
 

1 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

Campaign Manager User Manual 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

2 

 

 
 
 

 
 
 
 
 
 
 
Table of Contents:         Pg: 
 
 
1. Address Book         3 

 
2. Distribution Lists         10 

 
3. Creating Templates         16 
          

 Automatically load Merge Fields       17 

 Manually load Merge Fields       19 
 

4. Sending Ad-Hoc Messages        22 
 
5. Bulk SMS Campaigns        27 
         

 Step 1: Define Campaign       29 
 

 Step 2: Define Content        30 
 

 Step 3: Define Recipients       32 
 

o Address Book        32 
 Define Delivery       35 
 Preview        35 
 Campaign Created      36 

 
o Import a Workbook       36   

 Define Delivery       38 
 Preview        39 
 Campaign Created      39 

 
o Distribution List        40 

 Define Delivery       41 
 Preview        41 
 Campaign Created      42 

 
6. Reporting Services         43 

 

 Campaign Reports        44 

 Cost Centre Reports        49 
 
 
 
 
 
 
 
 
 
 



 

3 

 

 
 
 
 
 
 
 
 
 
Address Book 
 
 

1. Log onto http://campaignmanager.channelmobile.co.za/ 
 

 
 

2. Insert User Credentials and click on “Login”. Once logged in the PMS SMS Homepage will be displayed 
reflecting statistics on previous SMS sends. 
 
 

 
  
 
 

 

http://campaignmanager.channelmobile.co.za/
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3. Click on Maintenance: 
 

 

 
 
 

4. Click on Address Book: 
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5. The Address Book window is then displayed. You need to click on the Address Book wording on the left to 
open all options up to you: 
 

 

 
 
 
 
 

6. You are able to perform the following functions in the Address Book: 
a. Export all contacts 
b. Add a Category 
c. Add a Contact – A contact can be added to the Address Book itself or to a Category that you have 

created 
d. Add Contacts from File – This allows Bulk Uploading of contact to the Address Book or to a specific 

Category 
e. Search for Contacts 
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7. Adding a Category: 
a. First click on the Address Book wording on the left, then click on Add Category 

 
  

 
 
 

b. The following window is displayed. You need to label the “Category Name” field with the desired  
name of the category and then click on Save: 
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c. Once you have clicked on Save you need to click on the Refresh button: 
 
 

 
 
  

d. You are then able to expand the tree menu to view your newly created Category: 
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8. Adding a Contact: 
a. First click on the Address Book wording on the left, then click on Add Contact: 

 

 
 

b. The Add New Contact window is displayed. You need to complete all necessary fields (only Mobile 
Number is a required field). Once all the details are captured you need to click on Save Contact: 

 

 



 

9 

 

 
 
 
 
 
 
 
 
 
 

  
 

c. To view your Contact click on Refresh then expand the tree view in the Address Book: 
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Distribution Lists 
 
 

1. Log onto http://campaignmanager.channelmobile.co.za/  
 
 

 
  

2. Insert User Credentials and click on “Login”. Once logged in the PMS SMS Homepage will be displayed 
reflecting statistics on previous SMS sends. 
 

 

 
  

http://campaignmanager.channelmobile.co.za/
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3. Click on Maintenance: 
 
 

 
 
 

4. Click on Distribution Lists: 
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5. The following window is displayed: 
 
 

 
 
 

6. Click on the Add Button and then complete the “Name” and “Description” fields then click on Save: 
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7. Once you have clicked on Save you are able to immediately add contacts to the Distribution List by  
clicking on the “Click Here” option: 

 

 
  
 

8. When you click on the “Click Here” option you are presented with the following screen. You need to click on 
the Sample.CSV file, open it, populate it with your contacts info, save it to a location on your PC then upload  
it using the Browse and Upload buttons: 
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9. Once uploaded you will be presented with a confirmation message: 
 
 

 
 
 

10. To view a summary of your Distribution Lists or to edit them you need to navigate to Maintenance, then  
click on Distribution Lists. The following window will be displayed: 
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Creating Templates 
 
 

1. From the Homepage of Message Manager click on the “Maintenance” option 
 
 

 
 
 

2. Click on “Templates”  
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3. The Templates screen is displayed listing any previous templates that you may have created and loaded to 
the system 

 

 
4. Click on “Add” and the following screen will appear 
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Fields to complete 
 

