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Introduction

eCommunicate Desktop enables you to send single or bulk smses from an easy to use Windows

application, that communicates with the central eCommunicate System Servers.

The application is easy to use and based on the familiar email program structure of address book for
maintaining contacts and groups of contacts, as well as the familiar inbox, outbox and sent messages

sections for managing sent messages and receiving replies to emails.

eCommunicate Desktop includes useful features such as scheduling an sms to be sent at a future date,
as well as personalised smses that allow you to give your sms messages a personal touch. Additionally
the program includes some unique features not found in competitor products, such as the sent messages

summary table and calendar view for scheduling smses.

Wy eCommunicale Desktap - 1. 7.4

Fils Contacts Groups Mescsges Account Reports Took Help Foefpesh Cradbs  Chesck for Update

b 2 @ . A . O = e

Ivpot  Swtbeqs M5 Weaed HowMessops | Sendffscets | Purchasn Credits ContactSuppart  Help

[Feiphants

Conkacts
Add,edf or delete conkacts

% Groups
Crestie & Manage Groups
Manr g

Inbox (3)

Ve FEd ey 3 e S8 ES

)

ey Crutheone (0)
ﬁ Meszages waltisg tobe st
(=  Sent Messages

\} Including scheduled gmss

&

3 Drafts (0)

Saved [engecth meitagm
Appoirtrenis i Everty

Eﬂ Calendar & Events

Yiew appoirtmenizhevenis

f} Aulo Sent Messapes

Ao matically S65t Sessage

7] Start Page
etting started options=

Ueer wizaed [57217)

‘wskirien b plammitared abe Deribboh

Getting started: What weuld yeu like 1o do?

o Manage your address book

% Add & new oontact o the scdresss book:
o Witre contacts in ths sddness book
o Liarm b to Blackdint & rumiber

ﬂ’ Send am SMS

& Send a simple sms

% Send an sms with acvanced fnctions
{Zaach a5 schwsfiubed o pebrirualied sediame]}

& Laam how 0 g8nd a personalced an messans

‘\3‘. Sent messages & Reports

& Wiaw sent messages

% Check for dalivery receipls or replies
& Wi replies B senk messaged

& Feports

‘«L‘ Setup account

% Enter your SOcount detil
& Change sooount details

3 Impart/Export

% lmport Contacks
% Export contacts or groups af contacts
% Cornact o extemal data source

Q Help & Support

& Open and view the haip file
& Send an el 10 pport
& Conbact spport by phone
& Purchase more credits

Hint: To retwum to this page, click on the *Start Page® button on the left

Copdity I 54

Weaking Dirkess

The following sections describe and highlight the applications features in more detail.
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Installation

Welcome to the eCommunicate
Desktop Setup Wizard

Thiz will install eCommunicate Desktop 1.7.6 on your computer.,

¢ Standard Windows Desktop application that can be installed on Windows Operating Systems such as
XP, Vista, Win7 etc.
e New versions can be downloaded and installed automatically if an internet connection is present.

Benefits:
v" No need to worry about installing future updates after the initial installation — just click on a button
and they will be downloaded and installed automatically.

Supporting Material

e The program includes a detailed help file that explains how to use the various parts of the
application.

e Help buttons through-out the application can be pressed, and help for the specific dialog/section will
be shown.

¢ Instructional video tutorials can be downloaded via the program (from the help menu). These
explain how to use various parts of the application.

Benefits:
v' The supporting documentation and video tutorials enable you to learn how to use the program with
ease.

Feature highlights

v" Full featured Address Book, allowing you to easily import contacts from various sources, maintain
contacts in groups and export to Excel format.

v" Unique summary view of sent messages allows you to easily see the overall progress of a sent
message i.e. how many numbers have been received, how many waiting and how many failed. Then
double click for detailed report of numbers.

v'  Extended import options allow you to import messages directly from an Excel file or compose a
personalised sms directly from data in an Excel spreadsheet.

v" View message history for a given contact, and also see a conversation history in the replies (inbox)
section.

v" Integrated calendar to easily schedule smses and view scheduled smses.

v" Advanced sms reminders system — setup rules and have reminders/sms messages sent out
automatically.

