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Solution Tech Guide

About 2sms

2sms allows business customers to send SMS from pc to mobile anywhere in the world.
We help customers improve operations, demonstrate duty of care, and react more
responsively to customers.

Text messaging reaches more people than email and is faster than calling.
To learn more - www.2sms.com

Want a No cost No obligation trial account? — www.2sms.com/register
SMS APl information - www.2sms.com/software

757 800 (Rest of World) or email support@2sms.com. Support is available

@ For Help, call 2sms on 877-276-7266 (USA), 0800 65 222 77 (UK) or +44 1234
24/7.

System Requirements

Microsoft Outlook XP or 2003!

Microsoft.NET Framework 1.1, on most systems this will install automatically with the
2sms download

Similar outlook functionality can be obtained for users of Office 97 or 2000 by
downloading the 2sms Microsoft Office 97/2000 solution, available at
http://www.2sms.com/software

Installation requires the user to have a 2sms account, this can be setup by visiting
www.2sms.com/register
Or by calling support.

! Office 2003 SP1 users may also need to install the O2003P1A.exe patch available from 2sms or Microsoft
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Installation

The downloads for the 2sms Microsoft Outlook solution can be found at

http://www.2sms.com/software
The Microsoft Outlook option is found under the Software Add-ins section.

Select the download button, this will then give you the option to Open or Save the
file. Please select Open.

CTEE— ]
Do you want to open or save this file?

4 Mame: OutooksSMS.zip
i Type: Compressed (zipped) Folder, 1.71MB
From: www.2sms.com

Open Save I Cancel I

% Always ask before opening this type of file

harm your computer. i you do not trust the source, do not open or

] I--"y\ While files from the Intemet can be useful, some files can potentially
= save this file. What's the risk?

NB: If you have third party compression software installed, e.g. WinZip, you may see
additional pop-ups. Please refer to the documentation that came with your
compression software regarding these.

A new window will then open containing three files. Please select and open the Setup
installation package.

setup.exe
A pop-up will then appear on the screen, asking whether you wish to proceed
running the software. Please select Run.

Open File - Security Warning 5[

The publizher could not be verified. Are you sure you want to
run this software?

Mame: ...p\Temp5_OutlookSMS[1].zip\OutookSMSSetup. msi
Fublisher: Unknown Publisher

Type: Windows Installer Package

From: C:\Users{Thomas Field\appDataiLocal TempiTemp. ..

Fun | Cancel I

~Fe.  Thisfile does not have a valid digital signature that verfies its

[

@) publisher. You should only run software from publishers you trust.
= How can | decide what software to mun?
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The set-up wizard will then begin taking you through the install.

yotieT)
Welcome to the SMS Add-in for Microsoft Outlook ’
Setup Wizard

Select whether you want ta repair of remaove SMS Add-in for Micrasoft Dutlook.

£+ Repair SMS5 Addn for Microsoft Outlook
" Remove SMS Add-in for Microsoft Outlook

Cancel I < Back | Finish I

A screen with details and specifications regarding the set-up will then be displayed.

Again, please click Next.

You will then be asked to read 2sms Terms and Condifions. Please do so and then, on
agreement to these Terms and Conditions, please click the ‘Il agree’ button and

proceed by clicking Next.

i SMS Add-in for Microsoft Outlook 8 =l 3

License Agreement !-’ i

Plasss take & moment to rasd the lissnss agiesmsnt now. 1F you accept the terms below, click !
Agree”’, then "Next™. Otherwize click "'Cancel".

sms Software License :I
July 2007
www.2sms.com
Software title : SMS Add-in for Microsoft Outlook =

| Do Not Agies | Agres

Cancel I < Back I [Hent > I

You will then be asked to confirm you wish fo go ahead with the installation which is

now ready to begin. Please click Next.

The Outlook add-in will then be installed.
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2 SMS Add-in for Microsoft Outlook _ o
1L

Installing SMS Add-in for Microsoft o~ .
Qutlook 3

SMS Add-in Far Miciosoft Outloak is being installed.

Flease wait. .

< Back ewt >

The add-in will then have been successfully installed as shown below.

{# SMS Add-in for Microsoft Outlook I [ 3|

Installation Complete ~ i

5SS Add-in for Microsoft Dutlook has been successfully ingtalled.

Click "Cloge" to exit.

Please uze Windows Update to check for any ciitical updates to the MET Framework.

Cancel < Back | i Close I

'
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Sending a Text Message
Please open Microsoft Outlook.

Once the 2sms Outlook add-in has been installed you will see a button located just
below the New Email button. It will be named New SMS.

E File Edit View Go Tools Acdions Help
{3 New - 3 % | (i Reply (4 Replyto All (= Forward
A3 (= %

Ell Mew Text Message J=‘

v x

Mail « || L4 Inbox
Favorite Folders 3 |5-':a|'-:l'| Inbox 2~
[7] Inbox

5 Arranged By: Date Mewest on top
L& Unread Mail (55)

L= sent Items

=) Todaw

Please click on this fo send your SMS.

