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Overview 
These instructions are for those who do not want to use PROMAS Central but do want to email their 
owner statements.  
 
There are two ways to email the statements. 
 
Method 1 
You can set up the program to create the statements on a monthly basis the same way they are for 
uploading to PROMAS Central.  That is, always on the same day of the month for a month. Then you 
use the Internet Publishing function to create and email the statements. 
 
Method 2 
You want to create the statements on different days each month for different time periods.  Then you 
use Mailings, Owner Statements to generate the statements and Internet Publishing to email the 
statements. 
 
 
  

Email Owner Statements 

http://promas.com/
http://support.promas.com
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Method 1  
Setup – One Time 

1. Go to <<Internet Publishing>>. 
 

 
 

 
 

 
 

 

 
2. Click on the Advanced Tab. 
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3. Click on <Owner Settings>. 

4. Mark the Checkbox for Generate Monthly Statements.  
5. Mark the Checkbox for Generate Annual Statements. 

6. Enter the Monthly Statement Closing Day (e.g. 15 to publish every month from 

16th of last month to 15th of this month). If you want to publish at the end of the 
month leave it blank. 

7. Enter a Last Statement Closing Date (e.g. the 16th of last month). 
8. <Save>. 

 

 
 

 
9. Click on <Publishing Setup>. 

10. Change Publishing Method to Email Only. 
11. <Save>. 
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12. Click on <Email Settings>. 

13. Enter the appropriate settings from your email program. 
14. Enter a Reply To email address. 

15. Enter a Subject (e.g. Monthly Statement attached.) 

16. Enter a message in Body.  This will be part of each email you send to each owner. 
17. You can click the <Test Email> button to be sure it is working. 

18. Save. 
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Each Time 

1. Each month on the appropriate day go into <<Internet Publishing>>.  
2. Click <Publish>. 

 

 
 

3. Statements will be generated. 

4. A screen will display showing the progress of the emailing to owners and when it is 
complete. 

5. After they are successfully uploaded or emailed they will be deleted from the 
Upload folder. 
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Method 2 
Setup – One Time 

1. Go to <<Internet Publishing>>. 
2. Click on the Advanced Tab. 

 

 
3. Click on <Publishing Setup>. 

4. Change Publishing Method to Email Only. 
5. <Save>. 

 
 

  

http://promas.com/
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6. Click on <Email Settings>. 

7. Enter the appropriate settings from your email program. 
8. Enter a Reply To email address. 

9. Enter a Subject (e.g. Monthly Statement attached.) 

10. Enter a message in Body.  This will be part of each email you send to each owner. 
11. You can click the <Test Email> button to be sure it is working. 

12. <Save>. 
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Each Time 

1. Go to <<Mailings, Owner Statements>>. 
2. Enter any parameters you want and click <Run>. 

 

 
 

3. On the Report Setup screen enter any additional parameters and the date range. 
4. Click <Publish>. 

 

http://promas.com/
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5. Click <Run> on the next 

screen. 
6. Click <OK> to the message 

that displays showing how 

many files have been added 
to the Publishing Folder - 

those are the statements 
ready to be emailed. 

 
 

7. Go to <<Internet 

Publishing>>.   

 

 

 

 

 

 

 

8. Click <Email Documents>. 
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9. A screen will display showing the progress of the emailing to owners and when it is 

complete. 
10. After they are successfully uploaded or emailed they will be deleted from the 

Upload folder. 
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