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E-Mail Setup 

From the main menu, go to Setup > E-Mail > User E-Mail Setup 

 

In previous versions of ReCPro, the SMTP settings were only used for sending out mass email messages and 

child care tax statements. However, the other areas of ReCPro would use the default “mail to client” 

(typically used in Microsoft Outlook) to send messages. 

 

Now when the SMTP settings are entered, it will use that method for sending ALL email messages throughout 

ReCPro. If SMTP is not used, then mass email and web account password resets will not work either. 

 

When entering the SMTP information for your account, make sure to press Test Settings to verify that the 

information is correct. Also, note that this information is saved per login. 

 

 

If the SMTP settings are not entered, then it will use the default mail to client.  If this method is used, 

then it will not allow emailing child care tax statements, but all other email functions should work 

properly.  One disadvantage to using this method, is when sending out messages to many recipients, it 

will not divide them up to send out in batches. 
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Default Setup 

From the main menu, go to Setup > System Default > Defaults Setup > Receipts / Email 

Max Recipients Per E-Mail – when using SMTP to send emails, it will send out message in batches when 

the number of recipients (both To and BCC) exceed the number entered.  Since email clients have 

different rules, we allow you to change this.  The default is 75. 

# of Days to Keep E-Mails – when sending out email using SMTP, the history will be saved.  You can set 

how long you want to keep the messages.  The default is 7 days. 
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Email History 

Select E-Mail History to view all messages that have been sent.  This only applies to messages that were 

sent using the SMTP settings, not the mail to client.  This is limited to only show the emails that were 

sent by the current user.  However, admin users will have the ability to view all messages. 

 

View Message button allows the user to click on the corresponding Emails tab and view the message. 

 

View Attachment button allows the user to click on corresponding Attachments tab to view. 
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Email Templates 

E-Mail Templates allows you to set up content for email messages that you send repeatedly.  The 

content from the email template will be added in addition to your email signature. 

When using SMTP to email, the following email screen displays. 

 

 

 


