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A Guide to the 
NetMessenger 

Advanced Text Messaging Service 
 
 

Welcome to the Full Reference Manual for NetMessenger from FASTSMS, 

the browser based SMS system that gives you access to your messaging 
account through your web browser. This dynamic tool allows the 
centralization of your SMS communications on your computer. 

This guide takes you through all the features and options available to 
NetMessenger in detail.  You will also find access to the different 
downloads available with your NetMessenger package and the information 
section contains access to all the information you need to ensure you get 
the best from your account. 
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Also available is the NetMessenger Quick Ref Guide, serving as a quick a 
quick introduction to NetMessenger, available for download at 
http://downloads.fastsms.co.uk.  We know you will find NetMessenger 
quick, reliable and easy to use.   
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NETMESSENGER PACKAGES 
 
NetMessenger offers a number of packages designed with your specific 
needs in mind.  If you want to send just the odd message to friends, or if 
you need to send hundreds of messages to a mobile workforce, 
NetMessenger has a package to suit.  All account options come with email 
support and email to SMS using any email client. 
 

 Trial Account 
A trial package giving you 100 message credits for a 90-day period.  Ideal 
for first-time users of SMS to discover the benefits of text messaging and 
to determine usage levels. 
 

 Personal 
For regular use at home, at work, or at play - keeps you in touch with the 
mobile world.  Purchase level = 500 message credits. 
 

 Velocity 1 
The premium choice for the small business user - whether you’re 
contacting one colleague or messaging all of your customers.  Offers cost 
benefits when compared to voice calls.  Optional two-way reply number 
facility, enabling you to receive replies and SMS messages from any 
mobile handset.  Purchase level = 1000 message credits. 
 

 Velocity 2 
For the small to medium-sized business user.  Ideal for business 
communications, SMS advertising and mobile marketing.  Includes full 
telephone support.  Purchase level = 2000 message credits.  For an 
annual fee the optional addition of an Administrator Level may be 
purchased, allowing you to create and manage an unlimited number of 
sub-users.  Optional two-way reply number facility, enabling you to 
receive replies and SMS messages from any mobile handset. 
 

 Velocity 3 
Cost-effective communication for the large business user.  With full multi-
user functionality and a reporting and audit structure that allows the 
tracking of every individual message.  Purchase level = 5000 message 
credits.  Offers savings in the region of 40-70% when compared to voice 
calls.  Optional two-way reply number facility, enabling you to receive 
replies and SMS messages from any mobile handset. 
 

 Velocity Schools Edition 
Exclusive to educational establishments.  Includes a reply number, full 
email and telephone support.  Enables you to alert parents of illness; 
contact supply teachers; broadcast messages to students.  Purchase level 
= 1000 message credits.  Optional two-way reply number facility, 
enabling you to receive replies and SMS messages from any mobile 
handset. 



4 

 Velocity Direct 
Designed to be developed - enables you to integrate SMS functionality 
into any development environment with ease.  The well documented and 
supported Application Programming Interface allows you to connect 
directly to the NETMESSENGER Message Platform via HTTP.  Also available 
is the two-way http messaging option allowing your reply number to talk 
to your application.   
 

 Responder 
Mobile marketing, providing spontaneous, direct, interactive and targeted 
communication.  Returns a pre-defined message to a mobile handset in 
response to a keyword that has been sent by text message.  An example 
could be an estate agency providing house details, or a recruitment 
agency sending job information.  Demonstration available from our web 
site. 
 

 Reseller 
SMS text messaging has rapidly become a mass market communication 
platform.   It is quick, reliable and cost effective.  We  offer a range of 
reseller opportunities from the resale of message credits through to 
providing bespoke SMS software for resale.  Please contact FASTSMS for 
more information regarding our reseller packages. 
 
 
PRICING STRUCTURE 
 
FASTMS only charges clients for what they use and operates an extremely 
competitive pricing structure.  Contrary to some rival operators, there 
are: 
 

• NO monthly contracts 
• NO minimum monthly purchases 
• NO charges for inbound messages 
• NO time limits on message credits (except Trial Account) 
• NO hidden charges 

 
For pricing of individual packages visit our web site at www.fastsms.co.uk 
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PACKAGE FEATURES SUMMARY 
 
Package: Trial 

Account 
Personal Velocity1 Velocity2 Velocity3 Velocity 

Direct 
Message 
Credits 

100 200/500 1000 2000 5000 200 

Web Based 
NetMessenger       
Desktop 
Sender      

 

Outlook Plug-
in      

 

Outlook 
Express Plug-
in 

     
 

Full Audit/ 
Reporting 
Structure 

   
   

Multi-User 
Functionality 

    
 

 

HTTP     
  

Email to SMS 
      

Telephone 
Support 

  
   

 

Email 
Support       
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LOG IN 
 
Once you have opened an account you will receive an email with your 
username and password details, enabling you to access your account and 
take full advantage of NetMessenger.  To log in, go to: 
 

 http://login.fastsms.co.uk 
 

This will take you to our Welcome window: 
 

 
 

 
 
 
 

 Click the Login button 
 

 Enter your user name and password (these can be found on the 
above-mentioned email) and click Login.   

