
HOW TO SEND EMAIL IN BILLING REGISTER?



REQUIREMENTS

• You can send email through Microsoft Outlook or through Email Server configuration 

in Billing Register.

• You need to have a registered domain with email address (available with the hosting 

package when you purchase hosting for the domain/website) to be able to send email 

through the email server in Billing Register.

• Email Server must already be properly set up before sending email in Billing 

Register. 

Please refer to the Help Docs section of our website for detailed instructions on 

HOW TO SET UP EMAIL SERVER IN BILLING REGISTER?



Click on
Marketing

menu button



Click on
Send Messages

button



Select the 
Message Type

as Email



Select the 
Sender Email

here



Enter the
Recipient 

Email ID(s)
here



Or you may also 
Import Contacts.

For this demo, 
we will import contacts 

from a text file by 
clicking here.



Since we need only 
the email IDs, we 
will uncheck this 

checkbox for 
Phone No.



As we will be 
importing from 
text file, we 

will click here.



This is a snapshot 
of the text file 
containing the 

email IDs. We are 
going to import 

this file.



Click on
Choose File

button





Click on the 
Start 

Extraction
button







Click here 
on this 
button





Enter the
Email Subject 

and 
Email Body.

All the Email IDs from the text file are now loaded here.



Click on 
Send button 

to send 
the email





In the free version (or if your paid version license has expired), you can send only one message per click . 

Please contact us to buy / renew license for paid version to be able to send the same email to multiple recipients in a single shot.
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