Email Owner Statements

PROMAS

Property Management Solutions for Over 30 Years

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.
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Method 1

Setup - One Time
1. Go to <<Internet Publishing>>.

2. Click on the Advanced Tab.

Profile Search

Dashboard

Internet Publishing

Related Tasks

Maintenance

Mailings

Internet Publishing |

Basic | Publish Details Advanced]

Regenerate Owner Statements

Publishing Setup

Regenerate Tenant Statements

Owner Settings

The regenerate statement functions are for special
circumstances. For guidance please refer to the help

Tenant Settings

documents or contact technical support.

Email Settings

r—Connection Status

Mot Logged On

Owner

Upload Documents Wil Be Included When You Publish

Upload Activity Is Next Scheduled for Close of Business 6/6/2018

atement Generation Is Next Scheduled for Close of Business 6/30/2018
Tenant Statement Generation Is Next Scheduled for Close of Business 6/

Close of Business Tuesday June 5, 2018

(" Close of Week

(" Close of Week - Monday Holiday
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Click on <Owner Settings>.

Mark the Checkbox for Generate Monthly Statements.

Mark the Checkbox for Generate Annual Statements.

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.

Enter a Last Statement Closing Date (e.g. the 16th of last month).

<Save>.

ounsw

@ N

Owner Settings X

Generate Monthly Statements [X]
Generate Annual Statements [X]

Publish Recent Activity []

Delay Statement Generation and Activity Publishing for \:’ Days
Publish an Additional \:’ Months of Recent Activity

Monthly Statement Closing Day (End of Month if Not Specified)

Last Statement Closing Date [5/15/2018 b

9. Click on <Publishing Setup>.
10. Change Publishing Method to Email Only.
11. <Save>.

Internet Publishing Settings X
Last Published |5/16/2018 b
Publishing Method lDired Email :l
Default Monthly Owner Statement I Y IDl
Annual Owner Statement I v Zl
Default Tenant Monthly Statement I »IDI
Annual Tenant Statement | $|D|
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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.

. Publishing Manager 6 2018.1 Build 1

Email Settings

Server Quota  Document

Outgoing Email Server Settings

SMTP Server I smtp.gmail.com

| (e.g. smtp.myisp.com)

Port Number | 587

Email Account | promascentral@gmail.com

SMTP Username | promascentral@gmail.com

Enable SSL/TLS
SMTP Authorization

Send Test Email
Change Password

Server | Quota Document

Email Document Settings
Additional Recipients | CC to additional recipients v

CC to additional recipients l |

Reply To | Reply to email v

Reply to email l manager@promas.com |

Subject l Monthly Owner Statement |

External HTML email bodyl | ‘Browse‘
Body Attached you will find your monthly owner statement.
Please call your property manager if you have any questionsl
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Each Time

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

2. Click <Publish>.

Basic ]Publish Details] Advancedl

Publish

Upload Manager

Email Documents

Owner Statement Message

Backup and Publish to Promas Central

Tenant Statement Message

Server Control Panel

Logon

—Connection Status

Mot Logged On

Owner Statement Generation Is Not Scheduled
Tenant Statement Generation Is Not Scheduled
Upload Activity Is Not Scheduled

Upload Documents Wil Be Included When You Publish

—Close of Business Tuesday June 5, 2018

(" Close of Day ( Close of Week

(" Close of Week - Monday Holiday

W

complete.

Statements will be generated.
A screen will display showing the progress of the emailing to owners and when it is

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

Upload folder.

Email

start in 27 seconds

@ Document Send By Email
Paused -

Welcome to Publishing Manager

Email service pauses every 5 emails sent. The next email will

5/6

Welcome to Publishing Manager

Email

Processing Complete

@ Document Send By Email
Complete 6/6
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Method 2

Setup - One Time
1. Go to <<Internet Publishing>>.
2. Click on the Advanced Tab.

Profile Search
Dashboard

Internet Publishing

Internet Publishing |

Related Tasks

Basic | Publish Details Advanced'

Regenerate Owner Statements

Publishing Setup

Regenerate Tenant Statements

Owner Settings =
Maintenance

The regenerate statement functions are for special

Tenant Settings
Mailings

circumstances. For guidance please refer to the help
documents or contact technical support.

