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Organizer function:  

-  A) Select your “Campaign ID” (Optional), all schedule task record will attach to this Campaign ID folder,   
        it convenience for user to trace back record. If you want the system send alert message to your Person in 
charge hand phone, 

B)  click the “Reminder” button: 

 

 

The screen will pop-up another new window, user need to key in the desire detail (Recipient hand phone 

number, time and date for sending the task reminder, content of the message & etc): 

- A) Select your “Campaign ID” (Optional), sending message record will attach to this Campaign ID   
     folder, it convenience for user to trace back SMS sending record. 

- B) Select your “Sender ID”(Optional), this Sender ID will auto display in front of the message 
- C) Select Phone Book for sending SMS   

- D) key in single hand phone no, click “ADD”    

- E) key in the message content                          
-  F) Preview Message 
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Personal Data Management 

- A) Fill up all detail in the form , once complete fill up, click “Save” to save the data  

-    -Click to add new field                       

-  

 

- B) “Remark column” for put additional detail 
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Family Data Management 

- A) Fill up all detail in the form , once complete fill up, click “Save” to save the data  

-  Click to add new field  

- 

 

- B) “Remark column” for put additional detail 
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Customer Data Management 

- A) Fill up all detail in the form , once complete fill up, click “Save” to save the data  

-   Click to add new field  

-  

 

- B) “Remark column” for put additional detail 
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Supplier Data Management 

- A) Fill up all detail in the form , once complete fill up, click “Save” to save the data  

-   Click to add new field  

-  

 

- B) “Remark column” for put additional detail 
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Employee Data Management 

- A) Fill up all detail in the form , once complete fill up, click “Save” to save the data  

-   Click to add new field  

-  

 

- B) “Remark column” for put additional detail 
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Information Management Software (IMS) 

- How to Add New Phone Book  

- A) Click  Add “New phone book”,  

- B) Key in your “Phone book name”,  

- C) Click “Save” 

 

-  

How to Tag a phone number into few phone book in one time? 

- Step 1: A) Click “Mobile no List” 

 

- Step 2: B) Click the “Insert to Phone book” 

 

        -     Step 3: C) Choose the “phone book” that you want to add in the phone number,  

                              D) Click “Insert phone book”,   the phone number will add in to the selected phone book. 
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How to Export phone book to “Excel File” 

-A) Choose the phone book you want to Export out, click “Export” button 

 

- B) Window will pop up a table, select “ Export to Excel” , 

-  C) key in the” file name”  

- D) Click  “Submit”, the selected phonebook will be Export out to “Excel File” immediately 

 

How to “ Import phonebook” into system 

- A) Click ” Import” button,  

- B) Choose the” Excel File” (must save as (“Txt -Tab Delimited) format) from your desktop, 

- C) Click “Upload Now” the excel file will Import into system. 
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- How to Merge two phone book become a new phone book? 

             A) Select the phone book you want to “Export” out,   

             B) Choose “Export to Phone Book”, 

             C) Key in your new “Phone book name”, 

             D) click “Submit”  
 

-  

How to export Phone book to other GBS User?         
        A) Select the phone book you want to “Export” out to other GBS User,   

        B) Choose “Export to Member”, 

        C) Key in the Member ID  that you want to export the Phone book  
        D) Click “Submit”  
        E) The phone book will export to Member ID account 
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How To Send SMS 

Step 1: 

- A) Select your “Campaign ID” (Optional), sending message record will attach to this Campaign ID 
folder, it convenience for user to trace back SMS sending record. User also can edit Campaign ID. 

- B) Select your “Sender ID”(Optional), this Sender ID will auto display in front of the message. User   
    also can edit “Sender ID”. 

  

Step 2: 

- A) Click “Select Phone Book” 

 

-  B) Choose your desire “Phone book”,  

-  C) User also can “Choose the hand phone number” from phone book 
-  D) Click “Insert to SMS”, the SELECTED phone book OR Hand phone number will auto add to sending list. 
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Step 3: 

- A) Key in your sending Hand phone Number ,  

- B) Click “Add” the hand phone number will add to sending list 

 

Step 4: 

A) Key in your message in the message box, the message also can be keep in message template for future use 

 

Step 5 

Once complete key in message, click “Preview” 
- A) Users can double check to confirm the message content and total SMS sending. Once confirm, click    

      “Send” or  
- B) User also can “Schedule the message in advance”. 

- C) If user want to change the message content, please click “Back” 
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- If User decide to schedule the message, they can choose the schedule task: 

-  

-  

 

- A) All the schedule SMS records will be keep inside “Schedule SMS Report” 

 

A 



How To Send Personalized SMS 

Step 1: 
A) Select your “Campaign ID” (Optional), sending message will attach to this Campaign ID folder,  

     it convenience for user to trace back SMS sending record. User also can edit New Campaign ID. 

B) Select your “Sender ID”(Optional), this Sender ID will auto display in front of the message, user also can   

     edit new Sender ID 
 

  

Step 2: 

- A) Prepare your Text file and choose” Upload to Text File for Personalized SMS” 

 

- B) Once successful upload, the system will display the “header of the excel file”:,   choose the “hp no”   
     as header, system will auto send the message to this field hand phone number 
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- A) Key in your message  

- B) Click “Preview” 

 

- A) The system will show the sending message content, once user confirm the message content, it can    

                    “Send out directly” OR 

- B) “Schedule the Personalized SMS” in advance. 

- C) If user want to change the message content, click “Back” 
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- If User decide to schedule message, they can choose the schedule task: 

-  

-  

 

- A) All the schedule SMS message will be keep inside “Schedule SMS Report” 
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