- Sendihg mail

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!

Recipient: Name: |
Email | 3
Co: Name: | AL
]
Emait | T
Attachment |
@sa
Subject
' 6
Message A ;I
Status
Progress
[~ Attach Road Map
Sﬁ]lngs Sho@hents SEW r8 |

1 set up you mail account information here.




®

Type your e-mail
Sender Email Ihanry@ezea.co za ; add reSS here

Type your SMTP Server [mailezeecoza

[ropezeecoz

Server name here 1A <:|I Type your POP3 Server

name here
Options:
Tick “Login” or =
“ in” [+ Login
POP Logln [~ POP Login
Usemame:
Type your “user |—:en.y@:zee P
name” & “password e i Click “Done”
here Lo | when done

2

3

From the “Show Clients” button, select specific clients to send a mail to.

z:—\‘AS -
ABC JOLLY JUMPER [ Jorker | Ann | A5 TECHNOLOGY | Wikens|

ABET ASSESMENT ARENCY | Mmi
4850LUTE RETICULATION | Fhet
ABSOLUTELY PURE WATER PTA &
ABUTI 1074 CC | Grundlingh | Seuar

ACE PLUMBERS [Van Tonder | Dat Al
ACCROSS HOLDINGS LIMITED 1£

ACORN LINKS | - | Junita

ACT TRAVEL | Lywood | Bruce Hé=
ADA ALID TRUST | Grabler | Piet

ADRIN ENGINEERING | De Bruin |+

A0V SECURITY SOLUTIONS |- 16

AFC BARCLEY WEST | Schutte | J
AFCPRETORIA| - -

AFRI EAGLE BUILDING CONSTRL

AFFIC SAND [Van Mourk | Marlene

AFRICA AGRICULTURAL RESEAR:

AFRICA GRANTMAKERS AFFINITY

AFRICAN OBSESSIONS | Engelbrer
AFRO CALL | Yan Der Linde | Cathe:
AGRIMAN PTY LTD | Burger | Franc
AGRIPALM PTY LTD | Verter | Fritz
AR CONDITIONING SUPERSTOR

A TECHNICAL SERVICES | Batem.
AK LEATHER CC | Cloete | Lais
AKANA CONSTRUCTION |- 14bu |

Send Al
@ [~ Attach Statemsnts

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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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

Type in a subject and message for the mail if required.

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....clickon “OK”.

[
ezee

Send Successfull

Status

Sending Sender [nformation...
Sending Recipient [nfarmation. .

Sending Meszsage. ..

Tranzmizzion Complete. ..
Clozing Connectior... o |

100% complete

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