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SETUP FRED OFFICE FOR  
E-STATEMENT SENDING 

Setting up your email server 

Before you can begin sending e-statements, set up and configure the email server to be used. 
A new Statements Email From field has been added in the Email tab (Figure 1) to add a 
sender’s email address. 

To setup your email server: 

1. In Fred Office, click the Tools menu, point to System, and then choose Options. 

The Options screen appears.  

2. In the Statements Email From field, enter the email address to send statement emails 
from.  

3. Enter the appropriate email server details as required. 

4. To save the changes, click [Apply]. 

 
FIGURE 1: STATEMENTS EMAIL FROM FIELD 

   

TIP! To send a test email from the email address, select the  
[Send Test Email] drop-down, and then choose From Statement Email. 
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Setting up email templates 

The E-Statement feature lets you save an email as a reusable template. You can then use 
that template when composing and sending email statements to your account customers. 
There is no limit to the amount of templates you can set up. 

   

To setup your email template: 

1. In Fred Office, click the Tools menu, point to Account, and then choose Options. 

The Account Options screen appears. 

2. In the Email Templates tab, click the [Add] button. 

 
The Email Template screen appears. 

  

TIP! Creating email templates will save you from retyping emails repeatedly. 
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3. In the Name field under Template, enter an appropriate name for your email template. 

4. Under Email Content, compose the body of your email. 

  

 

  

5. To finish, click [OK]. 

6. Click [OK] once more to return to Fred Office. 

  

TIP! You can cut and paste your pharmacy logo. 

TIP! To test the email, enter a valid email address in the Email field under 
Test Email Template group, and then click the [Test Email] button. 
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SENDING E-STATEMENTS 

Send e-statements to a single account  

During the upgrade process from Fred Office version 3.4 to Fred Office version 3.5, Fred 
Office will automatically use the customer’s existing email address (via billing address) for e-
statement sending. Customers with no existing email address will need to be entered once-off 
manually. 

To send e-statements to a single account card: 

1. In Fred Office, select the Contacts tab, and then choose Accounts. 

2. Search for the account.  

3. Right-click the appropriate account card and select Open Account. 

 
The account card appears. 

4. Select the Statements tab. 

5. Under Send Statement Option, select the Email Statements to checkbox and enter the 
new email address. 

6. To email the statement, click the [Email] button. 

 
FIGURE 2 SEND STATEMENT OPTION 
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7. Choose the template you wish to use for this account customer.  

 
8. To send the email, click [OK]. 

A confirmation message appears. 

9. To finish, click [OK]. 
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Set up e-statements for multiple accounts from a 
report or accounts list 

E-statements can be set up for multiple accounts using a new (bulk) option via Quick Action. 
Before setting this option, ensure that customer email addresses have been setup. 

    

To setup e-statements for multiple accounts from a report or accounts list: 

1. Use the [SHIFT] or [CTRL] keys + left-click to select the accounts to email statements to.  

 
2. Right-click the highlighted account cards, and the select Perform Quick Action. 

 
Quick Action Wizard appears. 

  

TIP! This Quick Action can be performed from wherever a list of accounts can be selected, 
e.g. from Main Contacts, Accounts screen or from a report. 
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3. In the Select Action window, expand Statement Settings, choose the Set Email 
statement option, and then click [Next]. 

 
4. In the Configure Actions window, tick Send Statements By Email, and then click [Next]. 
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5. In the Preview Changes window, tick/un-tick the accounts where statements will be 
emailed to. 

6. When finished, select the Confirm checkbox, and then click [Next]. 

 

7. In the Finished window, click [Finish]. 
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STATEMENTS SCREEN CHANGES 
In addition to the print-based features, the Statements screen has undergone multiple changes 
to accommodate the new e-statement feature in Fred Office (see Figure 3).  

To see these options in the Statements screen: 

1. In Fred Office, select the Contacts tab, and then choose Accounts.  

2. Click the [Statements] button on the toolbar. 

 
 

 

FIGURE 3: STATEMENTS SCREEN 

 
 Item Description 

 Ad-Hoc Statement Generation group The Ad-Hoc Statement Generation group now has 
an additional email option in the Statement 
Sending Options field.  

 Statement Summary Email group Displays a summary of statements marked for 
email for a selected batch.  

 
 

Open the Email Summary screen for the selected 
statement batch.  
See Email summary (batch) (page 10). 

 Email Status column Displays the status of batch statement emails. 

 
 

Opens the Email Statement screen to send batch 
emails. See Statement email options (page 12). 

 Scheduled Statement Generation group Scheduled Statement Generation now has an 
additional email option in the Statement Sending 
Options field.  Click the [Add] or [Edit] button to 
open the Edit Statement Schedule screen. 

 STATEMENTS SCREEN 
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Email summary (batch) 

A new  button from the Statements screen will launch the Email Summary screen for 
a chosen statement batch (see Figure 5, page 11). 

 

 

 

 

FIGURE 4: STATEMENTS SCREEN 

  

 STATEMENTS SCREEN 
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Use the Email Summary screen to: 

 export the data to PDF, Excel, or CSV format  

 manage and fix any errors  

 resend e-statements to accounts  

 print paper-based statements.  

 

 

 

 

FIGURE 5: EMAIL SUMMARY SCREEN 

    
 

    
  

TIP! To open the account card, right-click a row and then choose Open Account. 

TIP! If the wrong email address has been used for an account, click into the Statement 
Email column to change the email instantly. 

 EMAIL SUMMARY SCREEN 
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Statement email options 

A new  button from the Statements screen will now launch the Email Statement 
screen (Figure 6, page 13) where you can select the accounts you wish to email statements 
for.  

   
 

 

 

 

 
 

  

WARNING! If emailing a large number of statements, it is highly 
recommended to schedule them to send after business hours. 

 STATEMENTS SCREEN 
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FIGURE 6: STATEMENT EMAIL OPTIONS 

 
 Item Description 

 Statement Restrictions  Restrict which accounts should be included for emailing. 
Focus on a specific account group such as accounts in a 
Nursing Home or a user-defined account group. 

 Email Settings Choose a predefined email template. See also Setting up 
email templates (page 2). 

Schedule when to send the email. 

 
 
  

 STATEMENT EMAIL OPTIONS 
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Print Statement screen 

Customers selected for e-statement sending will automatically be deselected for paper-based 
printing. To enable statement printing for these customers, select the Print statements for 
accounts that are enabled for email statements checkbox from the Print Statement screen. 

 
 

  

 PRINT STATEMENT SCREEN 
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