v' Diagnose connection tool helps troubleshoot and diagnose connection problems
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Address Book

The Address Book allows you to:

maintain a list of contacts

import contacts from a variety of sources such as MS Outlook, MS Outlook Express, MS Excel,
and CSV (Comma Separated Values) format files.

import contacts from an Excel spreadsheet including a birthday field
Import a list of messages from Excel/CSV to be sent directly (without using Address Book)

Import data from Excel/CSV to create a personalised message without the need to import into the
Address Book.

blacklist specific numbers

organise contacts into groups - each contact can be in more than one group.
Copy groups — Maintain similar groups with only a few changes from each other.
Split groups into smaller sub-groups if needed

store additional information for each contact such as address information and notes.

setup additional fields for each contact to store custom information required specifically by your
company, e.g. Policy Number, Home Phone Number.

easily and quickly find a contact by searching on first name, last name or cell number

optionally filter contacts display alphabetically (e.g. only show contacts whose last name starts with
IIAII)

Benefits:

v

v

The Address Book integrates seamlessly with other lists of contacts such as MS Outlook and Excel
files, and allows you to import from these sources easily.

Easily setup different groups of contacts with the many group management features such as copy and
split group, and copy, move and remove contacts from a group.

A number of different import options exist which allow you to easily send smses based on your
current need: in other words, you don’t have to fit your data into just one import option. The
application caters for a number of different scenarios frequently encountered by users.

The Address Book is flexible and allows you to store your own custom data not just standard fields
like “firstname”, “lastname”.

The filtered display and “find” button allow you to quickly and easily find contacts that you are looking
for.

Importing birthday fields (from Excel documents), makes setting up birthday reminders a real breeze.

Dropbox sync

The program allows you to sync your contacts between different computers via the Dropbox integration
(a free online file storage service).

Benefits:

v
v

Contact lists can be shared amongst different users in the organisation.
Work with same contacts at office and home.

(It is also possible to sync the entire database via Dropbox to different computers; however, this requires
that only one user is using the program at a time, and that each user syncs their changes before the next
user starts working on the program.)
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Group Manager dialog: Allows you to add/remove contacts to a given group
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Sending an SMS

Sending smses can be achieved using the simple sms dialog (for a quick an easy way of sending an
sms) or the advanced sms dialog (for more advanced features).

Schedule SMS

Personalise messages
with contact Fields

s SMS Message

- ~
= H h S @
Send  Save lear Schedule Personalise ' Quick M3 Close —
Once OFf Recipients
Recipients ]
Add ko recipients: Conkacks Groups Cnce off Mumberis) -
Message bext Unicode
Here is a test message...
Contacts
Daniel Bilde (08200000127
Gillian Barne (0820000007
Recipients:
Caontacts, Groups ar
Cnce off numbers
Eroups
Test Group (46
Cptional Footer p (46)
Footer: | Toopt odt reply STOP w | [
Characters: 47 Credits: 1 (Tokal cost: 48) 48 Recipients 7))

| Credit cost calculation |

The Advanced SMS Dialog

When sending an sms you can:

e select individual recipients or groups from your Address Book

e type in a list of numbers (not in your Address Book)

e paste in numbers from the clipboard (extraneous characters will be automatically removed)
e load numbers from an MS Excel or CSV file

Furthermore you can

e base your message on a pre-saved template

add a pre-saved footer message to the end of your message.
schedule the message to be sent at a future date

personalise your message with title/firstname/lastname contact fields.

see a preview of your personalised message (i.e. how it will look for each recipient), and identify
problem personalised messages (e.g. a contact is missing a firstname), and choose to ignore or fix
such problems.

e Enable email notifications for delivery receipts and replies if required.
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While typing the message the user sees an up-to-date display of number of characters used,
remaining characters until a new credit is required, and total credit cost.