Email Settings

—Connection Status

Mot Logged On

Upload Documents Wil Be Included When You Publish

Tenant Statement Generation Is Next Scheduled for (

Upload Activity Is Next Scheduled for Close of Business 6/6

/2018

Owner Statement Generation Is Next Scheduled for Close of Business 6/30/20

o

rClose of Business Tuesday June 5, 2018
(" Close of Day (" Close of Week

(" Close of Week - Monday Holiday

3. Click on <Publishing Setup>.

4. Change Publishing Method to Email Only.

5. <Save>.

Internet Publishing Settings

Last Published [5/16/2018 IS

Publishing Method |Direc1 Email

Default Monthly Owner Statement |

Annual Owner Statement |

Default Tenant Monthly Statement |

Annual Tenant Statement |
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Click on <Email Settings>.

Enter the appropriate settings from your email program.

Enter a Reply To email address.

. 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>.

© 0N O

72 Publishing Manager 6 2018.1 Build 1

Email Settings

Server Quota Document

Outgoing Email Server Settings

SMTP Server | smtp.gmail.com | (e.g. smtp.myisp.com)

Port Number| 587

Email Account | promascentral@gmail.com I Send Test Email
| Change Password

SMTP Username | promascentral@gmail.com

Enable SSL/TLS
SMTP Authorization

Server | Quota Document

Email Document Settings
Additional Recipients | CC to additional recipients v

CC to additional recipients l |

Reply To | Reply to email v

Reply to email l manager@promas.com |

Subject l Monthly Owner Statement |

External HTML email bodyl | }Browse‘

Body Attached you will find your monthly owner statement.
Please call your property manager if you have any questionsl
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Each Time
1. Go to <<Mailings, Owner Statements>>.

2. Enter any parameters you want and click <Run>.

ner Statements I

Override Statement Type ‘

Statement Filter IA" :I

I} Owner Filter iACiiVE Owners

Ledger Filter iAdive Ledgers

—Statement Note-

3. On the Report Setup screen enter any additional parameters and the date range.

4. Click <Publish>.

Report Setup X
Printer IHPBSBlDC (HP Officelet 250 Mobile Series)_ﬂ Properties
Paper Source lMain Tray I Make Default I
Report Date |4/15/2018 5 to [5r142018 B [custom ~|
Restrict to l ﬂgl l :l
Limit To Category l ﬂ?l Exclude Category []
Settings | Options | Print | Publish I Mail | Export | Preview I Cancel |
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5. Click <Run> on the next

screen. Publishing Options X
6. Click <OK> to the message
that displays showing how e Sl
many files have been added Publish For [ File Copy
tO the PUbI|Sh|ng FOIder = [ Property Managers
those are the statements & owners
ready to be emailed. : )
nformation
'ﬁ 6P
7. Go to <<Internet
bl' hing> S Save as Defaults Cancel
Publis .
Related Tasks
Profiles
Maintenance
Mailings
8. Click <Email Documents>.
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Internet Publishing

File Profiles AP AR GL Maintenance Reports Mailings Links Setup

Help

Profile Search

Internet
Publishing

AP
AR
G

Maintenance

Basic lPuinsh Details | Advanced

Publish

Upload Manager

Email Documents

Owner Statement Message

Backup and Publish to Promas Central

Tenant Statement Message

Server Control Panel

Logon

—Connection Status

|N0t Logged On

Upload Documents Wil Be Included When You Publish
Owner Statement Generation Is Not Scheduled
Tenant Statement Generation Is Not Scheduled
Upload Activity Is Not Scheduled

—Close of Business Monday July 6, 2015

(" Close of Day ( Close of Week

(" Close of Week - Monday Holiday
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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.

Welcome to Publishing Manager

Email
Email service pauses every 5 emails sent. The next email will
start in 27 seconds

@ Document Send By Email
Paused - 5/6

Welcome to Publishing Manager

Email
Processing Complete

@ Document Send By Email
Complete 6/6
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