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PosBrowser has the ability to send statementsstmmers via email. This
document will outline how to set this up, and tliféedent options available
to you:
1: Initial Setup & Customer Options
2: Sending

(a) Using Outlook

(b) Directly through PosBrowser
3: Adjusting Customer Fees

First of all, you need to collect the email addesssf customers. Once you
have them, you can enter them into Customer Maames Whilst in
Customer Maintenance, make sure the “Email Stat€neetion is ticked

for each customer.

POS SOLUTIONS AUSTRALIA PTY LTD [Edit]

Customer Maintenance

[[] Gereral Details Other Details 03 Transactions | & Delivery History | €5 Mailing Labels

Quick Tasks
Account Mo, Name  (Search box) Quick Code
37 POS SOLUTIONS AUSTRALIA PTYLTD o LD of &  Take Payment ‘
Unit/Street Number Street ‘

Arcount Stop Starts
o [ruck st o ®a P

Suburh State PCode 0  staement ‘
[MOORABBIN vIC 3189 o

ag Deliveries ‘
Home Phaone ‘Wiork Phone Mobile Phone Fax
| G | G = | — | () - @ Custormer Relations
W——_ : BPay ID Number Direct Debit Customer Change Logged Staff ‘

arthbi@possaolutions.com.au 100000975 Shiow Mo -

Postal

POS SOLUTIONS AUSTRALLA
23 TUCK 5T

Postal Suburb Postal State Postal PCode
[MOCRABBIN vIC 3189

I Email MewsLatter

[ Mail Promotional

[ Email Order Farm

& Creditor Customer Codes ‘ FEShaw Google™ Map

Q Customer Notes ‘

£ Edit ‘ 57 Mew ‘ [ Delkte ‘ E save ‘ B cancel ‘

Page 1 of 7



#

pos browser

I "#$ % & ( ) )

# $

(A) Sending emails using Microsoft Outlook

This method is great if you would like to edit #n@ails before they are sent
to your customers. For example, you might wardttach a newsletter, or

add a message to the email, then send it to theres.

When running your statements, select your crit@siaormal, except after
you tick ‘Update Customer Statement(s)’, tick tipdi@n below: ‘Create
Statement run only, do not print out any statemetitsn click

RUN STATEMENTS

This will process the statements, but not prirthet stage. Click on the

Reprint tab. At the bottom here, you will see fibblowing options:

1: Print Statements (Excluding Customers set faiBm Select this option,
and click CONTINUE. You should see the top statemen in the list has
the current date on it. Tick this run, and clidEFRINT STATEMENTS.
This will print all of your normal statements. Ortbes is done, click on the

‘Criteria’ tab to go back and select:

2: Email Statements (Customers set for Email Onl8glect this option,

and you will see some more options appear. ErsaeOutlook” is

selected, and select either:

(a) “Save Statements in Drafts Folder” — if you woulelto edit the emails
in Outlook before you send them

(b) “Send Statements Now” — if you would like Outloakldtegin sending
the emails immediately.
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Also select one of the following:

(a) ‘'Send as HTML' — This will send a plain text vemsiof the statement,
that can be viewed directly through the customemsil software

(b) ‘Send as PDF’ — This will send the statement a8dwbe Acrobat PDF
attachment, which will look exactly like a papeatement, complete
with barcode. This is the preferred option, astrpesple have the
ability to read PDF files.

Once these options have been selected, click CONEINAT THIS
POINT, MAKE SURE MICROSOFT OUTLOOK IS RUNNING!

Again, as above, tick the top statement run, alcét 8EPRINT
STATEMENTS. This will send your email statememt<utlook. You can
now switch to Outlook to see the result, eithethim Outbox, or the Drafts

folder.
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(B) Sending Emails Directly Through PosBrowser

This method will use your internet connection todséhe emails directly
through your Internet Service Provider. This isajr if you do not have
Microsoft Outlook, or want to send the emails framnomputer without

Outlook installed.

