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Nextiva Message Pro
This guide unlocks the power of Nextiva Message Pro, the system that empowers your
team to handle customer texts together. Imagine:

● Streamlined Communication: Incoming messages get directed to your entire
team, ensuring no inquiry gets lost.

● Unified Replies: Any team member can respond using the same number, keeping
the conversation consistent.

● Crystal Clear Visibility: Everyone has access to the entire conversation history,
fostering better collaboration and customer service.
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Logging In: Mission Control
1. Visit nextiva.com to access your Communication Platform.

XBert Tip: Using Google Chrome is
your best bet for a smooth flight
(avoiding errors and all).

2. Enter email address and password.

3. Select Login.

4. If you're new or forgot your
password, no worries! Just select
"Forgot Password?" and follow the
prompts from the email Nextiva
sends.

a. Find the Reset Password email
sent from
no-reply@nextiva.com

b. Select the Reset Your
Password link.

c. Follow the prompts to reset the password within 24 hours of
receiving the email. If 24 hours passes, select “Forgot Password”

Setting Up the Team: Assemble!
Once you're logged in, it will be like looking at a
control panel with Users, Teams, Roles.

Select Teams to access your team assembly area.
Here, you can either create a brand new team or
add Message Pro functionality to an existing one.
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Create a new team

1. Select Create Team.

XBert Tip: Alternatively, choose "Messaging" from the Actions menu to
enable messaging for an existing team.

2. Assign a phone number to your team.
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Building Your Text-Responding Task Force
After enabling Message Pro, it's time to assemble your text-responding crew!

1. Select the team you want to handle messages from the assigned
number.

2. Edit the team members through the window on the right.

3. Add or remove team members as needed.

4. Select Save.
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XBert Tip: You can choose whether to display team members' first names and
last initials in outgoing messages.

Managing Conversations
Ready to see your team's teamwork in action?

1. Open the NextivaOne app on your device.

2. Locate and select the "Messaging" section
within the app. Once in the Messaging
section, you'll see clearly labeled team
conversations.

3. Review Conversation History. Each team
conversation will display a complete history
of incoming and outgoing messages, including
who sent each message.
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Replying to a Message
1. Select the team's number and

name. This opens up all the
conversations they're handling.

2. Pick the specific conversation you
want to reply to.

3. Type your message in the "Send a text message to" section.

4. Select Send.
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Sending a Text Blast (From Your Team!)
1. Select the add button (plus sign).

2. Choose Send a message.

3. Enter the number you want to reach or search your existing contacts.
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4. Once sent, the team can collaborate to answer the customer's
questions.

XBert Tip: Need to edit your team later? No problem! Just head to the "Team"
section under Communications, select the team, and make your changes.
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Switching Teams on the Fly
Need to switch between Message Pro teams?

1. Open the team’s message box.

2. Type your text.

3. Select the ellipsis (three dots) on the left.

4. Select your number.

5. Select the team you would like to create a message from.
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6. You are now able to work as a team and answer customers' questions.

Now that you're equipped with this guide, your team can conquer any
customer text challenge. Remember, Nextiva Message Pro is all about
collaboration and providing a seamless customer experience. Go forth and text
conquer!

Additional Resources

NextivaONE - Message Pro

NextivaONE - Message Pro Set Up (37 sec)

NextiveONE - Sending and Responding to Team Text Messages (1 Min)
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