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You can change your company's contact information from the company setup screen. You can also set
your initial quotation and invoice sequence numbers.

e To access this screen go to: File -> Company Setup
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T Company Setup

=
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Mame | | Phaone | |
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Make the changes required and click on Save.
T Company Setup

2l
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Mame | |
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The contact information on this screen is what will print on your quotations, work orders, invoices and
purchase orders.

You will not be able to change your quotation, invoice sequence numbers and 'tax on
tax' settings once you have created your first quotation.

Preferences

In FastManager, goto File -> Preferences
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We recommend that you leave the default: update all users with same preferences
selected and click on Continue.
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T Preferences

Preferences

& Some preferences are user bazed. Pleaze select an appropriate aption belaw and click continue.
Izer preferences are indicated in blue.

{¥) Update all users with the same preferences.

{7 Only update company preferences

O |lpdate company preferences and user
preferences far..

[ P Cartirue H e E it ]

In the next window that comes up, you will notice that you have six tabs that need to be filled out:

NOTE: Some of the options there are in Blue text - those options will only affect the
*computer* that you are on when you set them

Defaults Tab

The first tab is called Defaults.
The “default” tab has basic sales oriented information on the top.

e For instance, when creating customers, what type of area are your customers typically from.
e Or you can set which Rep should be used as the default for new customers on that computer

Fill out each field that is applicable to your company.

e Underneath that section is another section called More Defaults.
o Again, fill out each field making it specialized to your company.
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| 4 Preferences

ou will update ALL users with the zame user bazsed preferences.

Defaults | Mandatom Fieldz || Optiong || Be-Orders | Dates || Modules

Defaults

These defaultz are applied when creating cuztomers via the customer maintenance screen ar on the flu.
The default catalog is the initial catalog that will load when you click on the Add items from catalog’
buttan in the zales screen.

~—'hen creating customers. ..

Area Local Custamer W Tax Type 1 Sales Tax W
Customner Group | Other w Tax Type 2 w
Origintation Qther W Terms Require Deposit W
Sales Rep W Dizcount 2 1] =
Ship Method Pick Lp w Deposit % | =

~—More defaults...
Wi Status a job thiz iz W Catalog Oy W

Count iterns by... | Bebween Separator Lines | w

| Save | | % Cancel |

Mandatory Fields

The next tab is called Mandatory Fields.

e Check off whatever boxes make sense for your company inside this field.
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T Preferences

ou will update ALL uzers with the zame user bazed preferences.

Defaults | Mandatory Fieldz | Options | Re-Orders | Dates | Modules

M andatory Fields
Select if pau want to make any of the figlds below a mandatary field.

[ Make customer phone nurmber mandatory

[ ] Make bin # mandatory

bake papment reference mandatory when receiving checks

[ ] Make payment reference mandatory when receiving cash

b ake papment reference mandatory when receiving credit cards

[ ] Make payment reference mandatory when receiving other paymerﬁ

| Sa'-.fe | | %Eancel |

Options Tab

The third tab is called Options.

Repeat the same processes by selecting those things that make sense within your company.

\y |) The BLUE text refers to settings that will only affect this computer
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¥ Preferences =

Sou will update ALL users with the zame user bazed preferences.

i..DefauIts“'.“r-dandatur_l,l Fields . Options -EHHE-EIn:Iers .Dates Mu:u:lules“

Options
All optionz in blue applies to this machine only and will not affect any other machine on the netwark.

[ Show warning screen when creating invoices

[ Show 'Save' information screen when creating items.

Skip deposit page when reguired deposit = 0

Re-Schedule add on departments when re-scheduling machine

[] Dizable Ta= 2

L Save H %Eancel ]

Re-Order Preferences

The fourth tab is called Re-0rders. Check off those things that are applicable.
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T Preferences

“ou will update ALL users w

Defaults || Mandatory Fields || Options | Re-Orders | Datez || Modules

Duplicate / Re-Order
“When creating a re-arder or when duplicating an exitsing order..

Clear the bin nurmber
Clear the custamer PO number

Clear the job board ztatus comment

Re-Order Only
Ywhen creating a re-order..

k

Copy attached files

| Save | | %Eancel |

Dates Tab

The fifth tab is called Dates.