Before you use this method, you need to set yoRisi8etails:

(You only need to do this once)
Open the Side Menu, and then ‘System Maintenance’
Double-click on ‘System Setup Values’
Click on the ‘Statements’ tab
Scroll to the ‘ISP Email Details’ heading, and KIEDIT
Enter your mail details here. Every ISP is différezou should be
able to get the correct settings by contacting ys&. If in doubt,
contact POS Solutions
Click SAVE

When running your statements, select your crit@siaormal, except after
you tick ‘Update Customer Statement(s)’, tick tipdi@n below: ‘Create
Statement run only, do not print out any statemigtiten click

RUN STATEMENTS

This will process the statements, but not prirthest stage. Click on the

Reprint tab. At the bottom here, you will see fibklowing options:

1: Print Statements (Excluding Customers set faiBm Select this option,
and click CONTINUE. You should see the top statemen in the list has
the current date on it. Tick this run, and clidEFRINT STATEMENTS.
This will print all of your normal statements. Orbés is done, click on the

‘Criteria’ tab to go back and select:
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2: Email Statements (Customers set for Email OnlIgglect this option,

and you will see some more options appear. Enfirect via ISP’ is

selected. You can also choose to tick the optidomMpeo email you a copy

of all statements sent.

Also select one of the following:

(c) ‘Send as HTML' — This will send a plain text vensiof the statement,
that can be viewed directly through the customemsil software

(d) ‘'Send as PDF’ — This will send the statement addwobe Acrobat PDF
attachment, which will look exactly like a papeatsiment, complete
with barcode. This is the preferred option, astrpesple have the
ability to read PDF files.

Once these options have been selected, click CONEINAgain, as above,
tick the top statement run, and click REPRINT STMIENTS. This will
send your email statements.
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Now that you are using PosBrowser to send emdérsients to some
customers, you may want to exclude them from dttrg@a statement or
account keeping fee. To do this:

Open the Side Menu, then go to Customers

Double-click on “Customer Maintenance”

Use the search box to bring up a customer who eoeives email
statements

Go to the ‘Other Details’ tab, and click EDIT

In the bottom-right hand corner, un-tick the optié&filow charging
of account keeping fee”

Click SAVE

Repeat for each customer receiving email statements

These customers will now be excluded from a statgemh&ccount keeping
fee.

When setting up a customer for email statementgoutld be wise to un-
tick the above option then, to save having to cbaek and do it later.

UPDATE: As of Versionl.1.43.Pyou can now bulk set everyone who gets
an email statement to not be charged an accouptrigeéee. To do this:

Open the Side Menu, then go to Customers
Double-click on “Customer Utilities”
Click the ‘Bulk Updates’ tab, then under that, klibe ‘Bulk
Change’ tab.

o Under “Change the following field”, select ‘Allowharging

of account fee’

o Under “To the value”, select ‘No’

o Under “For Customers”, select ‘If statements areiésd’
Enter your initials and password at the bottonmhefdcreen, and
click PROCESS.

This will set everyone marked to receive an entatesnentNOT to be
charged an account keeping fee.
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Some versions of Microsoft Outlook will prompt yaith a confirmation
box to send each email. This can get quite anigayiyou are sending
many email statements. POS Solutions has founalyeanound this
problem:

1. Download and install the program “Express ClickYes”
a. You can find it here:
http://www.snapfiles.com/get/clickyes.html

2. Once the program is installed, you will notice aneon in the
System Tray (right near the time on the Start Bar).

3. Express ClickYes will start in “Suspended” mode jehimeans that
it is inactive.

4. Just before running your email statements, rigickan the Express
ClickYes icon in the system tray, and select “Resum

5. Run your email statements as normal, and you shutlte
interrupted by all of those dialog boxes!

6. Once the statements have been sent, right-click@ixpress
ClickYes icon again, and this time, select “Suspgend
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