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Email Manager Plug-in Module 

Learning Outcomes 
In this lesson you will learn how to set up and use the advanced features of the Email Manager 
Module. 

Requirements and Prerequisites 
·  Any version of SoEasyAccounting 
·  A registered version of the Email Manager Plug-in Module 

Video 
There are videos available on this subject. 
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Overview 
The Email Manager Module is a very exciting additional module you can install to your version of 
SoEasy!  
 
As the name suggests, the Email Manager Module manages the dispatch of emails to your clients in 
an extremely efficient manner saving you a considerable amount of time. The module also eliminates 
administrative bottlenecks and will help you sell more to your clients. 
 
The Email Manager Module provides five very important functions: 
 

1. Direct email of Quotations, Invoices and Credit Notes 
2. Direct email of Statements 
3. Direct email of batch run Invoices 
4. Improved Debtors management with automatic email notifications to overdue account 

customers 
5. Email marketing; in just a few minutes, you can send a message to all or a selection of 

contacts in your database. 
 
With the Email Manager Module you will save a considerable amount of time and money by 
eliminating the need to print, fold and post documents. 
 
You will also notice an increase in sales opportunities with the ability to send email messages, 
newsletters and special offers to your client base. 

Set up 
There are four areas of the system to set up: 
 

1. Registration of the module with SoEasy’s Registration department 
2. Installing a PDF file creator 
3. Setting up the PDF file creator 
4. Setting your SMTP and default email settings 

 
Once set up has been complete the system can be tested. 
 

Registration 
Once you have purchased the Email Manager Module, our registration department will automatically 
register you over the Internet. 
 
For an additional fee you can also have the system set up for you by one of our trained technicians. 
 
To Register the Email Manager Module : 

1. Go to Cash Book  – Set up  – Registration . 
2. Select the Register or Upgrade your Program  button. 
3. A dialog  will appear asking you to confirm  your Company and Address details. 
4. When complete select the Upgrade online  button which will take you to our web upgrade 

page. 
5. If you do not have the 2009 version of SoEasy, you will need to add the upgrade to your 

order. 
6. Select the Email Manager Module  and complete the order process. 
7. Once your purchase has been completed our registration department will update your 

registration and complete the upgrade process. 
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About the PDF File Creator 
 
The PDF file creator is a small application that you install onto your PC which can then be used like a 
printer.  
 

1. When printing/emailing a document, we print to the PDF file creator and instead of printing 
the document; it creates a PDF version of it. 

2. The PDF file is automatically saved to a specific location on your computer’s hard drive. 
3. SoEasy then picks up the saved document and sends it to the customer. 

 
We recommend the use of a free PDF file creator driver called BullZip .  
You can use any other PDF driver if you can set it to save the created file to a specific location 
automatically. 
 
WARNING  
If you use a PDF creator other than the one we have included instructions for, any support required 
to make the driver work for your system is charged for by the support department. 

Set up the PDF File Creator 
Go to The Front Company Menu  

Arrow 1: Select Set Printers  
 

 
 
Arrow 2: To download and install the BullZip  PDF driver , select the link which will 

download BullzipPDF.exe  from the Internet 
Once downloaded, follow BullZip’s installation routine . 

 
Arrow 3: The Email Module Printer  can be selected in the normal manner of selecting a  
  printer. 
 

Note : The driver must be  installed on  each PC you intend to use the Email Manager Module on. 
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Configure the PDF File Creator 
 
For the Email Manager Module to work with the PDF File Creator, the file creator must be configured 
so that it will automatically  save PDF files to a specific location on the hard drive. 
 
The location is:  /SOEASY/EMAIL  

To set up BullZip: 
 
1. Select Start  – All Programs  – BullZip  – PDF Printer  – Options 
 

 
 
2. Make sure that the following settings have been made: 
 

General  Format PDF 
File Name ?:\SOEASY\EMAIL\<smarttitle>.pdf  
 ? is the drive letter you installed SoEasy to 

(You will need to edit the file name structure as the 
browsefunction will create an incorrect file location.  
Make sure the file name looks the same as the above 
The above note refers to the most common error 
people make when setting up the File Name  

Confirm Overwrite Not selected 
Remember last folder Not selected 
Open destination folder after creation Not selected 

 

Open the document after creation Not selected 
When will the Save As  dialog be 
shown 

When no file name is specified Dialog 

When should the Setting s dialog be 
shown?  

