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The Home page has links to the rest of the website. About Us, How It Works,  User Guide, 
Contact, Login, link to About Video, and Start Now.



Text



Who is using TextExpress?

Reach your employees for policy changes, storm and 
emergency status, company-wide events such as 
races, parties, trainings, seminars, and more.



Blog

Tap Blog and you’re 
taken to our Blog 
page.

On the Blog page you will read about 
the benefits of Text Marketing and 
other topics. 

Here you can leave 
a reply.

What are the benefits of Text Marketing?



How it works.



Easy as 1, 2, 3!

Upload Audience

Create Campaign

Send Campaign



Contact us via Email or Phone, or just leave us a message.



Chat

When we are offline, tap here to 
leave us a message.

Enter your Name, Email, 
Program you are using, and 
your message.

Received message 
when you Submit 
the message.

Show all will display chat history.

Tap here to start a new 
conversation.



When we are online tap the chat Icon to start a live 
chat.

Enter your 
message and tap 
Start Chat.

Here is 
your chat 
window.

Tap this Icon to 
log out of the 
chat.

Tap this Icon to make an 
audio call via the chat.

Tap this Icon 
for other 
functions.

Other options allow Attaching a file, 
Muting, Send Email, Print, and Share 
your screen. 



Login screen is for existing users. Enter Username and 
Password, tap Sign In. You can also retrieve your password 
with Forgot Password and Register Now for a new user.

LOGIN



On the New user Registration page, enter Full Name, Username, 
Email, create a Password and tap Register.

Registration



After completing registration you receive this screen and message, check email for 
verification link.



This is the Email you receive to verify your Email. Click the Registration Link.

You will receive notice you are registered and you can now Login.



After Login, you are taken to the Dashboard within TextExpress light where 
you’ll see that you must Activate your account.

Your beginning Account Balance will be $100, which is the Monthly charge 
for 2000 Text Credits. 

Text

Note the TextExpress link is Red and the Billing is 
Green. When you click Activate or either TextExpress or 
Billing you will be taken to the billing screen where you 
enter your credit card information.



Your initial balance will be 
$100 with a Min. Balance of 
$50 and a reload of $100. 
Price per text is always 5 cents. 
You can change these settings 
except Price Per Text.

You will load your 
credit card information 
here so payment is 
automatic. You will 
NEVER be charged 
unless you run 
campaigns and are 
over the 2000 text 
limit.

After you Submit your information 
you will receive the following 
message to ensure you want to 
proceed and who will be charging 
your card, in this case 
3itechworks.



Here you can Create/Manage your 
Campaigns.

In this section above 
you can manage your 
audience.

You may also Inspect a 
campaign to see how it 
did stats wise. You must 
select a campaign first 
to inspect it.

Text Marketing



From Manage my Campaigns page, click/tap Create a 
Campaign.
Note: You can also Edit, see Staged Campaigns, Archived 
Campaigns, and Full Logs.

On Create new Campaign screen, enter a Campaign Name, 
Schedule Date, and your Message, then click/tap Create 
Campaign. 
Note: All messages must include ‘If you no longer wish to 
receive our texts, reply STOP’.

You’ll receive a message that your Campaign is created successfully. 
Click/tap Go To Staging Area. 



In the Staging Area, you will see your Campaign Name, 
Scheduled Date and Status. Here you can Edit or Add your 
Audience. You cannot Edit the campaign words here, you must 
go to Edit Campaign mode. 

Click/tap Add Audience.



On the Audience page, select a Campaign from the Apply 
List To Text Campaign drop down. 

Click/tap Add List To 
Campaign button. 
Your Audience is 
listed below. 

Note: Other options are Edit Contact, Delete Contact, and 
Contact Locations. 



Once you add your list, you’ll receive a confirmation 
message that Target List Created Successfully. 

It will show you how many were added. Click/tap Go To 
Staging Area button. 



In the Staging Area, the Status is now In Review. 

Note: You can also See Audience and Edit Campaign.

In order to Edit a campaign, it must be unapproved first. 

Click/tap Approve button.



The Status is now Approved. 

You can Un-approve the campaign if needed. The only way to edit a 
campaign at this point is to Un-approve it. 

See Audience allows you to see your audience. 

Test now allows you to enter a phone number to send a test campaign to.

When you’re satisfied with your Campaign, there is nothing 
left to do until it goes out at the scheduled time. 

Hint: Add yourself to the campaign so you know when it is 
completed.



Once the Campaign is completed, the data can be 
viewed in Archived Campaigns. 

You can also Inspect the Campaign from here by 
selecting a campaign and clicking/tapping Inspect.



Under Subscribers you can 
Search Customers by 
Date, Location or Phone 
Number.

You can Add Customers within 
Easy Onboarding by entering 
First and last name, Phone, 
Email, Location. There is also 
an Opt-in drop down. 

Under Manage File you can 
upload your customer contact 
file. CSV or Excel is acceptable.

Here you can load an example of the 
file needed to upload.



In Active Locations, you can add 
and edit locations and add how 
ever many you need when you 
have multiple locations. 

You can also deactivate 
locations, and 
reactivate as needed.



Below you can see your Billing History, Successes and 
Failures. This data can be exported to CSV or EXCEL format.



Under My Profile you’ll see Name, 
Username, User ID, Email, Phone, 
Member Since, and Address. All 
this is editable.

Below you can update your password at anytime. 


