Print or Email Sales Orders
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SOFTWARE

Document #: 3240 Product:

CenterPoint®

CenterPoint allows you to email your sales order at the time you save the transaction entry. The sales order will be attached to
an e-mail as a PDF file using the selected form design.

Step 1: One Time Setup of Email and Printing Preferences

Step 2: Define a Default Subject and Message for Emailed Sales Orders (Optional Setup)

Step 3: Customer Email/Print Defaults

Step 4: Sent From and Optional E-mail Addresses

Step 5: Printing or E-mailing a Sales Order During Entry

Step 6: Printing or Emailing Multiple Sales Orders

Step 1: One Time Setup: Email and Printing Preferences

Email Setup

1. Select File > Preferences > Email Setup > Email Setup.

2. Select the Database tab at the top.

EE Preferences - Email Setup

Accounts
Customer Invoices
Depreciation
Email Setup
Billing Statements
Customer Invoices
Email Setup
Purchase Orders
General
Interfaces
Items
Payroll
Printing
Purchase Orders
Reports
Sales Orders
Security

Vendor Invoices

Current Settings  Global Application Database  User

Server |srntp thiscompany.com

por

Reqguire Login | Yes ~

Usemame |ionz

Password | -----------

Require secure connection (SSLATLS) |No ~

lgnore Certificate Issues | Mo ~
Timeout (seconds)

Test Settings

To/From Email Address [jonz@thiscampany com

Reset Defaults

Clear Save t)

3. Enter your “To/From” Email Address. This is the email address used only for testing the SMTP settings. The Sent From
address for sales orders is setin Setup > General > Email Addresses, see Step 4 for more information.

4. 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.

5. 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.
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6. Once the email is received, select Save in the Preferences screen.

Sales Order Printing Preferences

Defines the form type(s) to use when printing sales orders, printer used to print sales orders and other selected form types, and
the number of copies that will print when you choose to print sales orders and other form types.

1. Select File > Preferences > Sales Orders > Printing.
2. Select the Database tab at the top.

EE Preferences - Printing
Accounts
Current Settings  Global Application
Customer Invoices Sales Orders
Depreciation Form Type(s)
Form Type Setti
Email Setup [M] Order - Product SR S
" [] Order - Product with Backarder
ey [[] Buate/Order - Oty Ordered Orly Printers | Not Set
Interfaces [ Packing Slip
[] Cantraller Laser Order Copies Not Set  ~
Ttems [] TP Packing Slip Praduct PP
payroll [] TP Packing Slip Service [PF) w
Printing
Purchase Orders Create Invoices from Sales Orders
Reports Select Printer To Print Invoices To| Mot Set ~
Sl - Select Form Type Not Set o
Email Mumber of Copies Mot Set
fziae Select Printer To Print Packing Slips To|Not Set v
Lock Periods e
ot Set ™
Printing Select Form Type
MWumber of Copies Mot Set  ~
Security
Vendor e e | Reset Defalts Clear Save

L7}

1. Under Form Type, all available sales order form types will display with System Default automatically selected (if you use
Setup > Forms Designer >Sales Order Form Designer, you can create a new sales order form type.). The sales order
form type can be overridden in Processes > Sales > Sales Orders. Select all forms that you want to print when a sales
order is printed. Highlight the form type(s) you selected and then under Form Type Settings, set the following options:

» Printers- Select the printer to print the selected form type to. Setting this at the database level allows a different

printer for each database.
? Copies - Select the number of copies to print of the selected form type.
printed from sales orders .
»

allows a different printer for each database.

Under Create Invoices from Sales Orders, the invoice settings below are used when invoices are created, posted, and

Select Printer To Print Invoices To - Select the printer to print the invoices to. Setting this at the database level

»” Select Form Type - Select the invoice form from the drop-down list. If you use Setup > Forms Designer > Invoice
Forms Designer, you can create a new invoice form type that can be set here to be used as the default invoice
form type.

