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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: 
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Company User Settings: 
 

 
 
 
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: Users email address. This must be setup for each user. 
 
Display Name: 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]  

 
Email Reply to: 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. 

 

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

 
 
In the Addressing section set ‘Send By’ to E-mail. Check the E-mail Format 
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Host Families – Input the Email address in the Accommodation General screen. 

 
 
In Other Addresses set the ‘Send by’ to E-mail. Check the Email Format is set. 
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Sending an Email: 
 
When sending an email via the Documents screen in Class the following screen 
will be displayed.   
 

 
 
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. 
 

 
 
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. 