Within this tab you will be choosing by default the amount of days it takes to produce orders, the
minimum number of days it takes to produce orders and you are going to change your default ship
dates, follow-up dates and the default number of days that you expect to receive goods on a PO.
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T Preferences

Defaultz || Mandaton Fields || Optiong | Be-Orders | Datez | Modules

Dates and Min Days
Select haw many warking days you want the fallawing dates to default ta. Figlds in blue will apply ta this

Lizer anly.
Due Date 10 = | +days from w0 Date
Chip Date 7 | +days fram W0 Date
Follow Up Date | 0 = | +days from Quotation Date
PO Due Date 2 = |+ daysg from PO Date
i number of days to produce an arder 5 =

| Save | | x Cancel |

Modules Tab

The sixth and final tab is where you would turn on certain Modules.
The modules available are: Auto Scheduling and Stock Control

e If the option is greyed out, then this means that it is not enabled in your Serial Number
¢ Should you wish to take advantage of one of these advanced features, contact our Sales
department to upgrade your license!

Check the box next to each Module that you would like to have enabled

Click Save when you are done.
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T Preferences

'ou will update ALL userz

Defaults || Mandatory Fields || Options || Re-Orders | Dates | Modules

Modules
Select which of the modules pou want turmed on.

Turmn &uta Scheduling On

Turn Stack Contral On

Turn Paoint OF Sale On

| Save | | %Eancel |

Operating Hours

You can define the total number of hours on each given day of the week that your production floor is
open to run jobs

Please note that Operating Hours will only affect AutoScheduling

To set your operating hours, go to Scheduling -> Operating Hours
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E Fasthdanager
File Edit Process

_-Scheduling|"u’iew Reports  Wéindow  Help

Cperating Hours g
Cormpatibility Wizard

Scheduling Preferences

______ Screen Printing Machines
Embroidery Machines

Direct To Garment bachines
Heat Pressing Machines

Other Services Machines

You will enter your “production work hours” for each day of the week.

If you work 8 hours Monday through Friday than you will put 8 in each data field Monday through
Friday.

Within this window you will also set-up the exceptions.
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" Update & Carcel

Set yvour operating hours

Enter your default operating hours below. Then add any exceptions vau will have during the pear. Please naote; you need to
click the update butotn above to save any of the changes you make.

konday A @ Thursday

Tuesday Friday

WWednesday Saturday

Sunday

Ewceptiong | +.ﬁ.dd @ Edit x Remove

Hours Comment
2008-07-04 Friday 0 dth July

Past . | Present ar Future |:| | *fou made a change ta this raw |:|

Fast Manager uses the term “exceptions” because it does not only apply to holidays but also to days
that you work longer than your typical shift.

e For instance, if you click the Add button, you can select a date, let’s use Christmas as an
example, navigate to December 25 on the calendar drop down, click the 25th of December,
enterin @ hours because you will be working 0 hours on Christmas and under the comment
field, you can type Christmas Day.

e Click Update and you have now added Christmas as an exception with 0 hours.

e If you know that every day before Christmas you are going to work a double shift, you can click
the word Add again, select the date from the calendar drop down to December 24, put in 16 for
the hours, and put under the comment field, day before Christmas. Click Update.

¢ You have now added an extended work shift.

Importing Customers

FastManager Help Manual - https://docs.fastmanager.com/



Last update: 2023/03/10 11:31 setup:company https://docs.fastmanager.com/setup/company

There are 2 ways you can import customers in FastManager:

¢ You can import customers from QuickBooks. Click here for more information.

* You can also import customers using a CSV file:
o The CSV file must be organized EXACTLY in a specific manner in order to accurately
transfer the data across.
o Make sure your CSV file has the same headings as our sample template and in the same
order.
= Even if some of the columns are empty, that is ok.

e Once you create this CSV file you can then import it into FastManager by going to: File ->
Import -> Customers

w1z | Download a sample layout of the CSV file: “Customers_Template.zip” HERE >

In FastManager, goto File -> Import -> Customers

File | Edit Process Scheduling View Reports Window Help

pamy Database ,ﬁ'.ﬂxéjjcmmti? -?3 : ?me]molmlllgm?
Ope Database 1

prned [ !
- 1 e — o
Data Verification pot Person | Entes or select New Documant - Chok. ‘Save' to gat # Date '.S.Fs.-' 7

Update Database - s
Resel Reguuit Preferesices " Type Order Description Here | Falow Up _31’3:"2’]"

Reset Item Size Order — Biling Addiess | ShiMelhod |Pick Up
fiddess | Eres or select L m ‘ Fiter 1

Sedect

Selact
Merge - Consolidate

C"“WE" ] ; | Ship Addiess _| Customes PO .