 
If you regularly log in to FASTSMS from the same pc, you may wish to 
check “Log me in automatically”.  This feature requires cookies to be 
enabled.  By placing a cookie file on your pc, each time you access 
NetMessenger your pc will be recognised and you will not need to enter 
your login details again – all you need do is click on the Login button, 
provided you have logged in within the last 30 days.  (Note that this 
feature applies to a single user using a single pc).  Note that with 
Autologin enabled, on exiting NetMessenger you will see a message 
displayed informing you that you have not been logged out.  Simply close 
your browser or access another web site.  Selecting the Logout at the exit 
window disables Autologin and will necessitate you entering your user 
name and password the next time you login. 
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You will see the News window containing any news items (which you may 
wish to delete once read) and links to the features of NetMessenger: 
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YOUR USER PROFILE 
 
This page holds your account details and contact information.  Please 
complete your User and Invoice Contact details to help us provide you 
with continuing service; this information is not revealed to others and is 
only used by the FastSMS team for contact purposes. 
 
Your user name and password are generated automatically when you 
open an account.  You cannot change your user name, but you can 
change your password at any time.  It is recommended you access your 
User Profile to set your credit reminder level, which you may change at 
any time. 
 

 Click on the Profile button  
 
Your user profile is in three parts: 
 

1    Update Account 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 To change your password, enter a new one in the box provided and 
repeat to confirm.   

 
For security purposes never reveal your password to anyone. 
 
’Credits’ is the number of message credits remaining on your account.  
When the ‘Credits Reminder Level’ is reached, you will be informed as 
such, via the method you have selected in the next part below. You may 
alter the Credits Reminder Level if required.   
 
While you may purchase more credits at any time, checking one of the 
options at ‘Send Credits Reminder to’ will ensure you do not suddenly find 
yourself without credits: 
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‘User email’ will inform the email address supplied in the ‘User Contact’ of  
the reminder level being reached 
 
‘Invoice email’ will inform the email address supplied in the ‘Invoice 
Contact’  
 
‘Helpdesk’ will alert staff at FastSMS to make contact with you. 
 

 ‘Default Page’ after logging in is set to News.  By selecting the 
appropriate option from the drop down list, you may set this to the 
‘Send SMS’ page or the ‘Inbox’ (only available with a reply number). 

 
 
2    User Contact 
 
This is the main user of the account and the person FASTSMS will contact 
regarding the use of the account. 
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3   Invoice Contact 
 
This is the contact FASTSMS should use regarding accounts. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 If invoicing details are different from your contact details, please 
complete. 
 

 After completing your profile click Save. 
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SENDING SMS TEXT MESSAGES 
 
Sending a SMS using the NetMessenger service is like sending a text 
message on your mobile handset, but it’s done on your pc, via the web 
browser.  It’s quick, cost effective and relatively simple!  Added features 
allow the storing of contact details, sending to multiple contacts and mail 
merge features. 
 
To send a new message:  
 

 Click the SEND SMS button  
 

The send window is in three parts: 
 
 
 
  
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Destination 

 Enter the mobile telephone number for the intended recipient; note 
that the number may be entered here in UK or international format  

 
If you have the recipient’s details stored in Contacts (see appropriate 
section for creating Contacts) these may be accessed in a number of 
ways: 
 

 The ‘Choose’ hyperlink opens your Contacts.  Under Actions select the 
checkbox for the intended recipient/s and ensure that ‘Send Message’ 
is selected at the drop down box and click Go.  This method allows for 
the sending of messages to multiple numbers. 

 
 At the Contact drop down box, click the down arrow and select the 

appropriate contact.  This method allows the selection of only one 
recipient. 

 
 
 

Sender’s  
details 

Message 

Destination  
details 
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 Clicking the ‘Pop up’ hyperlink opens a pop up window displaying 
names of individuals in your Contacts.  Select the appropriate Contact 
entry/entries and click Add (note you may need to expand the size of 
the pop up window).  This method allows for the selection of multiple 
contacts by holding down the Control key as you select. 

 
 Clicking the ‘Recent Numbers Search’ hyperlink will reveal a list of 

telephone numbers from your Contacts; select the appropriate 
number.  This method allows for the selection of only one number. 

 
 If sending to a Group, select as appropriate from the Group drop down 

list. 
 

 If sending to a Distribution List, select as appropriate from the drop 
down list.  Selecting ‘Background send’ (only applicable to Distribution 
Lists) allows numerous messages to be transmitted “in the 
background” allowing the user to continue using NetMessenger. 
 
This is recommended if sending to over 1000 numbers. 

 
Please see appropriate sections for creating Contacts, Groups and 
Distribution Lists. 
 
From 

 This is who the text appears to come from when it arrives on the 
handset.  This is an open field; you may enter whatever you want up 
to 11 characters (including spaces). 
 

 If have you purchased two-way messaging, click the down arrow to 
reveal available reply numbers and select as appropriate  (Note: if a 
text label is used this option becomes unavailable and the recipient 
cannot reply). 

 
 
  
  
  
  
 
Note that if you click Send with the sender’s details omitted, you will be 
returned to this window, with this area highlighted. 
 
Body 

 Enter your text message.  A single text uses up to 160 characters and 
will use one of your FASTSMS text credits. You have the ability to write 
up to 3 texts in one go and this allows up to 459 characters. This will 
span 3 texts and therefore use 3 text credits. The system will send 
them as linked messages so they will arrive as one complete message 
on the receiving handset but will appear separately in the reports. 
The character counter at the bottom right hand corner of the message 
body box indicates the number of characters used and the number of 
text credits it will use. 