Never 
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3. All other settings should be left as they are. Any other modifications you may make will be your 
own responsibility to manage. It is important to realize before making any changes that this driver 
needs to process the PDF documents as automatically as possible, as it will be handling many 100s 
of batch invoices and statements. Adjustments could be hazardous to the email process. 
 
Note: BullZip  is kindly provided free of charge. Donations can be made to BullZip through the About 
section of the Option utility  or via www.bullzip.com 

Set up Paper Size 
To set up the paper size to A4: 

1. Open the Printers and Faxes  folder (see Control Panel) 
2. Right click on the Bullzip PDF Printer  and select Properties  

 
3. Under the General  tab, select Printing Preferences   
4. Select Advanced  
5. Set the Paper Size  to A4 
6. Set the Print Quality  to 300dpi  

 
7. Under the Advanced  tab, select Printing Defaults   
8. Select Advanced  
9. Set the Paper Size  to A4 
10. Set the Print Quality  to 300dpi  

 

SMTP and Other Email Settings 
SoEasy needs to know what your outgoing email server SMTP settings are. 
You can discover these by opening up your current email program and reviewing your account 
details. 
 
For example, if you are with  XTRA  smtp.xtra.co.nz 
    Clear  smtp.paradise.net.nz 
    Vodafone smtp.vodafone.co.nz 
 
If you are unsure about your SMTP setting, please contact your Internet Service Provider. 

To set up SoEasy’s Email System 
 

1. Go into Cash Book  – Set up  – Registration  
2. Select Email System Setup  
3. Complete the details in the dialog box that appears 

Unsubscribe Message 
It is a good idea to set up an Unsubscribe message  and identify an email address that the recipient 
can send the UNSUBSCRIBE email to. 
 
For example: 
You are receiving this email because you are listed on our system as a customer of ours. 
If you wish to be removed please select the following link and select send. 
mailto:sales@mycompany.co.nz?subject=UNSUBSCRIBE 

Email Footer 
An email footer can include details such as: 
 
Best regards 
 
www.mycompany.co.nz 
PO Box 111222333, Bayfair, Mt Maunganui, Ph 07 ??? ???? 
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Standard Messages 
You can set up standard messages that will become the body text of an email sent from the system. 
 

1. Go to Platform  – Set up  
2. Select the Email Module  button and work your way through the options 

 

 
 

You and the Law 
The Email Manager Module can send 1000s of emails with a simple click of a button. However there 
are laws governing email activity and it is important that you read about the Unsolicited Electronic 
Messages Act 2007  
The Act forms the basis for New Zealand’s participation in international efforts to combat unsolicited 
electronic messages, mainly email.  
 
To find out more we have provided a link in the Email Marketing  section to the web page: 
http://www.antispam.govt.nz/ 
 
To assist in tracking and eliminating spam, we have included a footer in all emails dispatched from 
SoEasy, identifying that the email came from a SoEasy product. This footer cannot be removed. 
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Testing the Email System 
Before sending batches of emails you should perform the Test Email  function. 
The Test Email function can be found at any screen where email set up or batch printing of emails is 
performed. (See the Cash Book – Set up – Registration screen below). 
 
By selecting the Test Email  button, you will send an email to your email address. 
 

 
 
If the Email Manager Module  is registered and set up, the Test Email  function will send an email 
with an attachment to your default email address. 
 
If it doesn’t, select the Log  button (next to the Test Email  button) and review the email log. The Log 
details are described in a following section. 
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The Email Processor 
When you send an email from SoEasy it processes the send instructions in a batch file called 
BULKMAIL.BAT  which can be seen on your status bar. 
 

 
 
If you were to select the batch process it would display like this: 
 

 
 
It is very important to let it complete its process and you should avoid sending other emails while the 
batch program is running. We suggest waiting for it to complete its process. When it is complete, the 
BULKMAIL.BAT will disappear. 
 
Once the process is complete, the email log will be updated. 
 
