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Class — Help Document

Emailing - SMTP (available from Class - v6.1)

This method was introduced in version 6.1 of Class and sends emails directly to
the SMTP or POP3 server.

To implement this “SMTP” option you should first consult with your IT systems
engineer who will need to make some adjustments to your system.

Company Settings:

5| Company =

General l Finance l Ace. Pa}lments} Statement Headings | File Paths / SMS Test | “Web Access  Email l

hen uzing the SMTP email option, in conjunction with Microzoft Exchange Server, pou may need to switch on
the "Allow relay to the local domain' option within the Exchanage settings. Instead of specifying the domain name in
the Exchange zettings, you may wizh to congider specifying an [P range instead (i.e 10.0.0.0 to 255, 255, 285.0],
Fleaze contact your IT personnel to check this aor contact Infospeed suppart for further kelp.

Haszt Email Type |5MTF‘ ﬂ

SMTF Server [123123123
SHWTP Login Required [~

Lagin |

Pazzword |




Company User Settings:
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5 | 13 Graham Hacker - User E
General l Fermizzions  Emailing ‘
Ermaill
E Mai |Grahamhacker@infospeec Dizplay Mame |Graham Hacker
E Mail Reply Ta |support@infnspeed.co.uk
Outlook. Ermailing
Outlook, Prafile Hame |
E Mail Type [sMTP
Uee field <E_MalL_ADDRESS: toinzert recipients e-mail address autornatically.
SMTP Emailing
Cornplete these details if pou want to send emails from an alternative email account [from the
account defined i the spstem zettings] or bo authenticate your uzer email account (Le. POP3 etc)
SMTF Server |
SMTF Login Required [~ Mate: The signature should be
: test only and contain no graphics
Login
Passward [ Signature
Faxing
Fax Type [Fass
Usze field <Fée_NUMBER: to inzert recipients fax number automatically.

Depending on whether Outlook or SMTP has been selected in the Company
Settings, the fields for completion will change. The above example is for SMTP.

Email:

Display Name:

Email Reply to:

Users email address. This must be setup for each user.

Can be left blank. If completed the display name will prefix
the email address when sent out e.g. Mark Thompson
[m.thompson@abc.co.uk]. Infospeed Support
[support@infospeed.co.uk]

If response is to be sent, other than to the address above
(Email), then details for where replies are to be sent need to
be entered. For example, emails may go out in a users name
but when the recipient “replies” then an alternative address
is used.

Example:

Sent out as: Mark Thompson [m.thompson@abc.co.uk]
Reply to: admissions@abc.co.uk
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Signature: A signature can be appended to an email. However, the
signature must not contain graphics (text only). Word is
opened and the signature is entered.

@ John Thompson_Signature.htm - Microsoft W
File Edit View Inset Format Tools

ARNE=NS RERE = NEN AN
g-|-1-I|-1-|I-3-|-I4-|-5I-|-5-I|-

Mark Thompson

Admissions Officer
ABC Language School
Tel: 01 456 345

Fax: 0124 234 678

Web: www_abc.com

AGENTS

For Agents to be emailed, make sure the email address in the General tab of the
Agents details is entered. If not entered the user will need to manually add each
time an email is requested. Also if a batch email is sent an Agent without an
email address will be excluded.

Il 34 AA Japan - Agent s 3

Gereral | Finance Details | Addresses | Students | Commissions | Statistics ﬁf\lotes

Lookup Marme IM Japan Il Code I;_\._ Direct Agent [ ‘

Mame [aa Japan Surname [wellanxa Teg-t

Address 1 |Sumitomo Midosuii Bldg. 14F Forename Hane

Address 2 [14-2 Hishitena 4-Chome Title [Miss

Address 3 |'| Addreszes |Miss Jwellanua

Addresz 4 | Position |

Addresz 5 | Country I J

Postal Code I Statusg I.t’-\ctive ;I

Telephone 01202 734963 4/C Balance I £ I 264.015.53 Agent
Visted [0 Dec 1997 | .| BY [Ray Atkins Account

eviewed [130ec 1957 | BY |

E-Mail |support@infopseed.co.uk
:D:Imhﬁ[ [

Loa...
: b Documents |
kailling code IB . Spare I J
T et
Agent Grade | J Spare 0 ﬁ &l
e | spae o= _Cortees |
Spare | J Spare I—J ok |
Spare |T4 J Created Date I Carcel |
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In the ‘Addresses’ tab, under Addressing set ‘Send By’ to E-mail.
The affect of doing this is, when documents are requested to be sent they will
default to email. The default can always be changed at the time.