([B] ‘ Depost Requred
¥ 0% - $0.00

LEéUpes i BEIITABT

o
Vendor Integration Diesciiption Size Urst Price | Line Total | Tax1 Tax2| & PO | (@
Set FTP Server i 0.00 1] O 100

Set Decimal Count

. Contract Web Order Setup
Merchant Setup
Company Setup

Backup
Restore Data

Hid

|9
8

("

Change Company Logo
Preferences
Phone Mumber Masking

Exit Program

- };/ Help

Irvioice Mates [190 Characters Max)

X

Diatabaze File Ch\sar\FMWEMD atahDddE alfdb gdb S erial #§ ERROLL 'Version: 2014.87 |

When inside this window first click the get CSV file icon at the top left corner.

Navigate to where the CSV file is on your hard drive and double-click the file to open it.
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| & ] FastManager - [Sales Screen] - o IEN
iz Impaort Customers == IIJ
D] #% Do [ Check For Dupicate Customer Names [1UPD Address "]

@ = T L » ThisPC ¢ Shared (\\vbousrv) () ¢ FastManager + Data v & Search Data

Organize Mew folder
A Mame Date modified Type

ol oy I Customens.csv 8/3/2017 11:23AM  OpenOffice.org 1.

1% This PC
™ Desktop
I Documents
& Downloads
M Music
£ Pictures
B Videos
iy Local Disk (C3)
& CD Drive (D) Virt
# Shared (\wboxsn

w

File name: | Customers.cov

[

[Serial #t ERROLL Versior: 201487 |-

Diatabaze Fie: C:\Lsers\FMAFMD ata\DddB alfudb. qdb

Select the check for duplicate customer names box which will find duplicate customers, if
required.

You can then delete out certain rows, should you wish not to import certain customers, by selecting
the rows that you want to delete and clicking the delete this row icon at the upper left.

After you have your customer list accurate you can then select the Import File icon at the upper
left
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| & ] FastManager - [Sales Screen] - o lEN

X |

| % T 7] Check ForDupicals Customer Namss| []UPD Address @

e | |3-Fax 4-EMail |5-Wehsite | 6-SalesRep | 7-Aea |8 - Customer Group |9-Orignalion 10-TaxType 1 [11-TaxType2 | A

EI) i)

Database Fie: C:Asers\FMAFMData\DddB alfdb.qdb Serial #t ERROLL Versior: 201487 |-

. You can still go back into the customer screen and add more information about these
E customers.

After the import is complete, there is just one more step required to fix any the “NULL Values” that
might have been created in the database due to empty cells or columns:

( IEE First make sure that everyone else has closed FastManager )

