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Introduction 

• ZatpatMail is a reliable platform for sending transactional emails like OTPs, alerts, invoices, and notifications. 

• It ensures fast delivery, detailed tracking, and better control over your outgoing emails. 

• This document helps you understand each tab and feature in the ZatpatMail portal so that you can easily use it 

without confusion. 

 

Login 

• Go to: https://bulk.zatpatmail.com/  

 

• Use your registered email address and password/ If password is not sure to you then please use option "Sign in using 

email OTP,” you will receive otp via email using that you will be able to login. 

• After logging in, you will reach the Dashboard. 

 

 

Dashboard 

https://bulk.zatpatmail.com/
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Purpose:  

• Gives a quick summary of your account and usage. 

You can see: 

• Total emails sent 

• Number of delivered, bounced, and failed mails. 

• Active Mail Agents 

• Remaining email credits 

• Quick links to reports and domains. 

• Credits Information 

• SMTP / API Details 

• Mail analysis 

• Bounce categories 
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Mail Agents Tab 

Purpose: 

• Mail Agents help you organize your emails based on purpose or application. 

(Example: “Invoices”, “OTP Alerts”, “System Notifications”) 

You can: 

• Create new Mail Agents 

• Assign domains to each Mail Agent 

• Get separate API Tokens or SMTP credentials. 

• View Mail Agent–wise reports and logs 

✅  9ŀŎƘ aŀƛƭ !ƎŜƴǘ ǿƻǊƪǎ ƭƛƪŜ ŀ ǎŜǇŀǊŀǘŜ ǎŜƴŘŜǊ ǇǊƻŬƭŜ ǿƛǘƘ ƛǘǎ ƻǿƴ ǎŜǩƴƎǎΦ 

 

Mail Agent Tabs – Overview 

• Under each Mail Agent, the following tabs appear horizontally. Each tab provides access to different configuration and 

monitoring options related to the specific mail agent. 
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Tab Name Description / Purpose 

Overview 

Displays summary details of the selected mail agent, including configuration info, sending status, and key 

metrics. Useful for a quick view of mail agent activity.  

 

 

SMTP / API 

Provides options to integrate the mail agent with your application via SMTP or HTTP REST API. The SMTP 

credentials or API key can be used depending on your integration preference.  

 

 

Domains 
Lists the domains associated with this mail agent. Includes verification status and configuration details (SPF, 

DKIM, etc.).  
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Tab Name Description / Purpose 

 

Processed 

Emails 

Display details of all emails processed through this mail agent. Includes delivery status, bounce reports, and 

rejection details. Useful for troubleshooting and delivery tracking.  

 

Templates 
Allows creation and management of email templates used for transactional or notification emails. Templates 

can be customized and reused across campaigns or applications.  
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Tab Name Description / Purpose 

 

Webhooks 

Used to configure webhooks that send real-time event notifications (e.g., delivered, bounced, dropped, opened, 

clicked) to your endpoint URL for further processing or reporting. 

 

Email 

Tracking 

Provides tracking options and reports for emails sent using this mail agent. Helps analyze open rates, click rates, 

and engagement patterns.  
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Tab Name Description / Purpose 

 

File Cache 

Displays cache files (like attachments or inline images) stored temporarily for emails processed by the mail 

agent. Helps in managing and reviewing cached file usage.  

 

 

 

Domains Tab 



ZatpatMail Portal – User Guide 

   
 

 

 

Purpose:  

• To verify and authorize your sending domains. 

Steps: 

1. Add your sending domain (e.g. yourcompany.com) 

2. ZatpatMail will show DNS records (CNAME / DKIM) 

3. Add these records to your domain’s DNS panel. 

4. Wait till the status shows “Verified.” 

 

✅  ²ƛǘƘƻǳǘ ǾŜǊƛŬŎŀǝƻƴΣ ȅƻǳ Ŏŀƴƴƻǘ ǎŜƴŘ ŜƳŀƛƭǎ ŦǊƻƳ ǘƘŀǘ ŘƻƳŀƛƴΦ !ƴŘ ƛŦ ŀƴȅ Ƴŀƛƭ ƛǎ ǎŜƴǘ ŦǊƻƳ ǳƴǾŜǊƛŬŜŘ ŘƻƳŀƛƴ ǎŜƴŘŜǊΣ ǘƘŜƴ 

½ŀǘǇŀǘƳŀƛƭ ǎŜǊǾƛŎŜ ǿƛƭƭ ƴƻǘ ǇǊƻŎŜǎǎ ƛǘΦ 
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Processed Emails (Email Logs)  

 

Purpose: 

• To track the delivery and performance of sent emails. 