WARNING! Do not close the BULKMAIL.BAT process or emails will fail to send.  
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Email Log 
Every time an email is sent from the system, the email Log is updated with information about the 
email and how it was processed: 
 
Below is a successful email send 
2009.07.14 01:06:22 (Tue)------------Start of Session----------------- 
Blat v2.6.2 w/GSS encryption (build : Feb 25 2007 12:06:19) 
2009.07.14 01:06:22 (Tue): <<<getline<<< 220 mta03.xtra.co.nz ESMTP server ready Tue, 14 Jul 
2009 01:06:12 +1200 
2009.07.14 01:06:22 (Tue): >>>putline>>> EHLO DevPro.soeasy.co.nz 
2009.07.14 01:06:22 (Tue): <<<getline<<< 250-mta03.xtra.co.nz 
2009.07.14 01:06:22 (Tue): <<<getline<<< 250-HELP 
2009.07.14 01:06:22 (Tue): <<<getline<<< 250-XREMOTEQUEUE 
2009.07.14 01:06:22 (Tue): <<<getline<<< 250-ETRN 
2009.07.14 01:06:22 (Tue): <<<getline<<< 250-PIPELINING 
2009.07.14 01:06:22 (Tue): <<<getline<<< 250-DSN 
2009.07.14 01:06:22 (Tue): <<<getline<<< 250-8BITMIME 
2009.07.14 01:06:22 (Tue): <<<getline<<< 250 SIZE 20971520 
2009.07.14 01:06:24 (Tue): Sending E:\SOEASY\EMAIL\M2.txt to support@soeasy.co.nz 
2009.07.14 01:06:24 (Tue): Subject: Test Email  1:06 
2009.07.14 01:06:24 (Tue): Login name is support@soeasy.co.nz 
2009.07.14 01:06:24 (Tue): Attached binary file: E:\SOEASY\EMAIL\EMAILTST.pdf 
2009.07.14 01:06:24 (Tue): >>>putline>>> MAIL FROM:<support@soeasy.co.nz> 
2009.07.14 01:06:24 (Tue): <<<getline<<< 250 Sender <support@soeasy.co.nz> Ok 
2009.07.14 01:06:24 (Tue): >>>putline>>> RCPT TO:<support@soeasy.co.nz> 
2009.07.14 01:06:24 (Tue): <<<getline<<< 250 Recipient <support@soeasy.co.nz> Ok 
2009.07.14 01:06:24 (Tue): >>>putline>>> DATA 
2009.07.14 01:06:24 (Tue): <<<getline<<< 354 Ok Send data ending with <CRLF>.<CRLF> 
2009.07.14 01:06:26 (Tue): <<<getline<<< 250 Message received: 
20090713130615.PXVW7162.mta03.xtra.co.nz@DevPro.soeasy.co.nz 
2009.07.14 01:06:26 (Tue): >>>putline>>> QUIT 
2009.07.14 01:06:26 (Tue): <<<getline<<< 221 mta03.xtra.co.nz ESMTP server closing connection 
2009.07.14 01:06:27 (Tue)-------------End of Session------------------ 
 
Below is a failed email send 
2009.07.14 01:22:51 (Tue)------------Start of Session----------------- 
Blat v2.6.2 w/GSS encryption (build : Feb 25 2007 12:06:19) 
2009.07.14 01:22:51 (Tue): Error: Can't resolve hostname (smtp.xtxtra.co.nz). 
2009.07.14 01:22:51 (Tue)-------------End of Session------------------ 
 
In this case the SMTP outgoing server is incorrect. It should have been smtp.xtra.co.nz 

Clearing the Log 
At any time you can clear the log. 

1. Open the log  
2. Select all the content by selecting the Edit  menu and selecting Select All 
3. Press the Delete  key on your keyboard 
4. Select Save 
5. Close  the log 

 
It is a good idea to clear the log once a month or when you are troubleshooting email issues. 
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Copies of Emails Sent 
This email function does not leave a copy of the email in Outlook or any other email program you 
may be using. 
 
It does keep a copy of the emails sent (but not the attachment) against the customer it was sent to. 
 

1. Go into the Database  
2. Select the contact  
3. Select the Sent  button (Arrow 1) 

 

 
 

 
 
Arrow 2 Click on an email to view and/or re-send to the customer 
Arrow 3 Send another email 
Arrow 4 Set up email Templates 
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What Happens to Bounced Emails? 
In a situation where you have an incorrect email address loaded for a client, the email may be 
returned to you. The return email would come back to the Sender and would come in to your 
standard email program. 
 
