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Overview 

This Help Guide is designed to help you through the registration process and to provide 
assistance with using Clickatellôs Communicator 2, a web based messaging tool. 

Communicator 2 now offers the following features: 

¶ Message templates 

¶ An import group function  

¶ The ability to add each contact to multiple Address Book groups 

¶ An upload batch files option, with messaging to multiple recipients included, without 
having the recipientsô contact details stored within the online address book. 

¶ The ability to forward inbound replies from SMS messages to either your registered 
email address or via SMS to your registered cellular number.  
Please note: it costs 1 credit to forward an incoming SMS to your registered mobile 
phone number, but forwarding to email is free. Email and SMS forwarding will not 
work unless you first activate them in the Settings section.  

 

Getting started 

4.1 Registering for a Communicator Account 

Using our Communicator Account is as easy as signing up for a standard Communicator 
account, or simply using your current Communicator account on this new platform. 
 
Please note that Communicator 2 cannot be used to send messages to the U.S. 
 
To sign up: 

Step 1: Click on the Sign Up Now button on Communicator homepage: 
http://www.clickatell.com/products/communicator.php 
Step 2: Select the account type you would like to use (Local or International)

1
  

Step 3: Enter your personal information and accept Terms & Conditions 
Step 4: Click Continue, and an email containing an activation link will be sent to the email 
address you have provided 

If you have not received the activation email within a few minutes you can choose to resend it 
to the address you provided or edit the address provided. 

                                                      
1
 For more information on the Account options, visit our FAQ. 

http://www.clickatell.com/products/communicator.php
http://support.clickatell.com/faq.php?kbcat=1&PHPSESSID=48c484af4a0e4dcf454803a4e05a8ff2


 

 
Clickatell Communicator Help Guide 

 
 

 

Copyright © 2000 - 2011 Clickatell. 4 

 

Once you have activated your account by clicking on the link within your activation email, you 
will be directed to the standard Communicator login page. To access Communicator, go to: 
http://www,clickatell.com, Click on Login and select the Communicator 2 product.  

 

Before you can start sending personalised messages, you need to verify your mobile number 
so you can purchase credits. The verification steps appear at the top of the Clickatell 
Communicator landing page. This block will be visible until you have verified your mobile 
number.  

 

Check the mobile number that you have entered and, if it is correct, click Send Activation 
Code. A verification code will be sent to your mobile number. If you would like the code to be 

http://www,clickatell.com/
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sent to a different number, replace the number provided and follow the same steps. Enter the 
verification code in the space provided and click the Verify Now button. 

When your mobile number is verified, you will be able to purchase credits and send 
messages.  

After verification, your account will be active and you can use your free SMS test credits. 
Please note that for security reasons these 10 credits contain pre-set Clickatell content.  

 

4.2 Changing your settings 

Before you begin to message, you may want to set your user details, settings and 
preferences.  
 
In the My Settings section, you can edit the following message settings:  
 

4.2.1 Contact Information 

This section allows you to edit the contact details which are used when we communicate with 
you. There are four sections: Administrator, Billing, Technical and Complaints. You can select 
Same as Administrator in the Billing, Technical and Complaints sections if the same person 
is responsible for these four sections.  
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Please note: you will be billed in the currency of the country that you set in your Contact 
Information > Billing section.   
 

4.2.2 Preferences 

This section allows you to edit your personal details, including your username and password. 
Other options include signing up for Clickatell news emails and weekly account status emails. 

 

You can also Activate or De-activate your two-way messaging in this section.  

4.2.2.1 SMS and Email Forwarding 

Another new feature included in Communicator 2 is the ability to automatically forward 
incoming messages to your Administratorôs email address or mobile phone number, which 
you can set up in your My Settings  > Contact Information > Administration account). The 
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main benefit of being able to forward your incoming SMS messages to a mobile phone is the 
ability for Administrators to monitor customer responses and potentially engage with them 
while offsite.  

