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Uploading contacts, creating and
distributing campaigns




Log in to the
WorkforceTXT platform

* Visit https://workforcetxt.com/#/login

* Log in with your email address and
password

e [f this is your first visit, the platform
will automatically request a password
change upon logging in



https://workforcetxt.com/#/login

Create groups or populations & upload contacts

To create employee groups:

* Click on in the top navigation bar, then

To upload contacts:

e C(Click on , then
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Adding a new group

To add a new group:
* Onthe Groups tab, click the "+" symbol to add a new group.
* You can also create sub-groups to further segment your employees
o Example: create sub-groups for Hourly and Salaried employees to send texts to a
specific population
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GROUPS CUSTOM FIELDS

Groups allow to be grouped her for reporting and bulk distributions.
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Location

All Employees




Uploading contacts

* You can upload a single contact or upload contacts in bulk by clicking on the
corresponding icon
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Using a CSV file to upload contacts in bulk

*  Download the WorkforceTXT CSV template to quickly upload contacts in bulk

* Note: The CSV file includes the required headers, which must remain even if you
aren’t uploading names and/or email addresses.

o You must delete rows without phone numbers prior to uploading — there
cannot be any blank spaces in the phone-number column.

Contacts Bulk Upload

‘

Best practice!

Update your contact

Step 1: Download a CSV template to fill in

DOWNLOAD . . .
lists periodically, or
every time you send

Step 2: Select Contacts CSV file & Optional Contact Group a text tO account f0r
?
« All phone numbers imported must be in E.164 format which containes the following: [+][country code][area code][local phone number]. For example, USA (415) a ny A h i res or

123-1234 will be loaded as +14151231234.

« All records must be unique based on their phone number. Any duplicates will be removed during import.

= Where a contact already exists, their information will be matched using their phone number and updated with imported data.

* Processing of CSV files may take upwards of 10-15 minutes to complete depending on the amount of contacts.

» Please note that you may only upload a maximum of 4MB at a time. If you need additional capacity, please contact your customer service representitive.

BROWSE

Contact Group (Optional) -

terminated employees.




Create your campaign (text message)

* To create your message, click in the top navigation bar,
then click
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Messaging tips

* Naming your message: It helps to name your campaign with the distribution date,
subject of the message and the employee group (if applicable)

« Message body: Each text can include up to 160 characters if it's GSM encoding (seen
under the message body). Using symbols and accents may change the message to
Unicode, which has a maximum of 70 characters per message.

*  When finished with your message, click Save.

Add a New Message Template

TEMPLATE ADVANCED

Custom Fields

Name *
date, title, population

Deseription (Optional)

Message Body "

This is where your message will go. ¥ou must type out full URLs; they cannot be hyperlinked.

93 Chara | 1 Sega | 65M Encoding 50w Details

CANCEL




Distributing campaigns/selecting recipients

* To schedule or send a campaign (message), click in the top navigation,
then

ASSOCIATION DEMO 4 & MATALIE MACY
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* Select recipient: Click and choose the group of contacts you want to
send to.
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Compaose a One Time SMS Message

Select Recipient (O Single Number| @ Contact Group || Contact Field Match

Contact Groups » AND Operation (Default OR)

[ roupLabel Description Member Count

No Groups in the system

Groups can be created and madified in Contact Settings

Select Delivery Date (8 Send Now () Schedule For Later




Select delivery date and send your campaign

* Select delivery date: Click to send the message right away or click

to send on a specific date and time. Time must be entered the
following format: 00:00 AM (or PM).

 Select and choose which campaign (text message that you created
in the prior step) you'd like to send.
¢ Click

Select Delivery Date @) Send Now () Schedule For Later

sendon B 0202 - ® 01:00PM

Timezone: Mountain Standard Time

SMS Message () Write Messagl (@ Usea Campaign

Flimp Communications - Example Text Message v

Campaign Body

Hello! This is an example from Flimp Communications. To illustrate, here's a URL link and phone number: https:/flimp.live/FlimpDigitalPostcard (888)-612-3881

Outgoing Number: 75664 Timezone: Mounlain Standard Time RESET FORM SCHEDULE




Confirm your information

* A pop-up window will appear to confirm the details:
who the text is going to, when you’re sending it and

Confirmation X

Please Confirm your Message

Recipient: Contact Group

which campaign you've chosen. Syt ptd n st
*Using the operation
e Click if all the information is accurate Delivery: Now
Message: Composed
* Note: You can refresh your dashboard after 15

minutes to make certain your campaign has been
scheduled. (The dashboard includes only one week
of metrics; go to and change the dates
for any metrics needed)

WORKEORCE
/ORK o M- rXT DASHBOARD DISTRIBUTION + CAMPAIGNS CONTACTS ~ ADMIN FLIMP COMMUNICATIONS INC« & BRYAN MCMEELY

Dashboard Flimp Communications Inc

Activity Dashboard: 9/8/22 - 9/15/22

SMS Consent Management
Short Message Service Opted In/Out Contacts
+ BULK UPLOAD B VIEWLOG @ CONTACT BOOK
1 1 0 1 Total Contacts
Attempted Delivered (100.0%) !
NA Consent
0%
0 0 0 Pending Consent

Scheduled Received 0%




CONNER
STRONG &
BUCKELEW

You're all set!

For more information about the WorkforceTXT
platform, contact your account team representative.
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