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Log In 
 
After an account has been set 
up by an administrator you can 
log in.  
 
 
 
 
On any browser go to:  
https://app.completesms.net 
(Best user experience—  
Google Chrome). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you’ve forgotten your password, press 
the Forgot Password link. (If this is your 
first time logging in, you may be 
required to do this step). 
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https://awsap.redoxygen.net


 
 
 
 
 
 
 
You will receive an 
email with a reset link. 
Click on the link. 
 
 
 
 
 
 
 
 
 
 
Type in a new password  
(must be at least 8 characters 
with at least one uppercase letter, one 
lowercase letter, one numeral, and one 
special character) 
 
 
 
 
 
 
 
 
 
 
Once logged in, you’ll see your email and 
profile avatar in the top right hand corner 
of your screen. 
 
Click on the avatar to view your account 
number, and dedicated number assigned to 
your account, if there is one. Here’s where 
you’ll log out at the end of the day, as well. 
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Address Book 
Create a Contact in the Address Book 
Contacts are stored in your address book and you can have as many as you’d like. You can 
create distribution lists from your contacts. 
 
There are two types of contacts: 

1. Global 
a. All users can send to Global contacts. 
b. Only Administrators can create or delete. 

2. Personal 
a. Only available in your personal user account. 
b. All Users can create or delete their own Personal contacts. 

  
The steps are the same for either type: 

1. Go to the Send SMS navigation item in the top bar. 
2. Select Address Book in the sidebar navigation. 

    It will automatically land on the Contacts tab of the Address book. 
3. Select Add New. 
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4. Choose if it should be a Global or Personal contact (only Admins will be able to select 

global. 
5. Fill in appropriate fields. 
6. Hit Save to add to the Address Book. 

 
 
 
 
 
 

7. If you’d like to export your Address Book select Export Contacts and all of your 
contacts will export at one time. 

 

 

Import Contacts From a Spreadsheet 
1. Go to the Send SMS navigation item in the top bar. 
2. Select Address Book in the sidebar navigation. 
3. Select Import Contacts. 

 

 
4. Your CSV must match exactly the provided sample spreadsheet (headers must be 

exactly as shown and in the same column location) 
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5. Choose if it should be a Global or Personal contact (only Admins can create Global 
contacts). 

6. Browse and select the .csv you’d like to import.  
 
 
 
 
 
 
 
 

7. Once imported, you will be asked to confirm the upload. If there are duplicates, they 
will appear in red and will need to be deleted by clicking on the person icon before the 
contacts can be saved.  
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Edits Contacts 

1. Go to the Send SMS navigation item in the top bar. 
2. Select Address Book from the sidebar navigation 
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3. Click on the contact row you’d like to edit 

 
 
 

4. Update the affected fields 
Contact can’t be modified after the 
contact is originally created. 

5. Hit Save. 
 
 
 

 
 

 
 
 
 
 
 

 
 
 

 

Create a Distribution List 
Distribution lists are a great way to organize your contacts to easily send the same message to 
more than one person at a time. 
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There are two types of contacts: 

3. Global 
a. All users can send to Global lists. 
b. Only Administrators can create or delete. 

4. Personal 
a. Only available in your personal user account. 
b. All Users can create or delete their own Personal lists. 

 
The steps are the same for either type: 

1. Got to the Send SMS top navigation item. 
2. Select Address Book in the sidebar navigation 
3. Select the Lists tab 
4. Choose if it should be a Global or Personal contact by selecting the appropriate tab 
5. Select Add New 
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6. Choose if it should be a Global or Personal distribution list(only Admins will be able to 

select global. 
7. Name your list. 

 
 
 
 

 
 

8. Add contacts to your list by clicking the checkboxes next to existing contacts from your 
address book..  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit a Distribution List 
You can add or remove contacts from a distribution list without having to recreate it. 
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Remove a Distribution List: 

1. Go to the Send SMS top navigation 
2. Go to Address Book and select the Lists tab 
3. Check the box(es) next to the list you’d like to remove 
4. Hit the Delete Selected (the button will only become clickable once a list is checked) 

 

Remove Contacts from a Distribution list: 
1. Go to the Send SMS top navigation 
2. Go to Address Book and select the Lists tab 
3. Click on the list you’d like to modify 
4. Check the box(es) next to the names you’d like to remove 
5. Hit the Delete Selected (the button will only become clickable once a list is checked) 

 
 
 
 
 
 
 
 
 
 
 

Add a Name to a Distribution List: 
1. Go to the Send SMS top navigation. 
2. Go to Address Book and select the Lists tab. 
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3. Click to open the list you’d like to modify. 
4. Click the Edit List button. 

 

 
 
 

5. First, you’ll have the opportunity to 
change the list’s name (the List Type is 
not editable) 

6. Select Add Contacts button. 
 
 
 
 

7. A list of all of your contacts will appear, scroll through and check the boxes next to the 
contacts you’d like to add. 

8. Update 
List. 
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Settings 
Update Your Timezone 
The timezone selected will be reflected in your Sent, Inbox, Errors and Scheduled tabs. If you’re 
an admin, this applies to you as well, but if you view a report under the Reports tab, it will 
reflect the median UTC time. 
 
