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QEmail has two different approaches to email information from QuickBooks. 

1. It sends financial information like invoices, statements etc. to its respective recipients. 

2. QEmail interfaces 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 forward. Please follow the instructions after download. 

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

your program list. Now the application is launched automatically. To run the application later on, 

double-click that icon. 
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USAGE 
The usage of QEmail is 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. 

Double-Click the desktop icon . The dashboard shown below will appear.  

 

 

¢ƘŜ ŘŀǎƘōƻŀǊŘ Ŏƻƴǎƛǎǘǎ ƻŦ ŀ ƳŜƴǳ ΨLƴŦƻǊƳŀǘƛƻƴΩ ŀƴŘ ǎŜǾŜǊŀƭ ōǳǘǘƻƴǎΣ ǿƘƛŎƘ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ŘŜǇŜƴŘƛƴƎ ƻƴ 

current state of your email campaign and are colored. Color yellow means that you have to do 

ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ Ψ/ǊŜŀǘŜ ŀƴ ŜƳŀƛƭ ƳŜǎǎŀƎŜΩ, color green means that you just 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 your SMTP account, the other one is Rapid Delivery, which 

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

service.  

 

My Email Address is your email address as sender of the email. It is used for test email and other email 

delivery options also.  

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

Rapid Delivery.  

Please enter here the use rid and password of your Rapid Delivery account. 

Paycent Payment Link 

You can include a Paycent payment 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 enter your Paycent id. 

For more information, please refer to http://www.paycent.com 
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SEND FINANCIAL EMAILS 
 

A click at this button displays the following selection dialog: 

 

 

 

At the top of the dialog are the main selection elements. ¢ƘŜ ΨLǘŜƳΩ ŘŜŦƛƴŜǎ ǘƘŜ ǘȅǇŜ ƻŦ ŦƛƴŀƴŎƛŀƭ 

information you will send to a recipient. Currently the following transactions / items are allowed: Credit 

memo, Estimate, Invoice, Purchase order, Sales receipt, Statement and Time tracking information. 

¢ƘŜ Ψ¢ƛƳŜŦǊŀƳŜΩ defines for which period of time QuickBooks is searched for. 

 Retrieves the selected information from QuickBooks. This may take some 

time. The result is shown in the following image.  
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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 list and select those items 

and recipients, which will be included into the email. 

The other controls of this dialog have the following functions: 

 Sort the entries 

 Select or unselect all entries 

 Change the subject line.  

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

 Select the layout for this email.  

 {ŜƭŜŎǘ όƘƛƎƘƭƛƎƘǘύ ŀƴ ŜƴǘǊȅ ǿƛǘƘ ǘƘŜ ƳƻǳǎŜ ŀƴŘ ǇǊŜǎǎ ΨtǊŜǾƛŜǿΩ Lǘ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ I¢a[ ƻŦ ǘƘŜ 

ŜƳŀƛƭΦ LŦ Ψ!ǘǘŀŎƘ ŀǎ t5CΩ ƛǎ ŎƘecked, the PDF version is displayed also. 

 These are the email delivery options.  
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Ψ!ǘǘŀŎƘ ŀǎ t5CΩ ŎǊŜŀǘŜŘ ǘƘŜ ŜƳŀƛƭ ŎƻƴǘŜƴǘ ŀǎ t5C ŦƛƭŜΦ Ψ.//Ω ǎŜƴŘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŜƳŀƛƭ ǘƻ ȅƻǳǊ ƻǿƴ ŜƳŀƛƭ 

ŀŘŘǊŜǎǎ ŀǎ ŘŜŦƛƴŜŘ ƛƴ ǘƘŜ ǎŜǘǘƛƴƎǎ ŘƛŀƭƻƎΦ Ψ5ŜƭƛǾŜǊȅ wŜŎŜƛǇǘΩ requests a receipt of the email delivery. 

 Places the selected entries into the email queue. 

 

After the selection is finished, you can process the emails from the main dashboard. 

 

 

 Send the emails. 

Cancel the email delivery. 

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

Shows the log file.  
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EMAIL CAMPAIGN 
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 

almost self-explanatory. Still there are some specifics.  

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.  

 

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

click the open file icon  or create a new one with . Do not forget to save the document . 

 

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

 

Below that is the HTML editor with design and source view. 

You can customize the email content by including some variables. 
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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 variable in the menu. 

At the bottom is a button to select a file as attachment to the email. If you like to 

add an attachment to the email, press that button and select a file for attachment. 

 Select all information for use in the email campaign.  

If this is done ǘƘŜ Ψ/ǊŜŀǘŜ aŜǎǎŀƎŜΩ ōǳǘǘƻƴ ŀǇǇŜŀǊǎ green.  

 

Select all recipients 

 Press this button to select the recipients of your email campaign.
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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 have provided some standard queries for you. You also may define your own queries. See the 

appendix Query Syntax. 

 List of available queries.  

We added four different queries which select all customers, vendor, 

employees and other names. In addition to that queries are predefined 

that select customers who bought specific items over time and more. 

 

Time constraints when working with transactions .to select only those 

transactions which are within a specific time. 

 

 

This is a list of items selectable for use in queries related to sales receipts and 

invoices. 

 

 

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

Automatically selected are all entries with an 

email address. All the selected entries are used 

later on as recipients for the email campaign. 

You may change the selection either directly in 

the list or by one of these buttons: 

 

Q show the selected entry in QuickBooks 

@ Selects entries with email addresses only 

+ Selects all entries 

-Un-selects all entries 
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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. 

At the dashboard now thŜ Ψ{ŜƴŘ 9ƳŀƛƭǎΩ ōǳǘǘƻƴ ƛǎ ƎǊŜŜƴΦ 

  










