Knowledgebase > SalesPad for GP > SalesPad > Sales > Emailing in SalesPad Desktop

Emailing in SalesPad Desktop

Cavallo Support - 2025-07-10 - Sales

Overview

Emailing in SalesPad Desktop is designed to be simple, intuitive, and powerful. This document will explain how
to work with email within SalesPad Desktop itself;
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Basics of Emailing in SalesPad Desktop

There are four email-related fields on the Contact card.

T close | bl Save

Customer

Customer [D; | AARONFIT0001 Customer Name: | Aaron Fitz Electrical

Address Contact Information Other Address Info
Contact Type: v Warehouse: WAREHOUSE v

Alt Comp. Name: | Aaron Fitz Electrical Direct: (312) 555-0102 Sales Rep: Marsh, Ian v

ContactName: |RobertFitz Jr. Mabile: (312) 555-0102 Sales Territory: | Australia and New Zealand v

Address: 1201 56th Ave. Main: Ship Method: UPS GROUND v
Fax: (312) 555-0102 Tax Code: USASTCITY-6* v
Email: warehouse @afitz.net Ups Zone: v

Zip: 606030778 Email To: saron@afitz.net File Location 1:

City: Chicago Stater |IL Email CC: linda @afitz.net File Location 2:

Country Code: us v | Country: |US Email BCC: jorge@afitz.net Do Not Mail
Web site: wwv.afe.com Do Not Emi

Do Not Fax
Do Not Text

Only the Email field writes to a sales document automatically. The other fields are available via the email
dropdown on the sales document.
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Line Items Motes Addresses Holds User Fields Audit Related Documents Purchases Quick Report FedEx Quote Email Audit | Assemblies
Ship To Address Other Information Bill To Address
Address Code: PRIMARY Phone 1: (816) 55 Address Code: R FALLEN L
Ship To Name: Holling Communications Inc. Phone 2: Holling Communications Inc.
Ship to Contact: Ed Holling Phone 3: Pl\g; gjg:? Grove
Address: 123 Sugar Grove Fax: (818) 55 EDI[%TEI)BS?SC-]UGIE&? 1-3346
F: (315) 555-0145
Ups Zone: W
City Columbia Tax Schedule: w3 Notification(s):
State: MO Tax Exempt 1: Shipping Email: | ehaling @haling. com v
Zip: 65201-3346 Tax Exempt 2: Billing Email: rfallen@hollingcom.com v
Country Code: .|%|X| Country: us Tax Registration #: Do Mot Email Shipping

Do Mot Email Biling
Do Mot Text Shipping
Do Mot Text Biling

Note: Updating the Email field does not update any sales documents created before the update. Changes to the
Email field will only affect documents created after the change was made.

When a sales document is created, it will use the BILL and SHIP address codes (found on the Contact Addresses
tab of the Customer card). If there is an email address associated with these address codes, both of those email
address will appear on the sales document. However, you can change the email address on the sales document
by clicking the Email dropdown and selecting a different email address.

Contact Addresses | CRM | Mote | AR | Itembistory | SalesDocuments | CreditCards | UserFields | SalesGraph | ExtendedPridng | QuickReport | Recurring Sales | DefaultDocltems | SpecialPridng | Saved Attributes
& Contacts |  New X Delete | % Mark As - | &) Create Letter  Fast Ship To Ordering Enabled: PRIMARY ]
Address Type Address Code Address Phones Email Comment
Bob Fitz P1: (425) 667-8899
One Microsoft Way, Suite 300 P2: (425) 657-4344
a@afitz.
Lt BRIMARY Redmend, WA 88052-6399 P3: (425) 787-9088 biina@afitz.net
FX: (425) 876-9988
Tim Eradley P1: (425) 567-9999
TERADLEY 222 Warehouse Drive P2: (425) 657-4344
Redmond, WA 58052-6339 FX: (425) 876-9988
Thomas Hammond P1: (801) 675-8987
STATEMENT THAMMOND Heber City, UT 84032
Tom Jones P1: (425) 567-9876 With AFE since 1988
222 Warehouse Drive P2: (425) 657-4394
MAIN TOM JONES Redmond, WA 980526399 P3: (425) 336-7876
FX: (425) 876-9988
Thomas Hanson P1: (616) 9017771
s 222 Warehouse Drive p2: 657-4344
= Redmend, WA 58052-6399 P3: (425) 336-7876
FX: (425) 876-9388
Robert Fitz Jr, P1: (312) 555-0102
SHIP TO WAREHOUSE 1201 Séth Ave. P2: (312) 555-0102 warehouse @afitz.net
Chicago, IL 606030776 FX: (312) 5550102

Bill and Ship addresses are visible on the Addresses tab of a sales document. These fields are automatically
populated, but alternate email addresses can be entered, if necessary. More than one email address can be
selected for either of these fields.

Line[tems | Notes | Addresses | Holds | UserFields | Audit | RelatedDocuments | Purchases | QuickReport | FedExQuote | Email Audit | Assemblies | TrackingNumbers | Interactions | Manufacturing Orders | Resources
Ship To Address Gther Information il To Address
Address Code: | PRIMARY v Phone 1: (425) 667-8899 Address Code: | PRIMARY v
Ship To Name: Aaron Fitz Electrical Phone 2: (425) 657-4344 ‘Aaron Fitz Blectrical
Ship to Contact: | Bob Fitz Phone 3: (425) 787-8088 gﬁ’ef\,‘,‘f__msm Way, Suite 300
Address: One Microsoft Way, Suite 300 Fax: (425) 576-3985 E?‘EL”;")%Q“,’Q 5390526399
F: (425) 875-9988
Ups Zone: v
City Redmond Tax Schedule: USASTCTTY-6% | v [x Notification(s):
State: WA Tax Exempt 1t 0 Shipping Email: biling@afitz.net v
Zip: 98052-6393 Tax Exempt 2: 0 Biling Email: biling@afitz.net v
Country Code:  |US v[x%] country: us Tax Registration #: Do Not Email Shipping}

Do Mot Email Biling
Do Not Text Shipping
Do Not Text Biling

Note: These email fields are only used when emailing from Sales Batch Processing and sales document screen.
Mass emailing does not permit the selection of specific email addresses, it only allows the user to choose to
email either the Billing or Shipping contact.