When your User account is created, the timezone is set at GMT+00:00, UTC standard, this will 
persist until you change it. 

1. Go to the Send SMS tab in the top navigation. 
2. Select Settings from the sidebar navigation 
3. Change Timezone to the one you’d prefer. 

 

Create an SMS Signature 
Consistently sign-off without having to type it in every time.  

1. Go to the Send SMS tab in the top navigation. 
2. Select Settings from the sidebar navigation. 
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3. Add a signature in the field and hit Save to utilize this signature on future SMS. 

Reminder: Characters in your signature will count toward your total SMS character count. 

 

Activate Multi-Factor Authentication 
Multi-factore authentication is a quick and easy step you can take to protect your 
CompleteSMS account. Everytime you log in, you’ll verify that it’s you. Quick and easy.  

1. Go to the Send SMS tab in the top navigation. 
2. Select Settings from the sidebar navigation. 
3. If you haven’t set up MFA yet, it will show as Disabled. 
4. Click on the little wrench to get started. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. From there you’ll be asked your 
preference for signing in, SMS, Email or 
Authenticator Application. 

6. Once decided, hit Next. 
 
 
 
 
 
 
 
 
 

7. You’ll receive a code via your selected 
option. 

8. Enter the code, hit next. 
9. Then hit Save before closing out the 

Settings page. 
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Change Your Password 
As a User you can change your password at any time. By using the Forgot Password link on the 
login page or in your Settings. 

1. Go to the Send SMS tab in the top navigation. 
2. Select Settings from the sidebar navigation. 

3. Enter your new password in the Change Password field 
4. Enter again in the Confirm Password field 
5. Hit Save before closing the page. 
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How to Send SMS 
Compose and Send an SMS 
In Compose you can send messages to one or more individuals, sending the same message to 
everyone, though, the recipients won’t see who else the message was sent. 
 

1. Go to the Send SMS tab in the top navigation. 
2. Select Compose in the sidebar navigation 

 

 
3. Select your recipients: 

a. Start typing a name or phone number of a contact in your address book, and 
then click on it in the list when it pops up. 
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b. Or directly type in a phone number of a recipient even if they aren’t in your 

Contacts. 
c. Don’t forget you can also select a distribution list from the dropdown list. 

 
Changed your mind on a recipient you’ve already selected? Remove recipient 
names by clicking on the ‘x’ associated with the contact 
 

4. Character and credit count  

a. Below the field you’ll see the quantity of characters in the message and how 
many credits it will be counted as once sent. 

b. CompleteSMS supports standard and unicode characters. Each counted as a 
credit at different thresholds. If there is even just one unicode character, the 
whole message will be counted as a unicode message. 

 
 
 

5. Instead of typing a message, you can select 
from one of the templates you’ve created in 
the Templates tab. 

a. Click on the Insert Template button. 
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b. Select the Global or Personal tab. 
c. Double click on the template you’d like 

to use.  
d. If you don’t see one you’d like to use, 

you can add a new one right there! 
 
 
 
 
 
 

 
6. If you’ve set up a signature in the Settings tab, you’ll be able to select it by checking the 

Signature box. 

Reminder: The characters that make up your signature will be added to the total 
character count and will be reflected in the count shown. 
 

7. If you’d prefer to send your message at a later date and time, you can schedule your 
message 

a. Check on the Schedule Send checkbox 
b. Select a date and time. 
c. Add a message subject if you’d like, this will make it easier to filter in your 

Scheduled tab, if you were to need to edit the scheduled time. 

8. Last step: Review and hit Send when you’re ready. 
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Upon hitting Send, a modal window will appear to tell you how many messages have been 
sent or will be sent if it’s been scheduled. 
In this modal window, you’ll be able to mark a checkbox if you want to use the same message 
content for the next SMS you’ll be sending. 
Select OK, or x-out of the modal window to return to the compose page. 
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Templates 
Create Message Templates 
If you tend to send the same messages over and over, create a template to save some 
keystrokes in the future. 
 
There are two types of templates: 

5. Global 
a. All users can send to Global templates. 
b. Only Administrators can create or delete. 

6. Personal 
a. Only available in your personal user account. 
b. All Users can create or delete their own Personal templates. 

 
The steps are the same for either type: 

1. Go to Send SMS in the top navigation 
2. Select Templates in the sidebar navigation 
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3. Click on Add New 
4. Choose if it should be a Global or Personal 

template by selecting the appropriate tab 
5. Name your template 
6. Add the content of your template 
7. Hit Create Template 

 
Reminder: characters in your template will count 
toward your total SMS character count 
 
 
 
 
Create a message template while on the Compose page. 
When composing a message, you’ll be able to select this template from a list. If you plan on 
adding additional information along with your template content, make sure to add the 
template first, and then add the new content around it (or in it, for that matter) 

1. While in the compose page you realize that you might want to make a template for the 
information you need to send: 

2. Select the Insert Template button 
3. In the pop-up that follows, select the type of template (defaults to Global), and then 

click the Add New button. 
4. You’ll be able to create and then select the new template without leaving the compose 

screen. 
 