Benefits:

v" Very quick and easy to select desired recipients and send an sms.

v When sending a personalised sms, you can see a preview of what the message will look like for each
recipient. This helps catch problem messages before sending out.

v" The ability to personalise smses to recipient names allows you to add a personal touch to your
communications and is likely to result in a more active response from recipients.

v' Pasting numbers from the clipboard into a new message, is an easy way to insert a list of recipients
from e.g. an email that contains the numbers.

v' Setting up pre-made templates and footers saves you a lot of time in composing messages that
contain frequently used texts.

v" Having the facility to schedule and then cancel scheduled messages (before the scheduled time)
allows new users to test run the program before sending out a “real” message.

v"Having the facility to schedule a message means you do not need to have the program running or
even your computer on at the time that you want the messages sent. Once a message has been sent
to our servers, you do not need to have your computer on for it to be sent.

v" The character count and credit cost counters inform you how much the message will cost and ensure

that you do not unnecessarily send out a message that will cost more than one credit per recipient.

Message Templates

The message templates feature allows you to setup pre-made messages that can easily be inserted into a
new (blank) message.

You can access the template commands from the SMS dialog: from the "Templates" tool button (on the
icon toolbar), or by right clicking in the "Message Text" area.

Message text

Create Template

Insert Template 3

Edit Templates

Create Template: creates a new template from the current text in the message editor.
Insert Template: shows a popup menu of existing templates (click on desired template to insert).
Edit Templates: Brings up the Message Templates dialog where you can add, edit or delete templates.
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Personalised SMS Messages

The personalised SMS feature allows you to insert a contact field (Title/First Name/Last Name) into an
SMS message, so that each recipient receives a different message based on their unique contact
information. This gives your message a personal touch and helps improve customer relations.

Here we have a sample personalised sms message:

Message text

Dear {FirstMame}, we are organising our annual communal dinner
and would love to have you join us.....

We select to send this to one of the groups in our Address Book. The personalised message preview gives
us a feeling of what the message will look like for each recipient in the group, and also highlights any
possible problems:

Count: 45 valid, 1 problems (%) Show all messages () Only show problem messages

ontack |F'ers-:unaliseu:| Message | s
John Bush Dear John, we are organising our annual communal
dinner and waould love ko have you join s, ..
Hilary Davis Dear Hilary, we are organising our annual cormmunal
dinner and would love bo have you join us., ..
Colin Powell Dear Colin, we are organising our annual communal

dinner and would love to have vou join s, ..

Jrissing- Washington Dear fFirstMame}, we are organising our annual
communal dinner and would love ko have you join us. ..
Double click here ta Fix)

Dorothy Myers Dear Dorothy, we are organising our annual communal
dinner and would love bo have you join us., ..

Tracy Gordon Dear Tracy, we are organising our annual communal
dinner and would love to have vou join s, ..

Gillian Barne Dear Gillian, we are organising our annual communal
dinner and would love to have vou join us,.,

Doresn Willis Dear Doreen, we are organising our annual communal

dinner and would love to have wou join us...

T Y - a1 1 1

The Personalised Message Preview Pane

In this example, we can see that there is a problem because one of the contacts in the recipients group is
missing the First Name field. We can click on this entry to add this missing information for the contact
(and thereby resolve the problem), or decide to skip sending the message to this specific contact.

It is also possible to send a personalised SMS from an Excel spreadsheet, i.e. you do not need to import
the contacts into the address book first, but can create a personalised SMS directly from the columns in
the Excel spreadsheet. To do so, you click on the “Import” button (on the main toolbar), and then select
the “Create a personalised SMS from Excel data” option.
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Sent Messages

The Sent Messages display grid gives you an instant summary view of the status of a previously sent
message - indicating how many messages have been successfully delivered, are still waiting for delivery
information (i.e. not sure if message has been received by the recipient) or have failed (for example
blocked number, invalid number or unreachable number).

To |Message | |Statu5 |'-.-'-.-'aiting |Delivered |Faile-:|
Test Conkack [ GaE0144) | Test message from eCommunicate Sent (Wiaiting for receipts) 1

Test Conkack GE0144) | Test message from eCommunicate 4 3ent (Complete) 1

Test Group Test message Gj Scheduled For 14 May 39 1
Tesk Group This is a besk message == i_ancelled (393 1
John Bush (020000001 7%; This is a besk message. Cancelled (3)

Invalid Contack {082123) Test Message M Failed 1

The detail view shows exactly which numbers fall in each of the above mentioned categories and gives
detailed status information on a per number basis.