 
 

 

Select reply number 
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Sending your SMS   

 By default, the message will be sent immediately; if you wish to 
schedule to send later, click the  
calendar button to open a calendar 

 
 

 
 
When in the calendar you must enter the time 
first then select a date. This will automatically 
close the window and enter the information into 
the box. 
 

 Click Send 
 
 
You will receive confirmation that your message has been sent and credit 
used.  If you have scheduled your text your message will go to the outbox 
and remain there until the scheduled time and date. 
 

 Click Continue to return to the SMS window. 
 

 
Live Status Report 
 
When the message has been sent a number of live reports will be 
displayed indicating that credit has been used with the status of the 
message: 
 
Pending:  Indicates the message is on its way to the receiving network 
 
Sent:  Indicates the receiving network is sending 
the message to the recipient’s handset 
 
Delivered:  Confirms the text has been received 
by the handset 
 
Undeliverable:  Indicates the handset could not 
be reached and the message has failed 
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Import Send 
 
If you wish to send a single message to a high volume of mobile numbers 
that sit in an external application, these may be imported for a “one off” 
send, i.e. the numbers will not be stored in NetMessenger for future 
transmissions.  The external data must be in plain text format and consist 
of only the mobile number – i.e. one entry per row. 
 

 From the Main Menu select  

 Click 
 

 Add a campaign title if required.  This is not mandatory, but will 
identify messages from this send in the future. 

 Click the Browse button and select the file containing your data. 
 Continue with the SMS message as described above. 

 
Throttling 
 
Where a high volume of outgoing SMS messages are being sent, the 
messages must necessarily “sit in a queue” during transmission.  
Throttling allows you to specify how many messages are transmitted per 
hour/minute.  This is useful if your outgoing SMS is carrying a marketing 
message and you anticipate recipient response via a phone call.  You can, 
for example, ensure that outgoing messages are received during working 
hours, enabling your staff to respond to incoming phone calls. 
 
Where messages are sent per hour, they will be sent at the start of each 
hour.  Where messages are sent per minute, they are distributed across 
the hour, rather than all being sent at the start of the hour. 
 
To enable throttling: 
 

 Check the ‘Throttle when sending to this list’ 
 Enter the number of messages you wish to be sent per hour/min 
 From the drop down list select hour or minute 
 Select the start and end times 
 Click Save. 
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THE INBOX 
 
Purchasing a two-way MSISDN reply number enables recipients of SMS 
messages to send a reply.  The Inbox carries various features allowing us 
to specify how we want to deal with these inbound messages.  Where 
several users need to be able to receive responses, it may be appropriate 
to purchase several reply numbers.  Reply numbers are assigned by 
FASTSMS.   
 
Having a reply number also gives the facility of organising received 
messages into folders (see below).  
 
Replies by default are received via the browser and will arrive at the 
NetMessenger Inbox.  (See below for routing incoming messages to email 
addresses, other mobile phone users and web sites).   
 

 To see incoming messages from the main menu click 
 
Incoming messages will be displayed in the Inbox in order of receipt, i.e. 
earliest first.   
 
 
 
 
 
 
 
 
 
 

 
 
 
By default messages will be placed in the ‘Main’ folder (a default folder) 
with a bracketed number in bold type indicating the number of unread 
messages. Each incoming message generates an ‘ID’ displayed as a 
hyperlink.   
 

 Click the View button to read the message.  From here you can reply, 
forward or delete. 

 
To respond to an incoming message: 
 

 Click the ‘Reply’ or ‘Forward’ button to perform either of these actions.  
In each case, a new SMS text message will be created.  In the case of 
‘Forward’ being selected, the content of the received message will be 
displayed in the body.   

 Complete with details of new recipient and send in the normal way. 
 

 
Messages remain in the Inbox until deleted by the user. Once deleted, 
they cannot be retrieved and any record of the deleted messages are lost. 

Message delivered to reply number received via the browser 
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N.B.   If you delete an important message accidently, contact the 
FASTSMS team.  
 

 To delete a received message from the Inbox, select and click the 
adjacent Delete button. 

 Multiple messages may be deleted by checking adjacent check boxes 
and clicking the Delete button. 

 Click the Save button to have the contact saved in the Contacts 
 
 
Forwarding incoming messages to email recipients/other mobiles/web 
sites 
 
With a two-way reply number it is possible to route incoming messages to 
other mobile phone users, email addresses, or web sites.  Details of these 
other recipient methods are entered at the Inbox and can be changed at 
any time.   
 
To direct responses to email addresses, mobile telephone numbers and/or 
web addresses: 
 

 From the main menu, click   
 Click Manage 

 
 
 
 
 

 Change the default ‘Name’ if required 
 Enter email addresses as required; 

note that multiple addresses must be 
separated by commas (no space) 

 Enter a website address if required; 
multiples addresses should be 
separated by commas 

 Enter mobile numbers as required; 
note that multiple numbers must be 
separated by commas 
(NB: this will use a text credit) 

 
(See below for Auto Responder) 
 

 Click Save to return to the Inbox.  
 
Inbound messages will now be received 
by these means, as well as the browser. 

Auto Responder 
 
It is also possible to set up an automatic response generator, so that 
incoming messages received via the browser are responded to with a 
standard message. 
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To set up an auto response: 
 

 Select the Auto Responder ‘Active’ checkbox (see diagram above) 
 Enter the required text for the response 
 Click Save to return to the Inbox. 

 
Note that if the Auto Responder is temporarily not required, the facility 
can be deactivated by deselecting the checkbox, with the text remaining 
in the text box. 
 

