1qx ?
» 19X 5

2026/09/22 00:37 1/3 Bulk Text Messages

Bulk Text Messages

refers to:
Person - Mail Merge
Contacts - Mail Merge

You can use the bulk text facility when you need to contact multiple people at the same time for
example reminding current temps or clients about changes in timesheet return dates for bank
holidays or timesheets that have not yet been returned.

Make your selection of people on the relevant selector form or process the candidates or contacts
from another form e.g. from the temp desk, vacancy shortlist or placement selector (How to Process

Records).
For more information on searching please see Searching the database.

To message only specific people on your list you can select them individually by holding the Ctrl key
then clicking on the relevant lines.

e Temp Vacancy: HCA for Alcherny Partners LLP Short List EI@
Keyname or Number I:l Eird = East Mew Close Help Quick Lookup
Selection |Current Applicants Only ~ ~ | Expand Count Update  Filter | | Bulk Email
Search | Name | State Last Contact | Division |Regi5tratior| Dahe| Alert | Address | ~
Her el s Clark Bevin Current Melrose Mursing 23012017 13 Charnwood Road

Ll|Shelley Gibson Current Melrose Nursing 46 Glebe Place
Stored Searches | Anna Horton Current Melrose Mursing 23012017 96 Nottinghill
Repaorts b|Jess Hunter Current 14/02/2018 Melrose Mursing 3 125 Willow Grive
Mail Merage
Bulk CV Import

Mailer Selections

Click Mail Merge then Text Messages.

it Temp Vacancy: HCA for Alchemy Partners LLP Short List E\@
Keyname or Mumber |:| Find Mew Fast Mew Close Help Quick Lookup
Selection | SHELLEY v Open Mew Rename Delete
Search Contact Events - Text Messages
Stored Selections | Owner | Mérge Document ~

Stored Searches M

Reports

Mail Merge .

" Bulk CV Import

Mailer Selections

As with mail merging you will need to confirm who you are sending the messages to.
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Ok, Cancel
Confirm ot
o You are about to send 2 text messages
Continue ¥/
Yes Mo

Remember that although the text message may go out through email there is a charge for every text
message sent.

The text message box will then appear. There is the option to insert template text via the drop down
menu at the top right of the box (if set up by your Agency) or you can write you own message in the
blank field. When happy with your message press Send.

Depending on your set up contact events may be created automatically or you can tick the Contact
Event box

Text Message to All Selected >
Contact
Message Text it InsertTex| e |

Back to Online Users Guide
Back to Contact Management
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