You will then have a screen in which you can type your message and the numbers to
which you wish fo send your message.

Begin by typing in the numbers to which you are going to send your business SMS —
these are to be typed in the ‘To’ field.

Then enter the message you would like to send in the text box below. As shown in the
following picture —

eIk
: File View Tools Help
: LgSend | [ 2 1=

Message OQtion,:

[ To.. |(447810753154), (447899753353) — S m%%om
IThis is a message from the 2sms Outlook Add in| 4

You may enter as many numbers to send to as you wish. Please separate each
number with a semi colon as shown above.

Once you are happy with the numbers you are sending to and with the message you
have composed (this can be up to 160 characters in length), you can then click
SEND.

E Untitled - Text Message -|0| >

: File View Tools Help

st B 2 I J

i Message Options
Send this text message | [Message Option

[ To.. [447810753154); (447899753353) = 25”%5% om
|This is @ message from|the Zsms Outlook Add in -

Your SMS will then be sent immediately. We attempt to send your text message for 72
hours. Therefore in the case that a cell phone is switched off, the message will not be
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delivered until it has been switched back on and is within 72 hours of you sending the
message.

You can then view your reports to check the status of your messages. Once you have
hit send, a pop up box will appear, detailing the number of messages you have sent.
It will also give you the option to View Reports.

f Text Messages X|

2 messages were sent. You have 55.0 credits, 0.0 off
pezk credits remaining

It may take a short time for any messages sentto
3ppear on your reports

View Report QK

Please click View Report to check the status of your message.

You will then have a screen which allows you to choose which report you view. For
example, Messages sent Today or Messages sent Yesterday.

To view the report for the message you have just sent, please select Message sent
Today.

i Tasks -3

Report=

Messages Sent Today ] -

Messzges Sent Yesterday ] -

Messages Sent This Month ]—
Meszzges Sent Last Maonth ] -

Custom Date Range

Cormmn.

This will then show the report on the screen.
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E Untitled - Messages Today Report =1al x|

i File Miew Tools Help

{Tasks X

Tue, Oct 302007 05... WithNetwork  2007-10-30...  This is a message fromthe ... 44789995335 Repors

Messages Sent Today =
Messages Sent Yesterday 35
Messzges Sent This Month {=
Messzoes Sent Last Month {=

Custom Date Range
From:

|30 Oct 2007 17.08:08
Te:

|30 Oct 2007 17.06:06

By Reference

Reference:

=
=
Hunl
Hunl

< | ol

If you have sent a message to an invalid number, this will show up as Failed.

Please note: Some networks do not provide delivery (or failure) reports to us.
Messages may be delivered up to 72 hours after sending, but are reported failed if
not delivered within 36 hours. Messages remain WithNetwork until a delivery (or
failure) report is received or for five days, whichever is sooner.

You have then sent a message from the Outlook add-in.

You can also send a message to a contact from your 2sms address book or Outlook
contacts using the Outlook add-in -

Simply click on the New SMS button as before.
Then click on the ‘To’ button.

: bne wiew lools  Help
 Lglsend | [H & 1=
Messzge Op
ATe.. | 3 2smitec
|

This will then show the list of your selected address book. You can select which
contact list is shown, from the drop down box on the right.

|

Enter Names: Select From:

| =l
Zsms Address Book ]
MName INumber I

Phill Ecnnett -
Phil Byrom
Anita Claxton

Thomas Field

Simply select which address book you would like to view the contacts from.
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Double click on the contact which you wish to send a message to, you can select as
many as required. These will then appear in the message recipients section at the
bottom of the box.

Enter Names: Select From:
| |
Name |Number |
Emily Hugo 447919154709 =
Phil Byrom 447917526328
Stephen Murray 447859953353
John Godward 447879418829
Trevor Wilcockson 447879417276
Gemma Tutt 447873415864
Thomas Field 447810793154
Tim King T798R17370
Phill Bonnett 447755095265
Anita Claxton 447787502823
Oliwia Wwolf 447776131232
Courtland James 16307777075 —

When you have selected all recipients that you wish to send to, simply click OK.
These numbers will then automatically show in the ‘To’ field of your Send SMS box.

=

: File Wiew Tools Help

lsend] B 2 1- |

Send this text message | Message Options
[HTe... IErnihr Hugo (447%19854703); Stephen Murray | ﬁ Qsm%%om

Simply click send when you have composed your message and are happy for the
message to be sent.
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Sending Delayed Messages

With 2sms Enterprise Text Messaging, you have the option to send instant SMS from pc
to mobile, or you can schedule the SMS to be sent at a later date and time.

Please open Microsoft Outlook.

Once the 2sms Outlook add-in has been installed you will see a button located just
below the New Email button. It will be named New SMS.

Please click on this fo send your text message.

You will then have a screen in which you can type your message and the numbers to
which you wish to send your message.

Begin by typing in the numbers to which you are going to send your message — these
are to be typed in the 'to’ field.