When emailing from Sales Batch Processing, it is recommended to have the Billing and Shippping Email columns
visible. These columns show the email addresses found on the Addresses tab of the individual sales documents.
If any of the Email fields are incorrect or blank, you will need to open the document and edit them on the
Addresses tab before emailing from Sales Batch Processing.

Clicking Email in Sales Batch Processing calls up the following pop-up.
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Print Options

Emailing: Sales Document Report

Available Reports

Select Al

Select Mone

Combine Reports

Email a= Single Job
Properties...

Mark Default Reports

w

OOooo0oooooooooogo

Report Mame ‘2 Printer Eh Copies Send To R...

Bill of Lading

Certificate of Origin
Customer RGA
Dangerous Goods Dedaration
Detailed Packing Slip
Excel Sales Document
Internal RGA

Invoice

Mafta Certificate of Origin
Crder

Order Confirmation
Packing Slip

Picking Ticket

Praforma Invaice

Quote

Return

OOooo0ooooooooooOon

Preview... Proceed

Emailing from Sales Batch Processing differs from emailing directly from a sales document in that you cannot
select individual email addresses. Once you select a report from the Sales Document Report pop-up, the
following pop-up will appear.

Email Options:

Reply To:
# Templates

Name
Recent Shipment
Past Due
RGA
Order Confirmation
Quote

Display Mame:
From:
Subject:
BCC:
Shipping Email
Billing Email

Send Bulk Email

(& Expand Body
Body:

l-"glllllll'---l---:---l---i"

<SalesDocument.Customer Name/>
<SalesDocument Address_Line 1>
<SalesDocument.City/>, =SalesDocument.St:

T D

Dear <SalesDocument Contact_Person'=,
Thank vou for vour recent order.

Attached is a confimration of vour order for 3
It is truly our pleasure to provide vou with the

Fl
S0 0

Please let me know if vou have any questions.

Ll
v

You can check the Shipping Email or Billing Email checkboxes (or both) in the lower left-hand corner, but you
cannot choose a specific email address to send the report to. If there is no Shipping or Billing email address, you
will receive an error message.

On the Sales Documents screen, there are several email-related columns you can opt to view. You cannot edit
these emails directly from the document, because they are historical.



E | [@ contact: PRIMARY/Bob Fitz Ell | P4 Sales Batch Processing | [ (QUOTE) Q1028 El| &) Sales Documents B3

Document Types Source
w*| Quotes w'| Orders w*| Open
] v| Invoices  |w| Returns w| Void
Customer Mum Sales Batch
COMTOS0L0001 COMPLETE
HOLLIMGCO001 COMPLETE
SUPERFOOO001 COMPLETE
HOLLINGE0001 COMPLETE

Search Options

w*| History w| Match Beginning vMax Results
Prior Months:

Email Email Biling

frank@contoso, com

eholling@holling.com

isaaci@superfoods. com

eholling@haoling.com

connie@contoso,com

eholling@holling.com

isaac@superfoods. com

eholling@halling.com
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W

When emailing from a sales document, the Send Email pop-up does not pull information from the email fields on
the sales document, but from the Contact card email fields.

Sending Email

Emails can be sent individually from sales documents or purchase orders, or in batches using Sales Batch

Processing (under Sales) via the Send Email screen. Click Print, make the appropriate selections, then click

Email).

&, Customer Search [ | &) Sales Documents EIl

=}

o READ ONLY, HISTORICAL, PAID, Saving the doq

I Close | b save

Document Properties

Document #: (00259
Customer #: | AMERICANDOO1
CustPO:

Reg Ship: 3/23/2011

Ship Method: | GROUND

Whse: WAREHOUSE

Line Items Notes

m

Addresses

&

Print Options

Print Document

Available Reports

Select All

Select None
Collate
Close after Print
Print 2 Single Job
Email a5 Single Job
Prevent Changes

Hold
ods Properties...

+ [ ReportName

[] Barcoded Picking Ticket
[] BD Pick Ticket

] Bill of Lading

[ Bl of Lading

[] Blind Summary Packing Slip
[] Certificate of Origin

[] CG Picking Ticket

[[] Collapsing Pick Ticket

[] Customer RGA

[] Dangerous Goods Declaration
[] DC Picking Ticket

S Printer

[y Copies SendToR...

|

Oo0ooOoooooooooog

ons

New Delete Insert
Mark Defauit Reports [] Detai Order
(OE | vi vz | v | @ [ Detailed Packing Slip
Print Attachments 0] Excet seess .
cel Sales Documen
e Description; Print None v
[] GF Invoice
JBL MRX512M 12" Two Wi
[[] indenting Pick Ticket
ACIPDMXS 5ft. 3 Pin Di

BETA 87A

Shure Beta

PrintTo...

Quick Print

[=]
=
@
n

On the Send Email screen, enter and/or modify the email sending options under Email Options.

Totals - GM:

Misc Charge:
Discount:
Discount %
Freight:
Tax:

Total:

Payment:

Manufacturi

Avails|
18

Note: The Send To email will default to the customer’s primary email address.The From email address must
match the global address pointed to by the company email server set up in the Sales Email Confirmation settings
in SalesPad’s Settings module. Click Error When Emailing in SalesPad for more information.

Select the template to use from the right hand column. The body of the email will appear on the right and can be
modified similarly to how templates can be created in the Email Template Editor (see instructions under Setup).
If no templates have been set up, you can manually type a message in the Body grid.

Note: In a batch mode, the preview will show only the template and not a populated version of the document.
Refer to the SalesPad Sales Batch Processing document for more information on Sales Batch Processing
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Email Options: [ Expand Body

Repart ded Pic ket Badz
Subject: 00259 - Barcoded Picking Ticket] I---Ei---l---'---l-"E"'I""-"
Send To: w B
CC: w ;
BCC: :
Fram: =
) American Science Museum
Display Mame:
I - 789 North Carlton Place
=2 §7I0E - St Louis, MO 63115
Send Report As HTML -
A Templates -
Dear Andrew MacWilliams,
Name B
Recent Shipment - Thank you for vour recent order.
Past Due -
RGA - Attached is a confimration of your order for 3
Order Confirmation B It is truly our pleasure to provide you with the
Quote -
_ Please let me know if vou have anv questions.
- v
o .
< >

Click Send. The e-mail will send and the document will send as a .PDF attachment, using the SalesPad Report
Writer.