Check the Email format is set. The E-mail format chosen is generally irrelevant
as this only refers to the email “body” text, which is always text, not graphics.

Bl 34 AA Japan - Agent [_ O]
General | Finance Details  Addresses | Students | Commissions | Statistics | Web @Notes
— Statement Address — Other Address
Addiesses | Addressee  [Miss J wellarwa
Addiess 1| Address 1 S umitamo Midosuii Bldg. 14F
Bddress 2 | Address 2 |1 4-3 Mizhiterna 4-Chome
Address 3 | Address 3 |
Address 4 | Address 4 |
Addreszz B | Addresz B |
Poztal Code | Poztal Code |
Telephane | Telephone 01200 734363 Agent
Account
Fax I Fax ID‘I 202 715564
E-Mail |suppurt@infuspeed.cu.uk E-Mail |infuspeed@lds.cu.uk Lot
— Addreszing ~ Preterences Dacuments
Corespondence Languane INDt Fequired j Englizh UK W /shop 2004 o |
Mailing Group A Tents |
Documents Address IMain j *masz Card -
Wam \:L 4|Egntacls
N Add
[E-mail -1 D oK |
- Cancel |




Students — Input the Email address in the Students General Screen.

Il 69 Miss Yuri Akimine, Student Created 10,/ Mov ;97
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General | Enrolments | Addresses | “Web | Motes

Surnanme |Akimine Forenarne |"|’uri Title IM'“—

Addressee IMissY Akimine Sex IF ﬂ Code I'I'IDE—

Countty [lapan .| Countiyof Bith .| lengwace [Japanese ..

D.0B. IWJ Corres. Language INot Required j Profeszion I—J

Age I?ﬁ Exclude From Trust Accounting 7 [ 4/C Balance ITI 0.00

Address 1 |5-5-23 Mighiishiki E Mail | support@infospesd, co.uk

Address 2 |Kagoshima-Shi Telephane |033-220-5305

Address 3 |K.agoshima 891-12 Far |

Addreszz 4 IJapan tdobile Mumber | Send SMS [~

Addrezz 5 I E nquiry Source I J

Fostal Code I— Enaquiry Charnel | J
Origin &z Enguiry IND j
Follow Up On | [

User Defined:

Passpart Number [ J Spare [ J

Pre Arrival Test | J Spare # I—Dﬁ

Lang Reg'd || J Spare # I—Dﬁ

Reason far Studyl J Spare date I—J

Wwhay to Finance I J Spare date I—J

Web
Baaking

Student
Account

Statement

=]
(=]

Picture
Documents
Teuts

Contacts

e el [

LCancel

In the Addressing section set ‘Send By’ to E-mail. Check the E-mail Format
W 69 Miss Yuri Akimine, Student Created 10,/MNov, 97

General | Errolments  Addiesses | ‘Wweb | MNaotes
— Staternent Address — Other Address
Addressee  |Miss v Akimine Addressee  |Miss v Akimine
Address 1 [5.5.23 Nishiishiki Address T [5.5.23 Wishishiki
Address 2| agoshima-Shi Address 2 [ agoshima-Shi
address 3 |K agoshima 831-12 Address 3 |k agoshima 831-12 EWE!:
ookit
Address 4 IJapan Address 4 IJ apan -
Student
Addrezs B | Address 5 | Account
Foztal Code I Postal Code I Statement |
Telephore [0135.220.5306 Telephone [093.220-5305
Fax I Fax | Leg-
E Mail | E Mail | Picture |
— Addressing — Preferences Documents |
Diocuments Address b ai -
I ain J Texts |
Invoice Address IMain j
Contacts
Send By |E-mail j 2dd ;l
E-Mail Farmat M Ward - oK |
I or J Delete |
LCancel




