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1E-Mail facility in Miracle

How to setup & use E-mail facility in Miracle?
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❖ In Miracle, E-Mail facility is available to create customized E-Mail formats and other useful
setups.

❖ In this document, we will see the below topics:

➢ List of Vouchers & Reports in which E-Mail facility is given.

➢ Insert E-Mail ID for party account.

➢ E-Mail Setup:

▪ Create a Technical profile for E-Mail.

▪ Create customized E-Mail Format (Sales Invoice example).

▪ E-Mail Report : details of sent E-Mail.

▪ E-Mail option for Report (i.e. A/c. Ledger, Outstanding).

➢ Online E-Mail Setup (as we save a voucher).

➢ Send Company backup through E-Mail.

➢ Export Voucher and exported (zip) file through E-Mail.

➢ E-Mail option in Voucher Format & Print Preview.

➢ Outlook Setup.

About E-Mail facility in Miracle



• Sales / Purchase Invoice

• Bank / Cash Payment

• Credit Note / Debit Note

• GST Modules

• Sales / Purchase Return

• Bank / Cash Receipt

• Journal Entry

• Report (A/c. Ledger. Receivable/ Payable )

E-Mail facility

E-Mail facility available when we find 
out this E-mail button in any 

Vouchers/Reports/other modules.

List of Voucher Types & Reports in which E-Mail facility is given
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Following Modules also have E-Mail Facility

• Company Backup from Utility menu (for current company only)

• Company Backup by click on Utility button in Company List

(for multiple companies)

• Data Export

• Print Voucher / Print Preview

E-Mail facility 4
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Click on F4-Address Detail
to insert party’s E-Mail Id.

Insert party’s E-Mail Id
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We can insert party’s E-Mail Id here.

We inserted E-Mail Id for the party 
“Vatsal Pneumatics Pvt. Ltd.”

Insert party’s E-Mail Id



Profile Setup & Create E-Mail Format

E-Mail Profile Setup & Format 7



Sales Invoice → Voucher List

Now, click on Email button 
or press “Ctrl + E”.

Here we selected a voucher to send 
E-mail of Sales Invoice to a party 

“Vatsal Pneumatics Pvt. Ltd.”
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9E-Mail Setup

We added local state party 
which is belong to 

Ahmedabad, Gujarat.

Click on Setup button or press 
short cut key: “Ctrl + F3 to 

create E-Mail Profile.

First, create E-Mail Format to 
send E-Mail to the party.

Before we create E-Mail 
Format, we must create 

E-Mail Profile.
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Now, click on Add button 
or press short cut key: “F3” 

to create a New Profile.

Note that: This is the 
technical setup for E-Mail.

E-Mail Setup
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Add Profile Name as per use.

Select appropriate E-Mail 
Method.

E-Mail Profile
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As we select Server, it will insert 
E-Mail Server automatically as 

per our selection.

Insert User & Password. It will 
Login in background process.

Select Yes if SSL requires else No.

Insert Port Number.

E-Mail Profile
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Here we added a 
new Profile.

We can Edit/Delete/Copy any profile.

We can also Export (Ctrl + E) & Import
(Ctrl + I) E-Mail Profile.

E-Mail Profile



14Insert a new E-Mail Format

Now, click on Add button or
press “INSERT” to insert a 

new email format.



15Select E-Mail Profile

Select Profile.

Note that: We can also create a 
profile by click on Add button or

pressing key: “F3”.
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Insert Subject what 
Email is about.

In E-Mail description, we can 
insert Fields by pressing F2.

Insert required details

Insert Format Name.

By default, the Party’s Email Id 
will be inserted here.
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Select Fields as per 
requirement in E-mail Format.

In Miracle, a customized facility is given.

We don’t need to insert Bill No. or Bill 
Amount manually, we can select it by 
pressing short cut key: “F2” or click on 
Fields button which shown in below.

Select Field
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Select an Attachment.

Note that: We would get this 
List of attachment as per 
Voucher Type selection.

Select Attachment
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Select ‘File Type’.

