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TxtStream for Outlook

Installation, Configuration
and Usage Guide



Step 1: Download

To download the latest version, go to our website below
http://www.txtstream.co.nz/outlook.html

Click on the download button. It is recommended you click
“open” when prompted.

Once downloaded, double click the file SMSForOutlook
which will have appeared on your screen.

If a security warning appears, click “run”.

Step 2: Installation

|§ TxTStream SMSForOutlook

Welcome to the TxTStream SMSForOutlook Setup I/
Wizard x‘é?_,ﬁ

The installer will quide you through the steps required to nstall TxT Stream SMSForDutlook on your
computer.

WARNING: This computer program is protected by copynght law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the masamum extent possible under the law.

Click Next



ii® TxTStream SMSForOutlook

Select Installation Folder

The installer will install TxT Stream SMSForOutlook to the following folder.

Tao install in this folder, click "Next". To install to a different folder, enter it below or click "Browse".

Folder:

C:\Program Files\T =T StreamhTxT Stream SMSForOutlook’, [ Browse...

[ Disk Cost...

Install TxT Stream SMSForDutlook for yourself, or for anyone whao uses this computer:

(®) Everyone
O Just me

[ Cancel ] [ < Back ] I Next >

To accept the default location click Next

i@ TxTStream SMSForOutlook

Confirm Installation

The installer is ready to install TxT Stream SMSForDutlook on your computer.

Click "Next" to start the installation.

[ Cancel ] [ < Back ] [ Next >

Click Next to start the installation




Step 3: Configuration

Once the installation has completed, start Microsoft Outlook.

Note: If you had Outlook open while doing the TxtStream installation, you will need to close and
reopen Outlook.

You should now have a new Toolbar in Outlook called “Add-Ins”.
By clicking on this, you will see the button “Send SMS”

File Home Send / Receive Folder View Add-Ins

&) send sms

Toolbar Commands

4 Favorites <

. P
L4 Inbox
L;_| eI Arrange By: Date Newest on top
@ Deleted Items There are no items to show in this view.

4 guy@txtstream.co.nz

L 7] Inbox

7| Drafts

=] Sent Items
@ Deleted Items
L@ Junk E-mail
3] Outbox

LE) RSS Feeds
LQ Search Folders

Click the Send SMS button



° . SMS for Outlook - Version 2.0.4232.25297

1. Add mobile numbers or selectthem from your contacts...
Mohile

[ Addl mobile= |

2. Enter amessage to send...

Message (max. 160 chars)

3. Click the send buttonto send the message...

Send message

Recipients  (Click on Name column header to sort)

hame hobile |

Remove selected recipients from list |

[ Delayed send
™ Delay send urtil

|10 sug, 2011 1019 ¥ |

Contacts Templates | Settings |

Close 1%

Click the Settings button

+| Account Information

=)o)

Account : |

Password : |xaaass

Confirm password : [#22a00n

Default contacts folder : |Corrtac’ts

Mame prefix : |

Override default name : |

Save

Close

from.

When a text is sent it is in the format of fromname:message. By
default the fromname is your Outlook profile name. You may prefix
the fromname or replace it attogether by specifying an Override
default name. The fromname is necessary to identify who the text is




Account
The default value is Evaluation. If you are
trialing TxtStream leave this field as is. If you
have a TxtStream account, enter your account
number here.

Password
If you are trialing TxtStream leave this field as
is. If you have entered your account number
above, enter your account password here.

Default Contacts Folder
You may change the default contacts folder
that TxtStream looks at when you click the
Contacts button. Most users would accept the
default of “Contacts”

Name Prefix
When a text is sent, it is in the format
FromName:Message. By default the FromName
is your Outlook Profile name. You may prefix
the FromName by entering characters here.

Override Default Name
This will override the name from your Outlook
profile as the FromName. For example, your
Outlook profile might have a name of Joe
Blogs, but you want your Texts to come from
Blogs and Co. You would enter Blogs and Co in
this field

Make sure you click on Save when done!



Step 4: Sending a Text

To send a Text message from Outlook, Click the Add-ins
Tab, and then the Send SMS button.

* Recipient
Enter a Mobile number in the Mobile Field and click Add

Mobile. Keep doing this for as many recipients as you
require. You can also select from your Outlook Contacts.

Note: If sending to just 1 mobile there is no need to add to recipients. Just type in the
number and press tab.

* Message

Type the message to be sent. This is limited to 160
characters (including spaces). A counter at the top of the
screen will show you how many characters you have left.

e Send

Press the Send Message button to send your message to all
the selected recipients. If required, you can tick the
Delayed Send box, and choose a date and time in the
future to send the message.



e Contacts

Click on the Contacts button to select a Contact from
Outlook . This will show a list of all your contacts that have
an entry in the Mobile Number field. Double click to add a

contact to the recipients list, or highlight and click Add.

We recommend you create a group in Outlook Contacts for
frequently texted groups of people. You could then simply
add the group each time. All editing of Contacts is done

through Outlook.

* Cortacts o Currently selected recipients
Available folders Mame I Mohile |
i setes Tean Contacts

Suggested Cortacts

Cortacts (Click on Name column header to sort)

Name Mobile |

BA Mickey Mouse 021 123 456
§seles Team Contacts

Remove ==

Cancel Select
(Dbiclick for quick selection) Z



* Templates

We recommend you use Templates for frequently sent
texts.

Template Setup
Click on the Templates Button.

Enter the text for your Template under “New template
text” . Enter a name in the “New template name” field and
click add.

Using a Template

1. Click on the Templates Button.

2. Click on the name of the Template you created.
3. Click on Select.

Note: Your message field will now be populated with your Template message.

=BG B@@

Test1

Select Delete Close

New template text

This will be my template test number 2

New template name
Test Number 2

Add




Helpful Information

 Message Replies

When you send a text to a mobile phone, the recipient will
be able to reply to that message. Any reply will come back
to your email and show both the reply and original
message.

e Message Validity

Once a text message has been sent, the recipient has up to
7 days to reply (this is an estimate only and we do not
guarantee 7 days). If they attempt to reply after this, the
message will fail to be delivered back to you.

 Sending Number

The number your texts come from (the sending number) is
randomly chosen from a pool of numbers at send time.
Because of this, and the 7 day message validity — it is
important that your recipients do not add the number to
their phones contacts and try to send you a message at a
later date. The message will be sent, but you will not
receive it.



Your Account

To view and edit your account information, simply go to
our website http://www.txtstream.co.nz and click on the

My Account button at the top.

Enter your account number and password to login to your
account area.

In the My Account section, you can:

— Access current and historical usage details
— See who has been sending texts
— Create and manage sub accounts

— View Invoices
— Change your password

Contact TxtStream

Freecall: 0800277 272
Email: support@txtstream.co.nz