Document Email Indicator

When you email a document from Sales Document Search, Purchase Order Search, or Sales Monitor, an EM
code shows up in the status column to indicate that the document has been emailed.

Open the Sales Document search screen (go to Sales Documents and click Search). Notice the EM code in the
status column on the far right of the page. This indicates the document has been emailed.

j Close H Save

Form Tabs
Form Name a | g New 3§ Delete
Ostilet oot Seq | Form Name Form Type Form Value Selected Tabs
PurchaseOrderEntry T
0 SalesDocumentEntry Sales_Doc_ID SERVICE [w
SalesDocumentEntry L
VendorCard

You can also view the EM code from the "Sales Monitor" screen. Click Sales Monitor and Refresh. You will
notice the EM in the status column for order # D 6855.

[ o
& K- ¥ Sales Monitor - TWO2 - SalesPad [= [ = [

[El= Application & 5/23/2013 va203 | sa | (1of99seatsinuse) [ @ ~
@ k) Sales Documents Wl & Inventory Analysis & Purchase Order Search @ = ‘i" ]
B8] sales Monitor & ~ {B Inventory Transfers @ Purchasing Advisor =
Salespad | Customer SalesBatch | Inventory Vendor Receiving | Quick Sales

Today Search & Counter Sales Processing Lookup % Sales Transfers Search Wa Backordered Items Reports  Analysis

[ &, Customer Search x| [ Purchase Order Search || &, Vendor Search || (@ Counter Sales || B ssles Monitor ]|

[ Close @ Refresh | Expand All | Collapse All | Refresh Manually = Last Refresh: 12:12 PM | Search: Sales Rep: (Al =
[ ALL ] QUOTES (DISTRIBUTION) | QUOTES (MFG) | GRDERs (OC) | CRDERs (DISTRIELTION) | ORDERs (MFG) | INVOICES (DISTRIBUTION) | INVOICES (SERVICE) | INVOICES (W) | RETURNs
o] Count  Total * || Doc# DocDate  Customer Req Ship Date Total POX Rep Status  Hold Gross Margin § Gross Margi... =
= ¢ DISTRIBUTION ORDER :
[0 TEST11182012 3 s629.43| | . .
0 PACKING i asmo0| ||| |DE8sZ [se/013 4100 AN M, 350,00 77.78%
. i i
0 PICKING 2 4194,40| || |De8ss |s/ej2013 41,00 TAN M, 350.00 77.78%
al 2 7686.02| ||| |Desat |4/23/2013 441,00 TANM, 350.00 77.78%
[0 11182012TEST 3 133007 | [ [pesss |4/23/2013 241,00 TANM, 350.00 77.78%
O sa 1 921.20| |Ii| |pgB40 |4/23/2013 44100 IANM.  |FP 350.00 77.73%
i
0O BATCHO1122013 3 1 441.00 || |pssaz 3302013 |maronfit.. 3/30/2013 441,00 IANM.  |FP 350,00 77.78%
b : L2\ Toeans |4f1/2013 | Aaron Fit... | 4/1/2013 4,410.00 aNM, PP 3,500.00 77.78%
[ BATCHO1142013_3 1 10| ||
|| |Do7se |1/22/2013 |AarenFit.|1/22/2013 +L00 ANM,|FP 330,00 73.33%
[ BATCHO1142013 5 1 s40.00 | s
N : oo ||| DEZEL [119/2013 |marenFit.. 1/13/2013 4100 aNM, PP 330.00 73.33%
X . :
O BATCHO2112015.1 p saro0 || |D6BS5 [S/B/2013 |Aaronfit... 5/5/013 0.00 I ES 00 0.00%
O BATCHO1122013 6 1 aan00 || DEB42 |4/23/2013 4232013 0.00 BNM. |3 00 0.00%
= |
& £DI ORDERS 100 580,404.66 || |D684L |4/23/2013 0.00 e 00 0.00% 2
- iR || == — =l
918 [2,244,25188 .| | 919 [ 2228188 1,280,563.71 |




Emailing and Printing as a Single Job

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.

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.

Printing Sales Document Report

Print Options Available Reports
Select Al v Reporthame 7 Printer Copies
[] 27503 - Circa Lighting Invoice
Select None

[] 28494 - Agora Foods Pick Ticket

[ collate [] 31422 - DSG Picking Ticket

[] Close after Print [] Customer RGA
[] Detailed Packing Slip

Print as Single Job
[] Excel Sales Document

[] Email as Single Job [] Internal RGA

[] Prevent Changes L] tveice
[] MY¥ Sample Pick Ticket

k [ order
Mark Default Reports [] order Confirmation

[] Packing Slip

Print Attachments
[] Picking Ticket

Print None
[ Quote
[] Return
1 el Mdloed D + v

Preview... Print To... Quick Print Close

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.

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

&, Customer Search | P4 Seles Batch Processing

If Email (or Fax) is clicked and the appropriate report is selected:

I Close |¥s Search | i3 Print | [#] Transfer ta Invoice | Ep Forward | @ Allocate | = Charge CC Payments | [ Email | &5 Fax
Search By
Sales Batch: | || [@/sclected Documents only  [FForward after Print (%] Forward After Email
Search Results
Sales Batch Sou... SalesDocType  Sales Doc Num 1 Customer... Customer Name Entere... Fr... Shipping.. PaymentT... Warchouse ... Status Total BilingEmail  # Shipping Email
s om oo o st et e
TOINVOICE ~ Open ORDER ORDST2334 AARGNFL.. Aaron Fitz Electrical e
READY TOPICK Open ORDER ORDST2392.2 ADAMPAR... Adam Park Resort o.olff| Pt Options R sl
READY TOPICK Open ORDER ORDST2392.1 ADAMPAR, .. Adam Park Resort 000 Select All « Reporthame 7 Printer
READY TOPICK Open ORDER ORDST2392.3 ADAMPAR... Adam Park Resort 0.0 _ [F] Customer RGA
SHIPPING MODE Open  ORDER ORDST2395 AARCNFL.. Aaron Fitz Eiectrical 0.00 7] Excel Sales Document
SHIPPING MODE Open  ORDER ORDST2336 AARONFL.. Aaron Fitz Eiectrical 0.00} | [colate o oo e
SHIPFING MODE Cpen  ORDER ORDST2398 AARGNFL.. Aaron Fitz Electrical 0.00 ) =
nvoice

SHIPPING MODE Open  ORDER ORDST2397 AARCNFL.. Aaron Fitz Eectrical 0.0

[C] Invoice DESIGN
SHIPPING MODE Open  ORDER ORDST2399 AARONFL.. Aaron Fitz Electrical .00

7] order Confirmation

[7] Packing Slip

[C] Packing Slip DESIGN

[C] Picking Ticket

[C] Picking Ticket DESIGN

] Quate

[7] Return

[] sales/Word Document

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).