Select File Type
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Log With Attachment: If we select this, Miracle will 
save E-Mail log with attachement.

Log Without Attachment: if we select this type, Miracle 
will save E-Mail but without any attached file.

No Log: Neither E-Mail nor any attachment will save.

Select Log Type



21E-Mail Format

Press OK to save this 
E-Mail format.



22E-Mail Format

Select E-Mail Format then click 
on Generate button or press 

Enter to generate the E-mail for 
the party that contains Email.

We’ve created new E-Mail 
Format Sales Inv. Details.



23Generate E-Mail

Press OK to save this E-Mail 
format.

These are the Multi
Selection buttons.

Here’s a generated E-Mail.
(Sending Sales details with E-Way 
bill details to Vatsal Pneumatics).

Click on Detail button or press 
“F3” key to check E-Mail details.

Click on Send button or press 
“F4” key to send E-Mail.

We must insert party’s E-Mail Id 
otherwise E-Mail will not generate. 
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We can insert additional E-Mail 
Id by click on E-Mail Book.

E-Mail Details

We'll get E-Mail Id as we 
inserted during Profile Setup.

We can attach any file by click on 
Add button and to remove 

attachment click on Remove button.

Save this E-mail 
and Send.



25Report → Other Report → E-Mail Report → Profile E-Mail

Click here to check 
reports of sent E-Mail.

Note that: In Profile E-Mail, we can check 
the E-Mail Reports for the options which 

contains Profile setup. i.e. Sales / Purchase 
Invoices, Reports (A/c Ledger etc.).



26E-Mail Log Report

These are the general hot keys.

If there is an error at the time of 
sending E-Mail, here the status will 

be Failed else Successful.

In this Report, we can check E-Mails 
which are sent through Vouchers 

(Sales, Purchase etc.).
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As we press Format button or
“Ctrl + F3” key, we will see this 

pop-up.

E-Mail Log Report

These are default E-Mail Log 
Report Formats.

We can select as per our 
requirement.



E-Mail facility for Report

(i.e. A/c. Ledger, Outstanding)

E-Mail facility for Report 28
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E-Mail facility is also 
given for Report.

Let see an example 
for Ledger.

E-Mail facility for Report
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E-Mail setup for Report will 
similar to Sales Inv. Example.

E-Mail facility for Report



31Create E-Mail profile for Report

Insert required details.

First, we need to create E-Mail Format 
for Report as same Sales Inv. Example.



32E-Mail facility for Report

Select E-Mail Format then click 
on Generate button or press 

Enter to generate the E-mail for 
the party that contains Email.

We’ve created new E-Mail 
Format for Report.
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We will find sent E-Mails in E-Mail 
Log Report in Profile E-Mail.

Report → Other Report → E-Mail Report → Profile E-Mail

If E-Mail couldn’t send because 
of some errors (i.e. Internet 

connection etc.), status will be 
shown as Failed else Successful.



34Online E-Mail setup

Online E-Mail setup: Send voucher 

through E-Mail when it saved



35Online E-Mail setup

Click on Setup or press “Ctrl + F3” key 
for setup for Email.

“Online E-mail” means send E-mail at 
the time of saving Voucher.
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Double click or press 
“Enter” key on Online 
E-Mail sending option.

We will get two options:
“List” or “Yes”.

If we select List here then Miracle will 
show the list of E-Mail formats.

If we select Yes here then Miracle will 
send the Default selected E-Mail format.

Online E-Mail setup
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Now, press OK button.

Online E-Mail setup



38Case-1: When ‘List’ is selected

Insert E-Mail Id.

through pressing OK button, it 
will generate a ZIP file of the 

Sales Invoice data.

If we have selected List for 
Online E-Mail sending option, 
we will get this List of E-Mail 

Format. Select E-Mail Format, click on 
Generate button to send this 

saved voucher through E-Mail.



39Case-2: When ‘Yes’ is selected

If we have selected Yes for Online E-Mail 
sending option, E-Mail will directly send 

to the party as per default E-Mail Format.

We will find sent E-Mails in:
E-Mail Report → Profile E-Mail.



