
How to set up a text message template 
 
You can write and re-use regular messages using Templates.   

1. Open e-txt™ by clicking on the  icon on your desktop or selecting Start-
> Programs-> e-txt -> e-txt 

 
2. Ensure that the SMS Messages toolbar is displayed by having a messaging 

folder selected in the Main Navigation Tree (If a Contacts folder is 
selected the Main Toolbar changes dynamically to the Contacts 
Toolbar).  

 
 

3. To either choose an existing template or write a new one click on New SMS 
 



 
 
 
 
 
4. To choose an existing template, click on the Template Icon (as shown below) 
 



 
 
5. The Organise Message Templates window will appear. Click on the arrow to the 

right of template name to choose your template.  



. 
 
 

6. To create a new template, write your message in the New SMS window. 
 
 



 
 

 
 
7.  To save your template click on File -> Save As Message Template as 

shown below: 
 



 
 

8.  The New Message Template window will appear (see below) 
 



 
 

9. Enter a template name of your choice. 
 



 
 
 
 

10. Click ok 
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