Emailing Attachments from the Sales Document

The Print manual option in SalesPad GP allows users to select attachments or images that are associated with
the sales document or sales line item and email them along with a printed report.

Create either an attachment or image user field on either the sales document or sales line item/item master.
Then, create a sales document and pull in any file for an attachment or an image file for image user field. You
can do the same for a sales line item.

Save the document and click Print to open the Print/Email/Fax window. In the Print Attachments field, select
Print Manual.

Printing Sales Document Report =
Print Options: Q{r‘l“ Available Reports B ot
Select All v ReporiMame f Printer Copies ™
[[] adfgasdf
Select None [] ALPCO pickticket
Collate [] attachment
Cloze after Print [] attachmentUDFreport
& Print as Single Job [] AXOM SPS -inv splititems
[] BaileighCommerdallnvaice
Email as Single Job [] Baileightnvoice
Prevent Changes [] BaileighOrder
[ BoL
FRgis [ Copy of Invoice
Mark Default Reparts [l Customer RGA
Frint Attachments [] Detailed Packing Slip
Print Manual W [[] Excel Sales Document
[print None - [] Freightclaim
[Print Manual | =
{print Al [] HBinvoice rep v
_! Report Controlled
. 9 Preview... Print To... - Quick Print Close

| © This customer Bill To Address is marked as Do Not Email,

Select Email or Fax and a pop-up will appear, allowing you to select any of those attachments/images that are
on the document or line level. The selected file attachments will be sent along with the printed form PDF.



1] Aaran Fitz Electrical %| || (ORDER) ORDST2075 X| |

= |y Copy 2g Allocate ‘SUH Allocate | g Dynamics GP

;T - | [T N e —— T
NEV ORDER
RETAIL v
Attachments. 3 Holds
Selected  Field Name Attachment Type !
f Attachment | \\nasusiShared Folders|Tyler \Customer Files\Coach Glass\PO Generation, pdf
O " tmage Fie C:\Jsers\tyleri.5P\Desktopimortal-kombat-ogo-black jpg
[] ImageFie2  C:|sersityler.5P\Pictures\CRMSetup2 jog Image .
v X w X
L4

geFile 2 Image Fi

| © This customer Bil To Address Is marked as Do Not Email.

Printing and Emailing PDF Attachments
To allow for printing attached PDF documents when printing reports, navigate to Modules > Settings.

Filter to “print pdf” and set Print PDFs attached to Sales Documents and Items to True.

‘ Print PDFs attached to Sales Documents and Items  True
PRINTING
To print a document in SalesPad with PDF attachments, first create a user defined field with a PDF attachment.

Note: You should have a user defined field on Item Master and Sales Line Item with the same name (example:
uf ItemAttachment). Refer to the SalesPad User Defined Fields document for instructions on creating user
defined fields.

Create a sales document and click the Print button on the sales document. The Print Sales Document Report
menu appears.



Print Sales Document Report

£3

Print Cptions Available Reports
Select Al »  ReportMame 7 Prinker Copies
W “opy of Summary Packing Slipd _—
[0 Customer RGA
[] Close after Print [] Excel Sales Document
[] Prewvent Changes [ Internal RGA
[ Invaice
Properties. .. |:| Invoice Aubrey Organics
[ Invoice Aubrey Organics Commercial
.
[0 Invoice CaMz
Print Attachments |:| Invoice CAMZ copy
[ Invoice CAMZ kax
[ Invaice CC
|:| Invoice Century Compukers
|:| Invaice Copy of Invaice
[ Invaice aF
[ Invaoice JG Resources
[ Invaice LifeGuard
[ Invoice Mew hd
’ Fax... ] [ Email... ] [ Preview, ., ] ’ Print Ta... ] ’ Quick Prink ] [ Close

In the Print Options column, select the appropriate option from the Print Attachments dropdown:

e Print All - Prints all attached PDFs
e Print None - Will not print any attached PDFs

o Report Controlled - Prints only the PDFs referenced in a custom script within the designed report

Click the Quick Print button. The first time you set up the PDF attachment print functionality, you must locate
the installation .exe for Adobe™ Acrobat Reader on the screen that appears. Select this file and click Open.

Please locate Adobe Acrobat Reader:

2 [ e B At

i#Analog Devices
| iBroadcom
) Cornmon Files

__JComPlus Applications
DAEMON Taols Lite

InstallShield Installation Information

<]

[ Intel

[hInkernet Explorer
[ChMessenger

[CMicrosoft Analysis Services
BMichSDFt CAPICOM 2.1.0.2
|CiMicrasaft Dwnamics
[Cimicrosoft frontpage

I Micrasaft Cffice
[ChMicrasoft Silverlight
[CaMicrosoft SOL Server
ICaMicrasaft Yisual Studio
[CaMicrosaft Yisual Studio &

[E] Mawie
[amMozill:
[CamMsh

[Camsh ¢
i
[ MetMe
[E:] Mokep
[honline
[ outlo
[aPidain
[ Quest
[ 5alesr

[CiMicrosoft Works [ scribu
[CMicrosoft, MET |7 Sizer
[aMaffsoft FreeCale [y 5kype

| i

File narne: I

| Open l

Filez af type: I

The sales document and attached PDFs will print.

=
j Cancel |

Note: After the initial path for Adobe™ Acrobat Reader is set, it cannot be changed, except by changing the

21
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system registry.

Note: To store a PDF on the item master and have it automatically transfer to new sales document line items,
create identical File Attachment user fields on both the item master and sales line item business objects. Refer
to the User Defined Fields document for instructions on creating user defined fields.

EMAILING

To email a document in SalesPad with PDF attachments (email configuration required), open the Print Sales
Document Report window, select a report and whether attachments will be sent, and click the Email button. The
Send Email screen appears.

