RED WING’

SOFTWARE

E-mailing Customer Invoices

Document #: 3231 Product: CenterPoint®

CenterPoint allows you to e-mail your customer invoice at the time you save the transaction entry or mass e-mail a group of
invoices at any time. The invoice will be attached to an e-mail as a PDF file using the selected form design.

Step 1: One Time Setup of E-mail Preferences

Step 2: Define a Default Subject and Message for E-mailed Invoices (Optional Setup)

Step 3: Customer E-mail/Print Defaults

Step 4: Sent From and Optional E-mail Addresses

Step 5: E-mailing an Invoice

Step 1: One Time Setup: Email Preferences

1.
2.
3

Select File > Preferences > Email Setup > Email Setup.

Select the Database tab at the top.

Enter your “To/From” Email Address. This is the e-mail address used only for testing the SMTP settings. The Sent
From address for customer invoices and print/email checks/invoices (when you e-mail a group of invoices) is setin Setup
> General > Email Addresses, see Step 4 for more information.

%E Preferences - Email Setup [m] *

Accounts
Current Seftings  Global Application Database  User
Customer Invoices

Depreciation Server [smip thiscompany com
Email Setup Port

Require Login | Yes ~

Billing Statements

Customer Invoices Usemame |\onz ‘

Email Setup Password | ----------- |
Purchase Orders

Require secure connection (SSL\TLS) | No ~

General
- lgnore Certficate lssues | No -

Timeaut (secands}

Interfaces
Items

Payroll Test Settings

PriiEny To/From Email Address Ii r i Ty.com

Purchase Orders
Test
Reports

Sales Orders
Security
— Reset Defauits Clear Save (7}

Once the To/From Email Address is entered, the system will try to auto fill the Server and Port. If it's unable to fill the info,
you'll have to get the information from your network administrator. They can also let you know what you should select in
the Require Login and Require secure connection (SSL\TLS) field.

Click Test. An e-mail will be sent indicating the SMTP options have been set correctly. Verify that you received the
CenterPoint: Testing SMTP Configuration email. See the Email Setup topic for additional information.

@

6.

Once the e-mail is received, select Save in the Preferences screen.
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Step 2: Define a Default Subject and Message for E-mailed Invoices (Optional Setup)

If you'd like to use the same email Subject, and Message, and Form each time you email an invoice, it can be added to this
preference. This preference also allows you to add Form Fields from the customer invoice data to the default Subject line or
Message text.

1. Enter a default Subject and Message. If you want to insert Form Fields into the Subject or Message of the email, click
the Fields button or type [ at the location the form field should be inserted. The available Form Fields for customer
invoices are:

4 N
Company Address1  Company Address 2 Company City, Company Contact Company Email
State, Zip
Company Name Company Phone Company Web Custom 1-8 Customer
Address Abbreviation
Customer Name Due Date Discount Date Invoice Date Invoice Number
Invoice Total Memo 1 Memo 2 Payment Terms Payment Terms
Abbreviation
Shipping Method Shipping Method
Abbreviation
. J

» For example, you can customize the default Subject and Message for emailed invoices to include data fields from
the customer invoices along with default text:

=8 Preferences - Customer Invoices
Accounts
Customer Invoices

Depreciation

Billing Statements
Customer Invoices
Email Setup
Purchase Orders v
General
Interfaces
Ttems
Payroll

Printing

Current Settings  Global Application Database  Lser

Subject | [Company Name] Invoice Number [Invoice Number]

Email Setup Message | Dear [Customer Name].

Sincerely,

[Company Contact]

Attached please find Invoice Number [Invoice Mumber] for [Invoice Total] on [Invoice Date].

Purchase Orders
Reports
Sales Orders
Security

Vendor Invoices

“Tipe { to inser fisids relating fo the cusfomerinvoice that will be populated when
generating the email

Fom | Mot Set ~

Reset Defaults Clear Save

Fields

L7

a. Inthe Subject box, click Fields or type [, select CompanyName, type Invoice Number, click Fields or
type [, and then select Invoice Number.

b. Inthe Message box, type Dear, click Fields or type [, select Customer Name, and then type a comma.

c. Inthe Message box, type Attached please find Invoice Number, click Fields or type [, select Invoice
Number, type for, click Fields or type [, select Invoice Total, type on, click Fields or type [, select Invoice
Date, and then type a period.

d. Inthe Message box, type Sincerely,.

e. Inthe Message box, click Fields or type [, select Customer Contact.

@
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4. Select a default Form for emailing invoices. This form will be used to format the PDF file that will be attached to the email.
5. Click Save.

o

Step 3: Customer E-mail/Print Defaults

Prior to e-mailing an invoice to a customer, the customer file must include an e-mail address and e-mail form options on the
Email/Print tab.

If your customers don't currently have e-mail addresses on the Email/Print tab in their record , use the following step to update
their records individually.