e GotoFile -> Data Verification

e Select: Check all tables for Null Values

* Check the box to confirm that all the other users have closed FastManager
¢ Click on Start
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it Process Scheduling View FReports Window Help = || &%
Mew Company Database @ | Curgent ? | Maxcid P&
Opmwnpm Database Genaral | Wodl Order | Thumbnal
| Data Verification . [¥] | Mew Documert - Cick Save'to get Date T
Update Database Tek .
Reset Report Preferences s El FT)'D-@ Order Description Here ! ] Follow Up m“
Reset bem Size Order 3 Em = Bilng Address <) ShipMethod [PklUp ]
] 1S o e @ Fites 1 Select v
Merge - Conselidate » i
o [ o srossses e E—
Backup Flep Iv] o 0% - $0.
Restore Data - "
R— 1D REERERRE RO N RN
Vendot integratran i L ocation o (Swe Gy |UnitPice | LineTotal Taxl Tax2 & PO 5 | ] | 8
Set FTP Server 1 0 000 ooloioliolg
Set Decimal Count
Contract Web Order Setup
Merchant Setup
| Company Setup
Change Company Logo
Preferences
Phone Number Masking
Irwoice Notes (150 Charackess Mas) Sub Total f 000
" Help 4 Disc || 000] 0]
' 0.00
000
v om0
0.00
Database Fie: CALsers\FMAFMDatahDddB slfudb qdb 'Genal # EAROLL Version: 201487 |
B FastManager - [Sales Screen] - o IEN
£ File Edit Process Scheduling View Reports Window Help |-|||!—"—Il_|
| D -6 - X | [ oot G Byoi Frastopsons | §) @ | Durgent 7 | Maxcnd ?&
Cushomes - ok Ord Tt
; |E R a ion - P Genaral | ok Dider wimbnal
Eritai
2 T war ]
' Sales Screen = Sekecl ! @
s el Tl Click st to begin..
i Customers = N ] B™ Lt
EMsiaddess | (St ]
f T e Fan [ [#] Al users hawe logged out of Fasiianags: !
Customer G1ous | 5ot [ Wenfy Customer Recoeds
g Customer Payments [ Venfy Sales Records 2 |:|
Origiriga Dk ey Depcst Regued. ]
W O
Siean SelesFlen [C] Venfy Vendor Reconds o -
[] ety Items
)| Chack All Tables For Hul Walues]
[ Walidate Tables
[] slidate Price Lists
[ pow ][ X |
)
Irwoice Motes (150 Chatactess Max) Sub Total 000
Disc | 000] 000}
Total 000
Ta1@5% 000
g Twz@x | 000
MetTolal 0.00
Distabase Fie: C:\Lsers\FMAFMD ata'\DddB alfvdb qds 'Serial # ERRDLL Versiory 2014.87 |
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Importing Your Company Logo

To substitute your company logo, select Change Company Logo from the File drop down menu.

File | Edit Process Scheduling  View Reports  Window Help

Mew Company Database

Open Company Database

Data Verification

Update Database

Reset Report Preferences
Reset ltern Size Order

Merge - Consolidate J
Import k
Export 3

Backup
Restore Data

Vendor Integration L
Set FTP Server
Set Decimal Count
Contract Web Order Setup
Merchant Setup
Company Setup

| | Change Company Logo
Preferences

Phone Mumber Masking

Exit Program

D atabaze File: C:\Pragram Filesh)CwW Saftware LLCYWF aztkd anagertdatatDBhdb.qdb

a Nel

Select which form you want to change the logo on. You can also select to change the logo on all
forms.

Click on the Load Picture button and browse to your company logo.

( ( 5 ) Your logo can be in any popular image format such as jpeg, gif or tiff. FastManagerw
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( will resize your logo to fit our forms and will then save a copy in a folder that you
b specify.

You will see a preview of your logo.

Click on the Save button to tell FastManager where you want to save the modified logo.

If you are running FastManager in a network environment, it is important that the
company logo file resides in a shared folder, as FastManager will load the picture file
from that specific destination.

@ In the file browser windows that pops up, be sure to first go to Network, and from
there to the computer/shared folder where you want to store the logo (of course the
existing “FastManager Data Folder” is the best logical place)

For example: Network -> computer-name -> fastmanager-data-folder ->
mylogo.bmp

You can now close the Change Picture window, the logo has been saved.

change-logo.mp4

Users

You can create an unlimited number of users in FastManager. There are 2 basic purposes to create
user accounts:

e User Access and User Preferences
¢ Sales Commissions

User Access and User Preferences

e When you first log into FastManager you need to log in with your user name and password. By
doing so, FastManager will, based on that user's security settings, prevent him/her from
accessing certain parts of the program.

e FastManager will also know certain preferences of the logged in user, such as the default E-mail
account when sending out E-mails etc.

Sales Commissions

e FastManager has a 'Commissions Report' which shows the total “commission-payable” sales
totals for each rep
e If the Sales Rep option is turned on, that user can be linked to sales orders and you can filter
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any of your sales reports by that user.