Send Email 3
Email Options: -~ Templates
e fak MName Text
Subject: ORD3032 - Order SALES DOC... <SalesDocument.Bill_To_Address_Code/>= <SalesDocume. ..
Send To: |v PO TEMP <Customer, Currency_IDf> <BillTo.Address/> <EilTo.Add...
oc: |+
From: Steve@salespad.net

Display Mame: |Steve Harrison

Reply To: Steve@salespad.net

Body:
Hi Jeff, &

Attached are the documents you requested. If you have any questions feel
free to contact me at 123-123-1234,

Thank you,
John Smith

Send | Close |

On the Send Email screen, enter the email sending options. The Subject line defaults to the document number
and document type. You can change this manually. The Send To and CC fields pull email addresses listed on the
customer/vendor cards. Enter the From email address, Display Name, and Reply To fields. This information will
persist after the first time.

Select the template to use from the right hand column or manually enter the body. Click the Send button to
send the email with PDF attachments.

Note: The From email address must match the global address pointed to by the company email server set up in
the Sales Email Confirmation settings in SalesPad’s Settings module.

Setting On-Load Email Script

The On Load Email Script setting allows you to run a script that can be used to specify which email addresses to
use when emailing from a Sales Document or Purchase Order in SalesPad. When the script is run, it populates
the default email addresses that you have provided in Dynamics GP under Ship To or Bill To.

Under Settings, filter to “default email” and select Default Email Address. This specifies which customer email
address (Shipping/Billing) will be defaulted to in the Send Email screen for sales documents.


https://support.cavallo.com/kb/articles/user-defined-fields

ﬁ' Settings ﬂ

] Close | kA Save [i Export Settings 'ﬁ Import Settings

Filter:
|de1'ault email

=
4 Sending Emails
Default Email Address
Default Purchasing Email Subject Line Format

4 Smart Printing
Default Email Subject Line

Default Email Address

Spedfies which customer email address (Shipping/Billing) will be defaulted into the Send Email screen for
Sales Documents, Defaults to 'Billing'.

Also under Settings, filter to “On Load Email Script.” Copy the script available at the bottom of this article into
the dropdown field.



&P settings X

T Close | kA save li Export Settings 'ﬁ Import Settings
Filter:

|Dr1 Load

=

a Sending Emails
0n Load Email Script

On Load Email Script

On Load Email Script
Defaults to .

Click Save and log off, and then log back on.

When sending an email, the form defaults to “testing 2” as the Send To email address.



Send Email

(m) = ]

Expand Body

Body:

——— o —

Email Options:

Report: Order Confirmation

Subject: ORDST2316

Send To: testing 2 | -
CC: -
BCC: -
From: tim. stasa @gmail.com
Display Mame: |
Reply To: |tim.siasa @gmail.com

Send Report As HTML

| = Templates
I:dame
DoC

American Science Museum
3/14/2012 12:00:00 AM

T e

G 2

-

i

V2o

This maps to the same email address already set up in Dynamics GP.
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Home Page
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Email Templates

To set up a template, go to the Email Template Editor (under Setup/Utilities). In the templates column, click
Add to create a new template (you may also click on an existing template to edit it). The New Email Template

window will appear.

2% New Email Template

Type: |SALES_DOCUMENT

Name:

v |

Il ——_—
SALES_DOCUMENT |

PURCHASE_ORDER

[ Cancel

Ok




Select the type and enter a name for the email template.

Note: Sales document templates will be available when emailing from a sales document and purchase order
templates will be available when emailing from a PO.

Click OK. On the right side of the screen, enter any text to include in the email template. You can also add
Merge Fields, which will insert predefined information, such as shipping method, to the email.

To add a Merge Field, click the place in the text where the information should appear, then click the Insert
Merge Field button. The button will read either “Insert Purchase Order Merge Field” or “Insert Sales
Document Merge field”, depending on the template type. A dropdown list will appear.

Select the Merge Field you would like to include. For example, in the image below, will automatically include the
shipping method of the specific purchase order being emailed.

Y Email Template Editor [E]
Tl Close H Save

Templates Merge Field Options

@ Add | € Delete Rename [ Insert Purchase Crder Merge Field -
Template Type Template Name E

PURCHASE_ORDER. PO TEMPLATE

PURCHASE_ORDER PO TEMP WITH TOTAL

SALES_DOCUMENT ORDER

Shipping Method <PurchaseOrder. Shipping_Method>
Custom er Number <PurchaseOrder. Customer_Num/>

Repeat to add as many Merge Fields as needed. To add an image, open the folder location where the image is
located (Note: The image must be a .gif, .jpg, .tif, or .png), click the image, and drag it into the Email Template
Editor to make other changes.

Users can right-click in the editor grid and select from the dropdown list to make changes such as
Increase/Decrease Indent, Font, Paragraph, Bullets and Numbering. Users can add a Bookmark or Hyperlink
(highlight text first) or paste copied information.

. l:f: Paste
== Increase Indent

== Decrease Indent

A Font
e Eqj Paragraph
4= Bullets and Numbering

1| Bookmark...

& Hyperdink...

s g

When finished with your changes, Save and Close the Email Template Editor.

Sample Email Templates with Merge Fields

A Word file containing example email templates with merge fields can be downloaded at the end of this
document.

The examples included are for emailing the following:

PO

RGA

Past Due

Order Confirmation



o Quote

See also: Emailing and Email Templates

EmailTo, EmailCC, and EmailBCC on Customer and Vendor Address Cards

In the Customer and Vendor Cards in Sales Pad, there are now separate Email To, Email CC, and Email Blind CC
(BCC) fields. These fields correspond to the Email Addresses fields found in the Internet Information window in
Microsoft Dynamics GP.

Click on Customer Search and open a Customer Card. Click on the Contact Addresses tab to display contact
information for all contacts at that customer. The following fields are then displayed.

