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Bulk Emails Losing Formatting in REST Professional

Overview

When doing a bulk email through Other > Print letters/export data, if you have an SMTP set up, REST will
send the bulk emails through this mail server instead of using Microsoft outlook.

You may find that the emailed letter has lost some or all of its formatting spacing and any logos.

27 August 2014, We are always looking for ways to use modern technology to improve the service we
provide to our valued clients. We have recently introduced a new innovation to provide you with secure
24 hours, 7 days a week access to view your property details including property statements online. This
online service also enables you to email your property manager directly. Kind regards Rockend Realty.

NOTE: The template has lost its formatting, spacing and paragraphs
This document will cover the two options to overcome this issue:

¢ Send the emails through Microsoft Outlook instead of the SMTP server
¢ Finish and Merge the Document in Word

Send through Microsoft outlook instead of the SMTP server

1. Get all users out of REST
2. Go to Other > Utilities > System options > SMTP
3. Un-tick ‘use SMTP email for statements & creditor remittance
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You should arrange for your technician to provide this information. Rockend can not assist as every
site will be different.

It SMTF Server details are provided, then direct SMTP will be used to send emailed owner statements
and creditor remittances etc. If the SMTP Server details are not entered here, then Microsoft Outloak
will be uzed instead.

SMTP Server: Your SMTP server for outgoing email. eg: mail. mycormpany. com. aw.

Sent [tems Email Address: The email address that ie uged to store gent emails for future reference. If
present, it will always be placed in the BCC (blind copy] field of the sent email,

POP3 Server, User Mame, and Password: Used for authentication if the SMTP server requires it. You
may hot need to enter anpthing,

MNOTE: The email address in the General tab of Company Details is used as the return email address.

X

Cancel -ESC

v

OK-F12

4. Do the merge through print letters/export data. REST will now default to using microsoft outlook and

the formatting and spacing will be as it is in your template.

5. After you have successfully sent the emails you can go back into system options and re-tick ‘Use

5.SMTP email for statements and creditor remittances’

NOTE: The email will leave REST through Microsoft outlook and go from your direct email address. They

can be seen in the sent items.

Finish and Merge the document in Word

NOTE: If you choose to use the following method using finish and merge the template it will not save to
document management as it would normally therefore this option may not be suitable.

1. Select merge criteria as normal through Other > Print letters/export data and choose your selection

criteria and click Start-F12

2. Once the template generates, click on Finish and Merge > Send Email Messages
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3. Complete the Merge to email screen with subject line and select the relevant details and click OK.
3.Your emails will begin to send now.

at

Merge to E-mail '® | =
Message options
Ta: Email

Subject ine:  C] EANING OF RENTAL PROPERTY
Mail format:

[« ]

Send records
@ Al
) Current record

") Erom:; To:

[ OK l [ Cancel

4. Close the WORD document now & say “NO” to message ‘send email/sms messages’ as the above
4.process already sends it.
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