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Overview

Users can send multiple documents for the same customer in a single email, fax, or print
job, from modules that permit bulk faxing or emailing (Sales Batch Processing, Sales Batch
Line Processing, Sales Document Search). If documents for more than one customer are
selected for print/fax/email, one email will be sent to each customer with only the
customer’s documents attached.

Usage
In Sales Batch Processing, you can select multiple sales documents and click on the “Print”
button in the header. This brings up the “Printing Sales Document Report” screen:
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You can check the box marked “Print as a Single Job” to send all the selected documents to
a chosen printer. Check the “Email as Single Job” box to email all the selected documents
as one job.

Usage Scenario

In this example, five sales documents for two different customers are selected:


https://support.cavallo.com/
https://support.cavallo.com/kb
https://support.cavallo.com/kb/salespad
https://support.cavallo.com/kb/system
https://support.cavallo.com/kb/articles/emailing-and-printing-as-a-single-job
https://support.cavallo.com/kb/system

&, Customer Search [B]| i Sales Batch Processing

I Close | Search | &8 Print | [#) Transfer to Invoice | = Forward | @ Allocate | i Charge CC Payments | [ Email | &5 Fax

Search By
Sa\EsEahdv| |v\ (7] selectad Documents Only [C]Forward After Print (] Forward After Email
Search Results
Sales Batch Sou... SalesDocType  Sales DocNum I Customer... Customer Hame Entere... Fr... Shipping... PaymentT... Warehouse ... Status Total BilingEmai  / Shipping Emai
s o o G e CToT
TOINVOICE  Open ORDER ORDST2334 AARONFL.. Aaron Fitz Electrical o —
READY TOPICK Open ORDER ORDSTZ392.2 ADAMPAR. .. Adam Park Resort gl " ores L leE s
READY TOPICK Open ORDER ORDST2392.1 ADAMPAR... Adam Park Resart 0.00] | Select All v Reporthame 7 Printer
READYTOPICK Open ORDER ORDST2392.3 ADAMPAR... Adam Park Resort 0.00 | [T Customer RGA
SHIPPING MODE Open ORDER ORDST2395 AARONEL.. Aaron Fitz Electrical 0.00 7] Excel Sales Document
SHIPPING MODE Open ORDER ORDST2395 AARONFL... Aaron Fitz Electrical 0.0} | [ colate [ IntemalRGA
SHIPPING MCDE Open  ORDER ORDST2398 AARONFL... Aaron Fitz Electrical 0.00 | B imoice
SHIFFINGMODE Open  ORDER ORDST2357 AARONFL... Aaron Fitz Electrical 0.00 |
SHIFPINGMODE Open  ORDER ORDST2388 AARONFL.. Aaron Fitz Electrical 0.00 | [ Invoice DESIGN
[[] Invoice WIRE

"E]" order Confirmaton

[] Packing Slip

[C] Packing Siip DESIGN

[] Picking Ticket

[F] Picking Ticket DESIGN

[ Quote

[C] Return

]

(3 [ Starts with([Sales Doc Nur], ‘ORDST235) B

Sales/Word Document

IF EMAIL (OR FAX) IS CLICKED AND THE APPROPRIATE REPORT IS SELECTED:
If Email As Single Job and Print As Single Job are both checked, SalesPad will send 2

emails—one for each customer—with one customer’s documents together as one
attachment.

If Email As Single Job is checked, but Print As Single Job is not, SalesPad will send both
customers a separate email with each of their documents attached separately.

If Email As Single Job is not selected, each document will be sent to the corresponding
customer in a separate email, regardless of the Print As Single Job check box.

IF PRINT IS CLICKED AND THE APPROPRIATE REPORT IS SELECTED:

If Print As Single Job is selected, one print job will be created, and all documents will print
together (regardless of the Email As Single Job check box).

If Print As Single Job is not checked, each selected document will print separately
(regardless of the Email As Single Job check box).



