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QEmail has two different approaches to email information from QuickBooks.
1. It sends financial information like invoices, statements etc. taegpective recipients.

2. QEmaiinterfaces QuickBooks and retrieves customers, vendors, employees and other names
including their email addresses, so that you are able to create and perform an email campaign.
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INSTALLATION

The installation is straight fvard. Please follow the instructions after download.

b
After installation, there should me a small ic at your desktop. A similar entry is shown in

your program listNowthe application idaunched automaticallyTo run the applicatiotater on,
double-click that icon.
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USAGE

The usage oDEmails performed in several small steps.

First, open your QuickBooks version. We currently support practically all QuickBooks versions except
QuickBooks Online Edition and QuickBooks Point of Sale.

P
DoubleClidk the desktodgcon . The dashboard shown below will appear.

Information -

Manage your Email Campaign

Send
Financial Create Select

Emails Message Participants

¢KS RIFIaKo2FNR O2yairada 2F | YSydz WLYF2NXIGA2YQ |y
current state of your email campaign and are colored. Color yellow means that you hdwe to
a2YSUKNYWSIHGAS] § yw S dolorigfeen Yh8aasithad/@uqust have performed the task or

you are able to repeat it.
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SETTINGS
Before you can send emails, some settings have to be defined.
We have two delivery options. One the use of yourTBMiccount, the other one is Rapidlivery, which

is a special service for email marketing campaigns. Please visit our website for the availability of this
service.

o
£, Settir

Email Delivery Option
@ SMTP

My Email Address

SMTP Paycent Payment Link
User ID Paycent|D

Password

Server

Port 25 sst [

[ oK || cancel |

[ = E =3 —— —

My EmailAddressis your email address as sender of the email. It is used for testleandiother email
delivery options also.

The SMTP settings are the same as in your personal email software.
RapidDelivery.

Please enter here the use& and passworaf your RapidDelivery account.
PaycentPayment Link

You can include Baycenipayment link into your email, so that your customer can pay the invoice or
outstanding balance by a simple click at the link. If you like to use it, please entePgmenid.

For more information, please refer to http://www.paycent.com
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SENDHNANCALBEMAILS

A click at this button displays the following selection dialog:

Send

Financial
Emails

Email Invoices etc..

Timeframe ftem

Queny Guick Books

|| - -

Date Reference  Customer Balance Email

[ B Subject Line x
- '

[] Atachas POF [] BCC  [] Delivery Receipt

At the top of the dialog are the main selection elemerttk S WL 1SYQ RSFAYySa GKS G@L
information you will send to a recipient. Currently the following transadibitems are allowed: Credit
memao, Estimate, Invoice, Purchase order, Sales receipt, Statement and Time tracking information.

¢ KS W¢ A defin@sNdr whiiperiod of time QuickBooks is searched for.

Querny GuickBooks

Retrieves the selected information from QuickBaoksis may take some
time. The result is shown in the following image.
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Email Invoices etc..

Timeframe ftem _
| A v CredtMemo - Cueny GQuick Books
Date Reference Customer Balance Email i
2008121710 710 Inewcustomer 9416 ab@wvclab.com
2008-10-14T21:.. 636  Inewcustomer 2000 ab@wvclab.com
200712402711 322 A Paul Bufalo 500 matttbg@comeca... L
[7] 2007-05-28T13:... 278 Allodia Corporation 18.89 T
[C] 2007-05-28T13:... 277 AMllodia Corporation 83.35
20070517T13:.. 253 Hartworks, LLC 165.00 hartworks@clea. ..
20070517713 244 Raymund Yorwerk 288.01 rv@vclab.com bl
2007051713 242  ELIAS DELGAD... 15278 thecomfortshoeZ. ..
200705-17T13:.. 236 ELIAS DELGAD... 13500 thecomfortshoeZ...
[F] 2N 7NR-17T13: 2331 FLIAS NFIGAD 13500 thecomfartshne? i
1 B Subject Line  CreditMemo #R #D i
Layout BuilttIn_CreditMema - Post to Email ] [ Cancel ]
Preview
[] Atach as POF [] BCC [ Delivery Receipt

A list with the necessary information from QuickBooks, based on your selections is displayed.
Automatically all items with an email address are selected. Please review the |stlaatthose items
and recipients, which will be included into the email.

The other controls of this dialog have the following functions:

|Date Reference  Customer Balance Email Sort the entries

28 .
Select or unselect all entries

Subject Line  PurchaseOrder #R #D Change the subject line

#R will be replaced by the reference number of the entry, #D will be replacisldste.

ut Buitin_PurchaseOrd i i
Layo bitin_rurchaselrder Select the layout for this email.

