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User guide on Outlook SMS

Outlook SMS is simple and easy to use. You must first register as a user to use Outlook SMS.
Just follow 3 simple steps to download and install the application into your PC and start sending

SMS from your desktop!

After installing the Outlook SMS into your Outlook, you will notice that there is an icon like this

Dutl.::uokSMS 1in your Outlook toolbar. Click on the icon to start using Outlook SMS.
hld
i i i o Out oakSMS
Alternatively, you will also find this icon on your desktop. You can also use Outlook

SMS by clicking on this icon; however, you will not be able to gain access to the Outlook address
book.

Make sure you have enough SMS credits before sending SMS. Below are some sample screen

shots and instructions on how to use Outlook SMS.

User login

Step 1: Enter your username and password to verify you are an authorized and valid user.

Step 2: Click “Login” to log in.

OulookSMS - Login (=) 0 /E3

Iser Mame: ],:,,_,H,:,,:,ksms

Passward |***********|

Login ] Clear | Ezxik

Picture 1: User Login
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Send SMS Messages

Send out SMS by 4 simple steps! Read on to find out how.
Step 1: To send SMS, click on “New”.
Step 2: There are 2 options for entering mobile numbers:
a) Typing each mobile number manually (Picture 2:Compose New Message)
b) Select the contact from Outlook address book (Picture 3: Address Book)
Step 3: There are also 2 options inputting your message content:
a) Type into the message content box provided (Picture 2: Compose New Message)
b) Choose a template which has been saved (Picture 4: Message Template)
Step 4: Once the mobile numbers and message has been inserted, click on “Send” to activate the
sending.

Note: Credit balance will be deducted automatically once the message has been sent.

OutLook-5MS
File Yiew Repork Help
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|Havigatiun | x | |Eumpuse New Message | x |

Credit Bal, To: | 60123344556 [

a3sMs [ This is a sample message for Maobility2u |
File
(=3
Template 1. Insert of each message recipients
Exi

2. Type in your in the message box

W IEn 3. Click to send out SMS
MNavigation
Status Bar

Fepart

Inbox @ [2]
Pending (0}

Sarit IT:E!rT'ISI a * 160 chars For English, 56 chars for Chinese
H_ o Character(s) | Send || Clear ‘

Pending {0} Sent Ikems (0} Copy Right () By iSentric Sdn Bhd 2006,
Picture 2: Compose New Message
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| b5 Contact L
[Navigation I Keyword | Search x|
Credit Bal, R
sasms  [2] Full Mame Mobile Mumber _ — e yedr,
—
Eila [ | Aaron Lee .
rov 1. Click on to select contacts from
M Byl address book
T_ o [ | shu ves
m [ | Erric Chaoo S on the left to select recipients
Kit —
[ ATEng . . .
|| m— 3. Alternatively, tick the box if you
Wi E wish to send to all the contacts
Mavigation L llistine foo
; [ | thrahim 4. Click after you have selected the
Statis Bar |_| Sales recipients
1
Fepart
: [ Select All
Inbox (@ [E]
Pending (0% |
* 160 chars For English, 56 chars for Chinese
Sent Itermns (03 .
History Character(s) | Send || Clear |
Pending (0 Sent Ikems (0) Zopy Right {C) By iSentric Sdn Bhd 2006,

Picture 3: Address Book
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available templates

3. Click

-
&
/ u: Contact > B
T 7 Keyword | | Search | ‘ |g|
Credit Bal. @ ]
875Ms [Z]|| 'name | Template P
File Raya Greeti Hi ,<<Title>> <<Last Name=>happy ra-
- Mew year  Hi<<Title>><<First Name=>, e be
e s Biatn Sl 1. Click on to select a template
gﬂlﬂ Mobility2u  Please il P
i Low credit  Dear <) from the list of all

for confirmation

[

|| Close

F

+ 160 chars for English, 56 chars for Chinese

EI Character(s}

| Send || Clear |

Pending {0} Sent Items (&)

Picture 4: Message Template

Copy Right {C) By iSentric Sdn Bhd 2006.
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Message Template

Messages can be saved as a template. To save a template, follow the instructions below:
Step 1: Click on “Template” on the left navigation toolbar. (Picture 5: Template)

Step 2: Click on the “Add” icon to add a message template.

Step 3: Type in the message to be saved.

Step 4: Additionally, customize message to greet by name, which are taken from Outlook’s
Address Book. Fields can be inserted by clicking on “Insert” icon. (Picture 6: Add Template)
Step 5: Click on “Save” to save the message template.

Step 6: Templates can be edited by clicking on the “Edit” icon. (Picture 5: Template)

OutLook-SMS M=%

File Yiew Report Help
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Click on to add template

Keyword Search
- Searc

] aod Edit [|pelete |

File
.4
ND.! Mame iTempIate s -
1 Raya Gresting i i f
2 Mew year Click on to edit template |4
3 Sales Meeting Hi all, please confirm attendance for sales
4 MohilityZu meeting Please update your status for the Mobility2u
5  Low credit Dear <<First Mame:>>, we would like o inf

Feport

Pending (0) ‘Sent: Ttems (0) | Copy Right () By iSentric Sdn Bhd 2006,

Picture 5: Template
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|Navigatiun | X | |Megsage Template

Credit Bal,

Name Template Testing
a3 sMs  [Z]

Tag ITitle

File Template [iES

First Mame

e TelexMumber

ernp late
Euit

W iE 2,
Sl template.