Please note: forwarding incoming text messages to email is free, but it costs 1 credit to 
forward an SMS to your registered mobile phone number. 

You can set up SMS or Email forwarding when you update or create a new contact. 
However, Email and SMS forwarding will not work unless you first activate them here by 
selecting the checkboxes next to each option.  

4.2.3 Routing Profiles  

The main purpose of profiles is to control the cost of messages you send by setting how much 
you are prepared to pay for them. All profiles will be automatically selected by default when 
you register. Therefore users will be able to send to all destinations (0.8 to 3 credit 
destinations).  

 

4.2.3.1 How do I use the profiles? 

In order to change your routing profiles (i.e. only use certain profiles), simply deselect the 
appropriate credit bands in your Routing Profiles preferences, and click Modify Router 
Profile. 

Only the default profile ñAò (0.8 credit per SMS) cannot be deselected ï if you deselect all 
other optional profiles, messages that cost 1 or more credits will not be delivered. Therefore if 
you need to send to a destination that costs more than 1 credit, your message will fail. To 
enable sending to destinations that cost more than 1 credit, please ensure that these 
destinations have not been deselected. 
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For Example:  
 

¶ It costs 2.5 credits to send an SMS to France - Orange.  

¶ If you send to France - Orange, and you have manually deselected all profiles, except the 
default profile A (0.8 credit), the message will fail.  

¶ You may see this indicated in your message report as a 'Routing error'.  

¶ To be able to send to France - Orange, you need to enable your 2.5 credit profile "E" by 
logging into Clickatell Central and clicking on My Settings on the menu at the top and 
then Routing Profiles from the menu on the left. 

¶ Once enabled, you will be able to send to all 2.5 credit destinations at a cost of 2.5 credits 
per SMS.  

4.2.3.2 If I choose a more expensive profile, will all my messages be charged 
more?  

No. Clickatell's message router will always select the least expensive route to any destination. 
If you have not changed the current default selection and have profile "A" (0.8 credit 
destinations) through to profile "F" (3 credit destinations) selected, Clickatell will use the least 
expensive available route. The system will only select a higher route if there are no less costly 
routes available. 

For Example:  

¶ UK - Vodafone currently costs 2 credits per SMS.  

¶ You also wish to send to France - Orange which costs 2.5 credits per SMS.  

¶ Messages to UK - Vodafone will be charged at 2 credits and not at 3 credits even though 
you have the 3 credit profile enabled.  

4.2.3.3 How do I know what I will be charged? 

The simplest way of determining this is to view the Clickatell coverage page. 

4.2.3.4 Country-specific Profiles 

If you are using a country-specific account (Local-only SA, USA, India, Ireland, etc), your 
routing profile will be limited to networks within that country, and thus you may be unable to 
alter your routing profile depending on your countryôs networks. 

4.2.3.5 View by Country 

If you have changed your routing profiles and would like to view the networks that are covered 
by the particular bands ticked, then you can use the dropdown tool below the profiles 
manager. Simply select a country and press View Coverage:  

 

http://www.clickatell.com/pricing/basic_coverage.php
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You can then export this list by clicking Export Profile.  

 
4.2.4 Vouchers 

Vouchers can be used as a method of payment for purchasing credits. Vouchers can be 
created by any Clickatell account and can be redeemed in any Clickatell account. The 
sections below describe how vouchers can be created, how you can search for vouchers and 
how to redeem vouchers received. 
 

4.2.4.1 How to create vouchers? 

 
After logging into your Communicator 2 account, click on the My Settings tab then click on 
Vouchers in the left hand navigation bar. The voucher page will be displayed. 
 

 
  
 
Simply enter the number of vouchers you would like to create, e.g. 5, in the first text box and 
the value of each voucher to be created, e.g. 200, in the second text box then click the Create 
Vouchers button. The vouchers will be created and displayed, e.g. 5 voucher numbers will be 
displayed each with a value of 200 credits. 
 
Please Note: you need to ensure that you have enough credits in your account to generate 
the vouchers). 
 