Page 6 of 7

Host Families — Input the Email address in the Accommodation General screen.
B89 ™5 Linda Armsirong - Accommodation ————_ MBK|

General | Prefz/Roomsz | Students I Bankingl Other .-’-'-.ddlessl MHotes |

Surharne I.&rmﬂmng Forename ILinl:Ia Title |M$
Address 1 |172 5 amonbury Road Code 303
Addiess 2 |Charmin$ter Addiesses |M$ L Armstrong
Address 3 |Euurnemouth S alutation [F'u:usitiu:un]'
Address 4 |D|:ur$et Corres. Language IDefauIt Language LI
Address 5 ftest Status Irl‘-.ctive LI
Postal Code IBHE END Type JHost Farrily J
Telephone  |4266712 Reviewed |05 Jun 1997 J Log...
Fax I Pay Accommodation  [w  Hold Payments - -
. Liocuments |
E Mall |suppurt@infu$peed.c0.uk
M obile: M urnber || Send 5MS [ ﬂl
Contacts |
wiork Tel [17 J F [ J
. Unavailable |
Mabile Tel | [
a33a33a I J Papments |
D [ =l o |
: | N

LCancel

In Other Addresses set the ‘Send by’ to E-mail. Check the Email Format is set.

General | Prefs/Fooms | Shudents | Banking Other Address | Motes |
— Other Address — Addressing %
Addreszee |Ms L Armstiong Main Addiess IMain LI Te;lt
fddress 1 |'I 72 Saxonbury Road se By IE-maiI LI
Bddiess 2 [Charminster E-Mail Format IHich Text Format j
Address 3 |BDumemDuth
Addresz 4 |
Addresz 5 |
Postal Code IBHE BHD Log...
Telephone |4255?-|2 Diocurnents |
F
an | Texts |
E Mail ||
Contacts |
Unavailable |
Paymentsz |
ag. |
LCancel |
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Sending an Email:

When sending an email via the Documents screen in Class the following screen
will be displayed.

Bl Emailing - SMTP Email Edit

To Isupport@infospeed.co.uk J
Additional Recipients CC BCC
Add | Remaove | Add | Remaove | Add | Remaove |
Subject Iiﬂ 265 - - Agent Confmn - Crse Acc Trans - Acc Later
Body Flease find attached a file called ‘Agent Confran - Cree Acc Trans - Acc Later_2360°. If wou have naot ;I

recerved thiz file or are having problems in reading it, pleaze rezpond to the zenders e-mail address.

Class (W] /E nralment Memao - [104A]an/08]

Documents [ Maltese VAT - [104)an/08]

[Merged)]

Additional add

Attachments & | Send |

Bemove | Cancel |

Multiple documents can be attached to one email. However, the documents
must be ‘Processed’ first. In the screen above you can see that only the two
processed documents are available to be attached. Tick the box to attach the
documents.

B 1265 Ms Rosa LAL, F, 0, CZE, 02/Dec/07 - 05/Apr/08 - Documents {1445)

Subject Addrezzes tethod || Procezsed Uzer 1] |
#1265 - - Certificate of Enrolment Mizz J ‘Wellanxa E tail Joannedrnold

> JEnralment bemo - Mizz J Wellansa E Mail [10/an/08 Joannedraold
fMaleze MAT - Mizz J Wellanxa E Mail [10Aan/08 Joannedmold

Yiew Doc

I

Send Doc

Documents outside of Class can also be attached by using ‘Add’ under the
Additional Attachments section of the email screen.

Note: Although Class has the facility to email multiple attachments please be
aware that not all recipients email boxes have the space to receive emails if the
size exceeds their mail box capacity.