Showing details For column:  ‘Waiting (15 (of currently selected batch above) | @) Help
Cell number Status |First MArme Last name | ﬂ
27820000007 : Sent. Mo delivery information  Gillian Barre

27520000012 Sent. i i i Bilde

27821234567 Sent, BElide

27820000001 Sent. Bush

27820000014 | Senk. Mo deli Dielivered (0) Clark,

27820000002 Sent. Mo deli Doavis

27520000010 Sent, Mo dei|  FalRd (1) Druin

ZTE20000029  Sent, Mo delivery information | Taom Ford

27820000018 | Sent. Mo delivery information | Bruce Fardyee

Additional features provided by the Sent Messages section:

e cancel a future dated batch that has not been sent yet (credits will be re-added to your account)

e resend a previously sent message

e stop a message that is currently being sent, and resume it at a later time.

e see a report of any replies that have been received to a given sent message

e Print out a report of a single message or range of messages

e Export a report of a single message or range of messages to HTML, PDF or RTF format.

e Filter the message display to a given time period e.g. messages sent in last week, month, 3 months
etc.. or given range.

e View details for a given message such as failed numbers, skipped numbers, numbers with replies,
numbers without replies, and print out each list or export to MS Excel.

Benefits:

v' Easily see the status of a sent message (batch): still scheduled?, how many delivery receipts are still
pending?, and how many numbers failed.

v"  Obtain detailed information for every message sent and export or print this data to common formats.

v" The view filter allows you to deal with “bite sized” pieces of information, instead of being over-
whelmed with a large list of all messages you have ever sent!

v' Export a list of failed numbers so that appropriate action can be taken: e.g. remove these numbers

from the database so that credits are not used up again on these problem numbers.
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Replies

Replies to messages are stored in the inbox and also show a list of recent messages sent to/received
from this number:

Message History (Lask 7 days)  [More History]

Date | Tupe | |Message

2012/08/27 01:14:22 AM  Reply [=¢| This is a reply to "Hi, did you get this message?"
Z012/08)27 01:14:158 AM | Mesgage Sent %= Hi, did wou get this message?

Inbox section showing a reply message and the original message in the conversation history.

A range of replies can be printed or exported to MS Excel

The display can be filtered on a selected time period, e.g. last week, month, 3 months etc..

Each reply is marked read/unread for easier processing.

“Send Reply” action, allow you to easily send a reply to the received message.

The conversation history allows you to keep track of your communications with a specific client.
A report can be generated that only contains specific replies e.g. all replies that include the word
"yes" or "no".

e Detailed standard and shortcode replies report available, showing number of messages sent per day,
per week and per month.

Benefits:

v" The program helps you follow a conversation by showing the (most probable) message that the
person is replying to.

v" Keep track of which replies you have read or not with a “read/unread” marker.

v" Flexible reporting options allow you to export specific replies that require a specific action e.g.:
remove these numbers from database (they replied “no”) or follow up with this list of clients (they
replied “yes”), etc..
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Reports

The application includes various reports such as:

e usage report - general overview of number of smses sent on a monthly basis.

e detailed report of smses sent - based on time period, status code, and cell number criteria

e list of duplicate numbers in the Address Book database

e list of blacklisted numbers, and ability to add or remove numbers from this list.

e failed numbers report - specific report of failed numbers based on a given time period.

e Group analysis tool - allows to monitor which contacts are in more than one group.

e Sent SMSes Percentage Analysis Report — get an overview (for a given period) of how many
smses were sent successfully (confirmed and unconfirmed) and how many failed. Also obtain a list of

replies containing a specific term.

e Standard Replies and Shortcode Replies Report - comprehensive replies report showing details
such as time of day messages were received, number of messages per day, per week and per month.
The shortcode report allows you to select specific shortcodes and keywords to include in the report.

