
Emailing Letters – What can you do

•. You can:

• Send a Letter and an Email

• Send an Email only

• Send a Letter only

• Send an email that is identical to  

the actual text letter

• Send an email which is different 

than the text letter ( same concept 

as Letter Translation)



Emailing Letters – What you will need

• You will need to purchase a product 

called KeyesMail. www.CKEYS.com or 

call them 800-356-0203

• You will need a Server and we will need 

to give you some software.

http://www.ckeys.com/


Emailing Letters – Setting up a letter where the text and the email are the same

•. Letter Code Z2 is the original letter and 

the same letter you want to email. 

• Put a “Y” in the field “Email” 

• Email code, you enter *S indicating that 

it is the same Letter Code to be emailed. 



Emailing Letters – Setting up a letter where the text is different for the email

•. Letter Code Z1 is the original letter. 

• Leave the field “Email” blank

• Email code, you enter the Letter Code 

which is what will be emailed to the 

debtor.

• Letter Z4 is the letter that will be emailed 

to the debtor.

• Put a “Y” in the field “Email”



Emailing Letters – What is the collector experience

• The user, thru a Smart Code window will 

request a letter and will have the option to 

email it. 

• Debtors email address is stored at the 

account level in Tab Q option 6. If it is not 

setup when the collector requests to send 

an email from the Smart Code Window, 

they will get a message “ emailing is not 

set up”. They can enter the email address  

manually and it  will automatically 

populate the Tab Q window for future use.

• If the email address is set up on the Tab 

Q, when the user enters a Smart Code, 

they will see a message „ email option is 

available” and they just enter the Letter 

Code they want to email.

• The user MUST request the original 

letter. (same concept as Letter 

Translation)  A User CANNOT request a 

letter that is setup as an Email only. 
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Emailing Letters – What is the collector experience

• When the agent enters a Smart Code 

and requests to send a letter, IF the email 

address has been set up in the Tab Q they 

will see the message “Email options 

available”. At that point, they can change 

the email address if necessary. If it was 

not set up in the Tab Q, they would get the 

message “emailing is not set up” . If they 

enter an email address at this point, then 

the Tab Q will be populated with this 

information for future use.

• The user will have to select one of the 

three option in the field “Send letter by 

email”. Those options are:

• Y – Send email only

• N – Will not allow the user to send 

an email

• B - Send an email and the letter