4.2.4.2 How to spend a voucher? 

Go to the Voucher page by clicking on My Settings > Vouchers on the left hand navigation 
bar of your Communicator 2 Account. In the middle of the page in the Spend a Voucher 
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section, enter the ñVoucher Idò number you received and click Redeem Voucher. Your 
account will be credited with the value of the voucher.  
 

 
4.2.4.3 How to find vouchers? 

The easiest way to find a list of vouchers is to use the Date Range feature. Simply check the 
Use date range box, select the date range, then select the Status of the vouchers you want 
to find and click on Search Vouchers. You can also search for a specific voucher by entering 
the voucher number in the Voucher field, or by entering the Transaction Id in the associated 
field. 
 
The vouchers generated during the dates selected will be displayed by selecting View Online 
from the dropdown list. The list of vouchers can be exported to an Excel spreadsheet or CSV 
file by selecting the appropriate option from the View/Export Results as dropdown menu.  
 
 

4.2.5 Balance Alerts 

Balance Alerts and Reminders allow you to set a credit level at which you are automatically 
notified via either SMS or Email of low credit balances.  
 
 

4.2.5.1 Enabling Balance Alerts 

 
In Communicator > My Settings > Balance Alerts, you can also view and edit current balance 
alert information or add new alerts. 
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You can enable or disable Balance Alerts by clicking on the Enable Alert System / Disable 
Alert System button (circled in blue above).  
 
You can then add or edit your balance alerts by clicking Add / Edit (encircled in orange). This 
setting allows you to choose both the type of notification you wish to receive (email or SMS) 
and set a credit level at which you are automatically notified. SMS Alerts and Reminders will 
be sent (and charged accordingly) to the contact numbers listed. If you want mobile alerts, 
simply type your mobile number into the text box provided and click Add Number.  
 
Email Alerts and Reminders will be sent (free) to the email addresses listed, with a maximum 
of 5 email addresses allowed.  
 

 
 

4.2.5.2 Enabling Reminders 

 

Reminders allow you to receive either SMS or Email credit balance reminders after you have 
surpassed your preset balance alert. You will receive 1 SMS or Email reminder per day, for 3 
days. Please note though that Reminders are not enabled by default. 
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4.2.6 Manage Sender IDs 

 
A Sender ID is the number or company name that a message will appear to come from on a 
recipient's phone ï if a delivery route that supports this feature is available. Customized 
sender IDs need to be registered and approved. If you set a sender ID that is not approved or 
if a route is not available, then the sender ID will be automatically overridden by a Clickatell-
assigned default number when a message is sent.  
 
You can register Sender IDs by selecting the My Settings tab from the menu at the top and 
then selecting Manage Sender ID from the menu on the left.  
 

 
 
Click Add (circled in blue above on the right), to register a new Sender ID. Next, type in your 
preferred sender ID, then click Request Sender ID. If you enter a valid cellular phone number 
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or registered short code, you will automatically receive an SMS message with an activation 
code.  
If you are requesting a new or unregistered number, you will be asked to motivate why you 
require this particular sender ID. This is one of our methods of preventing scams and fraud by 
individuals who falsely claim to be national companies or organisations.  
 

 
 
You can then track the status of your Sender Id registration request on the Status bar on the 
right side of the Sender ID menu. 
 
Please note: 
 

¶ If you change the Sender ID from the default Clickatell-assigned Sender ID you will 
not be able to receive reply messages in your Inbox.  

¶ A maximum of 11 alphanumeric characters are allowed. 
 

For more information regarding registration and management of a Sender ID, please see our 
Sender ID Guide: http://support.clickatell.com/guides/clickatell/senderid.php. 

4.3 Changing your message preferences 

Communicator allows you to set both default message preference and individual message 
preferences. 
  

4.3.1 Default message preferences 

You can first change your default preferences by clicking on the Message Preferences link in 
the Messaging tab.  

