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CREATING EMAIL MESSAGES

You can add and email message to the document and this will replace the standard email message
produced by ABM when e-mailing and document. To add an email message select Printer & Forms
Settings and select the document you wish to add the message to and select open document. This will
open the Document Maintenance screen.

| 4 Manage Printer Queues ) New Document | Open Document X Delete Document | . Copy Document Listto Dther Use

Document Type |  DocumentTile | File Name | Piinter | ApplesTo |4

Job Claims Default JClaim.Rpt Local HP LaserJet P2050 All Customers " I

Job Estimates Default JobE stimate.Rpt Local HP Laseret P2050 All Customers

Purchase Credits Default PurchaseCredit. Rpt Local HP Laseret P2050 All Customers

Purchase Deliveries  Default PurchaseDelivery. Rpt Local HP LaserJet P2050 All Suppliers

Purchase Invoices Default Purchaselnvoice.Rpt Local HP LaserJet P2050 All Suppliers

Purchase Orders Default PurchaseOrder.Rpt Local HP LaserJet P2050 All Suppliers

Supplier Remittances  Default SupplierRemittance.Rpt  Local HP Laseret P2050 All Suppliers

Purchase Requisitions Default PurchaseRequisition.Rpt  Local HP LaserJet P2050 All Suppliers

Purchase Returns Default PurchaseRetumn.Rpt Local HP LaserJet P2050 All Suppliers

Sales Credits Default SalesCredit. Rpt Local HP LaserJet P2050 All Suppliers

Sales Deliveries Default SalesDelivery. Rpt Local HP Laseret P2050 All Jobs

(Sales Invoices ___|Defaut _______|Salesinvoice Apt_____|Local HP Lasedlet P20S0__AlJobs |

Job Project Invoices  Default JobClaimlnvoice.rpt Local HP LaserJet P2050 All Jobs

Sales Orders Marina Sales Order ProformalnvoiceSmenco.rp Local HP LaserJet P2050 All Customers

Sales Orders Default SalesOrder.Rpt Local HP LaserJet P2050 All Customers

Job Proforma Invoices  Default Proformalnvoice. rpt Local HP Laseret P2050 AllJobs -

Sales Quotes Default SalesQuote.Rpt Local HP Laseret P2050 All Customers M

Customisable messages to be used when sending documents by email can be set for each document by editing the document details
and choosing from an existing message template or clicking "Edit Message' to create or change a message template.

Messages to be displayed on Customer Statements, or used as the email message when sending customer statements can be set by

clicking on the button below.

{ Set Customer Statement Messages )

The optional Advanced Document module lets you add extra documents which can Close
be produced automatically for specified or all cust and different printers. u

B e —

PRINTER & FORMS SETTINGS SCREEN

When the document maintenance screen is opened select Edit Message. When you save the document
message it will be available from the drop down list for selection on further documents.
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If emailed, use message  Standard Message
The forms

5

d for individual

Document Name Imm l

Type of Document Sales Invoices B

Produce for All users B

Include All Customers B

Exclude None B

File Name: Salesinvoice.Rpt [ aj (  EdttisFom )
Send document to As shown in the Customer's account B

If printed, send to Each user's local printer B No.

of Copies ( Local Printer Settings ... )
( NewMessage ’

q

Edit Message

can be ch

by using the Forms Settings menus in the transaction programs

I FileName

Include Attachment(s) [

Incl. on Ema|Incl. on Print [Incl. on Fax

<No data to display>

Send to Queue

Priority | Noimal

B

s e

EDIT MESSAGES SCREEN

When you select Edit Message a screen will appear allowin

g you to build your email message.

sge for Sales Invoices

| New (shSave XDelete | XClose @

Select a Message (NN v

Desciiption |

|

Toinsert a field, drag it to the message | CompanyName
Company&ddress
CompanyURL

CompanyT axNumber

CompanyConditionsOfSale  DocumentDate

[«

CompanyEmailRemittances DocumentName

CompanyF axNumber DocumentNumber

CompanyTransferinfo CustomerCode

TaxName CustomerName
OrderNumber

]
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New Message: To create a new message select New and enter a description for that message. You can

then design you email message.

From Address: If you wish to have a universal email address for you company you can enter the from
address. This will override the sending email account in Outlook. Example Sales@EvalCo.Com

Reply Address: If you wish to enter a different email address so that the recipient can reply to an
alternative address enter that address here. Example accounts@EvalCo.Com

Email Message: You can create the message to appear as Plain Text or HTML format. Once you have
decided on the format you can type in any message you require. You can add fields from the database
such as customer name by dragging these fields onto the main body of the form. TIP: If you drag in the
customer name and then wish to add the address on the next line then select the enter key to move to
the next line before dragging the next field.

Save: When you have completed the message select save and this will save the document. Select Close to
close the message edit screen.

Edit Message: If you wish to edit an email message select that message from the drop down list and then
make the required changes or select Delete if you no longer require this message.
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