{étsoa OKATKEATKGO by SyYaNB sAGK GKS Y2das I

SYIFAf® LT W! etkéd, tBePDF viersionGs@displayed als@ K

"] Attachas PDF [[] BCC [T Delivery Receipt Thege are the email delivery options.
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After the selection is finished, you can process the emails from the main dashboard.

-

T QEmail (Trial) : |= |[E] = |

Information -

Manage your Email Campaign

Send View Log
Financial Create Select Send Emails

: Message Participants
EE @ Send a test

2 Emails ready to send

Send Emails

Send the emails.

@ Cancel the email delivery.

Send the first email a& test email to your own email address as defined in the settings.

Shows the log file.
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BvAILCAMPAIGN
An email marketing campaign consists mainly of two parts: a list of recipients and an email message to
send.

Select or create a message for the email.

You can send any HTML document. To create a HTML document you can use any HTML
editor you like. For your convenience we provide you a small HTML editor. The use is
almostselfexplanatory Still there are some specifics.

Create
Message

The HTML Editor has a toolbar with the mostly used functions to create a HTML document. By hovering
over the icons you see the function names.

# =53 54 -Insert Variable- ~| B I U Aral - 3 - A

When the editor is opens first time, a blank HTML page is displayed. To open an existing HTML, please

click theopen file icon 7 or create a new one witl =) . Do not forget to save the documel o

$ 53 [ LastName v B I U Arial

Subject  Hello from Lisboa

Design | Source

Dear [Saltation] [FirstName] [LastName]

Here starts the text...

Enter Domain

Choose Name

Enter a website or domain
Choose a nickname

Next to the toolbar is a subject field, which contains the subject line of your email.

Subject |

Below that is the HTML editor witesign and source view.

You can customize ¢hemail content by including some variables.

-Insert Vaniable-

| -Insert Variable-
Salutation
FirstName

- LastName

Company

Email
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Those variables are replaced while sending the email with the appropriate information out of
QuickBooks. To make use of the variables, place the cursor where you will insert the variable and select
the variablein the menu.

[ fAdd Machment ] At the bottom is a button to select a file as attachment to the enifjlou like to
add an attachment to the email, press that button and select a file for attachment.

[ Use This Messagew

Select all information for use in the email campaign.

Ifthisisdondl KS W/ NBI 4SS aSa gleeh. G2y LIS NA

Select all recipients

Select
Participants

Press this button to select the recipients of your email campaign.

€] 'Pa_ti ants Dialog

Query Result

Customer - :
CustomerSR_bought_when e Email FirstName

Invoice_ltem_woTime [¥] 21st Century Orga... sales@21stcenturyor...

SR _ttem [7] MyCompany Raymund
SR_ltem_woTime Il rand
Vendor i

VendorBill [7] 1newcustomer
Time Constraints [C] oot18

[ e A N
Today ‘ ”1
ThisWeek =
ThisWeek ToDate, ThisM
ThisMonthToDate ®

Select tems

[ IT Administration {On-
VETTTE

[ Support

2 | »
- gloola
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The dialog shows at the left side the possible queries and at the right side the result out of QuickBooks.
We haveprovided some standard queries for you. You also may define your own gueries. See the
appendix Query Syntax.

Query List of available queries.

Customer - . . i

CustomerSR_bought_whan We added four different queries which select all customers, vendor,
i-_- employees and other names. In addition to thakegies are predefined
ﬁﬂ_ljt;m_wnﬂme |i that select customers who bought specific items over time and more.
"'.-"zgdurEill =

Time Constraints

Time constraints when working with transactions .to select only those
Today — . . L e L.

ThisWledk | || transactions which are within a specific time.

ThisWeek ToDate, ThisM

ThizMorth TaDate 2

Select tems
[C] 1T Administration (On-' » | Thjs js a list of items selectable for useireries related to sales receipts and

CETTTE |
[ Support e Invoices.
[ sve

] TRTest -

[ Scan ]

Scan retrieves the information directly from QuickBooks and displays the result as shown below.

Resutt Automatically selected are all entries with an
T il R email address. All the selected entries are used
[@] 21st Century Orga... sales@21stcenturyor... later on agrecipients for the email campaign.

[] MyComparny Raymund ) ) ) )
[ rand You may change the selection either directly in
[] Tnewcustomer the list or by one of these buttons:

[T 00118 @@

Q show the selected entry in QuickBooks

@ Selects entries with email addresses only
+ Selects all entries

-Un-selects all entries

la)le)(+][=]
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Below is a sample for a simple customer query, where a filter can be applied. The syntax for filters is
described in the appendix.

With the dialog is closed and all selected entries are used as recipients for the email
campaign.

Atthe dashboardnowth W{ Sy R 9YIAf &aQ odzid2y A& 3INBSyod
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