
HOW TO SET UP EMAIL SERVER IN BILLING REGISTER?



REQUIREMENTS

• 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.



Click on the 
Marketing

menu button



Click on the 
Email Servers

button



Click here 
to Unlock
the form



Click here to
Add a new 

Email Server







Email Server
added 

successfully



Close this window
after entering the

parameters

Enter the parameters provided by the email server.



Click on 
Organization 
menu button

Our email server is now set up.

Next, let’s see how to add the email address 

of an employee in order to send emails.



Click on 
Employees

button



Click here
to Unlock
the form



Select the 
employee for 

which you want to 
configure the 
email address



Click on
Communications

tab





Enter the 
Email ID

here



Enter the 
password you use 

to access the 
email address





Click on Test Email 
button to send a 

test email and confirm 
whether the email 
address is set up 
correctly or not.







Email Server & Employee Email are now set up successfully.

You may refer to the Help Docs section of our 

website for detailed instructions on

HOW TO SEND EMAIL IN BILLING REGISTER?
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