1. Select Setup > Names or Setup > Customers.

2. Find the appropriate customer and click Edit.

3. Click the Email/Print tab.

4. Click on the Email/Print tab.The Email Addresses and Options fields that are active will depend on the modules that you
have purchased and registered and if the name is a vendor or a customer. Use these options to set up multiple e-mail
addresses where invoices, statements, sales orders, and purchase orders can be sent for this customer. You can also
select how each e-mail is to be sent, No Email, Send "To..." (directly to the recipient), Send "CC..." (as a carbon copy),
or Send "BCC..." (as a blind carbon copy, for example, the person sending the email may want to enter their own e-mail
address so they have an audit trail of emails sent ). The Email Addresses and Options settings will be used to set the
defaultimage on the Email button on the Customer Invoices (Basic), Customer Invoices (Detail), Receipts, Sales Orders
and Purchase Orders entry screens. An envelope image with a check mark on it will mean the form will be emailed and
an Envelope image with a cross-through on it will mean the form will not be emailed.

' o Customers EI
Detail | Filter | Reports
Alpine Credit Company
‘ General | Addresses Iﬁowunting I Credit Cards | Custom Name Fields | Email/Print
Email Addresses and Options
Name 7 Email Address Inveices i Statements s Sales Order
John Jones jiones @testemail.com Send "To.." « [ Send "To..” » | Send "To..”
Jill Jones jilljones @testemail com Send "CC.." v [Send To.." w |Send "CC.."
Prirt Options
Print Customer Invoices Print Sales Orders
Print Customer Statements Print Purchase Orders |No
Print Receipts
G aE@ )
The Print Options fields that are active will depend on the modules that you have purchased and registered and if
the name is a vendor a customer. The available fields are: Print Customer Invoices, Print Customer State-
ments, Print Receipts, Print SalesOrders, and Print Purchase Orders. Use these options to determine if
invoices, statements, sales orders, and purchase orders should be printed for this customer. The Print Options set-
tings will be used to set the default image on the Print button on the Customer Invoices (Basic), Customer Invoices
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(Detail), Receipts, Sales Orders and Purchase Orders entry screens. A printer image with a check mark on it will

mean the form will Print and a Printer image with a cross-through on it will mean the form will not print.

5. Click Save.

Step 4 - Sent From and Optional E-mail Addresses

The Setup > General > Email Addresses menu selection is used to set the name and e-mail address customer invoices and
print/email checks/invoices (when you e-mail a group of invoices) are sent from. This menu allows you to select other Sent From
e-mail addresses for the different forms that you send via e-mail.

You can optionally add e-mail addresses where messages and attached documents can be sent to; including the salesperson
that was selected when the invoice is entered and saved, internal staff, outside accountants, or other addresses that are not
related to the customer the transaction is entered for. You can also select how each e-mail is to be sent, directly to the recipient,
as a carbon copy, or as a blind carbon copy or set a default "From" email address for each document type (invoice or print/email
checks/invoices).

1. Select Setup > General > Email Addresses.

Email Addresses and Qptions

Name Email Address Customer Invoices Chmm:fm% Billing Statements Sales Orders Purchase Orders
Jack Smith | jsmith@outsideaccountant com |Send "BCC™ [ | Sent "From™ [+ | Sent "From™ [« ] Sent “From™ « | Sent "From™ [+~]
JocHale | jhale@internalstaff.com Sent From™ |- | Sent From™ | = | Sent "From" < |SentFrom™ |- [Sent From =
Salesperson Email Options

Enal Custoner Imoices

Enel Saes rdes
)

2. Enter the Name, the Email Address, and select how Customer Invoices and Print Checks/Invoices (when you e-mail
a group of invoices) should be sent, No Email, Send "From..." (the default e-mail address the customer invoice or
print/email checks/invoices is sent from), Send "CC..." (as a carbon copy), or Send "BCC..." (blind carbon copy).

3. If you want the salesperson to receive a copy of the customer Invoice, in the Email Customer Invoices box, select either
Send "CC..." (as a carbon copy), or Send "BCC..." ( blind carbon copy).

4. Click Save.

Step 5 - E-mailing an Invoice

When entering invoices, the Print and E-mail icons will display the defaults for the selected customer. For example, if you have a
customer setup to E-mail Only, the Print icon will display a red X on it and the E-mail icon will have a Green check mark.

1. You can change the print or e-mail settings for a customer on the invoice entry screen by simply clicking on the Print or E-
mail icons. If you click on the E-mail icon, the settings from the Email/Print tab in Setup > Customers or Setup > Names
display. You can add additional recipient e-mail addresses to the To, CC, or BCC boxes by separating the addresses with
a semi-colon. You can also change the Form the invoice should be printed on.

2. If acustomer is setup to e-mail their invoices, the system will automatically prompt you with the Email settings from the
Step 2 - Define a Default Subject and Message for E-mailed Invoices section with the Email Invoice check box selected
when the invoice is saved. You can change the e-mail settings from this screen. You can add additional recipient e-mail
addresses to the To, CC, or BCC boxes by separating the addresses with a semi-colon. You can also change the Form
the invoice should be printed on. Click OK to email the invoice.
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3. Ifyou attached documents to a customer invoice (for example pictures of a product, specifications of a product, warranty
information, etc),. you can email the attachments with the customer invoice. See the Attach Documents to Transactions
topic for detailed information.

4. If you edited and saved a customer invoice, an Email this customer invoice ? prompt will display to allow you to skip
emailing an edited invoice.

5. Use the Print/Email Checks/Invoices screen to e-mail a group of invoices.

Note: if a customer has multiple invoices selected in the Print/Email Checks/Invoices screen, they will get a separate e-

mail for each invoice being sent.
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