You can view: 

• From email address and recipient email address 

• Date and time of each email sent. 

• Subject 

• Delivery status (Delivered / Bounced / Deferred) 

• Open and click tracking. 

• Error reason for failed emails 

✅  ¸ƻǳ Ŏŀƴ ŬƭǘŜǊ ƭƻƎǎ ōȅ aŀƛƭ !ƎŜƴǘΣ ŘŀǘŜΣ ƻǊ ǊŜŎƛǇƛŜƴǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ Lǘ Ŏŀƴ ōŜ ŜȄǇƻǊǘ ŀǎ ǿŜƭƭΦ 

 

Suppression List Tab 
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Purpose: 

• To manage blocked or unsubscribed addresses. 

Types of suppression: 

• Email Suppression: Stop sending to invalid or opted-out addresses. 

• Tracking Suppression: Disable open/click tracking for some addresses. 

✅  IŜƭǇǎ ƛƴ ƳŀƛƴǘŀƛƴƛƴƎ ǎŜƴŘŜǊ ǊŜǇǳǘŀǝƻƴ ŀƴŘ ŀǾƻƛŘƛƴƎ ǎǇŀƳ ŎƻƳǇƭŀƛƴǘǎΦ 
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Templates Tab (applicable only in case API based email sending) 

 

Purpose: 

• To create and store ready-made email templates for reuse. 

You can: 

• Create templates with subject + body 

• Use HTML editor or plain text 

• Add personalization variables (like name, OTP, etc.) 

• Save and manage templates per Mail Agent 

✅  ¢ŜƳǇƭŀǘŜǎ Ŏŀƴ ōŜ ǳǎŜŘ ǘƘǊƻǳƎƘ !tL ŦƻǊ ŎƻƴǎƛǎǘŜƴǘ ŎƻƳƳǳƴƛŎŀǝƻƴΦ 

 

File Cache Tab (applicable only in case API based email sending) 
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Purpose: 

• To upload and store attachments that can be reused in future emails. 

You can: 

• Upload files once (PDF, images, etc.) 

• Get a File Cache Key 

• Use this key in emails instead of re-uploading the same file. 

✅  {ŀǾŜǎ ōŀƴŘǿƛŘǘƘ ŀƴŘ ŜƴǎǳǊŜǎ ŦŀǎǘŜǊ ǎŜƴŘƛƴƎΦ 

 

Webhook Tab 
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Purpose: 

• To get live notifications (real-time updates) about your email events. 

Example: 

• Receive a notification when an email is delivered, opened, clicked, or bounced. 

✅  ¦ǎŜŘ Ƴƻǎǘƭȅ ōȅ ŘŜǾŜƭƻǇŜǊǎ ƻǊ ŀǇǇƭƛŎŀǝƻƴǎ ǘƘŀǘ ǿŀƴǘ ǊŜŀƭπǝƳŜ ǎǘŀǘǳǎ ǳǇŘŀǘŜǎΦ 

 

Dedicated IP 

• Zatpat Mail normally sends emails through a shared, high-reputation IP address. If you send a large volume of emails, 

you can request your own dedicated IP—an IP used only for your account. 
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Purpose:  

• Describes how Zatpat Mail handles email routing and how a dedicated IP can be obtained for high-volume sending. 

To request a dedicated IP: 

1. Log in to your Zatpat Mail account. 

2. Go to Dedicated IP on the left menu. 

3. Click Request Dedicated IP and choose how many IPs you need. 

4. Review and accept the terms and conditions. 

5. Click Request. 

 

Reports – Overview 



ZatpatMail Portal – User Guide 

   
 

Purpose: 

Gives an overview of transactional email performance in Zatpat Mail and lets you compare Mail Agent activity.  

Example: 

In the Reports section of Zatpat Mail, you can view different reports based on a selected date range: 

Overview Reports 

• Overall Report: Emails sent, delivered, soft bounces, hard bounces, clicks, and opens. (Email Tracking required for 

click/open data) 

• Browsers: Browsers used to open your emails. 

• Total Devices: Opens by mobile, desktop, or tablet. 

• Operating Systems: Opens by OS like Windows or Android. 

• Email Clients: Opens from different email clients like Gmail or Apple Mail. 

All reports can be viewed as line or bar graphs. 

Custom Reports 
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Compare performance between Mail Agents.  

Steps: 

1. Go to Reports → Custom Reports. 

2. Choose Mail Agents to compare. 

3. Select a metric (Sent, Soft Bounces, Hard Bounces, Click, or Open). 

4. View results as a graph or table. 

5. Choose a time range: Last 7, 15, or 30 days. 

Save Report 

You can save comparison reports so they auto-update. 