 
 
 
 
 
 
 
 
 
An automatic response prepared and 
activated to respond to inbound 
messages received by the reply 
number  447781486367 
 
 
 
 
 

 
 
Distribution List Triggering 
 
Typically used by emergency services field staff with mobile handsets to 
alert others in the field of some action; a message is sent from a mobile 
handset to an inbound number and “triggers” a distribution list, then 
sending the message to distribution list members. 
 
The Distribution List name must be a single word, the message from the 
handset must be compiled in the correct format: it must contain the 
Distribution List name followed by a name to identify the sender, followed 
by the message. 
 
To activate distribution list triggering: 
 

 At the Inbox click the Manage button for the appropriate inbound 
number 
 

 At the ‘Allow triggering from’ 
box enter the mobile 
number/numbers permitted to 
trigger the list, separating 
multiple numbers with a comma 
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E.g.  a message from a handset might read: 
 
LakeRescue Josh Climbers found safe + well, abandon search  
 
This will result in a message being sent to the ‘LakeRescue’ distribution 
list, from Josh, saying the ‘Climbers found safe + well, abandon search’ 
and a confirmation SMS will be returned to the sending handset informing 
that the message has been successfully sent. 
 
Exporting from the inbox 
 
‘Exporting’ allows messages located in the Inbox to be exported to 
another application, for example Microsoft Excel, for summary or analysis 
by the user. 
 
To export to an external application, from the Inbox: 
 

 Click 
  

 At the File Download dialog box, click Save, then select a folder for 
storing the file. A default file name of Inbox_[current-date] will be 
applied  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
If a message is displayed similar to that below, click OK and open the file 
 

 
 
 
 
 
 

Sample Inbox contents exported to Excel 
(note it may be necessary to widen columns and alter the number format) 
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Inbox Folders 
 
By default, all inbound messages are stored within a default folder called 
‘Main’.  Creating additional folders enables you to organise your messages 
as required and is particularly useful, for example, for handling large 
numbers of inbound messages from different mobile numbers.  Once a 
folder is created a rule needs to be applied to automatically move inbound 
messages to the folder.    You may create rules that either: 
 

 Move messages from a specific mobile number into a folder 
 Move messages beginning with keywords to a folder 

 
To create additional folders: 
 

 From the Inbox click the Folders link 
 

 Enter a name for the folder and click Create 
 
 
 

 
 
 
 
 
 
 

Folder created for ‘Ben’ before any rule applied 
 
 
To create the rule for moving messages into the folder: 
 

 Click the down arrow and select an appropriate option 
 Enter the rule in the adjacent box and click the Save button 

 

 
Two rules created: inbound messages from 447765824495 will be moved to the ‘Ben’ 
folder; inbound messages starting with the keyword ‘North’ will be moved to the 
‘Cynthia’ folder 
 
When inbound messages are received by the folder, a bracketed figure in 
bold type will show alongside the folder name. 
 

 Click the folder name to move to that folder 
 View the message as described above. 

 
It is also possible to move inbound messages to a named folder after 
receipt: 
 

 Select the folder where the message is currently stored 

Save 

Enter folder name 
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 For those messages you want to move, check the adjacent check box 
under Actions 

 Select the new folder from the drop down list 
 Click Move 

 
 
 
 
  
 
 
 
 
 

 
Confirmation that the messages have been moved will be displayed. 

Two messages currently residing in the Main folder marked to be moved to the folder Ben 
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THE OUTBOX 
 
The Outbox stores prepared messages scheduled for transmission at a 
later date/time. 
 

 From the main menu click  
Scheduled messages will be listed in chronological order of pre-
determined send time.  Messages cannot be edited, but may be 
deleted before transmission. 
 

To delete stored messages 
 

 To delete individual messages click the adjacent checkbox  
 Click the delete button 
 To delete all messages simultaneously, click ‘Empty Outbox’, you will 

be asked to confirm, click OK 

 
Stored message in the ‘Outbox’, not yet sent, now marked for deletion 

 
 
A message confirming deletion will be displayed.  Credits for messages 
deleted from the Outbox before transmission will be refunded. 
 
 
 
 

Click to 
delete 
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CONTACTS 
 
Recording details as a Contact is useful for those with whom you need to 
communicate on a regular basis; when sending a text message the 
Contact name is selected, eliminating the need to repeatedly enter their 
mobile phone number.  A contact may be a member of up to ten groups. 
 
The setting up of groups is not essential, but if contacts are to be added 
to a group, the group must have first been created. 
 

 To create a Group, from the main menu click the Contacts 
button  

 
 Click Groups to display the Groups window   

 
 Click  

 
 Enter a name for the group    

 
 Click Save 

 
 
Confirmation that the Group has been created will be displayed. 
 

 Click Continue to return to the Contacts window. 
 
The Group will be listed to the left of any Contacts. 

