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STEP 1: Click "SMS Center" in the 'Utilities' section of the 

Control Panel. 

 
 

STEP 2:  You will be directed to the "Received SMS 

Messages" page. Continue to next step. 
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STEP 3: Click "Xmit". 

 
 

STEP 4: Enter the 10-digit number that you would like to text. 

NOTE: Numbers should entered in a 10-digit format with no dashes or 

spaces.  
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STEP 5:  Click in the "MSG" box and type in your 160 

character text. 

 
 

STEP 6:  Click "Send" to send your text. 
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STEP 7 (Optional): To view a detail of the Text that have been 

sent Click "Sent" as shown below. 

 
 

STEP 8: The most recent text sent will be displayed in the 

body of this page along with the Date and Telephone 

Number of the recipient as shown. 
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STEP 9 (Optional): To download your Text Report in Excel 

format Click "Excel" as shown below. 

 
 

STEP 10 (Optional): To download your Text Report in PDF 

format Click "PDF" as shown below. 
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STEP 11 (Optional): To Print your Text Report Click "Print" as 

shown below. 

 
 

STEP 12: To Reply to a text message received Click the 

"Received" link as shown below. 
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STEP 13 (Optional): To Delete a text received Click the 

"Delete" icon as shown. 

 
 

STEP 14: To Reply to a text received Click the "Reply" icon as 

shown below. 
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STEP 15: Click in the "MSG" box and type in your 160 

character message to be sent as a reply. 

 
 

STEP 16: Click "Send" to send your reply. 
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STEP 17: Your reply confirmation will appear in the body of 

the page along with the time and date stamp as well 

as your sent message as shown below. 

 
 

STEP 18 (Optional): To perform a search for text received or 

sent then Click on either the "Received" 

or "Sent" link. 
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STEP 19: In the "Search" box enter the criteria that you want 

to search i.e., Recipients telephone number, time, 

date, or portion of message. 

NOTE: For this example we used the recipient's telephone number for the 

search criteria.  

 
 

STEP 20: The results of your search will appear in the body of 

the page as shown below. 

 
If you require additional assistance then please contact Clarity Support at 866-

399-8647 or email support@claritytel.com.  

 