‘ &, Customer Search 5|| &} card: [AARONFIT0001] Aaron Fitz Electrical g| Contact: TOM JONES/Tom Jones X| ‘

T Close | Save

Customer

Customer ID:

Address

Code:

Alt Comp. Name:
Contact Name:
Address:

Zip:
City:
Country Code:

Comments

|AARONF1TDIJIJI

| customer Name: [Aaron Fitz Electrical

TOM JONES

Aaran Fitz Electrical

Tom Jones

222 Warehouse Drive

98052-6399

Redmond

State:  [wa

us -

Country: [US

With AFE since 1988

Contact Information

Other Address Info

Contact Type: v| Warchouse:  [waREHOUSE [=]
Fhone 1 (425) 5679876 Sales Rep: AN M. -
Phone 2 (425) 657-4394 Sales Territory:  Tlinois and Missouri -
Phone 3 (425) 336-7876 ShipMethod:  |FEDEX-OVERNIGHT ™
Fa: (425) 876-9988 Tax Code: USASTCITY-6* -
Email: t@afe.com UPS Zone: -
Email To: File Location 1:
Email CC: File Location 2:
Email BCC: [ Do Mot Mail
Web Site: www.afe.com [CJbe Not Email

[C]po Not Fax
Contact User Fields
Contact Source |Advertisement [=]x
Title Warehouse Operations
Contact Type | ~[x
ReferredBy  |Frank Knan

The Email To, Email CC, and Email BCC fields are all displayed under Contact Information.

|-

Contact Information

Contact Type: |

Phone 1 \(425) 567-9575
Phone 2 \(425) 657-4344
Phone 3 |(425) 336-7875
Fax: |(425) 876-3988
Email: |ti@a1‘e.u:nm
Email To: ||

Email CC: |

Email BCC: |

Web Site: |www.afe.u:nm

These fields map to the Email Addresses fields in the Internet Information window found on the Address ID

Contact Record in Dynamics GP.
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[0 Internetinformation & WA e (o O e

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017
B save | & Clear | ¥ Delete | )
Select Information for: Cugtorners -

Cusgtomer D AAROMFITOOM i/ Aaron Fitz Electrical

Address |0 4| TOM JONES b 2y 222 Warehouse Drive

r E-mail Addresses
[ Te. || |
oo | |
[ Boc ] | |

~ Internet Information

E -rnail ti=ale. com

Home Page i, afe.com
FTE Site
Imange

i

Meszenger Address

Login

Pazzword

zer Defined 1 |&| |
Izer Defined 2 |&|
Addihional Information |
With AFE zince 1988 -

44 b M @

The Address ID Contact Record can be found in the Customer Maintenance window in Dynamics GP.



rl-T_I-i] Customer Maintenance - l = i&r

File Edit Toocls Additional Help sa Fabrikam, Inc. 4/12/2017
n Save | & Clear P Delete [E wdrite Letters o 5
Customer ID AAROMNFITOOO0 “aEl [CIHeld [T Inactive  Parent Customer ID 100221

Marme Aaron Fitz Electical

Short Mame Aaron Fitz Eles Clazz 1D USa-ILMO-T1 LY
Statement M ame Aaron Fitz Electrical Friarity MNone -

Address (D TOM JOMES W

Cantact TomdJones FPharne 1 [425) BET-3E7E Ext. 0000
Address 222 Warehouze Drive FPhone 2 [425] 657-4344 Ext 0000

Fhone 3 [425) 336-7876 Ex=t. 0000
Fax [425) 876-9958 Ext. 0000
City Fedmaond
i State AL, UPS Zone

ZIP Code 93052-6393 Shipping Method FEDEX-OVERMIGHT |23,
Country Code us i Tax Schedule D LISASTCITY -6 >
Country s Ship Complete Documents

Ship Ta WwnREHOLISE Q Comrment 1

Eill To FRIMARY i Comment 2

Statement Ta T HakMOMD i} Trade Dizcount 200%

Salesperzan |0 AN . i Pavrnent Terms NET 30 fd

Temitory |0 TERRITORY 1 i Dizcount Grace Period

Type Retal Due Date Grace Period

F ating B-Moderate Potential Price Level RETAIL i

Accounts H Addriess ][

Optionz ][ E -mnail ]

14 4 » »  byCustomer ID v

O e

Email Audit Tabs

There are now Email Audit Tabs in the Customer Card, Sales Document, Vendor Card, and Purchase Order
forms in Sales Pad. The addition of these forms makes it more efficient for you to aggregate and retrieve emails

and to flag business objects in various search windows if they have an associated email.

This functionality is also available in Dynamics GP 2013.

Click on Customer Search and open a Customer Card. Click on the Email Audit tab to see a list of emails
associated with that customer. The window shows the date sent, the document associated with the email, who

sent the email, who it was sent to, and the email subject header.

-

5/23/2013

-
TE e ard: [AARONFITO001] Aaron Fitz Electrical 0428 SalesPa,
[E= Application &

d &) SelesDoauments @ (@ Inventory Analysis @ Purchase Ordler Search = ﬁ ] i '“I,V
88 Sales Moritor ¥ G ventory Transfers @ Purchasing Advisor S
SalesPad | Customer SalesBatch | Inventory | Vendor Receiving | Quick Sales
Today Processing Lookup £ Sales Transfers

Search i Counter Sales Search ‘23 Badkordered Items Reports | Andlysis

&, customer Search XI| & Card: [AARONFITD001] Azron Fitz Electrical X| ‘

va203 | s | seatsnuse) (= @

™ Close | @ Refresh | kel Save | [ g Dynamics GP [) DISTRIBUTION QUOTE ~+

Customer Properties

[5) DISTRIBUTION ORDER ~ | [5) DISTRIBUTION INVOICE - | () RTN RETURN ~

Primary Address Information Open Sales Documents

G AARGNFITO00L Tom Jones PL:(425) 567-8676
222 Warchouse Drive  P2:(425) 6574344 Type Doc# Doc Date Batch )
Customer Name: [Aaron Fitz Blectrical Redmond, WA 98052-6: P3:(425) 3367876
ORDER D6205 21872011 MARGIN REVIEW

CostClass:  |USAIMOTL ti@afe.com ORDER D6208.1 2222011 READY TOPICK
Price Level: RETAL b4 wurw.afe.com |ORDER D6208.2 [2/22/2011 WAITING PRODUCT
Pay Terms: NET 30 | D Ioiforation ORDER Ds212 2/25/2011 PENDING ORDER:
Sales Reps Marsh, Ian Method [FEDEX GROLND | Whse: [WAREHOUSE | | ORDER DE214 272872011 WAITING PRODUCT
SclesTerr: |TERRITORY 1 Ship Complete ORDER D224 ERE READY TOPICK
Dot ~] Elontod RETLRN RT1126 21072011 PENDING RETLRN
arED 2058 et rr— “[x] |mwoice Isss7 [1/zpon READYTOPOST | cASELZ222
Trade Discount: 2.00%| LleadSource  |Advertising v[x] |mworcE [5835 1/29/2011 READY TOPOST

o p— “[x] |[mwoice s34 [1/zpon READY TO POST

Total Req ship
0.00| 2/18/2011
0.00| 2/22/2011
397.80| 2/22/2011
801.79|2/25/2011
10.16 2/28/2011

