
HOW TO SET UP MESSAGE TEMPLATES IN BILLING REGISTER?



Click on the
Marketing 

menu button



Click on the
Message 

Templates 
button



Click here 
to Unlock 
the form



Active templates 
are in 

Normal font



Inactive 
templates are 
in Italic font



We can add a new template or edit an existing 
template as per our requirement.

Let’s add a new template and set it up.



Click here 
to Add
a new 

template



Select the
Template Type

from this 
drop-down list



For sending SMS, please refer to the Help Docs section of our website on

HOW TO SEND SMS TO MY CUSTOMERS USING BILLING REGISTER?

For sending email, please refer to the Help Docs section of our website on 

HOW TO SEND EMAIL IN BILLING REGISTER?

This guide only describes the process to set up Message Templates.



Enter the
Template 

Name
here

Select the Form Name
from this drop-down list.

Form Name is the form where this 
template would be 
available for use.

For this demo, we will select Generic
(available at all locations)





Template is 
added 

successfully



Enter the
Description 

of this 
template



Enter the desired 
message text here. 

Now, let’s add the Organization 
Name and Website here.

This brings us to the topic of Tags. 
Tags are used to 

embed/link some values.
Let’s see an example.



Select one of the available 
tags from this drop-down list here.

Since we need only Organization 
Name and Website, 

we will choose only those.



Click on 
Insert Tag

button



Organization Name
tag has been 

inserted into the 
SMS Text section.





Similarly, also inserted
Organization Website

tag into the 
SMS Text section.



If at any time, you 
need to delete the 

complete message text, 
click here on

Delete SMS Text 
button.



Click here on
Anti-Spam Guidelines 

button for a few tips on 
avoiding your emails from 
getting blocked as ‘Spam’ 

by email providers.
It is applicable only 
to email (not SMS).





Click on the 
Marketing 

menu button

Message Template is now set up.
Now, let’s see how to use it.



Click on the 
Send Message 

button



Select the 
Template
from this 

drop-down list

Select the 
Messages

option





The Message 
Template is 

loading perfectly
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