 
 
 
 
 
 
 
 
 
  
 
 
 
  

Creating a group named 
‘Group Sales Team’ 

Ben and Cynthia have been selected to be added to the ‘Group Sales Team’ 
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Existing Contacts may be added to a group at this window (above): 
 

 Tick the checkbox for individual contacts 
 Select the appropriate Group from the drop down list 
 Click Go 

Confirmation that the contact/contacts have been added to a group 
will be displayed 

 Click Continue to return to the Contacts window 
 
 
 

 To create a Contact, from the main menu click the Contacts button   
 

The Contacts window will be displayed: 
 

 

 
 
 

 Click Create 
 

In the Create Contact window, enter the contact’s name, mobile phone 
number email address (optional).  Note that the mobile phone number 
may be entered in UK format, but NetMessenger will store in 
international format – i.e. the initial 0 (zero) will be dropped and the 
number will be preceded with 44 
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 To add the contact to a group, click the Group down arrow and select 

the appropriate group 
 

 Click Save 
 

 Click Continue to view details of your contacts.  By default the first 25 
contacts are shown.  Click [all] to see the full list. 

  
Importing contacts 
 
Alternatively, details may be imported from another application, such as 
Microsoft Excel.  The external file must be in .csv format (comma 
delimited) and mobile numbers must be in international format, i.e. for 
UK numbers the initial 0 (zero) is dropped, the number is preceded with 
44 and there should be no spaces within the number.   
For help formatting contacts click here 
 
 
 
 
 
 
To import: 
 

 From the Contacts window click Import   
Note the required format of the csv file  

 
 
 
 
 
 
 
 
 

 Enter the file path or click Browse … and navigate to the csv data file 
 Click Import 

If your data is imported successfully a confirmation message will be 
displayed. 

 Click Continue 
 
NetMessenger will not import duplicated data and will give notification 
of any errors found, in this instance please check your data. 
 

 NB If you would like to allow duplication of numbers/names, untick 
box.  

 
 

 
 
 
You can make alterations to the data 
held within NetMessenger but note that if you make alterations to a list 
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in another application, you will need to re-import. 
 

 
 You will be returned to your Contact list with the imported details 

listed.  Imported names will now show in the Contacts drop down list 
at the ‘Send SMS’ window. 
 
 

Editing Contacts 
 
Contacts details may be amended from the Contacts window 
 
To edit: 
 

 Click the Edit button adjacent to the Contact 
 
 

 
 
 
 
 
 
 
 
 
 
 

 Make the amendments  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 Click Save 

 
A message confirming amendment will be displayed 
 

 Click Continue to return to the Contacts list 
 

 
 
 

Click Edit to amend 
a Contact 
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Removal of contacts 
 
To remove a single Contact from your list: 

 Click the Delete button for that contact 
 Click Yes to confirm you want to delete 

 
A message confirming deletion will be displayed.  This deletes the 
Contact from NetMessenger and therefore their membership of any 
groups is also removed.  

 
 Click Continue to return to the Contacts window 

 
To remove multiple Contacts: 

 Click checkboxes adjacent to the contacts 
 Click the drop down arrow and select ‘Delete’ 
 Click ‘Go’ 

 
 

 
 
 
 
 
 
 
 
 

   
  

Two contacts selected for deletion 
 
 

 You will be asked to confirm deletion, click Yes, a message confirming 
deletion will be displayed 

 
Click Continue to return to the Contacts window.  
 
Groups  
 
Each contact is recorded in the All Contacts page. 
 
If a contact is saved in a group they will be recorded in both the Group 
and All Contacts. 
 

To view a summary of your groups click   
 

 To view Group members click the Group name at the Contacts window.   
 
 
 
 
 
 
 

Select Delete and 
click ‘Go’ Multiple contacts marked for deletion 

Selected group name 
shown in bold typeface – 
The ‘Group Sales Team’ 
has two members 
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If you wish to remove an individual contact from a Group, view the group 
by clicking on the group name on the left hand side and simply click . 
 
To delete multiple entries tick the boxes of the contacts you wish to delete 
and select Delete from the drop down menu at the bottom 
 

 
 
 
Editing/deleting Groups 
 
From the Groups window you can edit the name of the group, delete a 
group or view the contacts within that group. 
 
When deleting groups there are 3 options: 
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DISTRIBUTION LISTS 
 
A distribution list is a collection of mobile numbers, providing an easy way 
to broadcast messages to a number of people.  A message sent to the 
Distribution List is transmitted to all entries in the list, thus eliminating the 
need for repeated entry of multiple mobile numbers. While a distribution 
list can be used to send a simple message to a number of recipients, its 
real use is to combine with a template, allowing messages to be 
personalised in a way similar to a mail merge.  (See next section for 
creating templates). 
 
Recipient details may be entered afresh, may already sit in your SMS 
Contacts or may be imported from an external application. 
 
Firstly, create the Distribution List, then add entries to the list: 
 

 Click the Distribution List button  
 

 Click create 
 
 
 
 
 

to display the Create Distribution List window: 
 
  
  
  
  
  
  
  
  
  
  
  
  
  
 
 

 Enter a name for the list 
 

 Check “Share list” if you wish to make this available to your sub users 
(only available on admin accounts) 

 
 If you do not wish to personalise the message leave all merge 

fields blank and click Save. 
 

 If the distribution list is to be used with a template for 
personalising messages complete up to five field names in the 
boxes provided.  There should be no spaces in field names; use single 
words, or separate words with an underscore (_).  Note that name and 
email are default fields and do not need to be repeated here. 
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Example:  The following diagram illustrates the creating of a distribution 
list named “Insurance”.  Two merge fields “PolicyNum” and “RenewalDate” 
have been added – these fields will merge with the unique information 
belonging to the list members. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A message will be displayed confirming the list has been created. 
 

 Click Continue to return to the Distribution List window, which will 
show your named list, with no entries 

 
 
 
 
 
 
 
 
For details of throttling, see below. 
 
