
Company Profile Setup
Sign in to the company account and review the settings that control the workspace.

STEP 1

Sign in to the company account
01 Enter the company admin email address.

02 Enter the company account password.

03 Select Sign in to open the company workspace.

ACCESS
Do not share the company admin login with the client. You manage the
texting account on their behalf.
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Profile Information & Timezone
Open Profile Settings to review the company profile and scheduling timezone.

WHAT TO DO

01 Open Profile Settings from
the lower-left navigation.

02 Add or update the profile
first and last name, then
select Update Profile.

03 Choose the correct
company timezone and
select Save Timezone.

IMPORTANT

The timezone is used for
scheduling campaigns and
interpreting times. Set it
correctly before scheduling
messages.
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Subscribe Settings & Password
The same Profile Settings page also contains keyword subscribe settings and password controls.

WHAT TO DO

01 Subscribe Settings
controls keyword opt-in
behavior and the
confirmation message.

02 Use Change Password
when the company admin
password needs to be
updated.

RELATED GUIDE

Keyword subscribe setup is
covered in its own Keywords
tutorial. Use that guide before
changing keywords or the
confirmation message.
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Review Account Information
At the bottom of Profile Settings, Account Information confirms the account's role, company, status, and membership date.

WHAT TO DO

01 Confirm the account is
connected to the correct
company.

02 Verify the account shows
the expected role and an
Active status.

03 Use Sign Out when you
are finished working in the
company account.

NEXT STEP

Profile setup is complete once
the profile information and
timezone are correct. Keyword
settings can be configured
separately.
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