In many cases, a user with an email address that has a domain, e.g. bill@thexyz.co.nz, (the xyz is a 
domain address); if you incorrectly address their email, the email will normally be delivered to a ‘drop 
all’ email box that has been designated by the customer’s Internet Service Provider (ISP). 
 
For example: 
The email address should be bill@thexyz.co.nz but you have his address loaded as 
bills@thexyz.co.nz. An email sent to bills@thexyz.co.nz will get delivered to the customer’s drop all 
box which could be admin@thexyz.co.nz. Many people do not know their drop all box and would 
need to contact their ISP to find out what it is. 

Troubleshooting Email Delivery 
To troubleshoot Email delivery issues there are 5 specific processes to work through: 
 
1. Perform the Test Email  function 

If the Test Email function successfully sends you an email, then the email system is working. 
 
2. Check the Log. See the last email’s entry. It should have a positive outcome.  
    Note: the Log is only updated once the email batch program “BULKEMAIL.BAT” box has been 
    completed. 
 

 
 
If the log did not have a positive outcome then there may be a need for support from our support 
department. Before doing so, recheck all your settings as above. 
 
3. Check the customer’s email address. 

If a customer does not receive an email: 
a. Check that you have the right email address. Get the customer to email you and 

then cut and paste their email address into the SoEasy database. Then try sending 
an email to them. 

b. Get the customer to check that your email has not ended up in their spam section. 
c. Send them a Test Email. 
d. Ask the customer if they could check with their ISP your email arrived? 
e. Send an email to another customer and see if they received it. 
f. Check with your ISP and see if they saw what happened to the email. 

 
4. Check with your ISP that your emails from SoEasy are being received. If the Test Email function is  
     working then the chances are that the customer’s ISP is having a problem accepting the email. 

 
 Any further troubleshooting would need to be conducted by one of our support staff. 
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Emailing an Invoice 
When you have the Email Manager loaded, it handles sending an email differently than the standard 
email functions of SoEasy. 
 

1. At the Invoice, Quote or Credit Note screen, select the normal Print/Close  button. 
2. In the print dialog box, select Email  and select OK. 
3. An email dialog will appear with much of the message to the customer already completed 

 

 
 
Arrow 1: This information has come from the Standard Messages set up (as described above). 
You can edit the details to suit. 
 
Arrow 2: The footer information can be edited. Perhaps you would put your name in it. 
 
As with all dialog boxes, if you want to add notes to a new line, hold the Ctrl  key down and press the 
Enter  key 
 
When you select Send, the email will be automatically dispatched to the client. Allow a few minutes 
for them to receive the email. 
 
The email message and time sent can be viewed in the Sent Emails  section as described above. 
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Emailing Batches of Invoices 
If you use the batch process for closing multiple open invoices, the Email Manager automatically 
tests for clients who can receive their Invoices by email and counts how many invoices can be 
emailed or must be printed (Arrow 1).  
 
Each customer is also flagged with either Print  or Email  (Arrow 2). 
 

 
 
Before running a batch process you should run the Test Email function. It must send you the test 
attachment or the email process will not work correctly. 
 
When you select the Close and Print  option, those invoices that can be printed will be printed, and 
those that can be emailed will be emailed. 
 
WARNING: When processing large batches of emails, do not execute a process that will email other 
documents until the “BULKMAIL.BAT” has completed. See Email Processor topic above. 
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Emailing Statements 
During processing the End of Month procedure, the Email Manager will look to see if the customer’s 
statement can be emailed when you process the statements 
 

 
 
 
Arrow 1 The number of emailable and printable statements. 
Arrow 2 Each client who can receive their statement via email is flagged. 
Arrow 3 If you want a customer not to receive their statement via email, select the amount due  

with your mouse and a dialog will appear. Select Do Not Email Statements . 
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Arrow 4 To process the printing/emailing, select the Next  button 
 
Statements will then be processed as per normal except statements that can be emailed will be 
emailed directly to the customer. 

Debtor’s Account Reminders 
Part of the KPI (Key Performance Indicator) displayed on the Platform screen, displays your debtors’ 
account balances (Arrow 1). 
 
If you select the More button (Arrow 2) you will be taken into a screen that displays each customer’s 
aged account balances. 
 

 
 
See next page 
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You can set up the appropriate messages to be sent by selecting the Set up  button (Top right of 
screen). 
 