Adding Users

To create a new or edit an existing user, select Users from the Edit menu

E FaSt_Mi Lists...
File = Edit

Custormers

SUTPE s

Catalogs

Catalog ltems
Import Catalogs
Global ltern Changes
Discount Codes

Markup Maintenance

Screen Printing Prices
Embroidery Prices
Garment Printing Prices
Heat Press Prices

Other Services Pricing

Service Groups

Sales Group Maintenance

QuickBooks Class Maintenance

Departments
Scheduling Ternplates

Picture Folders

Canned Remark Lines
Terms Maintenance
Taxahle ltem Codes

Tax Maintenance

Payrment hethods
Refund Methods
lournal Types

sers
User Graups

ser Access

Forms

Databaze File

Forrm Tags
ﬂ E-Mail Accounts

oy Help

To edit or delete an existing user, click on Open to open that user's record first.
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To create a new record click on New.

Add new user

2B X

Hame |

| [] Hide

Home Murnber

Cel

E-bd ail

Phone Eut

E-Mail e Select

Motes

Remember to Save to commit your changes.

[]5SalezRep?

e If you have any quotations, or other transactions linked to a user, you will not be able to delete

that user.

o You can hide the user instead (check the Hide checkbox).

e |t is important to check the Sales Rep check box if you want this user's name to appear in the

Sales Rep drop down list in the sales screen.

e You can assign a default E-mail account to a user.

o This way if a user is logged in and trying to send an E-Mail the selected E-mail account will

be a default to the one you specify here.

Before you can assign an email account to this user, you will need create it first.

You can do this at: Edit -> Email Accounts. See Email Setup for more info.
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Discount Codes

Markup Maintenance

Sereen Printing Prices
Embroidery Prices
Garment Printing Prices
Heat Press Prices

Other Services Pricing

Service Groups

Sales Group Maintenance
CuickBooks Class Maintenance

Departrments
Scheduling Ternplates
Picture Folders

Canned Remark Lines
Terms Maintenance
Taxable ltem Codes

Tax Maintenance

Payment Methods
Refund Methods
Journal Types

Llsers

[ atabaze File

\_ = F

| User Groups

User Access

Forms
Form Tags
E-Mail Accounts

F‘

Help

atatDB\db. qdb
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4 Add new user
128X £

M arne | | [] Hide

Hame Mumber []SalezRep ?
Cell

E-Mail

Phiore Ext

E-Mail Ao Select v

Motes

User Groups
You can restrict users from editing or viewing certain information.
Instead of creating a new set of user access parameters for every user you can simply create one for

a group of users such as sales reps. You can then assign the relevant user to that access group.

From the Edit menu select User Groups:
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Discount Codes

Markup Maintenance

Sereen Printing Prices
Ernbroidery Prices
Garment Printing Prices
Heat Press Prices

Other Services Pricing

Service Groups

Sales Group Maintenance
CickBooks Class Maintenance

Departments
Scheduling Temnplates
Picture Folders

Canned Remark Lines
Terms Maintenance
Taxable ltem Codes

Tax Maintenance

Payment Methods
Refund Methods
Journal Types

lsers

| User Groups

[ratabaze File

- P

User &ccess

Forms
Farm Tags
E-Mail Accounts

-

To add a new user group, click on the New button.

To edit an existing user group, select the group from the drop down list.

r}

atatD'B4db.qdb

¢ (In this example we selected the Sales Rep group from the drop down list)
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T User Groups
18X N

Select User Group W
Dreszcription Ll s
Customers - Delete Customers
| Customers - Process Customer Journals
| Custamers - View Cuztomer Account Screen
| Edit Departments
| Edit Design Detail
| Edit Dizcount On Sales Screen
| Edit E-Mail Accounts
| Edit Embraidery Prices
| Edit Form Tags
| Edit Garment Printing Price Lists
| Edit Heat Pressing Price Lists
| Edit Invoices
| Edit Linked Filez On Sales Screen h.‘
| Edit Markups
| Edit Other Services Price Lists
| Edit Payment and Refund Methods
| Edit Picture Folder Settings
| Edit Preferences
| Edit Quick Comment onJob Board
| Edit Sales Groups
| Edit Scheduling Templates
| Edit Screen Printing Price Lists
| Edit Taxes
| Edit Terms o

You can now scroll down the list and check or un-check any of the restriction options available and
then click on the Save button

¢ Now all we need to do is assign our user to this group.
e You will do this from the User Access screen:

User Access

From the Edit menu, select User Access

JUUNTIal 1 ypees

Users
User Groups

User Access

Forms
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Select the relevant user from the drop down list.