Havigation
Status Bar K]

Fepart

Inbox (00 _ (=]
Pending ;EI_!
Sent Items (0% @

Hlstl:lr_ Character(s)

. from Address Book and
and click on the

4. Click on the icon to save the template

* 160 chars For English, 56 chars tar Chinese

to be saved as

icon

| Save || Cancel |

Pending (0}

Sent Ikems (0)

Zopy Right {C) By iSentric Sdn Bhd 2006,

Picture 6: Insert Field

ISENTRIC SDN BHD (183309-k)
3, Jalan 51A/227, 46100 Petaling Jaya, Selangor Malaysia
Tel:+603 7875 1000 Fax: +603 7874 2000 http:\\www.isentric.com

Page 6



Mobile Business Solution Provider

A

Deloitte A

.
z SENTR.,C Technology Fast500 MSC-‘Stat-us

Asia Pacific

Campany

http://www.isentric.com

Reports: Inbox

Message recipients can reply SMS back to Outlook SMS.

Reply SMS message by typing: REPLY<space>Username<space>Reply Message. Send the

reply to 39398.

For example: REPLY Outlooksms I will attend the meeting at 3pm.

Once a reply message is received, it will be saved in the “Inbox”. (Picture 7: Inbox)

Inbox will show the details of each SMS received:

o Mobile number
o Date SMS received

o Reply message

Outlook-SMS

BEX

File \iew Report

Help
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[x] || [incoming Message

=
[ 2]

Credit Bal.

Keyword J Search

Mo. From |Received | Msg

1 60122085532 13-Feb-2007 iwill attend the meeting at 3pm.

1. Click on icon to reply SMS

2. can be used when user wants to
forward the message to other mobile numbers

3. will delete all the records in the log

\
N

™ View Clear Log Reply Forward || Clear Log

Pending (0)

Sent Items (8) f Copy Right (C) By Sentric Sdn Bhd 2008

Picture 7: Inbox
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Reports: Pending

Messages which are not successfully sent will be shown in the “Pending”.
The log will show the following details: (Picture 8: Pending)
o Mobile number of recipient
o Date of the sent message
o The message content
o The reason why the message could not be delivered
o The number of times the system has retry to send the message. The system will

automatically retry to resend the message every 10 minutes.

Fir =

OutLook-SMS =JoJEd

File ‘Wiew Report Help
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[Navigation | %] || [Pending %]
Credit Bal, Keyword | Search
g5sms [
Eile Mo, To Sent Msg Status T Try
A 1 60122 07-Feb-2007 Hi, you are now using  BlackListed 193

?—Wm 1. The function is available to users to print the records
el
2. Click on if user wishes to manually resend
Y ien unsuccessful
Mavigation . .
: 3. will enable the message to be edited and resend to
Status Bar recipient
Report . will delete all the records in the log
Inbox (@3 []
Pending (1) \
Sent Items (113 s
; i [ “iew Clear Log Print Resend Edit Clear
History
Pending {1} Sent Tkems (117 Copy Right () By iSentric Sdn Bhd 2008,

Picture 8: Pending
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Reports: Sent ltem

Messages which have been successfully sent will be shown in the “Sent ltems”.
The log will show the following details: (Picture 9: Sent Items)

o Mobile number of recipient

o Date of the sent message

o The message content
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[Navigation | %] || [Sent Ttems %]
Credit Bal, Keyword | Search
sasms  [Z]
File Mo, To Sent Msg
ol 1 /0L 0&6-Feb-2007  Hishu, all the best for the coming chin
Tem o 2 601 05-Feb-2007  HiLiang, all the best for the coming ch
= 3 1. The function is available to users to print
4 out the records from the log
YiEy =]
o 2. can be used when user wants to
Biavigation resend the message to other recipients
Status Bar
3. will delete all the records in the log

Fepart
rbox (@) (2] HiShu, all the best for the coming chinese new year. Cheers from iSentric
Pemding i_'D_'_z- N
Sent Items (5] ' 3

; [ “iew Clear Log Print: Forward Clear Log
Hlstl:urg,g_

Pending (0} Sent Thems (5) Copy Right () By iSentric Sdn Bhd 2006,

Picture 9: Sent ltems
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Reports: History

Messages which have been sent will be shown in the “History”.
The log will show the following details: (Picture 10: History)
o The message content

o The number of times the message has been sent
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[Mavigation [x] || [Eontent History ]
Credit Bal, Keyword | Search
g7 sms  [2]
File Mo, Msg Taotal
ol 1 Hi, all the best for the coming chinese new year. Chee 2
Termplate 2  Hilbrahim, all the best for the coming chinese new yea
Exit ERNRIEEY 1. The function is available to users to print
ERENEr= out the records from the log
pdeci 2. can be used when user wants to
MNavigation resend the message to other recipients
Status Bar . )
. 3. will delete all the records in the log
R K1
Hbo o) Z Hi, all the best for the coming chinese new yﬁi. Cheers from iSentric
Pemding i_'D'z- ¢
Sent Items (51 ;
; [ “iew Clear Log Print: Forward Clear Log
History
Pending (0) Sent Ttems (6) Copy Right {C) By iSentric Sdn Bhd 20086,

Picture 10: History
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