
 

 

     
 
 
 

Batch Emailing and Faxing 
 
 
 

 
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 

 
 
 
 
 
The Batch Email/Fax flag must be 
“turned on” in each Customer’s 

Name and Address Maintenance 
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3. Customer Email and Fax Printing Defaults 
 

 
 

 
Customer Email and Fax Printing 

Defaults must be provided as 
part of Customer Maintenance. 

 

NOTE: Fax numbers should 
include Numbers and Dashes 

only. 
 
 
 
 
 
 
 

 
 
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: 
 
 
 
 
First, the system will check the 
User Maintenance information for 

the user logged onto the work 
station printing the documents. 

 
 
If the user has a valid Email 

address, the system will use this 
as the return Email address. 
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If your system does not find a valid Email 
address in User Maintenance, it will look to 

the Email Parameter Maintenance information 
located in System �System Maintenance� 

Email Parameter Maintenance 
 

 

For assistance determining your SMTP and Port, please contact ACS Customer Support 
 
5. FORM Configuration 

A. If using 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 

 

 
From this maintenance menu 
you will determine how many 

Invoice Print copies are to be 
generated.  
 

Invoice Print 1 will be your 
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. 
 

 
B. IF using UNFORM No configuration is necessary, UNFORM will automatically send the first form 
page to your Fax or Email recipient. 

 



 
 

Batch Emailing and Faxing                       Page 4 of 6 
All information contained in this document is proprietary. 

 
 
 

 

Application Computer Systems, Inc. 
Batch Emailing and Faxing 

 

 
 
 
 
 
Batch invoice printing can be completed from 

Order Processing 
 
 
 
 
 
 

OR FROM 
 
 
 
 
Job Billing 
Select the printer you would normally use to 
print your Customer Invoices.  If the correction 

configuration has been set up (see above 
instructions), all customers having a valid email 
address or fax number will have the Customer 

copy of their invoice sent directly to them.  The 
remaining invoice copies (if any) will be sent to 

your designated printer. 
 

 
 
 
 
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. 
 
 
 



 
 

Batch Emailing and Faxing                       Page 5 of 6 
All information contained in this document is proprietary. 

 
 
 

 

Application Computer Systems, Inc. 
Batch Emailing and Faxing 

 

 
EMAIL LOG 
 
Speedsearch�System�Email Log 

 
 

Your System Speedsearch options include an Email 
Log that allows the user to review a list of Emailed 
invoices. 
 
 
 

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

 
 
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: 
 

 
 
 

 
 
 

 
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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