User Security EI
= &
Uzer Houze Account -

Pazzword 1274

User Group | Sales Rep o

e Enter a password for that user.

¢ Select the user group you want to assign to them from the drop down list (In our case we will
select Sales Rep)

e Click on the Save button.

¢ This user is now assigned to the 'Sales Rep' group which means he/she will have the same
access rights as any other user who is assigned to this group.

e This user will now also need to enter the assigned password to login to FastManager.

E-mail setup

You can E-Mail quotations, sales orders, invoices, customer proofs and many other documents directly
from FastManager.

e Before you can do that, you need to create your outgoing E-Mail accounts.

¢ You can create an unlimited number of outgoing E-Mail accounts, this way you can send

documents from various people.
o For example you can create an account to send invoices from your accounting
department and you can create an account to send quotations from sales.

 Creating these accounts are very similar to any other E-Mail program.

In FastManager, goto Edit -> E-Mail Accounts (it's the very last option on the Edit drop-down
menu):
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File = Edit

D atabaze File

Lists...

Customers

Guppliers

Catalohy

Catalog Ite

Import Catalogs
Global ltern Changes
Discount Codes

Markup Maintenance

Screen Printing Prices
Embroidery Prices
Garrment Printing Prices
Heat Press Prices

Other Services Pricing

Sepvdice Groups

Sales Group Maintenance

QuickBooks Class Maintenance

Departments
Scheduling Termplates

Picture Folders

Canned Rermark Lines
Terms Maintenance
Taxahle Itern Codes

Tax baintenance

Payrment Methods
Refund Methods
lournal Types

Users
User Groups

ser fccess

Farms
Forrn Tags
E-Mail Accounts

o Help

To edit an existing account, first click on the Open button to view a list of the available accounts, then
double-click on the one you want to edit.

e You can also delete any account from this list by selecting it and clicking on the Delete button

(the red X))

To create a new account click on the New button.
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You will need to obtain the following information:
Required Info Example
The email address you want to send from/myname@mydomain.com
The outgoing (SMTP) server address smtp.mydomain.com
The encryption protocol to use SSL or TLS or None
The port number to use 465 or 587 or 25
The SMTP username myname@mydomain.com
The SMTP password My5up3r53cr3t

The information can be obtained from your service provider or by copying it from your
existing email program (such as Thunderbird or Outlook)

(!) If you are using Gmail/Google for sending email, please go to: Gmail

Enter the following information:

e a user friendly description. This can be anything that will enable you to identify the account
when you need to select which account you are sending from.

e the Author Information. This would be the display nhame, which is what your customer will see
when he receives the E-Mail,

e the E-Mail address that you are sending it from as well as the address you want your customer
to reply to.

e the outgoing SMTP Server information. (You can get this information from your ISP or Hosting
company.)
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R=2= ¢

Azcount ]Eu:up_l,l and Attach _\.D efaults

D ezcription;

L T L]

Dizplay M ame: | Fasthd anager HelpDesk,

E-Mail Address: | helpdeski@fastmanager. com

Reply Ta: | helpdesk@fastmanager. com

SMTP Server information

Server Addiess: | mai.fastmanager. com

[] Tumon 55L Turnon TLS

Authentication [if required)

SMTPF Server requires authentication ?

Server Part: Ba7 Timeout [Secl: g0 |

User Mame: | helpdesk®fastmanager. com

Pazsword:

EEREEERE R

¥ E-Mail Accounts

R=2= ¢

Accaunt ]Eu:up_l,l and Attach _\.D efaults

pd

D ezcription:

Authar Infarmation

Display Marme: |Fast|‘--1.anager HelpD ezk.

E-tail Address: | helpdesk@taztmanager. com

Reply Ta: | helpdesk@fastmanager. cam

SMTP Server information

Server Addiess: | mai.fastmanager. com

[] Turnon 55L Turn on TLS
Authentication [if required)

ST Server requires authentication ?

