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Introduction 
 
GAS MANager EBill is an optional GAS MANager software product intended to provide GAS 
MANager users with the ability to deliver bills to customers via Internet email.  GAS MANager 
EBill prepares bill forms in Adobe Acrobat (PDF) format and emails them to those customer 
accounts that have been identified as desiring to receive their bills via email. 
 
This software can also be used to send a message to a single recipient with, or without, an ebill 
attached.  In addition, GAS MANager EBilling can attach a common file attachment to an email 
message to a single recipient, or to all EBilling customers, with, or without an ebill attached. 
 
Before attempting to send an ebill to a customer, it is suggested that you verify the customerôs 
email address by sending them an email message using your regular email system.  This 
message should also ask your customer to send a reply to your message.  If you do not receive 
the expected reply, then perhaps your email message was not delivered, or the email address 
that was provided by your customer was incorrect. 
 
In addition to licensing and installing the software, implementing GAS MANager Ebilling requires 
that the following activities be performed: 

¶ Each Account that is to receive their bill as an ebill must have the EBill selection on the 
Account record in the GAS MANager database set to ñYesò. 

¶ A valid email address must be specified on the Customer record in the GAS MANager 
database for each Account that is to receive their bill as an ebill. 

Once these conditions have been met those accounts whose GAS MANager database records 
have an EBill flag that has been set to ñYesò and also have an email address will no longer 
receive a printed bill form during the normal billing process.  These accounts must now be 
processed by GAS MANager EBilling in order to receive a bill. 
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Chapter 1 - Software Installation 
 
Perform the software installation procedure on all computers that will be used to perform the Ebill 
function.  These computers must have access to an outgoing (SMTP) email server. 
 
Local Destination Folder 
One of these folders contains the program and report files.  The default folder name is 
C:\Program Files\GMEBill.  This folder will be created on each computer where the GAS 
MANager EBill installation is performed. 
 
Run X:\EBSetup.Exe to launch the GAS MANager Installation Wizard. 

¶ Where X: represents the drive letter of the CD-ROM drive.   

¶ The GAS MANager EBilling installation CD can also be copied to a network disk to 
facilitate shared access to the installation program.  Substitute X: with the path to 
EBSetup.Exe.   

 
Prior to installing GAS MANager EBilling, the setup program will ensure that the Microsoft Visual 
C++ Runtime Environment is installed.  You must accept the terms of the Microsoft License 
Agreement and click the Yes button in order to proceed with the installation of GAS MANager 
EBilling. 
 
 

 

Figure 1.0.1 GAS MANager EBilling Installation ï Microsoft Visual C++ Runtime 

 
The Welcome screen, and all other screens in the GAS MANager Installation Wizard, contains a 
Cancel button.  Click this button to abandon the installation of GAS MANager EBilling. 
 
Most of the screens in the GAS MANager EBilling Installation Wizard also have a Back button.  
Use this button to return to the previous step in the installation. 
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Figure 1.0.2 GAS MANager EBilling Installation - Welcome 

 
If you have not already done so, close all other Windows programs before clicking the Next 
button. 
 

 

Figure 1.0.3 GAS MANager EBilling Installation ï Local Destination Folder 
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The default Local Destination Folder should be satisfactory for most computers.  This folder will 
contain the GAS MANager EBilling program files.  If it is necessary to use a folder other than the 
default folder, you may type the proper path or use the Browse button to search for the proper 
folder.   
 
When you are satisfied with your selections, click the Next button.   
 
 

 

Figure 1.0.4 GAS MANager EBilling Installation ï Ready To Install 

 
The GAS MANager EBilling Installation Wizard has now collected the information required to 
perform the installation.  If you are unsure about your selections for the Main GAS MANager 
Folder or the Local Destination Folder, use the Next button to go back and review your choices.  
 
When you are satisfied with your selections, click the Next button to proceed with the installation.   
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Figure 1.0.5 GAS MANager EBilling Installation ï Updating System 

 
The GAS MANager EBilling Installation Wizard will now update your computer with the files that 
are necessary to use the GAS MANager EBilling program.  
 