 

http://support.clickatell.com/guides/clickatell/senderid.php
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¶ Default Sender ID: 

A Sender ID is the name or number that an SMS appears to come from (ófrom addressô) 
when you receive a message on your phone; for example a mobile number or company 
name. You need to register a custom Sender ID before you can change the default 
number that your messages originate from. Read our section on Manage Sender ID 
above. 

¶ Max Concat  

Enables one to span a message across multiple SMSs, which is useful for longer 
messages. The numbers in brackets list the maximum number of SMSs that it will span 
across if necessary. Each SMS is charged separately. Note: this only applies to a 
message greater than 160 characters. 

¶ Prefix ï Default Country Prefix 
 
This is the 2-digit country code you would like to use as your default for mobile numbers 
(e.g. 44 if you want to send in the UK only). It is not essential to fill this in, as you can add 
this in front of your numbers in your address book (e.g. mobile number = 448311234567). 

 

¶ Delivery Acknowledgements 
 
In order to determine whether an SMS has been received by a handset or not, we offer 
delivery acknowledgement. Select this option if you wish to receive delivery 
acknowledgements. The receipt of reliable delivery acknowledgements varies between 
mobile networks. 

 
4.3.2 Individual messages settings 

However, you can also set specific message preferences for an individual batch of messages, 
through the Advanced Controls tab in the Messaging > Compose Message section. 

 

These controls allow you to set: 

¶ Delay delivery ï Sets the days, hours and minutes before the message is delivered to 
the recipient. This is especially useful for timed reminders or if you have recipients in 
different time zones, who may be affected by immediate delivery. 

¶ SMS Message Type ï Sets your message type to text or binary, depending on the kind 
of message you wish to send.  

¶ Delivery Acknowledgements - Select this option if you wish to receive delivery 
acknowledgements for this batch of messages.  
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¶ Max Credits ï this is related to the Routing Profiles settings, which allow you to choose 
how many credits you wish to send per message. For instance, if you only want to pay a 
maximum of 2 credits per SMS for a particular campaign (even with all your credit profiles 
still ticked in message preferences), then all you need to do is place a 2 in the max credits 
field. Note: You cannot raise your max credits to a higher band than has been selected in 
your Routing Profile preferences.  

¶ Message Concat - Enables one to span a message across multiple SMSs, which is 
useful for longer messages.  

¶ Default Sender ID ï sets the name or number that you want this SMS to appear to come 
from. For more info, read our section on Manage Sender ID below. 

4.3.3 Two-way messaging settings 

Activating your two-way messaging is as simple as the click of a button (circled in blue) from 
the Messaging tab of your Communicator account.   
 

 
 
 

Address Book 

Communicator 2 enables users to build their address book by either: 
 

¶ First creating a new group, which they can then place new or imported contacts 
within, or 

¶ By importing or creating new contacts first, which can be selected from the Everyone 
group, and then added to a newly created group. 

5.1 Setting up and Managing Groups in the Address Book  

If you wish to manage your address book by first creating groups, then please click on the 
Address Book tab along the top bar of your Communicator 2 webpage. The Everyone group 
(circled in yellow below) is a default group where all your contacts can be viewed and edited. 
To set up a new group of contacts, click on either the Create New Group (circled in blue 
below) or Add Group (in Address Book) link.  
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The Add New Group screen will then appear, and you will be asked for a name and 
description of your new group. The group can be saved by clicking on the Add Group button. 

 

5.1.1 Add Selected Contacts 

If you have already created or imported contacts (see below), which you have selected from 
the Address Book section, you can add these contacts to your group by ticking the Add 
Selected Contacts checkbox.  

Communicator 2 also allows you to place contacts in more than one group. Thus, if you have 
already selected contacts, such as students from a grade 7 class, from a different group: ñMy 
Schoolò, you can automatically copy all of those contacts into a new group called ñGrd 7 
Studentsò by checking the Add Selected Contacts checkbox. 

You can easily select contacts from your Address Book by ticking the checkbox next to 
them.  






































