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For further assistance please do not hesitate to contact our support desk support@mspace.co.ke 

or call us on 0722 962 934
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LOGIN
- Open our website www.mspace.co.ke and click ‘Login’ menu.

The following page will be loaded.

Fill in your login credentials; ‘username’ and ‘password’ set during creation of your account. You must 
Read and Agree to the terms and conditions and press Login.
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DASHBOARD

On successful authentication you will be forwarded to Dashboard page which displays a
summarized report of your account progress ,it shows the current balance of your SMS and a graph
representation of SMS sent during the specified duration and also the total SMS sent since account
opening .
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SEND SMS
There are two ways of sending SMS:

• New SMS
• Excel to SMS

New SMS
- Click on the New Sms menu button. You will be provided with a field for putting contact number(s) to
which you want to send an SMS and a field for typing the message.

- You will then have to choose the Sender ID (your registered sender ID), you can specify Time to Send
if you want your message scheduled and be sent at a later specified time (optional), and then click 
Send.
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Note that any contact number to send your message to should always be a valid number, if it’s not a 
Kenyan contact number remember to include the country code.

You can put as many contact numbers as you want in the contact field by typing a contact number one 
at a time, pressing enter  key to move to the next line to type another number.
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However this is simplified by choosing contact numbers saved in your address book. This is discussed 
next.
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ADDRESS BOOK

You may be having frequently contacted numbers hence you may need to save them for ease to avoid 
saving them in an excel sheet (discussed later) or typing them every time you want to send an SMS. 
That is where your address book comes in.
In address book, contacts are categorized by ‘groups’ where given contacts are under a given group 
name. You can either add a group/contact manually or from contact records in an excel sheet.

To add group/contact manually - click on the address book menu button. The following page will be 
shown:

Click Add Group/Contact button. The following page will be shown:
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- Add a Group Name, Contact Name and Contact Number and click ‘Add’. Your new Contact will be 
added under the group specified.

To view your new contact, click ‘view’ in the row of the target group.
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To add groups/contacts from an excel file - ensure your excel file has group names, contact names 
and VALID contact numbers.

Click Upload Excel button. The following page will be shown:

Click Choose button to load your Excel file and click ‘Upload’ to upload the file into the system.

11



Select the excel sheet containing the contacts record and click Done.

Specify the columns with Group Names, Contact Names and Contact Numbers respectively. 

Specify whether your uploaded excel record has headings. In this case we will tick ‘Yes’.
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Click Done. The following page will be shown:

Save the uploaded addresses to add them into your address book.

You can then click ‘view’ to see contacts added as per the given group.

Note that:
• Your Address Book only allows valid contact numbers. Any invalid contact detected in the 

uploaded excel data makes the excel data invalid.
• Any new contact is added to an existing group, if the contact group does not exist the new group

is then created.
• Remember to check whether your uploaded excel data has headings. The first row is omitted if 

you specify that your excel data has headings.

Now you have your frequently/ favourite contacts in your Address Book.
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To send message to contacts from your Address Book, click the New Sms menu button. You may want 
to send to a specific group or to specific contacts.

In the Groups menu, choose ‘groups’ or ‘contacts’ to send to a specific group or contacts respectively.
Group names will be loaded in the Names menu if the ‘groups’ option is selected in the Group menu as 
contact names will be loaded in the Names menu if the ‘names’ option is selected and vice versa.
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Excel to SMS
To send message to contacts from an Excel Sheet click Excel to Sms menu button. As we have 
learned in the Address Book, a page to upload your Excel file will be shown. Choose and upload your 
excel file, choose the Excel Sheet to use and click Done. The following page will be shown:

Select the column with the phone numbers and click Done to load the following page.

- In the page above type the message in the Message text box and specify fields by using [col] tags 
which are headers of the columns from the excel data uploaded . E.g. “Dear [col0], your [col3] of KES
[col2] is effected in your account”. The tag [col0], [col3] and [col2] will be replaced with 
corresponding data from the excel columns.
- Select the Sender ID at From Address menu. 
- Select Time to send in case you want the message to be sent at a later time you have specified.
- You can optionally click the Save Message button to save the message template for later date retrieval.
- Click PREVIEW SMS DETAILS to view a sample SMS outlook. 
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- Click the SEND SAMPLE SMS button which will bring up a pop up dialog prompting you to input a 
phone number and click Send Message button to receive an instant message of a sample SMS to that 
number.
- After confirming the Message is in order through either the preview message or Sample SMS you can 
now click the SEND SMS TO ALL button to send the message to all respective addresses. After which 
you will be forwarded to sent SMS notification page.

