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FRED

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. Inthe 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].

| Skare || Look and Feel || Tineouts || Trading Hours || Update | Ernail |Maintenance

Email Address

‘When Fred Office sends Emails, send from the Following Email addresses

Reports Email From |Reports@FredOFFice.com.au

Statements Email From |Statementemails,‘@Fred.com.au

Email Server

Server mail. nunet. com. au | Part

|| Server Requires S50

|| Server Requires Authentication

User Mare |

Password |

Test Email
To kest your server settings enter an email address below and press Send Test Email

Ernail | |SendTestEmai| V|

Restore Defaults
Press the Restore Defaults button below to restore default mail server settings

Restore Default Mail Server Settings |

| a4 | | Cancel |I Apphy I

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.




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.

TIP! Creating email templates will save you from retyping emails repeatedly.

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.

Account Optio

|Statements || Account Types || Account Makching || Ermnail Templates]
Email Templates
Define below the email templates that you would like For vour statement emails, The email template will provide the content
that will populate the subject line and body of the email ko the customer,
Add
Delete
Set Default
Email Address
‘Wwhen Fred Office sends Statements, send from the Following Email address,
Skatements Email From | pharmacy@email,com,au|
OF ‘ I Cancel ‘ I Apply

The Email Template screen appears.
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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.

[ TIP! You can cut and paste your pharmacy logo. ]

Templzke
Name Enter template name hers ]
Email Content
Subject our pharmacy account statement is now due
fiod
v Al 1z A

vaz_n,g-sx’xz‘A‘A%A| L-7§1|
q ﬁHNu.HH'(/ﬁ” B8 H‘

= Line spacing+ 3 £

Dear Customer,

]

Please find your current staternent attached

Kind Regards,

B FRED.OFFICE

<1

Test Email Template
To test your email template enter an emal address below and press Test Email

Email email kemplate@fred.com,au|

Test Email

[ oc [ cancel [ apat

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.

5. Tofinish, click [OK].

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

FRED



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.
2,
3.

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

Search for the account.

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

Ei n Tools Help
= Mew - ® Statements | 5 Print | & Bportr| @ 3
Contarts <[ searchIn~ [Accounts || Lookfor | || Finel Mow Clear | Show All
Folder Accounts
=] Contacts Dashboard 3
= | Amou. | Fomat | Tvme | Customer.. | Customer ... Custom... 7 | Balance Credit Limt | Active A
& Customers L) 335 Credt Personal wirifr peanu $0.00 $200,00 Open
& supplers ° 332 Credt Personal wirifr peanu $0.00 $0.00 Open
& Users ® 321 Credit Personal wirifr peanu $0.00 $200,00 Open
© 315 Credt Fersonal winifr peanu $0.00
19 My Office 2 311 Credt peanu 0,00
& open account..
[ ordering - 310 Credic peanu $0.00
LY a0s Credit o History. peanu $0.00 4100,00 Open
& Contacts LY 280 Credic GB Perform Quick Action... peanu 450096 $10,000.00 Open
(2 inventory e 260 Credt P Add To Graup peanu $0.00 §0.00 Open
— LY 247 Credic peany $0.00 $0.00 Open
() pricing LY 247 Credit Personal OWALSH peanu $149.35 4550,00 Open
& Reporting ® 241 Credt Personal wirifr peanu $0.00 $500,00 Open
® 230 Credi Personal ITozER peanu .60 $500,00 Open
F Actiity (™Y 192 Credit Personal winifr peanu 0,00 500,00 Open
)| 5
@ sdrministrator | Online @ Youhave news | @ 142 Conflicts | @ 41 Events | dk Connectors are active | @ 0 Alerts

The account card appears.
Select the Statements tab.

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

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

Eile Edit Miew Tools Help >

= b sweandClose | Save | & B | R Close Account | €2 Adjustment | (%1 Payment | Zh Reconcile - &

Statements || Prink Statement Settings Send Statement Option

Statements [ZIPFint Account Statements by Patients [¥|Email Statements ta john.smith@Fred.com. au|

Current: Statement

Statement # oonanoz Opening Balance | Interim statement |
Start Date JoSiz01z | Closing Balance ‘m‘
End Date 10/08j2012 || Current Balance

90 Days

Paymerts
Adjustments

Sales

]
w| e || e
slle (=2
ollollalla
g||8]|8|8][x

Tax

Previous Stabements

Statement Batc... From Date ToDate Opening Balance Closing Balance ‘ View ‘
11 19

B General

[ Activity

| |

| Delete |

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

Ernaill Termplate Selection

Choose email template you wish ko send

Emal Template Monthly

| 64 | | Cancel |

8. To send the email, click [OK].
A confirmation message appears.

9. To finish, click [OK].

Send Emmail

@ Emailed statement to john.smith@fred. com. au

FRED



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.

