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1 ABOUT MESSAGEPRO OFFICE 

MessagePro Office is a messaging application that enables you to send and 

receive text messages from your desktop or mobile device. MessagePro 

Office also enables you to text enable your existing phone number even if it 

is a land line, VoIP line or some other phone that is currently not able to 

send and/or receive text messages. MessagePro Office allows you to manage 

your contacts, message team members, and message customers all from any 

device that has an internet browser or on which the mobile application is 

installed.  

• The web-based version of MessagePro Office is only supported in 

Chrome and Firefox. Proper functionality cannot be guaranteed if you 

use any other browser.  

• The mobile version of MessagePro Office is available for iOS and 

Android 

• You must have your MessagePro Office username and password 

available 
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•  

2 THE WELCOME TO MESSAGEPRO OFFICE EMAIL 

You should have received an E-mail like the example shown below from 

customerservice@messagepro.com when you signed up for the MessagePro 

Office service. This message contains your login credentials for your account 

(see “Logging in to MessagePro”). 

 

  

mailto:customerservice@messagepro.com
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The Account Summary includes information about your account. 
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3 LOGGING IN TO MESSAGEPRO OFFICE 

Log in to your MessagePro Office account using the credentials provided. On 

your Chrome or Firefox browser go to www.messagepro.com. Click on the 

LOGIN button on the top menu options and select MessagePro Office. You 

can also go directly to the Login Page at 

https://office.messagepro.com/app/# 

 

Enter your Username and Password then select LOGIN 

 

  

http://www.messagepro.com/
https://office.messagepro.com/app/
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4 GETTING FAMILIAR WITH MESSAGEPRO OFFICE 

Once you are logged in, the following screen will appear. 

 

There are two menus available from this screen. There is a “Hamburger 

Menu” in the upper left corner, and the “Account Admin Menu” under your 

user name in the upper right corner 

4.1 THE HAMBURGER MENU 
The Hamburger Menu icon is at the top left of your screen.  

 

By clicking on the Hamburger Menu, the following options appear: 
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This Menu will allow you to manage all aspects of your MessagePro Office 

account. 

You can: 

Access your messages. 

Add/Delete/Edit contacts. 

Create Autoreplies to incoming messages based on 

time-of-day and day-of-week, or Keywords that are 

texted to your MessagePro Office account. 

Create Canned Comments to help you and your 

employees respond efficiently to frequently asked 

questions. 

Check Contact Status to make sure that all the 

contacts in your system have valid, textable, phone 

numbers. 

 

4.2 THE ACCOUNT ADMIN MENU 
The Account Admin Menu icon is at the top right of your screen.  

 

4.2.1 Change Location 

Inside your account, there may be more than one telephone 

number/location from which you may send or receive text messages. 

When you click on the Change Location item, you will see a list of 
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Telephone Number/Locations. When you pick one, you will be sending 

and receiving messages from that Telephone Number/Location. 

 

4.2.2 Change Password 

When you click on the Change Password option, you are presented 

with the panel to change your password. You must know your 

Current Password in order to change it. 
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4.2.3 Logout 

When you click the Logout option you will be immediately logged out 

of the system and returned to the login screen. 

4.3 QUICK CLICK OPTIONS 
There are Five quick click options that enable you to utilize your MessagePro 

Office account more efficiently.  

4.3.1 Show alerts and unread messages 

The  icon at the top of your screen allows you to quickly manage Alerts. 

Clicking this icon also shows any unread messages. 

 

4.3.2 Changing Number/Location 

Based on your user permissions, you may be able to send and receive 

messages from multiple telephone numbers associated with your account. To 

change the number from which you are sending or receiving a message, click 

the “Sending From” area at the top of the screen. 

 

If you have access to multiple numbers, you can click on any number. You 

will now be sending and receiving from that number. 

4.3.3 Create a New Text Message 

To quickly create a new text, click the button. 
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4.3.4 Auto Reply 

The  icon at the top of your screen allows you to quickly manage 

Autoreplies. Go to section 12 of this manual for complete instructions for 

managing Autoreplies 

 

4.3.5 Keywords 

The  icon at the top of your screen allows you to quickly manage 

Keywords. Go to section 13 of this manual for complete instructions for 

managing Keywords 

 

4.3.6 Canned Comments 

A shortcut to the administration of Canned Comments can be found by 

clicking either the  or  icons. That will open this screen, from which 

you can select Canned Comments. Go to section 14 of this manual for 

complete instructions for managing Canned Comments. 
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5 IMPORTING CONTACTS 

You can import your contacts from any Comma-Separated Values (CSV) file. 

