Batch Emailing and Faxing

application computer systems, inc.

Our Batch Emailing and Faxing process is a new ACS/MASTER 8.1 feature that allows the user to
Email or Fax Customer Statements and Customer Invoices directly to the customer from the printing
process.

Offered as one of our Bolt On products, this process makes quick work of sending the documents as
part of the Invoice Print and Statement Print functions.

BATCH EMAILING SYSTEM CONFIGURATION
Because this process is not a Microsoft Outlook function, it does not require the user to change email
providers, however, it will require configuration maintenance in your system.

1. Service Repair Parameter
ACS will perform all necessary Parameter File configuration at the time of installation.

2. Customer Name and Address Maintenance

l,.d,il:ustumer Maintenance (ACS 8.1.0 STANDARD SYSTEM)

File Edit Faworikes Help

Dlax| &l % [Ejafid «| v |l £1|#|EE ¢ | @] )

Customer |DDD'I aa |Everest Industries

Moo o Ao T‘r‘me Batch Em_ail/ Fax flag must be
Name [Everest Industies turned on” in each Customer’s
Address [123 Main 5. Hllemate Sequence [EVEREST Name and Address Maintenance
ISuite 111 Date Opened W
Shipia [UPS GED
)
City ISan Bemardino Rezale Murmber |SH-EW399291
State [Ca ZIP/Postal [33121-0000 DB MNumber [
Country | I I—
Telephone Im Ext W Retain Customer [V
Fax Phone m Inactive [

Contact |M[_ James Rockville Batch Email/Fax IE_
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3. Customer Email and Fax Printing Defaults

.ﬂ'ﬂ Customer Maintenance (ACS 8.1.0 STANDARD SYSTEM)

File Edit Favorites Help

Dla|x|s| & [Elefud «| »|vi]e|da]EE 3 |&] W

Customer |E|DEI1 oo |Everest |ndustries

Customer Email and Fax Printing
Defaults must be provided as
part of Customer Maintenance.

— Email and Fax Printing Defaults /
NOTE: Fax numbers should

Email To |he|enm@acsmaster.com / include Numbers and DaSheS
Email Cc | Only

FaxTo |Mr. Jamez Rockvile

Faw No [714-931-9220 «—

web Page |

0K | Cancel | Delete |

4. Invoice/Customer Statement Email RETURN Email Address
When E-mailing these two documents to your Customer, your system will obtain your RETURN Email

address from two sources:
=101 x|

File Edit Faworites Help

DsalFE 2| @)
UserIDIE
Name [ACS First, the system will check the
Secuity Level [3 User Maintenance information for
vaidFms fod [ [ [ [ [ [ [ [ [ | | | the user logged onto the work
Finters [F1[PC [P [FP[PS [PUfFZ [Fa [Pe [P | | station printing the documents.
Password [
Drefault Menu ISYS IACS A MASTER Electric / Apparatus
Default Firn 07 [ACS 8.1.0 STANDARD SYSTEM If the user has a valid Email
Email Address IHeIenm@acsmaster.com address’ the system W|" use thIS

Lz Fefisrznees as the return Email address.
Char Input Field Type IB_ b azirum PF Files ISEI

Caze Conversion F.ey I? FF File ID IAES
Upper Caze Key Iﬁ Allows Menu Jumping [

Favorites Menu Imb_fav_.-’-‘-.CS Favorites Menu
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.,.4.r.5.En1aiI Parameter Maintenance (ACS 8.1.05T#
Default

If your system does not find a valid Email
User D [ [Fore address in User Maintenance, it will look to
Dutgoing Mail [SMTP] [smip1 deftacorm et the Email Parameter Maintenance information
Port [567 located in System =»System Maintenance=>

Diefault Email Address |helenm@acsmaster.com Email Parameter Maintenance

For assistance determining your SMTP and Port, please contact ACS Customer Support

5. FORM Configuration
A. If usihg MATERSFORMS it will also be necessary to determine the number of Invoice Copies that
are to be “printed”.

System=>New Installation=>Company=>Master Form Number of Copies Maintenance

JliMasterForms Number OF Copies Mnt (ACS 8.1.0 STANDARD SYST =10]x]

Fils Edit Favories Help From this maintenance menu

LA AL you will determine how many
FORM D | PRINT FORM | FORM DESCRIFTION Invoice Print copies are to be

CUSTOMER generated.
INHOUSE

CUSTOMER STATEMENT-1
CUSTOMER STATEMEMNT-2
CUSTOMER STATEMENT-3
CUSTOMER STATEMENT-4
CUSTOMER STATEMENT-5
IMYOICE PRINT-1
INWVOICE PRINT-2
INVOICE PRIMNT-3
IMVOICE PRINT-4
INVOICE PRIMT-S
JOB CARD PRINT-
JOB CARD PRINT-2
JOB CARD PRIMT-3
JOB CARD PRIMT-4
JOB CARD PRIMT-6
JOB DELY TICKET-1
JOB DELY TICKET-2
JOB DELY TICKET-3
JOB DELY TICKET-4
JOB DELY TICKET-S
JOB ESTIMATE PRINT-1
JOB ESTIMATE PRIMT-2
JOB ESTIMATE PRIMT-3
JOB ESTIMATE PRINT-4
JOB ESTIMATE PRINT-S
JOB MTL PICK LISTA

Invoice Print 1 will be your
EFLllLSETgEdPEYH EMAIL copy.