Arrow 1 Make sure to run the Test Email  function before processing batch emails. 
Arrow 2 Select Send Reminders  to send an account reminder to clients with email addresses 

whose account is overdue 
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Email Marketing 
This is one of the most important areas of the Email Manager module. All other areas of the module 
focus on efficient methods of dispatching documents. The Email Marketing side concentrates on 
selling more to your customers. 
 
Rule 1: Always get people’s email addresses 
 

 
 
To go into the Marketing screen, at the Platform Main Menu select Marketing 
 

 
 
At the Marketing Module  screen, select Email 
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Arrow 1 To start the email marketing process, select the Start  button 
Arrow 2 Please remember to find out more about the Law on email marketing 
 

 
Arrow 3 Choose who you would like to market to 
Arrow 4 To exclude customers that do not want to receive emails select the radio  button 
Arrow 5 Accept  the selection 
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Once you have made your selection, the Email List Ready to Go!  screen will appear. 
 

 
 
Arrow 6 To send an email message it is important to create an email template first. Select the  
  button Template  and create an appropriate message. 
 
Arrow 7 Always run the Test Email  procedure before processing batches of emails. 
 
Arrow 8 When you select Send you will be asked to select a Template . The Email Manager will  
  then process the emails. 

Some Advice about Email Marketing 
There are many philosophies about email marketing and you will need to identify which philosophy 
will best suit you. Some good rules are: 
 

1. SHORT Keep your message short and get to the point quickly.  
Long messages are not going to work well. Avoid messages that start off with “Thanks for 
being a valued customer!”. Get to the point. People will read a quick email but extraneous 
details will just turn them off. 

2. LINKS Putting in lots of links to web pages. One or two is ok but avoid big lists. 
3. RESPECT people’s wishes. If they don’t want emails, set them up in SoEasy to not receive 

email marketing. 
4. GOOD OFFERS Make a good offer;  

a. Respond today and we will include 1 hour free Training! 
b. 20% off today only! 
c. Today only, buy one and get one free! 
d. Free shipping today only, Save $24! 

5. RESPOND Provide an easy way for people to respond. 
6. PLAIN TEXT Use Plain Text. Lots of emails circulate with lots of pictures and colours but 

this is actually a bad practice. Not only does it overuse the Internet, many people cannot 
receive HTML code via their email and it will get trashed quickly. 
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7. FREQUENCY Don’t send out daily marketing emails. Space them out, one a month or 
perhaps fortnightly at the extreme 

8. SPAM Only send emails to people you have a genuine relationship with. 
 
Make sure you understand the Law on sending emails. The Act is designed for everyone’s privacy 
and protection. Spam is bad and takes valuable time. If you are caught spamming you can have 
some very heavy penalties including the de-activation of your Internet facilities. 
 

How to Stop Sending Emails to Customers 
 
 If a customer does not want to receive marketing emails from you; 
 

1. Go to the Database  
2. Select the Marketing  tab 
3. Select the option for no marketing to be sent  

 

 
 
If the customer doesn’t want statements emailed to them, and you fail to convince them otherwise: 
 

 
 
Select the Trading Tab and select Email Statements which will toggle a blank field or “Don’t email”. 
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Frequently Asked Questions 

Q: Do I need the Email Manager? 
No you don’t need the Email Manager but it is a very important step in building your Infrastructure, 
saving you time and money and can help you increase sales with the email marketing functions built 
into the system. 
 
With the Email Manager you will notice significant reductions in performing repetitive tasks. 

Q: How long does it take to process the statement r un? 
Standard print and post method  
Typically a company that has to send out statements to 100 companies will take 200 minutes to 
process their statements using the standard SoEasy Statement run procedure. 
The cost for the statement run would be estimated at: 
 
100 * 50c stamps   = $50 
100 * envelopes @ 10c  = $10 
100 * printouts @20c  = $20 
2 hours to fold and post  = $40 
 
Total cost of a statement run  = $120  
 
Emailing statements through the Email Manager  
Time 5 minutes 
Costs none 

Q: A customer didn’t receive their email 
Perform the tests as in the topic Trouble Shooting Email Delivery. 
If the Test Email function sends you and email, but the customer does not receive an email, the 
problem is most likely to be at their end. It could be that their system is set to not allow certain types 
or addresses of emails through. 


