
IMPORTANT

The mail function in the software is reliant on a service provider and you must 
have a mail account with your service provider.

ANY WEB BASED MAIL ACCOUNT LIKE GOOGLE MAIL, YAHOO, HOTMAIL, GMAIL 
etc – is not a mail service hosted by a service provider like MWEB, @LANTIC, 

WORLDONLINE, IBURST etc.
You must have the following information in place:

SMTP Server information
POP3 Server information

Your user name
Your password

WITHOUT THIS YOU CAN NOT USE THIS FACILITY!

MAIL – Sending mail
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Set up you mail account information here.
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From the “Show Clients” button, select specific clients to send a mail to.

Type your e-mail 
address here

Type your SMTP 
Server name here Type your POP3 Server 

name here

Tick “Login” or 
“POP Login”

Type your “user 
name” & “password 

here
Click “Done” 
when done

Select the client by using the filter or select a client from the list below.   Use the arrow keys 
to pull the clients into the selection screen on the right.  Use the “All” arrow key to select all 
the clients.

By entering a tick in the “Attach Statement” tick box the statements for the selected clients 
will be attached.  If not tick is entered here no statement will be attached and the mail will 
be handled as a normal mail (you can decide if you want to attach something else).

Click on “Done” to go back to the main mail screen.

The “Recipient:” fields will now be completed automatically with the information
captured in the “Client List”.
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Type in a subject and message for the mail if required.

The more complete you client information is in the client list the more 
complete any automatic field will be completed in the software.

Should e-mail addresses be missing mail can not be send to those 
clients.

Use the “Cc:” field to manually enter any additional recipients.

Should you have opted not to attach a statement and you want to send a mail with
regards to any other information, use the “Browse” button to browse your computer
and select the file you want to attach

Click on the “Send” button to send the mail. When the mail has been sent
successfully you will notice a “Closing Connection…..” message in the “Status”
window and a 100% complete below that. A “Send Successful” window will also
appear….click on “OK”.

Click on “Exit” to exit to the software’s main screen.


