phone. For the

latter option, specify your mobile number in this field.

Check the “New mail SMS Alert” box to receive SMS alerts on your phone of new mail.
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7. SMS Reminders

The Reminders section of the Options window enables you to set times to receive reminders of upcoming

appointments by SMS.

Simply select a time from the dropdown menu of when you wish to receive a list of scheduled appointments as per

your Outlook Calendar.

For example: To receive a list of the following day’s appointments at 5:30pm daily, select 5:30pm in the drop

down menu next to ‘Tomorrows Appointments’.

Outlook Settings E|
SM5 Options
Pazzsword: | [~ Large lcons
[ Display Reply Beminder
Partz per Message: |3 - [ Delivery Reports
Outlook. Yersion: |2|:||:|3 ﬂ
Mobile Details
tobile: |

[ Mew kail S5k5 Alert

SM5 Reminders

Tomorrows Appointrments: |05:30 P -
Todays Appaintrents: 08:00 Ak -

ShS Meeting Reminders (15 | [minutes before appointment. ]

[ Send Reminders to Meeting Attendees

(] | Cancel |
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SMS Meeting Reminders

To receive reminders at a certain time before a scheduled appointment, select a time in minutes from the drop

down list next to 'SMS Meeting Reminders'.

A preset reminder can also be sent to a third party meeting attendee by ticking the 'Send Reminders to Meeting

Attendees' option. Select ‘Edit’ to configure the message content to be sent as illustrated here:

Third Party Appointment Reminders

keeting Reminder Sent; IEEI kirtes __v_]

Reminder Mezzage Format: [BHAMER, HDATEH]

Rerminder: “'ou have a meeting with [My Mame] from [My Compary Mame] on HDATESH.
Please reply Confirm, Cancel or Change.

Character Caunt; 11 17 ] Cancel

Within your reminder message it is recommended that you state your name and the name of your company; The
#DATE# field will be replaced by the appointment date in the Outlook calendar. For the Plug-In to know the
destination, the attendee’s mobile number needs to be recorded in the subject field of the appointment

calendar, as shows below::

B# Meeting with John Smith 0402000000 - Appointment
i File Edit Yiew Insert Format  Tools  Actions  Help

|l Save and Close | =4 ([ | 42%Recurrence... | ﬂm\fite Attendees | ¥ I | x | @ - 3 -] ﬂ% | @) !_

Appointment | Scheduling

Subject: |Meeting fth John SmitRNg02000000

Location: |B|:|arc|r an /
N~——_—
Starttime; | Fri 15/09/2006 w| [10:00am | CJAl day event
End time: |Fri 15/09}2006 v| |11:uu A vl
[] reminder: |15 minutes vl Show time as: |. Busy b
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Troubleshooting

If you experience any problems while using the SMS Qutlook Plug-In, please contact customer support on 1300 55

15 15 or send us an email to: enquiries@messagenet.com.au

Phone 1300 55 15 15
enquiries@messagenet.com.au
www.messagenet.com.au
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