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.

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.

File Edit View Application Action Tools Help

- MNew - ® Statements | 5 Print | & Eport~ | @ 3

Contacts (<[ searchin - |accounts

|| Look for

fFolder Accounts
Contacts Dashboard

Credit Limit

4 Customers
7 Supplirs

& Users
i) Wy OfFfice:

[7J) ordering

& Contacts

(2 Inventory
() Pricing
g Reporting

& Activit

2.

ERE

<

@ administrator | Online

© You have news

© 142 Conflicts

Q 41Events

¢ Cannectars are active

@ vl

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

File Edit View fpplication Action Tools Help

e

® Staternents | 5 Print | B Bport | @ 3|

Contacts

[~

SearchIn + |Accounts

|| Lookfor

||| Find Mo Clear | Show &1

Folder
Contacts Dashboard
-

& Customers
& Suppliers

& Users

A My Office

[T ordering

& cortacts

(£ Inventory

() Pricing

ladh Reporting

b netivity

&[]

Accounts

Accou... | Format

Customer . Custorner .. | Custom...

Open Account...
History...
Perform Quick Action...

Add Ta Group

1%

v | Balance Credit Limit Active

¥

@ sdministrator | Online

B You have news

D 142 Conflicts

@ d1Events | st Connectors are active | @ 0 Alerts

Quick Action Wizard appears.
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3.

4.

In the Select Action window, expand Statement Settings, choose the Set Email
statement option, and then click [Next].

Select Action
( =
-
»

Select the action you wish to perform

Available Actions

Financial Details
[=- Statement Settings

@ welcome

B Select Action

Configure Actions

Preview Changes

Apply Changes

Finished

Description

This Quick Action will Enable | Disable the Email Statement option For the Selected -
Accounts.
Mote: Will only alter Accounts with Yalid Email Addresses,

I Cancel H < Back I Mext = I

In the Configure Actions window, tick Send Statements By Email, and then click [Next].

Configure Actions
r >
Provide additional information about the action you want o perform,
This will Enable the Email Statement option for the Selected Accounts
@ welcome
@ Select Action

I [w|5end Statements By Em

B Configure Actions

Preview Changes

Apply Changes

Finished

Some of the selected items may not be affected by this quick action,
Click Mext to see these items.,

p(F1) Cancel

!

H < Back I Mexk = I




In the Preview Changes window, tick/un-tick the accounts where statements will be
emailed to.

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

Preview Changes

Preview Changes

This will Enable the Email Statement option for the Selected Accounts

@ welcome
(@ select Action The grid below shows the changes that will happen ko ‘Email Statement
& Configure Actions Description

Enabled
B Preview Changes

Apply Changes

Finished

I @ Confirm you wish bo apply these changes. To start applying changes, cick nest, I

e ] l . I — I

In the Finished window, click [Finish].

FRED



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.

STATEMENTS SCREEN

fid-Hoc Statement Generation Scheduled Statement Gener ation
Statement Nams Name Close Policy | add. |
Statement Close Date | Generake | ‘ Edit... ‘
Account Format any Format o] |W|

ccount Type Ay Type || [T
tatement Sending Email Only &)
Options —

@) All Customers (a

() Accounts in an Account Group

|Accounts in Ko Account Group ()]

() Customers in a Mursing Home

| Customer Accounts in o Nursing Home [

| J/
Most Recent Statement
Statement Name Ad-Hoc Statement 2 End Date  10/08/2012 3:28:51 PM Generated 5 Issues  NfA Resolve..,
E Statement Email Summary - Ad-Hoc Statement 2
Marked For Email D Sent 0 Errored 0 InProgress 0 Scheduled 0 (! summary... |
Stabement: History
Previous 100 Statements befare [13/08iz012 [~/ | Refresh n

Statement Batc...  Schedule Accounts Generated ‘ Print...

Ad ment 2 10-Aug-12 16:11 = il
3 Ad-Hor Statement 10-Aug-12 10:20 10-Aug-12 10:42 5 5
2 Sept 09-Aug-12 14:11 09-Aug-12 14:15 4 4 ‘ Summmary ‘
1 2z 08-May-12 1403 08-May-12 1403 185 185 ‘W‘
\
[
FIGURE 3: STATEMENTS SCREEN
-
ltem 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.
@ ST 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.

S)

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.

FRED :



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).