Then enter the message you would like to send in the text box below.

You may enter as many numbers to send to as you wish. Please separate each
number with a semi colon as shown above.

Once you have done this, to delay your message to be sent later, please click on the
button to the right called Message Options —

=B
Messz0e Dptions

lury | = 2smiom
=]

This will drop down to reveal a field to edit the dafe and time to send your message.

Wsend | [ @ =
Message Optio

end Later: [ Send At |30 Oct 2007 17:2248

lessage F-'.eferenoe:l

%o | 3 2smskon
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You must then click in the option for Send Later, so that a tick appears in this box. You
can then also use your cursor to select the date and time and amend these to a
date and time of your choosing.

ClSend | =] /@b §= I
Messzge Options
sendlater: ¥ Send At [§] Oct 2007 17:22:48 =
lessage Heferenoe:l
- \> 4
EdTo.. I j Qsmsi‘iﬂm

You can then now type your message in the text box and add the numbers in the ‘To’
field, again separate any numbers with a semi colon (;).

When you are happy to send your message, please click send.

: File Miew Tools Help

|E D = I

Messzge Options

Sendlater ¥ Send At [l Oct 2007 17.2248 =
Message Heferenoe:l

3 n 6
[dTe.. | = Qsms}lom

You will again be given the option to View your reports. All delayed messages will
show as PENDING.

E Untitled - Messages Today Report =10l

i File Miew Tools Help

Submitted |Status |F{eferenc>e |Message Tasks -
wled, Oct 31 2007 0. PENDING 2007-10-31...  test- goodmorning

You have then successfully sent a delayed message.
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Viewing Delivery Reports

Message reports can be viewed at any time from your Outlook add-in, regardless of
whether or not you have just sent a message.

Begin by opening Microsoft Outlook.
There will be an icon directly to the right of the New SMS opfion.

File Edit VYiew Go Tools Acdions H

& New - @ I e i~ Reply (=4 Replyt
E| Mew Text Message ]—

Mail View repnrtslhux
% |||Search Inbox

Faworite Folders

31 Inbox

Please click on this icon.

This will then open your report screen and give you the option to select the report you
would like to run. For example, Messages sent Today or Messages sent Yesterday.

-I0ix]

i File Mew Tools Help

Submitted |Sta‘lus I Reference | Message | Destination : Tasks

Reporis

Messages Sent Today ]—
Messages Sent Yesterday ]—
Messages Sent This Month ]—

Messages Sent Last Manth ]—

Custom Date Range

From:
To start select a report [31 Cct 2007 09:20.04 =l

=
Simply close this screen when you are finished viewing the reports.

Address Book Synchronisation

With 2sms SMS software you have the ability to synchronise your address book so that
you can send to contacts stored in either your Outlook contacts or your 2sms address
book. 2sms address book can be created when you log in with your username and
password to www.2sms.com and click on ‘Address Book'.

First open Microsoft Outlook

You will see a small icon, next to the reports icon. Which when you hover over this, will
show as Manage Contacts.
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EEiIe Edit Wiew Go Tools Acdions Help

|34 New - @ 25 X & Reply (= Reply to All

- [F] Mew Text Message [=| /1 _

Mail <<|Manage contacts

Favorite Folders % |E-‘:a|'-:l'| Inbox

__{Inbox

s Ninread Rail (151

Arranged By: Date MNewe:

Please click on this button.

Your Outlook contacts and 2sms address book contacts will be listed.

ISI=I

¢ File Mew Tools Help
: 2, | [ Add AVl To Address Book [ Add All To Outlook | 25 =3 l

: Contacts Fold.er| Contacts |Y | !

Outlook Contacts
FirstName  |LastMame |Number [ Emsil

2sms Address Book
First Name Last Name MNumber Email

From here you can then synchronise these address books. You can either export your
Outlook contacts into your 2sms address book or you can import your 2sms address
book into Outlook.

Simply click on the option you wish to use, for example Export all to 2sms.

To only synchronise selected contacts, not all contacts, simply click on the contact
you wish to add and then click on the relevant icon.

The small icon on the left adds the selected contact to your 2sms address book —

— el —

all To Outlook as !
1 ! Add Selection To Address Book |
[ Fmail |

The icon on the right, imports the selected icon to your Outlook contacts.

D
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—— =

i Add All To Outlook | ;B

| Add Selection To Qutlook |

iber |Email |

To select multiple contacts, simply hold the Conftrol key on your Keyboard and click
on the contacts you wish to select.

: File Toolz Help

;p- | Ij_EHlet all to 2sms Elmpart all into Outlook ||3 H

! Contacts Folder  Personal Folders -

4 ! Export selected to 2zms |

Outlook Contacts

First Mame Last Mame MHurnber Email

[ I "
Fafey | s

R I [
Courtenay Headlng Courtenay Heading@2sms. ..
Craig Birtlesz

Phill Baonnet philli®22sms. com

You can then make the relevant selection to either Import or Export your numbers.

If you require any additional help please contact support@2sms.com.
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