• After generating a report, click Save Report, name it, and save. 

• The reports saved can be opened anytime or deleted if no longer needed. 

Bounce Reports 
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Shows types of bounces for a selected date range: 

• Connection issues 

• Policy failures 

• Spam 

• User not found 

• Invalid DNS 

• Others 

Note: 

Zatpat Mail supports only transactional emails (e.g., welcome emails, password resets, OTPs). It does not support bulk or 

promotional emails. 

 

Subscription: 
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Purpose: 

Shows your email credits in Zatpat Mail, including usage, transactions, and auto top-up options. 

Example: 

The Subscriptions section lets you see total credits, emails remaining, and expiry dates. It has two tabs: Subscription Details and 

Transaction Details. Verified accounts can buy extra credits or enable Auto Top-up. 

Subscription Details 

Table shows: 

• Credits Purchased – Total credits bought 

• Credits Remaining – Credits left 

• Purchase Date – When bought 

• Expiration Date – When credits expire 

You can sort the table ascending or descending. 

Transaction Details 

Shows all credit activity: Purchased, Used, Expired. 
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Columns: 

• Transaction Type – Purchased, Used, Expired 

• Number of Credits – Credits added, consumed, or expired 

• Transaction Date – When it happened 

Filter by transaction type to view specific entries. 

  

Settings Tab 

Purpose: 

• To control account-level configurations. 

⚙️  Settings Tab Descriptions (ZatpatMail Portal) 

1. Manage Users 



ZatpatMail Portal – User Guide 

   
 

 

• This section allows the primary admin to add, remove, or modify users who can access the ZatpatMail portal. 

• You can assign different roles and permissions (like Postmaster, Engineer, or Viewer) depending on their 

responsibilities. 

• Use this tab to manage team collaboration and control who can send or view emails. 

Role Access Level What They Can Do What They Cannot Do Best For 

Postmaster 

(Admin) 
Full Access 

- Add / remove domains- View 

& generate API keys 

- Add/Manage mapped emails 

(Mail Agents) 

- Manage suppression list 

- Manage bounce rules 

- View complete logs & reports 

- Add/remove users & assign 

roles 

- Configure authentication, 

DKIM 

Nothing (Full control) 
Owners, IT 

Admins 

Engineer 

Technical 

Access (Partial 

Admin) 

- View domains & DKIM 

- Create & view Mail Agents 

- Create API keys 

- View logs 

(sent/bounce/deferred) 

- Manage templates (add/edit) 

- Manage Webhooks 

- Cannot delete Postmaster- Cannot 

remove domains- Cannot manage users- 

Cannot change account-level settings 

Developers, 

Application Team 
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Role Access Level What They Can Do What They Cannot Do Best For 

Viewer 
Read-Only 

Access 

- View logs 

- View analytics & dashboard 

- View Mail Agents 

- View templates 

- Cannot modify anything- Cannot create 

API keys- Cannot add/remove domains- 

Cannot send email 

Auditors, MIS, 

Management 

 

Quick Summary (Easy to Understand) 

• Postmaster → Full Admin (complete control) 

• Engineer → Technical user (can create API, templates, integrate SMTP) 

• Viewer → Read-only (can only monitor logs) 

 
 

2. Activity Logs 

 

• This shows a complete record of all actions performed inside your ZatpatMail account — such as adding users, 

creating mail streams, updating domains, etc. 

• Helpful for auditing and tracking who did what and when. 

• You can filter logs by date or activity type for easy review. 

 

Notifications 
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• Configure how you receive alerts about quota usage warnings. 

• You can choose to get notifications by email alerts. 

• Keep this enabled us to stay informed about your account’s performance and health. 

 

3. Content Setting 

 

• You can save the contents of your emails you send in the Content setting section in the Settings menu.  

• Once enabled, your emails' contents will be saved.  
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• This saved content can be viewed in the Processed emails section under the particular Mail Agent for which you 

enable it.  

• These contents will be available for you to view for a period of 60 days. 

To save the contents of the emails: 

1. Go to the Settings menu from the left panel. 

2. Navigate to the Content Setting tab. 

3. Choose the Save the email content checkbox to save your email contents. 

4. The contents of the emails will be saved only after enabling this setting. 

5. The saved contents can be viewed in the Processed Emails section inside each Mail Agent. 

 

5. Export Logs 

 

You can export different logs available in your ZatpatMail account using the Export Logs option. The last 60 days' logs can be 

exported. The exported data will be available as a zip file for 3 days from the date of completion.  