Click the Cancel button only if you need to abort the installation process.   
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Figure 1.0.6 GAS MANager EBilling Installation ï Successfully Installed 

 
The GAS MANager EBilling software has now been installed.   
 
Click the Finish button to close the GAS MANager EBilling Installation Wizard. 
 
You may now be prompted to restart your computer in order to complete the configuration of GAS 
MANager EBilling. 
 
 

 

Figure 1.0.7 GAS MANager EBilling ï Restart Message 

 
If you see this prompt, you should click the Yes button to restart the computer. 
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Chapter 2 ï EMail Setup 
 
Before you can begin emailing bills to your customers, you must first be confident that your email 
settings are correctly specified in the EMail Setup section of the EBill program window. 
 
 

 

Figure 2.0.1 Software Version 

 
The EMail Setup section is used to provide the program with the information that is necessary to 
connect to your outgoing email server and send an email message. 
 

Data Field Contents 
 

From EMail The email address that you wish to use to send the EBill messages. 
This address will appear as the sender email address when your customer reads 
their EBill message. 
 

Host The name or IP address of your outgoing email (SMTP) server. 
This is usually in the form of a server name that includes your email domain  
but it may also be specified as an IP address. 
 

Port The standard port for SMTP is 25.  If your mail server requires the use of a 
different port, provide the proper port number instead. 
 

SSL If your SMTP server uses secure logins, check the Secure Sockets Layer option. 
 

User Name Enter the user name that you use when sending email from the Host. 
 

Password Enter the password that is associated with the above User Name. 
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If you are unsure about what values you should be providing in the above EMail Setup you should 
contact your computer systems administrator, your Internet service provider, or your email service 
provider.  You may also be able to obtain these settings from your email client software (Outlook, 
Outlook Express, Thunderbird, etc.).  Shown below are the settings that should be used for some 
common email domains.   
 

Domain Name 
 

Data Field 
 

Contents 
 

telusplanet.net From EMail gascoop@telusplanet.net * 
 Host smtp.telusplanet.net 
 Port 25 
 User Name gascoop * 
   

telus.net From EMail gascoop@telus.net * 
 Host smtp.telus.net 
 Port 25 
 User Name gascoop * 
   

gmail.com From EMail gascoop@gmail.com * 
 Host smtp.gmail.com 
 Port 465 or 587 
 User Name gascoop@gmail.com * 

 
  *  Example only.  Specify the sending email address and/or user name. 
 
Once you have provided the necessary EMail Setup, use the Send Single EMail feature to test 
your EMail Setup. 
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Chapter 3 ï Send Single EMail 
 
After completing the EMail Setup for the first time you should use the Send Single Email tool to 
send a test message to a valid email address.  This tool can also be used to resend a single ebill 
to a customer.   

This tool does not create bill forms in PDF format but you can use this tool to send an 
existing PDF bill to any email address. 

 
 

 

Figure 3.0.1 Send Single EMail 

 
Complete the Email Setup information as described in the previous chapter and then type the 
Subject of the email and the Message that is to appear in the email message body.  Click the 
Send Single EMail button to open the Send Single EMail tool. 
 

 

Figure 3.0.2 Send Single EMail 
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Complete the following fields: 
 
Data Field Contents 

 
Name The name of the email recipient. 

This information will not appear in the email message. 
 

EMail The email address of the message recipient. 
If you are sending this message to test your email setup, you might consider 
sending the test message to your own email address as it will be easy for you to 
verify the results of your test. 
 

Attach Bill This field is optional.   
If the purpose of the message is to test your email setup, leave this field empty. 
If the purpose of the message is to resend an ebill to a customer, choose the 
appropriate PDF file to attach to the message.  EBill PDF files are named after the 
customer account.  The PDF files that appear in the drop-down list are the ebill files 
that were created during the Perform EBilling process for the month and billing cycle 
selected in the main GAS MANager EBilling program (see figure 3.0.1). 
 

 
 

 

Figure 3.0.3 Send Single EMail Attachment List 

 
When all of the fields have been completed to your satisfaction click the Send button.  If the 
program is able to send the email message to the email address provided, then the following 
message will be displayed. 
 
 

 

Figure 3.0.4 Message Sent 

 
Click the OK button to acknowledge the message and return to the Send Single EMail tool. 