» Number of Copies to print when you select to print invoices.

»? Select Printer To Print Packingt Slips To - Select the printer to print the packing slips to. Setting this at the
database level allows a different printer for each database.

: Select Form Type - Select the packing slip form from the drop-down list.

Number of Copies to print when you select to print packing slips.
3. Click Save.

Step 2: Define a Default Subject and Message for Emailed Sales Orders (Optional Setup)

If you'd like to use the same e-mail Subject, Message, and Form each time you email a sales order, it can be added to this
preference. This preference also allows you to add Form Fields from the sales order data to the default Subject line or Message

text.
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1. Select File > Preferences > Email > Sales Orders.
2. Select the Database tab at the top.
3. Enter a default Subject and Message.
4. If you want to insert Form Fields into the Subject or Message of the email, click the Fields button at the location the form
field should be inserted. The available Form Fields for sales orders are:
e A\
Company Company Company City, Company Company
Address 1 Address 2 State, Zip Contact Email
Company Company Company Web Custom 1-8 Customer
Name Phone Address Abbreviation
Customer Name  Memo 1 Memo 2 Order Date Order Number
Order Total Payment Terms  Payment Terms Shipping Method  Shipping Method
Abbreviation Abbreviation
N J

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

a.

In the Subject box, click Fields, select Company, type Order Number:, click Fields or type [, and then
select Order Number.

In the Message box, type Dear,click Fields or type [, select Customer Name, and then type a comma.
In the Message box, type Please find the attached Sales Order#,click Fields or type [, select Order
Number, and then type a period.

In the Message box, type Sincerely,.

In the Message box, click Fields or type [, select Customer Contact.

=8 Preferences - Email ] k4

Accounts . 2

Current Settings = Global  Application  Database | User
Customer Invoices
Deprecatas) Subject | [Company Name] Order Number: [Cirder Mumber]
Email Setup Message | Dear [Customer Name].
General Please find the attached Sales Order #0rder Number]
Interfaces Sincerely,
Items [Company Contact]]
Payroll
Printing
Purchase Orders
Reports
Sales Orders
Email
G “Tipe [ to insen fields relating fo the sales arderthat wil be populated when generating
eneral EEre Fields...
Lock Periods
e & Form | Not Set w

Printing

Security

Vendor Imase Reset Defaults Clear Save 0

@

5. Select a default Form for emailing sales orders. This form will be used to format the PDF file that will be attached to the

email.
6. Click Save.
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Step 3: Customer Email/Print Defaults

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

If your customers don't currently have email 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 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 a customer. Use these options to set up multiple email
addresses where invoices, statements, sales orders, and purchase orders can be sent for this customer. You can also
select how each email 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 email
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.

Q Vendors e
Detail | Filter | Reports
Pro Cast Supplies
| General | Addresses | Credit Cards | Custom Name Fields | EmailPrint
Email Addresses and Options
Name Email Address Invaices ©  Statements  Sales Orders  Purchase Orders
Andrew Smith asmith@testemailcom |NoEmail [+ |MoEmail [v|NoEmail [v]SendTo.” [+]
John Smith jsmith@testemail com |No Email |+ | Mo Email |« |NoEmail | = fSend ‘CC.~ | =
Prnt Options
Frint Custemer Inveices [Mo Print Sales Orders [No
Print Customer Statements | No Print Purchase Orders
Print Receipts [No
“E P @

The Print Optionsfields 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 vendor. The Print Options set-
tings will be used to set the default image on the Print button on the Customer Invoices (Basic), Customer Invoices
(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.

4. Click Save.

Step 4 - Sent From and Optional Email Addresses
The Setup > General > Email Addresses menu selection is used to set the name and email address purchase orders are sent
from. This menu allows you to select other Sent From email address for the different forms that you send via email.

You can optionally add email addresses where messages and attached documents can be sent to; including internal staff,
outside accountants, or other addresses that are not related to the vendor the transaction is entered for. You can also select
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how each email 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.

