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Login Information 

Group ID = 349696  

Password = PIN provided, then whatever you set the password as 

Retain your PIN because it is needed to send a message via the One Call Now message phone line 877-698-

3261 

Website = https://secure.onecallnow.com/Login/Login.aspx 

 

1. Access the website via the link above and the screen below will display 

2. Enter the Group ID and PIN 

a. On the first login you will be required to change the password 

b. Save both the password and PIN somewhere you will remember 

 

 

 

  

https://secure.onecallnow.com/Login/Login.aspx
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3. The following screen is what initially displays 

  

 

4. From this screen you determine what you want to do. 

a. Send message 

b. View Message Reports  

c. Need Help? click on the links on the page to be taken to help topics and trainings 

5. On the left hand side you will see a box titled Messenger Menu (see below). In the menu you will see the 

same options that are in the original display along with other options.   

 

a. Account Status & News – will return you to the first page you see when you login 

b. My Profile – shows information about your account in One Call Now 

 

 

6. If you select Messaging, you will see the options that deal with: 

a. Send a Message – allows you to key in the information for the message, select how you want to send 

the message (phone, email, text), whether it is to be translated, who is to receive the message, and 

schedule when it is to be sent. This option allows you select all methods to send a message at one time 

and the different boxes will be displayed to enter the appropriate information for the method.  
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1 There are limitations in how many characters can be translated under this method. 

2 Text doesn’t give you the option to translate but could be translated in Word and copied in the text 

box. 

b. NEW Send a Message – this option only allows you to pick only one method of delivery (phone, 

email, text) at a time. Once the method has been selected, you will key in the information for the 

message, whether it is to be translated, who is to receive the message (Contacts), and schedule when 

it is to be sent. 

1 There are NO limitations in how many characters can be translated under this method. 

2 Text can be translated 

 

Go to Send Message or New Send Message for instructions on sending messages.  

 

 

 

7. If you select View Reports, you will see the options that deal with: 

a. Message Report – generates reports on messages based on the status of the message selected. 

Reports show the state of messages and allows you to make corrections if needed 

b. Subgroup Report – generates reports on the groups and show who is assigned  
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Send Message 

Example 1  
using the phone call option 
 
Tip: If your message needs to go to both the English speaking and Spanish speaking, you will need to send 
the message two times. Create your message in Word and then copy and paste it into the message box. Be 
mindful of how long your message is because you cannot translate more than 1200 characters. In Word you 
can select Review and Word Count to determine how many characters you have in the message. 
  
1. Enter a message name  

2. Select how you want the message to be sent. You can select one method or all.  

3. Type the message in that is to be sent in the Phone box 

a. Select the Choose a Text-to-Speech Voice that will be used in to deliver the message. Mike 

(American English male) is easy to understand 

b. If it needs to be translated, select the Choose a Text-to-Speech Voice and click Translate. Jorge 

(Castilian Spanish male) seems to have a good cadence 

4. Click Next 

 

 

5. Select which Contacts (group) to send the message 

6. Select whether to send to Primary Numbers Only or All Phone Numbers 

7. Determine whether message is to be shared on social media 

8. Click Next 
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9. Select the delivery date and time. Continue the next day will continue trying to reach the contacts if they 

were not reached the first day. 

10. Determine if this is a message you want to retain to send again at another time and if so click the check 

box 

11. Click Send 
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Example 2 
Using all options 
 
Tip: If your message needs to go to both the English speaking and Spanish speaking, you will need to send 
the message two times. Create your message in Word and then copy and paste it into the message box. Be 
mindful of how long your message is because you cannot translate more than 1200 characters. In Word you 
can select Review and Word Count to determine how many characters you have in the message. 
 
1. Enter a message name  

2. Select how you want the message to be sent. You can select one method or all. The following example is 

for all methods 

3. Type the message in that is to be sent in the Phone box 

a. Select the Choose a Text-to-Speech Voice that will be used in to deliver the message. Mike 

(American English male) is easy to understand 

b. If it needs to be translated, select the Choose a Text-to-Speech Voice and click Translate. Jorge 

(Castilian Spanish male) seems to have a good cadence 

4. Enter the subject of the email 

5. Type in the email verbiage. If the message is to be translated select the language in the Translate box. 

a. If it needs to be translated, select the Translate Subject Line and Email: then pick the language and 

click Translate Email 

6. Enter the SMS Text Message you want to send. DO NOT Remove ‘Message from HGUMC-‘. This allow 

the recipient to know this isn’t spam. 

a. Text messages are limited to 320 characters including your introduction.  Messages over 160 

characters are charged double for Pay-Per-Call accounts 

7. Click Next 
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12. Select which Contacts (group) to send the message 

13. Select whether to send to Primary Numbers Only or All Phone Numbers 

14. Determine whether message is to be shared on social media 

15. Click Next 

16. Select the delivery date and time. Continue the next day will continue trying to reach the contacts if they 

were not reached the first day. 

17. Determine if this is a message you want to retain to send again at another time and if so click the check 

box 

18. Click Send 
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NEW Send Message 

1. This message send requires you to login into One Call Now Portal 

 

2. Once logged in the following screen appears. 

3. Click Create New Message 

 

4. Select which method you want to use to send the message by clicking Voice, Email or Txt Msg 

a. Note: This method does not allow you to pick all options 

 

5. This is the screen for a voice message. 

 

a. Type the message in that is to be sent in the Phone box 
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b. Select the Choose a Text-to-Speech Voice that will be used in to deliver the message. Mike 

(American English male) is easy to understand 

c. If it needs to be translated, select the Choose a Text-to-Speech Voice and click Translate. Jorge 

(Castilian Spanish male) seems to have a good cadence 

d. Under Extended Options, you will see the church phone number. This is the number that will be 

displayed in Caller ID. Please do not change. 

 

6. This is the screen for an email. 

 

a. Enter the subject of the email 

b. Type in the email verbiage or copy and paste from a Word document.  To paste from Word, 

right mouse click and choose ‘Paste as plain text’. 

   

c. If the message needs to be translated click on Extended Options. 

  

d. Select the Translate Subject Line and Email Body then pick the language and click Translate 

Email 

e. Note: there is not a character limitation under this method for translations 

  



11 

7. This is the screen for a text message 

 

a. Enter the SMS Text Message you want to send. DO NOT Remove ‘Message from HGUMC-‘. 

This allow the recipient to know this isn’t spam. 

b. Text messages are limited to 320 characters including your introduction.  Messages over 160 

characters are charged double for Pay-Per-Call accounts 

c. If the text needs to be translated, select Language and click Translate 

 

8. Once your message is entered select Contacts and choose which group to send the message to. 

a. Select ‘Select from List of Groups’ to see the available groups to pick from 

 

9. Click on Schedule and set the date and time to begin sending the message. 

a. Messages can be scheduled to be sent at a later date and time. 

 

 

 

 