958.80 | 3/1/2011
64.00 2/10/2011
75.03| 12/17/2010
1,450.80 | 11/22/2010
1,450.80| 11/22/2010

] »

I

o m History | Sales Documents | CardControl Transactions | User Fieids | sales Graph | Quick Report | Reaurring 5ales | 1tem sales [ specil prici ild Accounts | Equipment [ Contract Pricing | Email Audit |Default Doc Items | Saved Attributes
CRM | Note | AjR | Item History | Sales D its | CardControl Tr i User Figlds | Sales G ick Report | Re g Sales | Item Sales | Special Pricing | Child A its | Equipment | Contract Pricing | Email Audit | Default Doc Items | Saved Attribute:

Date User ID Sales Doc Num Email From Email To
05/15/2013 s D6855 br t b t
05f15/2013 s DC1285 brian. net |brian. net

Email Subject

Email Body

D855 - Order Confirmation

DC1285 - Order Confirmation

| cik to see emai

You can then click on the envelope icon in the Email Body column to open the email.



To use the Email Audit tab for sales documents, go to Sales Documents and click on a document in the Sales Doc
Num column. Click the Email Audit tab to see the emails related to that document.

o
- . - ® (ORDER) DEES5 - TWO42 - SalesPad ' [E=REE )

| Appiication & 5/23(2013 v420.3 | sa | (lof9sseatsin-use) = @-
@5 &) Sales Documents @ i P nventory Analysis a [@ Purchase Order Search @ = _J o
[ : &
B8] sales Monitor : {B Inventory Transfers @ Purchasing Advisor ) 3
SalesPad | Customer Sales Batch | Inventory Vendor Receiving | Quick Sales
Today Search & Counter Sales Processing lookup & Sales Transfers Search 83 Backordered Items Reports  Analysis

s | s Purchq

4 Reparts

| & customer search x|| (g Purchase Order Search x|| G Vendor search x|| & vendor: Advanced Office Systems || & Card: [AARGNFIT0001] Aaron itz Electrical || [ ] (ORDER) D685 X

Tl Close | kel Save | Print 3 Profitability | < Attach Sales Line to PO | [ Smart Printing 3 Delete |0 Copy | 89 Allocate T8 Un Allocate | g Dynamics GP (8 Ship
Document Properties Shipping Address Additional Properties Totals - GM: [$350.00] [77.78%] &
Document #: |D8855 |orDER (pISTRIBUTION) Aaml: Fitz Electrical +|  Batchjg: ORDER Misc Charge: 0.00

Frank Kwan —
Customer #:  |AARONFITOO01 | |Aaron itz Electrical One Microsoft Way, Site 100 Price Level:  [RETALL ~|  Discount %: 2.00 %)
CustPO: SalesRep:  [IANM. ~| |Redmond, WA 58052-6353 i : - : i
p Pr(425) 5679876 %123 Discounts: [=[x] Discounts 9.00] |
Req Ship: 5/8/2013 ¥ | PayTerms: NET 30 > F:(312) 555-0102 Freight: 0.00
| ship Method: ~|FEDEX-OVERNIGHT ~| Docpate:  [5/8/2013 - = ho Holds Tax: 0.00
|| whse: VAREHOUSE ~| CreatedBy: |[salespad [F] Ship Complete Total: 441.00]
Currency: Z-usg Approved By \ g Email Invoice ? [] Payment: 0.00
e =] i3
| Line Items | Notes | Addresses | Holds | User Fields | Audit | Related Documents | Purchases | Quick Report | Tracking Numbers| Email Audit |FedEx Quote |
Date T UserID Email From Email To Email Subject Sales Doc Num Email Body
05/15/2013 ‘sa ‘bnan‘sm\ih@salasu... ‘brian‘smim@salespad.net ‘Dssss - Order Conf... |DEBS5 ‘ =]

To use the Email Audit tab on the Vendor Card, go to Vendor Search and open the Vendor Card for the vendor
you are interested in. Again, click on the Email Audit tab to view and open emails related to that vendor.

Note: You can click on the Email to open the message in the Email Body column.

r n
@B SR . - Vendor: Advanced Office Systems - TWO42 - SalesPadl ' =l ]
| = ' Application | & 5/23/2013 v4203 | sa | (10f99seatsin-use) = @~

@5 ) Sales Documents @ i P mventory Analysis @ Purchase Order Search s B jv 5
) ( & & .
- ; (@ Purchasing Advisor . =

B8] sales Monitor { Inventory Transfers

SalesPad | Customer Sales Batch | Inventary Vendor Receiving | Quick | Sales
Today | Seach (@ CounterSales | Processng | Lookp & SelesTransfers Search W Backordered Items Reports | Analysis
| | Pur A Reports
| &, Customer search x| [gy Purchase Order Search || g Vendor Search | & Vendor: Advanced Office Systems X |
™ Close | @ Refresh | bl Save | Create Purchase Order: | | Standard | Drop Ship 8] Vendor Return
Vendar Propertics Primary Address Information Purchase Orders
e ADVANCEDDOOL JaniceBerman  P1:(518) 555-0102 = _ =
678 Sherwood  Fx:(518) 5550102 PO Number PO Type PO Date Required Date Total e
z Park South s E
Rl o= Office Syutems Arington brian.smith @sslespad.net PO2298 STANDARD 10/18/2010 10/18/2010 1,337.50
Vendor Class:  |USA-USM ~|  Heights, IL \www,30s.com PO2298 STANDARD 10/22/2010 10/22/2010 2,675.00
Wendor Status:  |ACTIVE >
| B e Ay PO2:00 STANDARD 10/22/2010 10/22/2010 7,550.00
Payment Terms: |NET 30 -
| Shipping Method: [GROIND -] [eozm STANDARD 1112010 11/1/2010 39,580.00
Elowsid g jowowo__|usimn__ i soaaon]

Contact Addresses | CRM | Note | 1tem History | Purchase Orders | User Fields | Purchases Graph | Quick Report | Spedial Costing | Purchase Receipts | Email Auit |