To add entries to the Distribution List: 
 

 Under Actions click the View button 
 To enter mobile numbers not stored elsewhere within NetMessenger, 

enter the number , name and email details, then click the adjacent Add 
button 

 
  
 
 
 
 
 

 
Confirmation that the number has been added to the list will be displayed.  
Note that adding details here does not add them to your Contacts folder. 
 
 
 

‘Insurance’ Distribution List 
has been created, it currently 
has 0 entries 

Click to add the 
number to the 
Distribution List 
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 Click continue to return to the Distribution List details.  The entry will 
now be displayed in the lower part of the window: 

 Add more numbers as appropriate.  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You now need to add the unique for the merge fields:  
 

 Click the Edit button  
 At the ‘Modify Entry’ window made the amendments 

 
 
 
 
 
 
 
 
 
 
 
 
To add to the Distribution List entries that already reside in your SMS 
Contacts, at the Distribution List window: 
 

 Click the Contact drop down arrow to reveal all entries in your 
Contacts; select the required name and click the adjacent Add button 

 
 
 
 
 
 
 
 
 
 
 
 

Click here to add the 
selected name from 
your SMS Contacts 

Select names 
from your 
Contacts list 

Distribution List 
entries can be 
edited/deleted here Entry added to the 

Distribution List 

Zak’s policy number and renewal 
date have been added 
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Confirmation that the contact has been added to the Distribution List will 
be displayed 
 

 Click Continue to return to the Distribution List 
 

You now need to add their unique details as described above. 
 
Importing from an external document 
 
Alternatively, details may be imported from another application, such as 
Microsoft Excel.  The external file must be in .csv format (comma 
delimited).  Field headings in the alternative application are not required.  
 
For help with formatting and importing please click here 

 
 
To import: 
 

 Click the Import button 
 
 
 
 
 
 
 
 
 
To open the Import Numbers window: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click the Browse … button and select the data file, or enter the file 
path in the box provided. 

 If all numbers being imported belong to the same country and are not 
currently prefixed with the country code, add it here. 

 Not importing blacklisted numbers (see page ….. for blacklisting) will 
ensure Distribution Lists are kept clean and free of unwanted numbers. 
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 Click Import 
 
If data is imported successfully, you will have confirmation: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click Close to return to the Distribution List window.  Note that the 
window needs to be refreshed before the imported entries are 
displayed: click the Distribution List button on the main menu, followed 
by the View button for the list. 

 
NetMessenger will not import duplicated data; and will give notification of 
any errors found; in this case please check your data. 

 
 

To remove entries from the Distribution List 
 

 To remove a single entry, click the adjacent Delete button  
 
 
 
 
 
 
 
 
 
To remove multiple entries: 
 

 Click the checkboxes adjacent to the entries 
 Select Delete from the drop down list and Click Go 

 
 
 
 
 
 
 
 
 
 
 

 

Click Delete to 
remove from the 
Distribution List 



33 

A message confirming the number of entries removed will be displayed: 
 
 
 
 
 
 
 
 
 
Removing entries from the Distribution List does not remove entries 
residing in your SMS Contacts. 
 
Throttling 
 
Distribution Lists are typically used to send a high volume of SMS 
messages, when  the messages must necessarily “sit in a queue”.  
Throttling allows you to specify how many messages are transmitted per 
hour/minute.  This is useful if your outgoing SMS is carrying a marketing 
message and you anticipate recipient response via a phone call.  You can, 
for example, ensure that your outgoing messages are received during 
working hours, enabling your staff to respond to incoming phone calls. 
 
Where messages are sent per hour, they will be sent at the start of each 
hour.  Where messages are sent per minute, they are distributed across 
the hour, rather than all being sent at the start of the hour. 
 
To enable throttling, from the Distribution List window: 
 

 Select the Edit button for the appropriate Distribution List 
 Check the ‘Throttle when sending to this list’ 
 Enter the number of messages you wish to be sent per hour/min 
 From the drop down list select hour or minute 
 Select the start and end times 
 Click Save 
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This procedure enables throttling for use with this Distribution List for 
future transmissions until the throttle check box is deselected. 
 
Once transmission has begun, unsent messages will sit in the Outbox; to 
cancel a send, access the Outbox and delete (for details of the Outbox, 
see above). 
 
Blacklisting 
 
This function has been created to ensure you do not send messages to 
recipients who have requested to not receive correspondence from you. 
 
Clients or customers residing in a distribution list may request that they 
receive no further messages.  A quick and easy way to remove them from 
any distribution lists is to “blacklist” their number to ensure they do not 
go into any future lists. 
 
Numbers can be added manually to the blacklist or imported from an 
external document (csv file) 
 

 At the Distribution List window select Blacklisting  
 Enter the number to be blacklisted and click Add 

  

 
 
Confirmation that the number has been blacklisted will be displayed. 
 
The blacklist has 2 main functions: preventing numbers from being 
included in any imported distribution lists and removing numbers from 
existing dist lists. 

The ‘Insurance’ Distribution List set to send 
500 messages per hour between the hours of 
09.00 and 13.00 
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 At the Distribution List window, click the Clean button beneath Actions 

 
 
 
 
 
 
 
 
 
 
 
A message will be returned indicating how many entries from the 
Distribution List were removed.   
 

 Click Continue. 
 