1. Template Name 
 

 Insert the name of your Template 
 

2. Message Type 
 

 Select the “SMS” option from the drop down menu 
 

3. URL 
 

 This field can be left blank 
 

4. Template Content 
 

 There are two methods for inserting fields to your template: 
 
 
 
Automatically load Merge Fields 
 

1. Click on the “Browse” Button. The “File Upload” window will appear – Navigate to the location of the file,  
select the file and then click on “Open” - .CSV, .XLS and .XLSX files are supported 
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2. You are presented with the following screen 
 

 
 
3. Click on the “Load File” button 

 

 
 
 

4. You are now able to type your message and insert the required fields in your message body. The fields  
listed for insertion to the message body are generated from the headings in the imported file 
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5. The amount of characters used in your SMS will be indicated below your message body together with the 
amount of credits required to send the Template created (i.e. 160 characters = 1 credit when sending to a 
South African mobile number) 

 
6. Click on the “Save” button to Save the template 

 
 
Manually Load Merge Fields 
 

1. You can manually type the field you wish to insert in your Template by clicking on the “Add Field” icon 
 

 
 
 

2. A Pop Up window will appear 
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3. Type in the required field and click on “OK” 
 
 

 
 
 

4. Type your message in the message body window and insert the required fields by clicking on the field names 
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5. The amount of characters used in your SMS will be indicated below your message body together with the 
amount of credits required to send the Template created (i.e. 160 characters = 1 credit when sending to a 
South African mobile number) 

 
 

 
 
 

6. Click on the “Save” button to Save the template 
 
 
* Please note, these merge fields need to be identical to the headings used in the data that you wish to merge 
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Sending Ad Hoc Messages 
 
 

1. Log onto http://campaignmanager.channelmobile.co.za/  
 
 

 
 
 

2. Insert User Credentials and click on “Login”. Once logged in the Message Manager Homepage will be 
displayed reflecting statistics on previous SMS sends. 

  
 

 

http://campaignmanager.channelmobile.co.za/
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3. Click on “Run Campaigns”  
 

 
 
 
 

4. Click on “Send Ad-hoc Message”  
 
 

 
 
 
 
 

 
 



 

24 

 

 
 
 
 
 
 
 
 
 

5. The “Create Ad-hoc Message” screen is displayed 
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Fields to complete: 
 

1. Recipients 
 

 Insert recipient’s mobile number 

 You have an option to CC multiple recipients by inserting a comma between recipients mobile numbers - 
E.g.: 0723271554,0826738822,0837762665 

 Alternatively you can select recipients from your Address Book or Distribution Lists 
 
2. Message Type 
 

 Select SMS from the drop down menu 
 

3. Template 
 

 Select a template from the template drop down menu. For assistance with creating templates please see 
the Creating Templates section of the help document. 

 
4. Email Replies 
 

 The email replies tick box is checked by default. If reply functionality is not required please untick the 
check box 

 
5. Replies Sent to 
 

 The field defaults to the email address of the logged in user.  

 Multiple email addresses can be included, they must be comma separated – E.g.: 
support@channelmobile.co.za,sales@channelmobile.co.za 

 
6. Message  
 

 If you selected a predefined template to use it will appear in the Message Window. Alternatively, you are 
able to type a message in the message body window. 

 Message body must not exceed 800 characters 
 

7. Schedule 
 

 If you would like immediate delivery on the SMS click the “Send” button 

 If you would like to schedule the SMS for a future delivery date and time click on the calendar button and 
select the required date. Then click in the time field and select the applicable sending time 

 
 
A confirmation screen will be displayed after the “Send” button has been clicked 
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You have the option to send another Ad-hoc SMS from here by clicking on “Yes”. Clicking on “No” will take you back 
to the Homepage 
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Bulk SMS Campaigns 

 
 

1. After logging into the system you are presented with the Homepage 
 
 

 
 
 

2. Click on Run Campaigns 
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3. Click on Manage Campaigns 
 
 

 
 

 
4. The Bulk SMS Wizard instruction screen will appear. Please read the instructions before proceeding: 
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5. Click on the “Next” button to proceed to Step 1 
 

 
 
 
Step 1 – Define Campaign  
 

1. Campaign Name: 

 You need to give a unique name for each campaign 
 

2. Send replies by email 

 This is ticked by default. If you untick the field no replies will be emailed 
 

3. Send replies and Email Alerts to 

 You can insert the email address that you would like replies routed to for the Bulk SMS campaign. 
Multiple reply address can be included; they need to be separated by a comma. Campaign 
Confirmation emails will also be sent to this/these email address/addresses 
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Step 2 – Define Content 
 

1. Select the “SMS” Option from the drop down menu 
 

 
 
 

2. Select a Template from the drop down menu – For assistance in Creating Templates please revert to the 
“Creating Templates” Help Document 
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3. After selecting the required template from the drop down menu the Message Text will appear in the Message 
Window. 

