PROMAS

Email tenants using Internet Publishing
It is possible to create a document that can be attached to an email and send it to all your tenants
using the email function in Internet Publishing.

Preferred Method

Email All Tenants with Internet Publishing

Property Management Solutions for Over 30 Years

1. Go to <<Settings, Database Settings>>. Click on the Publishing tab.
2. In the Tenant Publishing Default field choose  Database Settings
Send to Ema” General| Accounting| Financial Repnl‘tsl Maintenancel Publishing Taxes
3. SaVE. Statement Publishing Header ‘Defaul! !l
Manager Publishing Default [Default 1|
Owner Publishing Default ‘Default j
Tenant Publishing Default ‘BendboEmalI ﬂ
Vendor Publishing Default [Defaut ~|
4. Go to Mailings, Edit Letters. Create the letter you want to send.
5. Go to Mailings, Tenant Letters.
a) Choose the letter, compile.
I Tenant Letters E:
Letter IEMAIL LETTER: Email Letter ﬂ[&] B Current Tenants a
Letter Date M [ Euture Tenants
[ Past Tenants
Restrict to [ ﬂ?l l 1|
Limit To Category ‘ ﬂgl
Lease Expires 1 E to l o) X Closed
Move In [ EIJ to I bo| [X] Month to Month
Move Out 1 EI to l b (XI Open
Limit to Balance | :I I :l I $0.UD|
N
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Word Document | |

Mail Merge Action [Ed"Dﬂtumem j Execute Mail Merge | Select Document |

Date Addressee Letter A

[ﬁwmzma ”BRUNO: Joseph P. Bruno ] [EMALL LETTER: Email Letter ] O skip ?
10272018 | |ROD: Jerry and Keryl Rodriguez | |EMAL LETTER: Email Letter | @ skip =1

107272018 | |GURO: Edward & Marianne Guro HEMA]I. LETTER: Email Letter | @ skip

(10272018 | [SPOTZ RobertSpotz | [EMAL LETTER: Email Letter | @ skp

R (10272018 | [PARSONS: Johnny Parsons | [EMAIL LETTER: Email Letter | @ skip

_ [inmzma | [SCHRADER: Phyllis Schrader | [m LETTER: Email Letter | O skip

[10/2/2018 | [STIEFFEL Thamas J. Stiefel | [EMALL LETTER: Email Letter | @ sk

107272018 | |ROSEMAN: Rita Roseman | |EMALL LETTER: Email Letter |' 0 skip

) Click Run Letters, then click Publish.

Report Setup X

Printer IHPBSBIDC (HP Officelet 250 Mobile Series);l Properties

Paper Source IMainTrny | Make Default |

[rmtetsors: | meport | supat | cancel

O

Report Date |10/2/2018 o[ rodey 2

Settings Print I Publish | Mail | Export I Preview I Cancel |

O

) Enter the Document Name, click Run. Documents will be added to the Upload folder.

Publishing Options X

Information X

Document Name [Important Notice|

|ﬁ 8 PDF Files Added to Local Publishing Folder

Run | Cancel |
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6. Go to Publishing, Publishing Details tab. If you have not previously set up your Email Settings
see our document on Email Documents.

Publishing

Basic P

Upload Manager

Owner Statement Message

Tenant Statement Message

Cipen Email Publishing

Click on Open Email Publishing, Email Settings, Document tab and enter a subject
and any note you want to be in the email body. Save.

E Publishing Manager 6 2018.1 Build 1 = O X

Email Settings

Server | Quota| Document

Email Document Settings

Additional Recipients | CC to additional recipients v

CC to additional recipients | |

Reply To | Reply te email v

Reply to email | |

Subject | Important Message |

External HTML email body| ‘ ‘Browse‘

Body Attached please find a letter with an impertant message about your unit.

Save Cancel
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Click Email Documents.

Upload Manager

Email Settings

Email Documents

Open Upload Falder

After they are successfully emailed they will be deleted from the Upload folder.

If you have not previously set up the email settings in Internet Publishing see our document on Email

Documents.
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