C = Clean 
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RESPONDER/KEYWORDS 
 
Responder is an optional feature enabling NetMessenger to be used as an 
effective marketing tool.  For example, an estate agent or recruitment 
agency could use this in their advertising media where individuals are 
invited to request information on a product or service by sending the 
advertiser a text with a published ‘keyword’.  Responder provides an 
immediate response, transmitting back the information held against that 
keyword. 
 
Responder is accessed via the Inbox.  You need a Reply Number for this 
function – call FASTSMS for more information. 
 

 Click the Manage button for the appropriate reply number 
 To enter the keyword and response, beneath the header 

Keywords/Responder, click Add 
 Enter a single keyword (this is the published keyword that will be text 

to the advertiser for information) 
 Ensure ‘Active’ is checked (note that Responder may be deactivated by 

deselecting the checkbox) 
 Enter the text that Responder will send back to the parties requesting 

the information 
 You may add any notes for your own reference; these will not be 

transmitted in the message 
 Click Save to return to the previous window where keyword entries will 

now be listed.  
 
See below for details of subscription to lists. 
 
 
 
    

Responder activated.  The keyword ‘JOB123’ will be published in advertising media 
inviting interested parties to text that keyword to reply number 447797800535 (note 
NetMessenger will display the number in international format); Responder will then 
transmit job details 
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Creating a Distribution List from Responder enquiries 
 
As requests for information are received and responses transmitted, you 
may choose to add the mobile phone numbers of those requesting the 
information to a Distribution List, so that further messages with 
information of a similar nature may be sent to them.  You may create a 
new list from the keyword window, or subscribe users to an existing list.  
You should prepare an “unsubscribe” response if individuals choose not to 
receive any further messages. 
 
To add mobile phone numbers to a Distribution List: 
 

 Enter the keyword and response as described above 
 At ‘subscribe to list’ click the drop down arrow, select an existing 

Distribution List or Create New List 
 If creating a new list, enter the new list name 
 If you choose to send a subscription message, click the checkbox to 

activate this feature and enter a suitable message 
 At ‘send unsubscription message’ click the checkbox to activate this 

feature and enter a suitable message 
 Click Save 

 
You will be returned to the previous window with a notification message 
that the keyword has been saved.  Any Distribution List created here will 
show in the Distribution List window and any numbers subsequently 
subscribed will be members of that list. 

Keyword Job123 created with job vacancy details.  Individuals responding to the keyword 
will have their phone number added to the ‘Vacancies’ Distribution List and a message 
has been prepared and activated should they choose to unsubscribe. 
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Any Distribution List created here will show in the Distribution List window 
and any numbers subscribed to the list will show when the list is viewed. 
 
Keyword details may be amended/deleted by clicking the appropriate 
button under Actions 
 
 
 
 
 
 
Reports unique to Responder 
 
Two reports are available with Responder.  Accessible from the Keywords 
window is the ‘Keyword Message List’ listing mobile phone numbers 
responding to a specific keyword with the date and time. 
 
 
 
 
 
 
 
To create a Keyword Message List Report: 
 

 Under Actions click the Report button adjacent to the Keyword 
 

  
 
 
 
  
 
 
 
 
 

 Click the down arrows to select 
 Format (display in browser or export to .csv file) 
 Date range; if Custom Date Range selected: 
 Specify start and end dates 

 
 Click Create 

 
If the default of ‘Print to browser’ is selected, the report will be displayed 
in the browser window. 
 
If the ‘Export to csv’ is selected, you will be asked to open or save the file: 

Reports 
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 Click Open to see the report in spreadsheet format and save to disk in 
the normal way if required, or 

 Click Save to save the file to disk, selecting an appropriate folder at 
the ‘Save As’ dialog box. 

 
The second report is accessed via Reports on the menu bar.  The Keyword 
Summary Report gives the number of messages received against each 
Keyword within the date range specified. 
 
 
 
 
 
 
 
To create a Keyword Summary Report: 
 

 From the Main Menu, select   
 

 Make your report selections as described above 
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TEMPLATES 
 
Templates are used if you send the same messages regularly. You can 
store these messages as templates to save time. There is no limit to the 
number of templates you can save. The templates can be edited when in 
the message body if needed. 
 
To create a template: 
 

 From the main menu, select   
 

 Under Templates, click Manage 
 
 
 
 
 
 
 

 Click Create to access the Templates window 
 Enter a name for the Template 
 Enter the body text.   
 Check the ‘Shared’ checkbox if you wish to share the template with  

sub-users (admin only) 
 

 
 
 

 Click the save button 
 
Sending the mail merge 
 

 From the main menu click the Send SMS button to return to the SMS 
messaging window. 

 From the drop down list, select the Distribution List 
 Enter the sender’s name or indicate the reply number 
 From the Templates drop down list select the template; the text will be 

inserted in the box alongside 
 Click Send 

Save 
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A prepared mail merge ready for sending to the Distribution List “Insurance” 
 
 
 
Editing/Deleting Templates 
 
Templates may be edited or deleted at any time: 
 

 At the SMS messaging window, click the Manage templates button 
 Click the template’s adjacent Edit button and amend the content, or 

click the Delete button as appropriate. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Template selected 
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BUSINESS CARD TEMPLATES 
 
There are two inbuilt templates which allow you to send your contact 
details to a handset in the form of a ‘business card’; the receiver then has 
the option to save the details within their handset’s contacts 
folder/address book. 
 