Select the Hamburger Menu option at the top left: 

 

Select Contacts from the Menu 
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Select the icon, located on the bottom left of the Contacts Menu 

 

 Select Import CSV from the 3 options 
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Click on “Select a CSV file” Note: the file to be uploaded must be available 

on the device from which you are running MessagePro Office.  

There is a detailed import wizard that is part of MessagePro Office.  Follow 

the instructions in the Wizard to export your contacts from Outlook, Sales 

Force or some other Contact Management Software and then import them 

into MessagePro Office. 
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6 MANUALLY CREATE NEW CONTACTS 

Manually created contacts are available in your contact list. The name is 

searchable through your contact menu. 

Select the Hamburger Menu option at the top left: 

 

Select Contacts from the Menu 
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Select the icon, located on the bottom left of the Contacts Menu 

 

Select New Contact from the 3 options 
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The following screen will show: 

 

 

Insert the new contact’s First Name, Last Name, Phone Number, and 

Email Address then select SAVE. 

 

Note: The phone number that is input will automatically be checked and 

verified as a text-enabled number. 
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7 EDITING/DELETING CONTACTS 

Select the Hamburger Menu option at the top left: 

 

Select Contacts from the Menu: 
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Click on the Search icon and type in the name of the contact you want to 

edit/delete. 

 

Click the Contact Name. Click on Edit Contact or Delete Contact   
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If you select Edit Contact, click on the field that you wish to update. 

 

Enter the information you wish to update and click on Update to save the 

changes. 

 

The contact information has now been updated and saved. 
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8 LIST CREATION 

Lists are groups of contacts that you can message simultaneously. For 

example, if a team needs to communicate, a list can be created and your 

message will be sent to all members of the list. 

Click on the Menu and select Contacts. 

 

There are two ways to create lists  
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8.1 LIST CREATION METHOD 1 

Select the icon, located on the bottom left of the Contacts Menu 

 

From the 3 options provided select New List 
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The List Slider is set when the list is created and determines if the list is 

Private or Public 

• A private list will only be available for use by the administrator that 

creates it. 

• A public list is available to every user of the account. With the slider in 

the right position, the list is private. 

 

List Slider Set To Private 

With the slider in the left position, the list is public. 

 

List Slider Set To Public 

 

  



MessagePro Office – User Guide 

24 

After you give your new list a Name, find Contacts to add by searching 

through your contact list. Click on the “Find contacts to add” and begin 

searching for names in your contact list.  

 

Type in the names of the contacts that you want to include in your list. As 

you type a list of matching contacts will drop. Select the contact you want to 

add to your list. 

 

Once you have added all the contacts you need, scroll down and click Save. 
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8.2 LIST CREATION METHOD 2 
The second way to create a list is to select the icon next to each contact 

name directly from the contact list.  

Find the first contact that you would like to include in your List and click on 

the contact’s icon. 

 

 

Unselected Contact 

Once you click on the icon next to the contact a check mark will appear 

signaling that the contact has been selected. 

 

Selected Contact 
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Continue to select all contacts you wish to include.   

You can select one contact and then search for another. MessagePro Office 

will keep track of which contacts were selected.  

 

Once you have selected all the contacts you want on your list, scroll to the 

bottom of your contact list and click on the  icon on the bottom right 

of the Contacts Menu. You will then get the option to either send a new 

message to all the selected contacts or create a new list from the selected 

contacts. 

 

 

Select the NEW LIST Option.  
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The next screen will show all the names you selected and ask you to name 

the new List. 

 

Once a name has been entered, click the save button. Your new List has now 

been created.  
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9 SENDING A MESSAGE TO A LIST 

Select the list from the List option on the Contacts Menu. You can now 

send a message like you would send any other message. All the members of 

the list will receive the same message. 
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10 AUTOREPLIES 

The autoreply function allows you to respond automatically and immediately 

to incoming messages with pre-written responses based on the day of the 

week and the time of day. 