You will be able export three types of data : 

• Email logs - Data related to your email like bounce, clicks and sender/recipient information. 

• Activity logs - Information related to activities of different users which is listed in activity logs. 

• Suppression list logs - Data available in suppression list. 

Steps to export your email logs 

1. Login to your ZatpatMail account. 

2. Navigate Export Logs in the Settings menu. 
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3. In the Email logs tab, click Initiate export. 

4. Choose whether to export the logs to a specific Mail Agent or all Mail Agents. 

5. Choose the date range. You can either choose the last 7, 15, 30, 60 days' logs or pick a custom time range. 

6. You even have the option to password protect your exported data. Enter your desired password. 

 

 
 

7. You can also choose to export logs based on the available filter options: 

I. To 

II. From 

III. Request Id 

IV. Subject 

V. Client reference 

VI. CC 

VII. BCC 

VIII. Soft bounces 

IX. Hard bounces 

X. Process failed 

XI. Delivered 
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XII. Bounce category 

8. Pick the desired category and add the relevant values. 

9. You can even add multiple conditions to narrow down your search. You can do this using the plus icon next to the 

condition’s textbox. 

10. Click Initiate Export. 

11. The .zip file can be downloaded from the Dashboard or the Export logs section. It will be available for a period of two 

days. 

Steps to export activity logs 

You can export data related to the activities of all the users of your account. 

1. Login to your ZatpatMail account. 

2. Go to Export in the Settings menu. 

3. In the Activity logs tab, click Initiate export. 

4. Choose the date range.You can either choose the last 7, 15, 30 days' logs or pick a custom time range. 

5. You even have the option to password protect your exported data. Enter your desired password. 

6. Select the email address whose activity you wish to export. 

 

7. Choose the criteria based on which you wish to export the files. 

I. Bounce address 
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II. Domains 

III. Email tracking 

IV. Files 

V. Mail Agent 

VI. Email template 

VII. Tags 

VIII. User management 

IX. Webhooks 

X. API token 

XI. Account Setting 

XII. Logs Export 

XIII. Custom Report 

XIV. Suppression List 

XV. Sender address 

XVI. Export 

XVII. Integration 

XVIII. IP restriction 

XIX. Dedicated IP 

8. Click Initiate export. 

9. A .zip file will be available for download in Dashboard as well as the Export logs section. It will be available for a 

period of two days. 

Steps to export suppression list 

1. Login to your ZatpatMail account. 

2. Go to Export in the Settings menu. 

3. In the Suppression list tab, click Initiate export. 

4. Choose the date range. You can either choose the last 7, 15, 30 days' logs or pick a custom time range. 
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5. You even have the option to password protect your exported data. Enter your desired password. 

 

6. Choose the type of suppression based on which you wish to export the emails. Click Initiate Export. 

7. A .zip file will be available for download in Dashboard as well as the Export logs section. It will be available for a 

period of two days. 

 

6. IP Restrictions 
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ZatpatMail offers the provision to add specific IPs that will be used for sending emails using ZatpatMail. This provides an 

additional security layer in case your send mail token is inadvertently compromised and prevents unauthorized parties from 

sending email through your account. 

1. Login to ZatpatMail 

2. Navigate to Settings > IP Restrictions from the left pane. 

3. Click on the Add IP(s) button. The Add allowed IPs pop up will appear. 

 

4. Enter the allowed IP details: 

• Add IP Address - You can add a single IP address to the allowed list. 

• Add IP Range - You can add a range of IP addresses to the allowed list. 

5. Enter a name for this IP restriction. This name is for your future reference only. 

 

6. To ensure protection, enter the password of your ZatpatMail account to add the IP restriction. 
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7. Click Add. 

The IPs you have entered will be added to the list allowed. You can only send emails from the IPs listed in this section.  

IP restriction within Mail Agents 

• Alternatively, you can add the restricted IPs for a particular Mail Agent in the Mail Agent setting option.  

Note: 

• The configured IP restrictions will only apply to email sending via API or SMTP and not to the access of your account 

through ZatpatMail. 

 

7. Sending Limits 

 

• Displays and manages your account’s sending quota and restrictions (e.g., daily or monthly limit on emails). 

• Helps ensure you stay within your plan’s allowed volume. 

• Admins can view current usage, track remaining quota, and plan high-volume campaigns accordingly. 

 

8. Delete Account 
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• Used when you want to permanently delete your ZatpatMail account. 

• All associated data, mail streams, and configurations will be erased. 

• Use this only when your organization has fully backed up required data and no longer needs the service.  

 