 
 

 
 
 

4. You are able to create your own message body in the Message Body Window. To do this do not select a 
template from the Existing Template drop down menu and instead use freehand typing in the window 
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Step 3 – Define Recipients 
 

1. The Message Manager system can automatically check your SMS file for duplicated mobile numbers and 
remove them before sending. To allow this feature to run leave the “Remove Duplicates” option ticked 

 
 

 
 
Fields to complete in Step 3: 
 
You are able to create bulk campaigns using a choice of three options: Address Book, Importing a Spreadsheet, 
Selecting a Distribution List. 

 
Address Book: 
 

 Click on the address book option and the following window will load: 
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 Within the address book window you click on Address Book on the left hand side and all options open  
up to you: 

 
 

 
 
 

 Click on the + sign next to Address Book and you can expand all your folders: 
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 When you have identified the folder/individual you would like to send to you tick the check box next to  
the folder/name. The following window appears. You click on Send SMS. 

 

 
 
 

 Once you have clicked on Send SMS the following window appears. You click on Next: 
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 You are then able to schedule the SMS for delivery on a future date and time. Alternatively you can  
leave the date and time stamps as is, then click on Next. This will allow your campaign to deliver 
immediately 

 

 
 
 

 Once you have clicked on Next on the previous window the Preview Screen will appear. If the campaign  
is correct you click on Finish: 
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 Once you have clicked on Finish on the previous window the “Importing Screen” will appear briefly. A 
Confirmation screen will appear and an email will be sent to you once the Campaign is live: 

 
 

 
 
Importing a Spreadsheet 
 

 .XLS, .XLSX, .CSV formats are supported 

 The Mandatory field to be used in all spreadsheets is entitled: MobileNumber 

 Click on the Browse button 
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 The “Choose a File” window will appear. You need to navigate to your spreadsheet: 
 

 
 
 

 Once you have selected your spreadsheet you need to click on the Upload button: 
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 If you are importing a .XLS or .XLSX spreadsheet you will need to select the worksheet containing the 
database and then click on Next: 

 

 
 

 You are then able to schedule the SMS for delivery on a future date and time. Alternatively you can leave the 
date and time stamps as is, then click on Next. This will allow your campaign to deliver immediately: 
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 Once you have clicked on Next on the previous window the Preview Screen will appear. If the campaign is 
correct you click on Finish: 

 
 

 
 
 

 Once you have clicked on Finish on the previous window the “Importing Screen” will appear briefly. A 
Confirmation screen will appear and an email will be sent to you once the Campaign is live: 
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Distribution List 

 

 Select the Name of the Distribution List you would like to send to from the drop down menu: 
 

 
 
 

 Once you have selected your Distribution List a confirmation message will appear. You can then click on Next: 
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 You are then able to schedule the SMS for delivery on a future date and time. Alternatively you can leave  
the date and time stamps as is, then click on Next. This will allow your campaign to deliver immediately: 

 
 

 
 
 

 Once you have clicked on Next on the previous window the Preview Screen will appear. If the campaign is 
correct you click on Finish: 

 
 

 
 



 

42 

 

 
 
 
 
 
 
 
 
 

 Once you have clicked on Finish on the previous window the “Importing Screen” will appear briefly. A 
Confirmation screen will appear and an email will be sent to you once the Campaign is live: 
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Reporting Services 
 
 

1. To access the Reporting service in Message Manager click on the “Reports” option in the navigation bar: 
 

 
 
 
 

2. The default Reporting window will appear 
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3. Campaign Reports and Cost Centre Reports can be generated: 
 

 
 

 
Campaign Reports: 

 

 Select the date range from the “Date Selection” drop down menu 
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 Then click on Filter Campaigns 

 Select the Campaign from the drop down menu 

 You can then select either a Summary Report or a Details Report and click on Run Report 
 

Summary Reports: 
 