 Click the Templates down arrow 
 Select either:  

 
Business Card (Company) 
(sends the company name and telephone number held within the user 
profile) 
 
OR 
 
Business Card (Personal) 
(sends the name and telephone number held within the user profile) 
 
(Note it is possible to overwrite the name and telephone number in the 
‘business card’ by replacing the default details with new information, 
but this does not replace the data held in the user profile).   

 
 

 Click Send 
 
The receiving handset will display a YES/NO prompt to save the 
details. 

 
 
 
N.B.  This function cannot be guaranteed on all handsets 
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REPORTS 
 
Four reports are available for viewing the status of messages sent and 
remain within NetMessenger as a permanent record.   Each report type 
asks for a date range.  (Additional reports are available to users of 
Responder, please see the Responder section).  Below is a summary of 
each report. 
 
Message Report   
 
Shows message content, recipient phone number, delivery status and 
date, within the date range specified. 
 

 

 
Sample messaging report displayed in the browser 

 
 
 
Usage Report 
 
Gives the number of messages sent with their 
status within the date range specified. 
 
 
Bulk/Import Messaging Summary Report 
 
Gives a status summary of messages transmitted using the ‘Background 
send’ option.  Running this report is necessary to ascertain the successful 
delivery of messages sent using this option.  
 
Reports may be displayed in your browser, or exported to a text file in 
.csv format, e.g. Microsoft Excel, which may be saved and used for 
analysis. 
 
Large Messages Report 
 
Useful for analysing large numbers of sent messages, e.g. over 100,000.  
Messages returned to the browser will be displayed by received date, 
earliest first.  But note that it is not possible to sort the message report in 
any way.  In order to analyse the Large Messages Report, it is 
recommended that the report is exported to a text file in .csv format (see 
below).  In the event of exporting very large numbers of records, you 
should ensure that the destination program is capable of supporting such 
large amounts of data. 
 
 
 
 

Sample usage report 
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To create a report: 
 

 Click the Reports button on the menu bar  
 
 
 

 Click the down arrows to select 
 Report type 
 Format (display in browser or export to .csv file) 
 Date range; if Custom Date Range selected: 
 Specify start and end dates 

 
 Click Create 

 
If the default of ‘Print to browser’ is selected, the report will be displayed 
in the browser window.   
 
If the ‘Export to csv’ is selected, you will be asked to open or save the file: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Click Open to see the report in  .csv format and save to disk in the 
normal way if required, or 
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 Click Save to save the file to disk, selecting an appropriate folder at 
the ‘Save As’ dialog box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Sample large message report exported to MS Excel 

(Note it may be necessary to reformat some columns) 
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PURCHASING CREDITS 
 
You will receive an email alert when your credits have reached the 
reminder level as specified in your account.  We accept online payments 
via Visa, Mastercard, Switch and American Express.  Online purchases are 
processed using secure connections.  If you prefer, you may purchase 
further credits via phone or fax.  
 
To purchase more credits: 
 

 Click the Buy SMS button   

 
 
 
 

 Select the number of credits you wish to purchase, add your username 
and click ‘Add to cart’ 

 
At the next window, you can view your shopping cart; proceed to the 
checkout or buy more credits.  

 

 
Please have your credit card details ready before proceeding to the 
checkout.  You will be required to complete details as follows: 
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*denotes required fields.  You will also be required to mark a check 
box accepting our terms and conditions which can be viewed by 
clicking on the link at the bottom of this window. 

 
 
At the following window you will need to complete your credit card details. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you have entered your details, please click on the ‘Confirm payment 
method’ button.  Selecting the checkbox ‘Remember my details for future 
purchases’ will save your credit card details on our secure server.   You 
may print a copy of your order, but you will also receive confirmation of 
your order via email.  Credits will be added to your account within 24 
hours. 
 
Always remember to log out of NetMessenger.   
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ABOUT FASTSMS 
 
 
 
CORPORATE BACKGROUND 
 
FASTSMS was established in 2002 as a subsidiary of the NetSecrets 
Group.  Since its launch the Company has earned an enviable reputation 
in the text messaging market as the reliable hub that enables individuals, 
businesses and organisations to rapidly send large numbers of SMS text 
messages from PC’s and web browsers. 
 
Grown organically from satisfied and repeat customers, FASTSMS has fast 
become one of the UK’s leading, independent providers of Internet SMS 
communication platforms.  Within the last 18 months this vibrant 
company has increased its turnover by over 100% and its client base five 
fold, securing an extremely successful and buoyant position within a 
constantly evolving marketplace. 
 
 
TECHNOLOGY AND SERVICE 
 
The Company provides state-of-the-art technology, supplying the best 
technical support that the text messaging industry has to offer.  Web 
servers are located in London Docklands at two renowned data centres 
(Globalswitch and Telehouse Europe) which are highly secure and have 
multiple high-speed connections to the Internet, guaranteeing unbeatable 
performance and extreme reliability.  FASTSMS also has direct SMSC 
connections to all UK mobile providers and more than 400 international 
providers in over 90 countries.  It employs only the most qualified and 
experienced staff to advise clients and service accounts.  Customer care, 
quality of service and results are of paramount importance and FASTSMS 
representatives consistently strive to achieve 100% levels of satisfaction. 
 
The technical and development teams work with clients – many of whom 
have little or no experience of SMS technology – at every step of the way, 
to recommend optimum solutions at a cost-effective price, tailored to 
meet each individual requirement and deliver seamless integration of 
FASTSMS services into clients’ current systems. 
 