Benefits:

v" Reports allow you to get an overview of your usage of the program for budgeting purposes.

v Save money by removing failed numbers from your database.

v' Maintain a list of current contacts in your Address Book: remove duplicate numbers.

v" Ensure a user is not mistakenly in two groups, which may result in them receiving a message more
than once (if each group is sent to individually).

v" Make informed business decisions based on detailed standard and shortcode replies reports.
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Example month view for replies report
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SMS Reminders

The application also includes a unique feature which allows you automatically send out sms reminder

messages based on pre-defined rules:

(" Setup Event Types and Schedule Rules

Event Types Event Type Properties

4— Add Rename == Delete

P 1FRue
P 1FRule

Enable automatic messages

Birthday
Anniverzan

EI- Add Rule |4 Edit Rule == Delete Rule

Time period
1 day befare

Appointment

e hoping

2 hours befaore
are expecting bo see wou at

] &nnual Event

Rules for Automatic Messages

{appaintment Tim est regards Admin

Hi {FirstMame}, jusk a quick reminder thak we

{appaintmentTime}. Regards Admin

The Setup Schedule Rules dialog helps you setup the automatic rules.

You first setup your reminder rules (e.g. send a message 1 day before an appointment, and setup what
the message will say), and then all you need to do is enter the appointment or birthday into a calendar,

and sms reminder messages will automatically be generated for this event.

Mow 2010
Sun % [y Tue W'ed Thu
]| 1] 2| 3| 4
!
,,I‘J Appointments & Events for 08,/11,/10
12:00 PM Daniel Bilde - Meeting with Daniel, discuss proposal B
0z:00 PM John Bush - Discuss the RDP prokocol
03:00 PM Donald Beuwick, - Track progress on Project D
¥ H 11
_
12:00 Baniel Bilde 12:00 Terry Hill
14:00 John Bush
15:00 Donald
Bewick:
14 15 16 17 18
]
14:00 Michael
Keatings
21 22 23 24 25

Calendar view showing a number of appointments.
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9 10 11 12

12:00 Daniel Bilde 12:00 Terry Hil
14:00 John Bush

15:00 [ @ achedule 3M3 for Selected Date

Beuwick,
Add Birthday |
Add Anniversary 17 18 19
&dd Appointrent 1 Michael
ngs
| Edit Event * | ﬁ 12:00 PM Daniel Bilde - Meeting with Daniel, discuss proposal B

Delete Event

-

ﬁ 0z:00 PM Jobn Bush - Discuss the RDP prokocol

@ YWiew All Day Events ﬂ 03:00 P Donald Beuwick - Track progress on Project D

The right click menu allows you to quickly edit or delete an existing appointment.

Should you need to cancel the appointment, the auto-generated messages will be cancelled, and credits
will be restored to your account. The list view shows the automatic messages that will be generated for
each appointment.

It is also possible to click on the calendar to easily setup a future dated sms message (as seen in the
picture above "Schedule SMS for Selected Date").

Benefits:

v" In the calendar view, easily see scheduled appointments.

v" The day view allows you to easily change appointment details (e.g. time of appointment).

v' Make use of a powerful reminder system, that will help you save costs by replacing (appointment
confirmation) phone calls with cheaper smses.

v' Use a system that sends out reminder smses automatically and does not require you to remember
when to remind the other person!

Birthday messages

The program has a function which enables you to send birthday messages to all contacts or to a specific
group, or to all contacts in an external database. (In the program you need to specify the location of the
external database, and also specify which columns contain the cell numbers and birthday information.)

You can send out the birthday message to all contacts that have a birthday in the coming week/2 weeks
or month.

Benefits:
v" Boost your Public Relations by sending birthday messages to contacts on their birthday.
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SMS Shortcode Campaign Manager

In a typical SMS shortcode campaign, you receive a large number of sms replies which all come pouring
into your Inbox. Usually you want to group the replies together based on the message text — e.g. all
people that replied “Yes” go into “Group 1”, and all people that replied “No” go into “Group 2”. In this
way you can then send a different “next step” message to each group. This is exactly what the ShortCode
Campaign Manager helps you do:

» Group together received shortcode replies based on the message text
» Send out pre-defined messages to each group.

The campaign manager can operate in a simple or advanced mode. In simple mode, messages are
filtered by single keywords. In advanced mode, single keyword filters can be combined into categories to
enable more complex filtering of incoming messages.