The remaining Invoice Print
options will be sent to your
designated printer.

If Customer Statements are to

be E-mailed, again, Customer

Statement 1 will be your EMAIL

copy and the remaining

Customer Statement options

will be sent to your designated
- printer.

| e e

B. IF using UNFORM No configuration is necessary, UNFORM will automatically send the first form
page to your Fax or Email recipient.
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_4,[1 Order Processing {(ACS 8.1.0 STANDARD o =] e

File Edit Tools Favorites Help

WSa| sl =] 2| wE el

Proceszing Order Entry

|| Order/Picking List Batch invoice printing can be completed from
& ::r]irg{g:; .Er:ﬂ}ll:ielease Future Orders Order Processing
Period End O /F Irvoice Edit Beport
e B [ rvoice Printing
bk aintenance Sales Regizter

= Price Quotation [nguiry
[tilities Man Stack Received And Mat Billed ;I

Command I ] 4 Cancel |
|".-'E. 1.0 |s~,.f5_at |SE|ECt a Processing bask. |Char | |PP o R F Ro M

Al Job Billing (ACS 8.1.0 STANDARD SYSTE o ] =
File Edit Tools Favorites Help

% Job Billing

Delivery Ticket Entry .
Defivery Ticket Print Select the printer you would normally use to

Guick Delivery Ticket Print print your Customer Invoices. If the correction

Linked Job Pre [nvoice Ent ' .
Jab lmvaiee Entry Y configuration has been set up (see above

IWH— instructions), all customers having a valid email
Sales Register _ address or fax number will have the Customer
Lhange PO/PU Reli On.Job Invoice =" | copy of their invoice sent directly to them. The

Commard | ok, Cancel | remaining invoice copies (if any) will be sent to

your designated printer.

vEE.l.EI|sys_at |Selectatask |Char | |F‘F'

After the batch Invoice Print process is complete, you can determine which invoices were Emailed or
Faxed successfully by accessing the Email log or Fax log from your System Speedsearch function.

Once Email/Fax status has been verified, it will be necessary to run and update the Sales Register as
you normally would.
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I,quncﬁ MASTER w8.1.0 SpeedSearch
EMAIL LOG

File Edit Fawvorites Help

O | El A ‘ Speedsearch=»System=>Email Log

+ Loakups :I — Selection Criteria——

+ Accounting

+ Distibution Your System Speedsearch options include an Email

+ Service Repai Log that allows the user to review a list of Emailed
+ Executive Surmmary invoices

- Spztem
Fax Log

Fax Status — Dietail Display
Email Log

Once the Invoice Print option has been completed, select the Email Log and you will receive the

following prompt:
x|

\_? ) Ready To Print Email Log Report?

Cancel |

O3/22711 ACH 8.1.0 STANDARD SYSTEM
03:22 PM SpeedSearch

Date i Status Source Doc Type Dock Emzil Fromw Email To
O3/2E711 . Sent 000100 TINVOICE 000521e Helemm@acsmaster. com helenm@acsmaster. com
O3/22511 N Sent 000100 TINVOICE 0005217 Helernmiacsmaster . com helenmiacsmaster . com
02711511 R Error ooolod  IMYVOICE 0005212 Helenm@acsmaster. ool helenmiacsmaster. com

Email Log will include:

Date document was Emailed Document Type: Invoice or Statement
Time document was Emailed Document Number

Status of Email Email From: Sender Email Address
Source / Customer Email To: Recipient Email Address
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After you have printed the Email Log you will be issued the following prompt:

SpeedSearch x|

:{) Purge Email Log Just Printed?

Yes | Mo I Cancel |

Please review the Email Log BEFORE you answer this question YES.

NOTE: This log is the only notification your system will generate to verify Email status. Once
purged, the email status record is gone.

FAX LOG

Similarly, your Speedsearch System Fax log will provide a detail listing of all items FAXED from your
system. The data appearing on your Fax log as well as how to maintain this information will be
different for each company as Faxing configurations will vary.

Please contact ACS to review your Fax configuration.

EMAILING AND FAXING CUSTOMER STATEMENTS

As with the Invoice Print option, this process is triggered by the PRINTING of Customer Statements.
Any customer that has an Email of Fax designation in their Customer Maintenance configuration will
have the first copy of their Customer Statement sent directly to them.

Process your monthly customer statements as you normally would and select your printer.
Once you begin the print process, your system will automatically send the statements that have been
“flagged” to your customer and print the remaining statements as they normally would.

Again, the Speedsearch Email and Fax logs will be the only notifications your system will generate to
verify Email/Fax status.
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