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1. Opt-out feature

Contacts can opt-out of receiving messages at any time by texting ‘STOP’ to 
the Business Units dedicated number or by replying to a message.

Campaign Manager has a built-in feature that tracks every inbound message 
and checks if it starts with ‘STOP’. If it does the contact is automatically 
opted-out of the contact list and a message is sent to the Business Units 
inbox (Fig.1)

Figure 1

The Inbox can be found in the ‘Responses’ area in the ‘Campaigns’ menu.

N.B. This process happens automatically so there is no need for users to set 
up a Rule that requests all messages starting with ‘STOP’ should be sent to 
a specific folder.

‘Opt-out’ message 
received
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2. How to offer the opt-out service to your contacts

If you are sending messages out from your dedicated number then simply ask 
recipients who wish to opt-out to reply to the message with ‘STOP’.

If you are sending messages out from a user ID, e.g. ‘CompanyA’, then 
include an instruction in the message of how to opt-out, e.g. To unsubscribe 
please text STOP to 447890123456.

3. Viewing Opt-outs in lists

Step 1: You can view a list of contacts who have chosen to opt-out by going 
to the ‘Reports’ section and selecting ‘Contacts’, (Fig.2).

Figure 2

Step 2: Next to ‘Contacts’ you will see a drop down box. On this list select 
‘opt-out’, (Fig.3). This will list all the contacts that have chosen to opt-out. 

Step 3: You can then export this list by selecting Print View.
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Figure 3

4. Viewing individual opt-outs

Step 1: If you want to check if an individual contact has opted-out you go to 
‘Manage’ on the ‘Contacts’ menu.

Step 2: Make sure you select that Business Unit that the contact belongs to.
It is important to tick the ‘Include Opt-out contacts’ box to ensure the 
search includes contacts that have been removed from the contact list, 
(Fig.4). 

Step 3: You can enter any search criteria that will uniquely identify the 
contact, e.g. name or mobile number and select Add search criteria.  

Step 4: Select Search.

Drop down box
‘Print View’ button
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Figure 4

The number of contacts matching those criteria will then appear. 

Step 5: Simply click on View Contacts and a summary of the contacts
information will appear. Select Edit, (Fig.5).

Figure 5
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