So let’s take a real life example. You are running a shortcode campaign, where people are asked to reply
in the suburb they live in. Based on this information you will then send a message appropriate for their
location. So for this campaign you will want to set up a number of categories, and define filters for each
category. For example: you want all messages that contain the word “Germiston” to go into the
Germiston category, and all messages that contain “JHB” to go into the “JHB” (Johannesburg) category.
You can set up the filter to contain numerous terms, and also include misspellings, so for example any
sms that contains “JHB” or “Joburg” or “Johanes” or “Johannes” will go into the “JHB” category.

In the Categories view, you can setup a different message for each category. You then send out a
message to a specified number of replies. (Often the business wants to send out their smses staggered
over time, so they send out a number of messages each day). The display shows how many messages
have been received for each category (for a selected time period), how many have been replied to, and
how many have not been replied to.

Cakegory 45400 43059 45280

[ Tatals £093,1356 (4637) 570,95 (472) 1010,36 (974)
[ General 1041,34 (1007) 151,3 (148) 149,0 {149
[+ Cape bown 45,0 (48] 0,000 1,001}

[+ Carlcarville 16,13 (3 0,000 31022

[v Evakon Wesk 28,3 (29) 5,104} 9,09}

W Germiston Gen 331,50 (251} 26,5 (21} 67,1 (B6)

V¥ JHE General 1964,647 (1317) 158,34 (124} 314,15 (209

Table showing list of groups and number of messages in each group per shortcode number.

Features:

e Easily set up groups for the messages to go into.

e Setup multiple text filters to control which group the message goes into.

e Setup predefined messages to send to each group.

e Control how many messages are replied to each time (manage replies in small batches).

Benefits:

v Manage large numbers of replies by grouping them together.

v' Large amount of control on how to group messages.

v" Be freed of dealing with individual messages and instead deal with large numbers of messages in a
batch like fashion.

v" Time saving features: Setup a pre-defined message for each group.

v' Different display modes to highlight total number of messages received or just how many messages
still need to be replied to.
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Testimonials

"The training went very well and your product is
very user friendly.

I am very excited to get started and see the
results we get from this!

Many thanks
Kind Regards,"

Leanne van Wyk
Brand Manager
Kairuz Holdings (Pty) Limited

A

house of coffees

(With permission)

Awesome awesome desktop SMS system - superb!

Ephraim Zaslansky
Rentals & 1.T. Manager

el
FIRZT

ML ALTY COMPFANY

(With permission)

From Jennie Cooney Monday, December 12, 2016 3:03 PM

| had to evaluate 3 different Bulk sms services for a client of ours and then refer him to the

recommended one.

Without a doubt your sms Desktop service was the best one. It was user friendly and the customer

service that | phone were very friendly, helpful and enthusiastic.

I recommend your service hands down.

Keep up the good work. You guys ROCK!!

Groete / Regards
Jennie Cooney
admin@bligit.co.za
T: 087 700 1130

F: 086 535 6292

Blid;

(With permission)
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Appendix A: How to import contacts from an Excel spreadsheet including a birthday
field

(Note: a video tutorial is also available on our website, http://www.ecommunicate.co.za/downloads.htm)

7
000

The first part is to enable the Birthday Reminders feature:

Go to the Calendar section. Click on the “Reminders Wizard” button.

Click on “Next

Click on the large “..Setup Reminder Rules for Birthdays” buttons.

Select desired time for message to go out.

Edit the default message to fit your company requirements. (Note: You should include a {firsthame}
personalisation field in the message, if first name information will be available)

Click “OK” to close this dialog

Now click on “Enable Reminders”, to enable Birthday Reminders

ahoNE

NO

% The second part it to import the contacts from the Spreadsheet:

1. Follow the usual steps to import contacts from an Excel spreadsheet:

a. Click on Import (Top Left Button) -> Import into Address Book from -> Excel

b. Select Excel file

c. Select spreadsheet page from drop down list

d. Tell the program which column in the spreadsheet corresponds to which contact field, by

clicking on the drop down list at the top of each column (it says “don’t import” by default)

For the birthday field, select “Birthday” from the drop down list
(The birthday information should be in standard birthday format e.g. dd/mm/yyyy)
Continue with the import as per usual
When the actual import occurs allow time for birthday reminder messages to be generated and sent
to the server.
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