1. Select Setup > General > Email Addresses.

Email Addresses and Options

Jack Smith | jsmith@outsideaccountant.com |Send BCC™ [+ | Sent “From”

. Print
| Name Email Address Customer Invoices cy i L Billing Statements

Sent “From™

Sales Orders

Sent “From™

Purchase Orders

Sent “From™

Joe Hale jhale@internalstaff com Sent “From™ ~ | Sent “From™

~ | Sent “From™

~ | Sent “From™

~ [ Sent “From™

4]

Salesperson Email Options

Eri Sl e

2. Enter the Name, the Email Address, and select how Sales Orders should be sent, No Email, Send "From..." (the
default e-mail address the purchase order is sent from), Send "CC..." (as a carbon copy), or Send "BCC..." (blind

carbon copy).

Step 5 - Printing or Emailing a Sales Order During Entry

When entering sales orders, the Print and Email icons will display the defaults for the selected customer. For example, if you
have a customer setup to email only, the Print icon will display a red X on it and the Email icon will have a green check mark on

it.

1. If a customer is setup to email their sales orders, the system will automatically prompt you to email the sales order when

the sales order is saved.

2. You can change the print or email settings for a customer from the sales order entry screen by simply clicking on the Print
or Email icons. If you click on the Email icon, the settings from the Email/Print tab in Setup > Customers or Setup >
Names displays. 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 sales order should be printed on.

3. Ifyou attached documents to a sales order (for example pictures of a product, specifications of a product, warranty
information, etc),. you can email the attachments with the sales order. See the Attach Documents to Transactions topic

for detailed information

4. Use the Print/Email Sales Orders screen to email a group of sales orders.

©

Step 6 - Printing or Emailing Multiple Sales Orders

1. Select Processes > Sales > Sales Orders > Print/Email Sales Orders
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Scanning and Attaching Files to Transactions.htm

{ - WS o = e

Fiter | Al Unprinted Sales Orders v x
st /| O Customer PO Customer
rder Date  Order # Homber Date Required Company Abbreviston Customer Amount Creation Date Status Order Type
(] ]ﬂmw ‘00002 ‘ |01mvsn ‘NptneSpnﬂs |wcs7s ‘Wuﬂyclevdal 19531‘%13 |upen ‘om |
O |1v3m17 ‘00001 ‘ |o1mvsn ‘NumSmns |ALPCna\it ‘NlianacitC | 41546‘05108/18 |Upm ‘oma |
< >
Sales Order | Order - Product MIERE
Check Al | | Uncheck All EmailPrint Print Close (/)

2. Allunprinted sales orders will display, but the filter can be changed to display all unprinted quotes. If you would like to
filter the list of sales orders that display, click the Filter button, select your filter criteria, and either Apply the filter to the
list (you will see Custom in the Filter box) or Save the filter so you can select the named filter in the Filter box.

Q Filter - o X
Report Selections
Ttem Selected Criteria
Company <All> o
Sales Order Date <All=
Customer <All>
Status <All=
Order Type <All»
Date Required <All=
Creation Date <All=
Shipping Method <All>
Group <All»
Salesperson <All>
Printed <All=
Apply Save Cancel 0

3. Toselect all sales orders for printing, click Check All or select each sales order you want to print. To unselect all sales
orders from the printing selection, click Uncheck All.

Select the Sales Order form type.

Click the Printer icon to select the printer and the number of copies to print.

Click the Envelope icon to change the defaults set in File > Preferences > Email > Sales Orders for the Subject,
Message, and Form.

o oA

7. Click Email/Printto email and/or print all selected sales orders or click Print to print all selected sales orders. Sales orders
will be printed and/or emailed based on the selections made for the customer in Setup > Customers or Setup > Names.
8. Verify or change your Email Settings.
9. Click OK.
10. You will receive a Process Completed Successfully message when the sales order is e-mailed.
11. Click Close.
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