Send Sample SMS:

Preview SMS Details:
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sent SMS notification page after sending SMS to all:
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SENT SMS AND DELIVERY REPORT

Click on the menu Sent SMS and the page below will be loaded.

Click on the Start Date input field and a calendar will pop up select the report starting date and the
date will be filled in the input field labelled Start date and likewise to the End Date. Click on the
Submit button to fetch up the report . NB: For the right report you must use the calendar, do not
type the date. The corresponding report contains a summary of the total number of SMS sent during
the selected duration and also per message you can view the number of SMS depending on your 
message length though the message was sent as one .
The report will be as shown in the table above, the delivery report is the record on the status
column: 
‘delivered’ - the message successfully delivered to the target recipient.
‘Network’ - the message has been delivered to the network awaiting delivery to the target recipient.
‘undelivered’ - the message was not delivered at all. The recipient’s number may be invalid.
‘expired’ - message delivery timed-out because the recipient has been unreachable for more than 24 
hours,

You can export the above report to a PDF file or to an Excel file by clicking on either PDF or Excel 
icons respectively.
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MY ACCOUNT

USER PROFILE

Click on the User Profile menu which will load the page below. At user Profile page you can view the
current balance which is also available in other menus of this application . View a summary
of sent SMS per duration and also the total SMS sent all along .

To change your password click on Change Password button which will bring up a dialog prompting
you to enter a new password. Confirm the new password and click OK to change your password.
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REPORTS
Reports are represented by the detailed tables in the system filtered by specified time range i.e. from an 
initial date to a later date. You can farther filter what columns to view, export the loaded data to PDF or 
Excel, choose number of rows to view per page or search and filter table using a typed keywords

Type of reports include:
Under SMS(only for customers enrolled as short-code users)
• Received SMS – Shows the received SMS to a specified  short-code.

Under Sub-Accounts
• SMS Report – Shows sent SMS details by a specified subuser.
• SMS Utilization Report – Shows how SMS sub-account is being utilized used by a specified

subuser.

Under MSpacePESA (Only for customers who have enrolled to this service)
• Processed Received Transactions – Shows the complete transactions done through 

MSpacePESA service.
• Unprocessed Received Transactions – Shows the incomplete/unposted transactions.

Figures below illustrate how to utilize system reports.

Fetching and populating report:

Note that for short-code and main-account users you will have to specify the short Code or the subuser
User Name from their drop-down menus respectively.
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Choosing columns to show:
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Filter Columns to 
view

Search and Filter 
Table using search 

Key Word Number of Page 
currently viewed

Number of rows to 
show per Page

Press to Export 
into an Excel file

Press to Export 
into a PDF file



PAYBILL SETTINGS
For MSpacePESA subscribers you can add a custom message/signature to customers payment response
message. The default message however remains as it is. This is illustrated below.

Under MSpacePESA menu, click Paybill Settings to show the following page then click Edit on the 
row you want to add a custom message:

A dialog box will appear, add your custom message and click Update:

Your message will be updated as the following.

For further assistance please do not hesitate to contact our support desk support@mspace.co.ke 
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or call us on 0722 962 934

MSPACE SURVEY

This is a menu item that is visible to your  menu only if the services 
is activated for your account otherwise is invisible. It contains two 
sub-menus, one is dashboard and two is feedback summary.

I. Dashboard

Click the dashboard sub menu under Mspace survey.

Contains graphical representation of users participation against scale on a 
bar graph.

At  the top of the page sms balance is shown.
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II. Feed Back Summary

Click on the feedback summary under mspace survey on the menu.

This menu item when clicked gives a detailed information concerning the survey conduct within a 
certain period of time. It shows the details of the person who conducted the survey that is mobile 
number, the scaling he or she gave,the response he or she gave and finally the time this occurrence 
happened. Like most reports this summary can be exported to excel,csv and PDF format.
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On clicking the view button  it opens the view window.

This entails detailed information of the system client responses during the conducting of the survey. it 
illustrate the conversation response and time it occurred also can be exported to excel,csv and PDF. The
details shown are always from the row clicked View button.
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