To create an Autoreply: 

Click on the Menu and select Autoreplies 
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From the Automations page select the add icon  located on the bottom 

right corner.  

 

Click on the Add button to name your autoreply and enter the message with 

which you want to automatically respond. 

 

After you have the Name and Message filled out, you must set the delivery 

schedule for this autoreply.  
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To activate a day, click on the slider located next to each day. The slider will 

move to the right. Then fill out start/end time for each day that you have 

activated. 

 

To set the start/end time, select the Start Time for the day you wish to 

activate. A window will pop up to set the Hour and the Minute.  

 

Setting the Hour 

 

Setting the Minute 

Note: In order to have an autoreply message encompass an entire day 

simply set the Start Time as 00:00 and the End Time as 23:59 
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After the days and times have been set, click Save and your Autoreply is 

complete 

 

You can manage and edit all your Autoreplies at any time. To activate a 

specific autoreply, move the slider to the right next to the autoreply you wish 

to activate. 
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11 KEYWORDS 

Keywords are like autoreplies, but instead of responding based on a time-of-

day, day-of-week schedule, the response is based on the content of the 

incoming message. 

For example, if a customer messages “hours” to your MessagePro Office 

enabled number, the system will respond to “hours” with an automatic 

response detailing your business’ hours of operation. 

To Create a Keyword Reply 

Click on the Menu and select Keywords 
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From the Automation screen, select the Keywords option and select the add 

icon  located on the bottom right corner of the automations screen. 

 

 

Enter the single keyword you wish to respond to and the message that 

your customers receive when the word is texted to your number. 
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Select the Save button to activate your new keyword. 

 

 

You can activate Keywords by moving the slider next to a Keyword. A 

Keyword is active when the slider is moved to the right. A Keyword is 

deactivated if the slider is moved to the left. 
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12 CANNED COMMENTS 

Canned Comments give you a way to standardize manual responses to 

incoming texts.  While Autoreplies and Keywords do this automatically, a 

prewritten Canned Comment can be selected by a user as a reply for those 

times when it would be difficult or impossible to determine the response 

using an Autoreply or Keyword. 

12.1 CREATE A CANNED COMMENT 
Click on the Menu and select Canned Comments 
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From the Automation screen, select the Canned Comments option and 

select the add icon  located on the bottom right corner of the 

Automations screen. 

 

Canned Comments have three parts; short name, comment, and 

keywords. 

When a keyword is within the body of an incoming message, the system will 

spot that keyword and show a list of Canned Comments for which the 

keywords match. Items are listed by the short name. The contents of Your 

Comment is sent as your response. 

Enter a short name for your Canned Comment. Enter the contents of the 

Canned Comment that will be sent when this Canned Comment is selected, 

and the keywords that will cause the system to suggest this Canned 

Comment. 

 

Select the Save button to activate your new Canned Comment. 
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12.2 REPLYING WITH CANNED COMMENTS 
There are two ways to reply using a Canned Comment. 

12.2.1 Pick from a list of all Canned Comments 

A user can reply using a Canned Comment by clicking the icon in the 

reply bar. 

 

A list of available Canned Comments will appear.  Click the one you want 

to send. 

 

The text of the Canned Comment will appear in the reply bar.  Click the 

 icon to send the message 
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12.2.2 Pick from a list of suggested Canned Comments 

When a keyword is within the body of an incoming message, the system 

will spot that keyword and show a list of Canned Comments for which the 

keywords match.  This is an example of a Canned Comment called 

location. 

 

When the text “Hello, what’s your address” is received by the system, the 

keyword “address” is spotted, and the Canned Comment location is 

suggested as the response. 

 

If you click on button  the text of the Canned Comment will 

appear in the reply bar. 

Click the  icon to send the message. 
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13 CONTACT US 

 

MessagePro Support line (Call Or Text): 

+1 813.607.6767  

Sales Email: 

sales@messagepro.com 

Support Email: 

support@messagepro.com 

Company Website: 

www.messagepro.com 

Regular Customer Care hours are Monday through Friday, 8:00 am - 6:00 

pm Eastern Time.  

 

http://www.messagepro.com/
http://www.messagepro.com/