Summary reports allow you to view the following information from a SMS send 
 

1. Report generation date 
2. Amount of SMS’s sent 
3. Amount delivered to handset 
4. Percentage delivered to handset 
5. Amount failed at handset 
6. Percentage failed at handset 
7. Amount delivered to network 
8. Percentage delivered to network 
9. Amount failed at network 
10. Percentage failed at network 
11. Amount sending 
12. Percentage sending 
13. Amount of SMS’s queued 
14. Percentage not sent 
15. Invalid 
16. Percentage Invalid 
17. Replies 
18. Percentage of replies to the amount of SMS sent 
19. Amount of “Yes” replies 
20. Amount of “No” replies 
21. Amount of “Stop” replies 
22. Amount of other replies 
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Detail Reports: 
 
The Detail report is similar to the Summary report in terms of viewable information. The key difference is the statistics for the 
send is viewable per mobile number with message body. You are able to view 
 

1. Report generation date 
2. Amount of SMS’s sent 
3. Mobile number with the corresponding results for the send 
4. Message body 
5. Submission date and time 
6. Amount delivered to handset 
7. Amount failed at handset 
8. Amount delivered to network 
9. Amount failed at network 
10. Amount sending 
11. Amount Queued 
12. Invalid numbers 
13. Replay date 
14. Amount of “Yes” replies 
15. Amount of “No” replies 
16. Amount of “Stop” replies 
17. Amount of other replies 
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To export the report click on the “Export Report” Icon 

 

 
 

A pop up window will appear prompting you to make a number of selections in the “Export Options” window 
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You are able to select the format that you require the report in together with the page range. Select the format from the drop 
down menu and the page range, unless you require all pages, then click on the “OK” button. 
 
Another pop up window appears with three options: 
 

1. Open 
2. Save 
3. Cancel 

 
 

 
 

 
At this point you are able to: 
 

1. Open the report and view on screen 
2. Save it off to a destination on your PC 
3. Cancel the opening/saving of the report 
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Cost Centre Reports: 
 

 
 
 

 Select the date range from the “Date Selection” drop down menu 
 

 
 

 

 You can then select either an Outcome Report, Summary Report or SMS Reply Details Report 
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Outcome Report: 
 
An Outcome Report allows you to view the following information from a SMS send 

 
1. Campaign Name 
2. Cost Centre 
3. Batch Date 
4. Batch Name  
5. Report generation date 
6. Amount of SMS’s sent 
7. Amount delivered to handset 
8. Percentage delivered to handset 
9. Amount failed at handset 
10. Percentage failed at handset 
11. Amount delivered to network 
12. Percentage delivered to network 
13. Amount failed at network 
14. Percentage failed at network 
15. Pending 
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Summary Reports: 
 
Summary reports allow you to view the following information from a SMS send 
 

1. Report generation date 
2. Amount of SMS’s sent 
3. Amount delivered to handset 
4. Percentage delivered to handset 
5. Amount failed at handset 
6. Percentage failed at handset 
7. Amount delivered to network 
8. Percentage delivered to network 
9. Amount failed at network 
10. Percentage failed at network 
11. Amount sending 
12. Percentage sending 
13. Amount of SMS’s queued 
14. Percentage not sent 
15. Invalid 
16. Percentage Invalid 
17. Replies 
18. Percentage of replies to the amount of SMS sent 
19. Amount of “Yes” replies 
20. Amount of “No” replies 
21. Amount of “Stop” replies 
22. Amount of other replies 
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SMS Reply Details Reports: 
 
The SMS Reply Details Report allows you to view the following information from a SMS send 
 

1. Report generation date 
2. Campaign Name 
3. Cost Centre Name 
4. Batch Date 
5. Batch Name 
6. Identifier 
7. Mobile Number 
8. Message Body 
9. Reply Date 
10. Reply 

 

 
 

To export the report click on the “Export Report” Icon 
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A pop up window will appear prompting you to make a number of selections in the “Export Options” window 
 
 

 
 
 
 
You are able to select the format that you require the report in together with the page range. Select the format from the drop 
down menu and the page range, unless you require all pages, then click on the “OK” button. 
 
Another pop up window appears with three options: 
 

4. Open 
5. Save 
6. Cancel 
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At this point you are able to: 
 

4. Open the report and view on screen 
5. Save it off to a destination on your PC 
6. Cancel the opening/saving of the report 

 
 
 

 