STATEMENTS SCREEN

Ad-Hoc Statement Generation Scheduled Statement Generation
Statement Mame Enter Stakement Name .| Mame Close Policy |
Statement Close Date | 13/08/2012 [+ | Generats |

Account Format Any Format [E3] \ Delste |
Account Type any Type [ [ R
Statement Sending Email Only I
Options =

EndDate 10j05/2012 3:28:51PM  Generated S Issues A Resolve...

o G

Refrash

Run Date Accounts Generated Email Status

None

48.95
09-Aug12 1411 09-Aug-12 14:15 $8.95  None
08-May-12 14:03  05-May-12 14:03 185 185 $2736.18 () Success

None

FIGURE 4: STATEMENTS SCREEN )
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EMAIL SUMMARY SCREEN

Use the Email Summary screen to:

. export the data to PDF, Excel, or CSV format (A]
. manage and fix any errors B}

. resend e-statements to accounts (3

. print paper-based statements. D]

Tl +1

OB

©

i 8 Search Bar | @ Print ‘g Expart~ | Filter By Hare 12
T | Mone
mail SUrnmar:
v Scheduled
[ [ Account hame: & | Company [ In Progress | statement Emai Stats & |
ok, =1 Search Search { Select Al J
ﬁ Errored WJ
l Remove J
IPrint Skatement J
| [ Close J
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.

FRED
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~N
STATEMENTS SCREEN

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
é recommended to schedule them to send after business hours.

Ad-Hoc Statement Generation Scheduled Statement Generation
Statement Mame Enter Stakement Mame .| Mame Closs Policy | Add...
Statement Close Date | 13/08/2012 || | Geneste | . . | |
Account: Format any Format [~ Delete |
Account Type any Type [ [ R
Statement Sendng Emal Only 3]

Options =
® all Customers
() Accounts in an Account Group
|Accounts in Mo Account Group [EIET|
() Customers in a Nursing Home
| Custamer Accaunts in ho Mursing Home (|
plost Recent Statement
Ad-Hoc Statement 2 EndDate 10/08/2012 3:28:51PM  Generated 5 Issues A Resolve...
joc Statement 2
Sent 0 Erored 0 InProgress 0 Stheduled 0 | summary..

[#] | refresh

Email Status

Generated

Accounts

Ad-Hor ment 2

$8.95  None

10-Aug-12 10:20

Ad-Hoc Statement 10-Aug-12 10:42

Sept D8-AUG-LZ LIl D9-AugHl2 14115 4 4 $8.95 None | summary |
OB-May-12 1403 08-May-12 14:03 185 185 $2736.18 @ Success [Er—
| o

12
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STATEMENT EMAIL OPTIONS

Statement Email Options

Use the options below to select which accounts you wish to email skakements for,
n‘ no options are chosen then all statements will be emailed.

Statement Restrictions

|| Email only staterments in

and over this amount 40,00

|| Email statements from the selected Account Group

Db

|Please select an Account Group v |

|| Email statements for the patients from the selected Mursing Home

|Please select a Mursing Home v |

|| Email statements where First letter of account last name is bebween

l:land l:l

|- |Email only statements which have had accounk activity

1Email Settings

Ermail Template Morkhly |L||

Send Statemnents

() Immediake

[11/0812012 12:00 AM ]

Mote : If emailing a large number of statements it is recommended to schedule them
to send after hours,

Preview | | Send | | Cancel

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.

FRED .



PRINT STATEMENT SCREEN

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.

Statement Print Options

Use the options below ko select which accounts you wish o print statements For,
If no options are chosen then all statements will be printed.

Statement Restrictions

Print only statements in
Debit and over this amount $10,000.00

[ Prirk statements From the selected Account Group

[ Prirt statements For the patients from the selected Nursing Home

[ Prirk: statements where First letter of account last name is between

and

[ Print anky statements which have had account activiey

[ Print statements For accounts that are enabled for email skatementsi ]

Prink Settings
Group statements by
l:J Donk group stakements
l:J Print statements grouped by Account Group

() Print statements grouped by Nursing Home

Order skakements by

() Prink statements ordered by Account Murmber
() Prink statements in alphabetical order (Company name then last name)

() Print statements in alphabetical order (Last name)

Ok | | Cancel

14
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&FRED.HELP

1300 731 888 (local Call Cost)

8.30am - 9.00pm (EST) Mon — Fri

8.30am - 5.00pm (EST) Sat, Sun & Public Holidays
Fred Help Centre: http://help.fred.com.au
Email: help@fred.com.au

www.fred.com.au

Fred IT Group Pty Ltd
20 Trenerry Crescent Abbotsford VIC 3067 T 1300 731 888 F 1300 730 888
www.fred.com.au

COPYRIGHT © 2012 FRED IT GROUP **PRINTED IN AUSTRALIA. NO PART OF THIS PUBLICATION MAY BE REPRODUCED OR UTILISED IN ANY FORM OR BY ANY MEANS, ELECTRONIC OR
MECHANICAL, INCLUDING PHOTOCOPYING, RECORDING, OR BY INFORMATION STORAGE AND RETRIEVAL SYSTEM, WITHOUT THE PRIOR WRITTEN PERMISSION OF FRED IT GROUP ™™
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