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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.

7

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.

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

Manage your Email Campaign

Send
Financial Create Select

Erals Message Participants

¢tKS RIFIaKo2FNR O2yaiaida 2 Toutlons, WiSck will balisiyletdgpdhlidgdnA 2 Yy Q | Y
current state of your email campaign and are colored. Color yellow means that you have to do
a2YSUKNYSIHGAS] § yW SblbrEréen nvesnéithiat yai§u€ 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.
Email Delivery Option
| @ smTP RapidDelive :
' My Email Address i
SMTP Paycent Payment Link
' User ID Paycent!D
l Password
l Server
Port 25 ss. [
: | oK || Cancel |

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:

Send

Financial
Emails

V.,'Erp_a__il Invoices etc..

Timeframe ftem
| Query QuickBooks

v v

Date Reference Customer Balance Email

|t E] Subject Line B

Layout v s P ey A
e T
[] Attachas PDF [| BCC [ | Delivery Receipt

4

At the top of the dialog are the main selectionelements. ¢ KS WL iSYQ RSTAySa GKS
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.

¢ KS We A definds fod wriih Qeriod of time QuickBooks is searched for.

Querny GuickBooks

Retrieves the selected information from QuickBooks. This may take some
time. The result is shown in the following image.
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{jEmaiI Invoices etc,

Timeframe ltem :
Al | (CrediMemo = Query QuickBooks
Date Reference Customer Balance Email =
[¥] 2008-12-01T10:... 710 1newcustomer 9416 ab@vclab.com
[¥] 2008-10-14T21:... 696 TInewcustomer 20.00 ab@vclab.com
[¥] 2007-12-02T11:... 322 A Paul Bufalo 500 matttbg@comca... £
[] 2007-05-28T13:... 278 Allodia Comoration 18.85 7
[] 2007-05-28T13:... 277 Allodia Corporation 83.39
[¥] 2007-05-17T13.... 253 Hartworks, LLC 165.00 hatworks@clea...
[¥] 2007-05-17T13:... 244  Raymund Vorwerk 28801 rv@vclab.com =
[¥] 2007-05-17T13:... 242 ELIAS DELGAD... 152.78 thecomfortshoe2...
[¥] 2007-05-17T13:... 236 ELIAS DELGAD... 135.00 thecomfortshoe2...
] 2007-05-17T13: 233 FILIAS DFIGAD 135 0 thecnmfartshne? ¥
I' B Subject Line CreditMemo #R #D [
e Layout Builtin_CreditMemo v [ Post to Email } [ Gain ]
view
[7] Attachas PDF [7] BCC [ ] Delivery Receipt
| N

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:

|Date Reference  Customer Balance Email Sort the entries

()l -
. 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 replaced by its date.

Lt Buittln_PurchaseOrder -
Lo = Select the layout for this email.

{Sté(’)ﬁ OKAIKEAIKGO 'y Sy

i}
SYFAfT® LT W' idlIOK Ia t5CcQ Aa OKSO idKS

["] Attachas PDF  [[] BCC [ Delivery Receipt Thae are the email delivery options.
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Places the selected entries into the email queue.

WL Gadr OK | a t5Cc@m NSy SIRa Gtk
I RRNBaa a RSTFAYSR Ay (KS

5
a

CSWATASD® W.// Q aSyR |

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

-

7' QEmail (Trial)

== =2 |7

Information ~

Manage your Email Campaign

Send
Financial fwe
Gl essage

Select
Participants

‘SendEmais

View Log

@ Send a test

2 Emails ready to send

Send Emails

Send the emails.

L]

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

Cosene editor you like. For your convenience we provide you a small HTML editor. The use is

Message
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.

£ 53 B4 -InsertVariable- <~ B 7 U Arial v 3 > A

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

click the open file icon 7 or create a new one with = . Do not forget to save the document =

% =3 [ LastName B 7 U Aral

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
Join !

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

Subject |

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

You can customize the email content by including some variables.

-Insert Vanable-

‘ -Insert Variable-
Salutation
FirstName

- LastName
Company

Email

\J
tbusiness.com, Inc. All rights reserved 10




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.

| Add Attachment |

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.

[ Use This Message ]

Select all information for use in the email campaign.

odzi 2y

Result

Customer

CustomerSR_bought_when Merie Email FirstName

Invoice_ltem_wo Time [¥] 21st Century Orga... sales@21stcenturyor...