Edit a Template 
1. Go to the Send SMS tab in the top navigation. 
2. Select Templates from the sidebar navigation. 
3. Click on the template you’d like to edit. 
4. Edit the desired content. 
5. Hit Save. 
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Delete a Template 
1. Go to the Send SMS tab in the top navigation. 
2. Select Templates from the sidebar navigation. 
3. Check the box(es) of the templates you’d like to delete. 
4. Click on Delete Selected. 
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Sending SMS in Bulk 
The bulk interface is used when sending personalized messages to multiple recipients at once, 
using merge fields that pull information from your uploaded csv. The .csv is used only for one 
send, and is then automatically removed from the system. You will need to upload a .csv file for 
each send, even if sending to the same list multiple times. 
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How To Send in Bulk 
1. After reading/skipping the Bulk intro page it’s time to send in bulk. 
2. Upload a .csv file by selecting the Browse button. 

 
3. Select the column recipient mobile numbers reside 
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4. Select the column that has the name/contact identifier (this is for reference when 

viewing your Inbox and Sent files, this information won’t appear in your message unless 
you include that column in your template) 

 
5. Select the location of your SMS message: 

a. If a you’ve added the message in one of the columns of your .csv, you’ll need to 
select the column that that messages appear 

b. If you elect to use a template, select the template using the Templates button 
(learn how to create and format bulk send templates) 

6. After selecting the message location review the health of the list by scrolling down to 
view the mailing list. 
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7. Look at the valid and invalid rows to see if the list needs updated or contacts need 

deleted. 
a. When uploading from a .csv, and the file has headers, it will appear as an invalid 

row. Delete if you want to clean up the view, all of the other messages will still 
deliver. 

b. You can delete any row you don’t want to send, it doesn’t have to be a red 
highlighted row. 
 

 
8. Do you want to schedule these messages to be sent at a later date and/or time? Mark 

the checkbox and select a date and time from the calendar and date picker. 
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9. Double check the information in the table at the bottom of your screen 
10. If all is good, select the Send button 

11. Approve or cancel send on message/sender confirmation pop-up 
12. Lastly, you’ll receive a final confirmation for your peace of mind. 

 

 
 
 

How to Format a .csv for Bulk Sending 
Your .csv files can be created in any spreadsheet software that can be saved out as a .csv file 
(e.g., Microsoft Excel, Google Sheets, Numbers, etc.) 

● Your files can have headers, but it’s not a requirement. 
● At minimum, your file should list the mobile phone # and name of the recipients. 
● The file can also contain other columns of information that you might want to use to 

customize your message. 
● You can add a message in one of the .csv columns or use a template that you've already 

saved in 'Templates'. 
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How to Format a Bulk Send Template 
Your template corresponds with your spreadsheet. 
Each column is counted as a number, e.g., A=1, B=2, F=6, etc. 
A placeholder in your template is the column number of the corresponding content surrounded 
by brackets, e.g., [3], [10] and so on. 
 
Example: 
Your spreadsheet may look like this: 

 
 
Your template could read: 
 
Hello [1] - Please return [4] to your local library and pay the [5] fee. 
 
(Hello Jay - please return The Mockingjay to your local library and pay the $4.00 fee.) 
 
Reminder: Templates will be stored, your .csv files will not, but you can use a new .csv file with 
a stored template. 

 

Create a Bulk Send Template 
If you tend to send the same messages over and over, create a template to save some 
keystrokes in the future. 
All bulk send templates are stored under the template tab (along with templates for individual 
sends) in the left-hand navigation 
 
If you haven’t created a template before starting your bulk send, you can create it while on the 
bulk send screen. 
 
If you need to edit a template, you’ll need to go to the Templates navigation item in the left 
hand navigation and select the template to edit. 
 
Global 

All users can send to Global templates. 
Only Administrators can create or delete. 

 
 Back to Table of Contents    | 27 



 
Personal 

Only available in your personal user account. 
All Users can create or delete their own Personal templates. 
 
 
 

 
The steps are the same for either type: 

1. Select Templates in the sidebar navigation 
2. Choose if it should be a Global or Personal 

contact by selecting the appropriate tab 
3. Click on Create Template 

 
 
 
 
 
 

 
 

4. Name your template 
5. Add the content of your template 
6. Hit Save 

 
Reminder: characters in your template will count 
toward your total SMS character count 
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Tracking Your SMS 
Inbox 

● The Inbox is where you’ll be able to view all of the SMS replies you’ve received 
● Listed in chronological order you can also search by timeframe or exact date and time 
● Select an item from the list to view details on the message initially sent and the reply to 

that message 
● This shows one interaction, if your conversation has more, there will be additional 

entries for the other replies 
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Sent  
● The Sent page is where you’ll view all of the SMS you’ve sent (view Inbox for replies to 

any sent item). 
● Listed in chronological order you can also search by timeframe or exact date and time. 
● Select an item from the list to view details on the message sent 
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Errors 
● The Errors page displays a list of SMS you’ve sent that were errored and why  
● Listed in chronological order you can also search by timeframe or exact date and time. 
● Select an item from the list to view details on the message 
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