Server Paort: 57 Timeout [Secl g0 |

User Mame: | helpdesk@fastmanager. com

Paszword:

REENERRERNNRRR
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¥ E-Mail Accounts w

J12dX &

Azcount

| Copy and Attach D efaultz

D ezcription;

Author [nformation |
Dizplay Marme: f-_FastI'-f!anager HelpD sk

E-Mail Address: Helpdesk@fastmanager.cnm

Reply To: ;_hel_ﬁd;asl;@.fastmanaggr.|:|:|m

SMTP Server information

Server Addigss: |mai.fastmanager.cnm |

Timeout [Sec]:

[] Tumon 55L Turn on TLS

Authentication [if required)

Server Poark: RO7

SMTPF Server requires authentication ?

User Mame: helpdesk®fastmanager. com

Pazsword:

EEREEERE R

(!) NOTE: the 'TLS' option will not be available unless you have updated FastManager

If you have another email account already configured that uses the same “domain

name” as the new one you are trying to enter, simply copy the SMTP server & port
settings from that setup

Confirm if your SMTP server requires authentication (it probably does) and what the user name and
password will be:
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Description: | Frd H

Athor [nfarmnation

Dizplay Mame: i Fasttdanager HelpD esk

E-Mail Address: | helpdesk e astmanager. com

Reply Ta: |helpdesk@fastmanager.mm

SMTP Server infarmation

Server Address: | mai. fastmanager.com

Server P [5g7 Timeout [Sec}

[ Tumnon 55L Turmon TLS

Authentication [if required)

SMTP Server requires authentication 7

Lzer Name: | helpdesk=®fastmanager. com

Fazgword:

HERKHRHEREHRREK

GMAIL

PLEASE SEE: Gmail

Office365

The Office365 SMTP settings are as follows:

SMTP Server Information

SMTP Server Address:

smtp.office365.com

SMTP Port Number:

587

Encryption Type:

TLS
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158X Ev
]
| Account [Copy and Attach Defaults
D'escription: <internal references

Author Infurmatiun-
Display Name: | <This |z wha.t-ThE-Heciﬁiént. will Sees
E'l"-"lElil .":".defESS: ygu[@ema“_cgm

Reply Te: youremail. com

SKMTP Server information

Server Address: .smtp.uffiDESEE.mm
ServerPort (537 | Timeout[Seck |50
[] Tumon 55L Tum on TLS

Authentication [if required)

SMTP Server requires authentication 7

User Name: |yuur@email.cnm

Pazzwoaord:

FastManager does not keep record of any E-Mails you send. You can however blind copy yourself (or
anyone) on every E-Mail.

e this way you will have a copy of every E-Mail in your favorite E-Mail application.
e Click on the Copy and Attach tab at the top of the screen.
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B EX ]

Account n Copy and Attach Defaults

.

Description: | Fid H

Authar Infarmation

Display Mame: |Fast|'-.-1 anager HelpDesk |

Reply To: | helpdesk@faztmanager. com |

ST Server information

Server Address: | mai.faztmanager. com

Server Port: Ra7 Timeout [Sec): |E|:|

[ ] Tumon 55L Turnon TLS
Authentication [if required]

SMTF Server requires authentication ?

Uzer Mame: i helpdesk @fastmanager. com |

Pazzword:

R |

E-Mail Address: | helpdesk&fastrmanager.com |

You can add as many addresses as you want in the BCC section. Simply click on the Add button to add
another address.
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128X M
Account Copy and Attach Defauits

YWhen sending from thiz account, alwaypsz...

BCC the follawing E -Mail addrezses b(

Always attach the following files. . x

To delete an E-Mail address from the list, select the address you want to delete and click on the
Delete button.

You can also have FastManager automatically attach any files by default.
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12EX "

Account Copy and Attach |Defaults

ot

YWhen sending from thiz account, alwayps...

BCC the following E-Mail addrezses x

Always attach the following files. .

For example, if I'm going to send quotations from my Sales account | would by default want to attach
our company's terms and conditions to the E-Mail.

You can always remove or attach other files at the time of sending the E-Mail. These
3 are only the default settings

Email Defaults

You can also setup a default signature and and subject when selecting the account.

¢ Click on the Defaults Tab:
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J12EX

| Acourt Copy and Attach

T.D'e'feiultﬂé-

Drefault Subject

Default Mezsage

"\ ‘) See Also : Email Subject Setup

Once you are ready, click on the Save button to commit your changes.

Now you will be able to select this email account to send from, and you may allocate it to a particular

user or rep.

< Login & Overview

System Setup =
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