SR lem | = [___] MyCompany Raymund
SR_ttem_woTime [F] rand
Vendor T

VendorBill [T] 1newcustomer
Time Constraints [C] 00118

[E T . |
Today B
ThisWeek =
ThisWeekToDate, ThisM

ThisMonth ToDate b

Select tems

[ IT Administration {On-} &
6] Software [
[ Support il

[F] sve
[7] TRTest
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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.

Query List of available queries.

Customer -
CustomerSR_bought_when We added four different queries which select all customers, vendor,

m‘” employees and other names. In addition to that queries are predefined
‘ that select customers who bought specific items over time and more.

SR_ltem_woTime
Vendor -
VendorBil i

Time Constraints

L . | Time constraints when working with transactions .to select only those

Today - . . - e
ThisWeek | || transactions which are within a specific time.

ThisWeek ToDate, ThisM
ThisMonth ToDate I

Select ltems
D IT Administration {On-! »

M Sofvare g

] Support —| invoices.

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

[ Scan ]

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

Result Automatically selected are all entries with an
Mo Email FirstName email address. All the selected entries are used
[7] 21st Certury Orga... sales@21stcenturyor.. later on as recipients for the email campaign.
|| MyCompany Raymund

™ rand You may change the selection either directly in
ﬁ 1newcustomer the list or by one of these buttons:

O

] 00118 —

Q show the selected entry in QuickBooks

@ Selects entries with email addresses only
+ Selects all entries

-Un-selects all entries

[a)(@)f«] (=]
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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.

Result

All_Employees - ?
Bought When m Name Email FirstName

Checks = [¥] Raymund Vorwerk  v@vclab.com Raymund
Customer
CustomerSR_bought_when
Invoice_ltem_woTime
SR_ltem

Apply Fitter
//BillAddress[City="BS

Finish

With ( ] the dialog is closed and all selected entries are used as recipients for the email

campaign.

i GKS RF&EKO2FNR y2¢ G(KS W{SyR 9OYIAfaQ oddidzy Aa
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Send Emails

2 Saily -li'.'.u-"' P T |
Information ~ I

Manage your Email Campaign

Send e T e . - View Log
Financial eate || Seledt || Send Emais {—J
i e il s
atest "

At this point you may send a test email. The test email will be send to the email address
as defined as sender in the settings.

% % A

LT &2dz FNB alFidAaFTASR ¢oA0K (K SYFAfTZ LINBaa

what reason ever the delivery of the emails, press the red @ button. The further
delivery is then stopped.

We write a daily log of all activities including a list of successfully send emails. With
W+ASg [23Q (GKFEG FAES Aad aK24y®
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OTHER INFORMATION MENUS

The dashboard has some additional functions as outlined in the Information menu:

Information -

View Mail Message
View Recipient List

[ |

About
Support 3
Settings ‘ ‘ Select
| License * | Activate Application
Help De-Activate Application.

Wiew License Agreement

dl

About: The About dialog, showing the programs version and other information.
Support:
Open the support dialog. It sends relevant information to our support team.
Checks for Updates
Setting: Open the settings dialog as explained above.
License: Activate the application.
De-Activate the application
View the license agreement
Help: Opens this file.

View Mail Message:

View Recipient List:

Shows the HTML file you selected as email message in a campaign

Shows the list of recipients in a campaign
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QUERIES AND QUERY SYNTAX

The queries are defined in the file PreQueries.xml

Customer
Select all customers from QuickBooks. A filter maybe applied.

Vendor
Select all vendors from QuickBooks. A filter maybe applied.

Employee
Select all employees from QuickBooks. A filter maybe applied.

Bought when
Select all customers from QuickBooks who received an invoice within the specified timeframe.

SR Item
Select all customers from QuickBooks who bought one of the selected items within the specified
timeframe. This query is based on sales receipts.

SR_woltem
Select all customers from QuickBooks who bought one of the selected items. This query is based on
sales receipts.

Invoice Item woltem
Select all customers from QuickBooks who bought one of the selected items. This query is based on
invoices

SingleVendor
Select all vendors from QuickBooks who received a bill in the specified timeframe.

SinglePayee
Select all payees from QuickBooks who paid by check in the specified timeframe.
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FILTERS AND FILTER SYNTAX
Filters are applied in XPATH format. A typical example is:

KK. Aff! RNBaaw/ AGe&rQairl YAQ8 gKAOK
{AYAEf NI &@2dz Oy FAELGSNI adlrasSa a

Please contact the QEmail support at support@addgin.com for more information
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