E-Mail Company’s Backup from “Utility menu”

(for current company only)

E-Mail Company Backup  (for Current Company) 40



41Sending Company Backup via E-Mail

We can E-Mail company’s 
backup from here.



42Sending Company Backup via E-Mail

First, Miracle will take a Backup 
of active company in selected 
folder and then E-Mail details 

option will be opened.

Insert E-Mail Id.



43Sending Company Backup

By default, a ZIP file of the Sales 
Inv. data will be attached.

This is E-Mail details.

We can edit as per our requirement.



Company Backup by click on “Utility button” in Company List

(for multiple companies)

44E-Mail Company Backup  (for Multiple Companies)
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We can send Company’s Backup via E-Mail.

Now, Click on Utility or press Ctrl + U
to send E-mail Company's backup.

E-Mail Company Backup  (for Multiple Companies)
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Now, click on Company 
Backup/Restore to send 
backup through E-Mail.

Note that: E-Mail functionality is also 
given in Year Backup/Restore.

After click on “Company 
Backup/Restore” option, 
this option will appear.

Click on Backup button.

E-Mail Company Backup  (for Multiple Companies)
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First, Select company by 
pressing Enter.

We can also send more than 
one Company Backup via Email.

E-Mail Company Backup  (for Multiple Companies)
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Insert E-Mail Id and 
click on OK button.

E-Mail Company Backup  (for Multiple Companies)



49E-Mail Details

We Insert more than one 
Email Ids as per our needed.

This is E-Mail details to 
send Company Backup.

By default, Miracle will take a 
backup & attached a zip file here.

We can Add/Remove
any attachment.

In this way, we can E-Mail 
Company’s Backup.



Export Data (in Zip file) and send through E-Mail

(For Import in other Miracle Software)

Export Data (Ctrl + X) 50



51Send exported data through E-Mail

Click on Export button or press 
short cut key: “Ctrl + X”.

We can send E-Mail of Sales 
Invoice data by export it.
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Insert E-Mail Id.

By pressing OK button, it will 
generate a ZIP file of the Sales 

Invoice data.

Send exported data through E-Mail



53E-Mail Details

By default, a ZIP file of the Sales 
Inv. data will be attached.

Click on Send button to send 
exported Sales Inv. data 

through E-Mail.

This is E-Mail details.

We can edit as per our requirement.



54Voucher Print & Print Preview 

E-Mail option in Voucher Print and Print preview 



55Voucher Print

Click on Voucher Print button 
or press “Ctrl + P” key.



56Voucher Print Format

We will find E-Mail 
option here.
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Select File Type & insert 
desired File Name.

Press OK.

Default path will be selected. 
We can change it.

Insert E-Mail or we can 
select it by click on 

button besides text field.

Voucher Print Format



58E-Mail Details

This is E-Mail details. We can 
edit it as per our requirement.



59

We will find E-Mail icon here.

So, we can check Voucher and 
send E-Mail from here.

E-Mail option in Print Preview
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Edit above options, 
insert or select E-Mail.

By pressing OK button, 
E-Mail details will open.

Edit E-Mail details and 
send to the party.

E-Mail option in Print Preview



61Report → Other Report → E-Mail Report → Other E-Mail

Click here to check 
reports which options 

do not contains Profile.

Note that: In Other E-Mail, we can check 
the E-Mail Log Reports for the options 

which do not contains Profile setup. i.e. 
Company Backup, Send exported vouchers.



62Other E-Mail

In this Log Report, we can check E-Mail 
status which are sent by other modules like 

Backup, Voucher Format, Export Data.



63Outlook Setup

❖ Outlook setup:

➢ Outlook is a personal information manager from  Microsoft, 
available as a part of the Microsoft Office suite and often used 
mainly as an email application.

➢ We can configure in Miracle for sending E-Mail.



64Outlook Setup

If we select Outlook Express in
E-Mail method for E-Mail Profile, 

we must configure it first.



65Outlook Setup

Now, By click on Next button, 
we can setup for Outlook.
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