Date = PO Number User D Email From Email To Email Subject Email Body
05/23/2013 |Bs0s6-2 sa |brian .. |brian.smits net 850462 -purchase 0...|
05/23/2013 B9045-2 sa | brian ... | brian.smit Jad.net 850462 -pC Purchas... | )

To use the Email Audit tab from the "Purchase Order" screen, click on Purchase Order Search and use the
Purch. Order # field to search for a PO. Open the document and select the Email Audit tab to view and open
emails related to that PO,



) P

& 5/23(2013 v4.20.3 | sa | (10f99seatsin-use) = @-

Vo - - = W (STANDARD) B9046-2 - TWO42 - SalesPad
. e—
@ &) Sales Documents @ Ji @ Inventory Analysis @ Purchase Order Search
Bl Sales Monitor g Inventory Transfers (@ Purchasing Advisor
SalesPad | Customer Sales Batch | Inventory Vendor
Today Search & Counter Sales Processing lookup & Sales Transfers Search 83 Backordered Items
Sales a Inventory " Purchasing

® J M

Receiving | Quick Sales

Reports  Analysis

. Reports 4

| & customer search || [ Purchase Order Search x| B vendor search x| & vendor: advanced offce Systems || [ ] (STANDARD) 85046-2 X] |
T Close | bl Save | Sa Print 11 Copy | [3¢ Cancel | 44 Dynamics GP

PO Properties PO Dates Other Ship To Address Totals =
Purch. Order #: [B9046-2 PO Date: 17/2013 Terms: NET 30 | || [shio to Customer ‘ot Address | Discount:
PO Status: Released Required Date: [ 1/7/2013 Shipping Method: [FEDEX GROUND | = Freight: 0.00
PO Type: STANDARD [ -] PromisedDate:  [y/7/2013 Buyer: - ;233";;’;:“ “ | Misc. charge: 0.00] |
wendor ID: ADVANCEDDDOL | | Promised Ship:  |1/7/2013 Confirm With: 4277 \West Oak Parkway Tax: 0.00
Chicago, IL 60601-4277
Vendor Name: Advanced Office Systems Revision Number: |0 P:(312) 436-2671 Total: 3,650.00
Fi(312) 436-289
Currency: zuss [~ [Ton Hold Q) J i
[ Line ttems [ Motes | Audit | Addresses | user Fields [ Links | Receipts| Email Audt |
Date T UserID Email From Email To Email Subject PO Number Email Body
05/23/2013 |sa | brizn.smith @salespa... | brizn.smith @salespad.net 830462 -Purchase ... 830462 |
05/23/2013 |sa |brizn.smith @salespa... | brizn.smith @salespad.net B3046-2 -DC Purcha. . B3046-2 It )

Security

In the Security Editor, search for “email.” Enable the items Vendor Email Audit, Sales Document Email Audit,
Purchase Order Email Audit, and Customer Email Audit.

Security

£ security Editor X|
T Close |kl Save | [ Export Security | {8 Import Security | % Reset Database Version
Users Groups
& New User | gj, Delete User @ New Group | @8 Delete Group
User 7 Group - Group
’j ADMIN
CsR CUSTOMER. SERVICE L R
danielc ADMIN C5R1
dougs AOMIN CUSTOMER SERVICE
EXEC EXEC BXEC
GLeP GLC PURCHASING FETLEE
6LCs GLC SALES MANAGER1
grege ADMIN NEW/ ADMIN
jacobp ADMIN MNISALES
jeremyb JEREMY -| [SAES
SALES DEMO
User Properties
SALES NI
User ID: |esr |
SALES1
(o= [ | |rechomm
Password: | |
User Emal: | ]
Sales Rep: [ B3
Default Whse: | [+
Security Group: [CUSTOMER SERVICE [~
T

 Select All | == Select None

= Copy From...

1
R

. Name

Customer Email Audit

Email Template Editor

New Email Template

Print Purchasing Report™

Print Repart®

Purchase Order Email Audit

Purchase Order Generation™

Sales Document Email Audit

EHSHSISHSISHSISHS!

Vendor Email Audit

! rder Generation) Or Contains(| e

Send Emails must also be enabled in the Security Editor to allow email sending.

To allow email template editing, both Email Template Editor and New Email Template should be checked in the

Security Editor.

Security

o Select All ‘ == Select None

" Copy From...

-

Name

@ {*Template|

7] |Email Template Editor

V] |New Email Template

Note: You must save any changes, log out, and log back in for security changes to take effect.



Settings

In order to send emails through SalesPad, email account settings must be initially configured in the Settings
module. To configure Email settings, filter to "email" and fill in the applicable settings under Sales Email
Confirmation.

Filter:
email

=141
E sales Document Entry

Auto Prompt For Notification Email False
B Sales Email Confirmation

1) Email Server hostname or IP address.

2) SMTP User

3) SMTP Password

4) SMTP Port 25

5) Enable SMTP over S5L or TLS False

Email Confirmation Report
Ermail To Fax Format String

B Sales Entry
Use EBilling Email From Customer True
Use Shipping Email From Customer True

Email Server hostname or IP address - The Exchange/Email Server IP address.

SMTP User - The global email user address used to send emails to external contacts. It is recommended that a
global generic account is assigned.

SMTP Password - Password to the global email account.
SMTP Port - The port number used for the SMTP connection (Default value is 25).

Enable SMTP over SSL or TLS - Allows product to work with web-based email systems that require SSL or TLS
encryption. Set to True.

Email Confirmation Report - Names the Email Report.

Email To Fax Format String - String format convention; controls how to format the Send To email address when
faxing with a mail-to-fax gateway. For example, when using GFI Faxmaker in a default configuration, enter
'{0}@faxmaker.com'.

Default Email Subject Line Format - Sets a default subject line format for emails (to automatically include the
Report Name, Document Number, or both), specify the format in this setting (4.1+ versions only). Ex: Enter
“ReportName - DocumentNumber” to pull that information from the report into the subject line. Note: There is
also a Default Email Subject Line setting for Smart Printing

Fast Ship To Ordering Enabled - Allows you to double-click on the contact name in customer search results. This
highlights the contact on the Customer card and auto-sets the Ship To contact for new sales documents to use
the highlighted address code. Set to False.

Default Email Address Billing - Specifies which customer email address (Shipping/Billing) will be defaulted into
the Send Email screen when emailing directly from a sales document.

Use Billing Email from Customer - Writes the Billing email from the Contact card to the sales document's Billing
Email field. Set to True.

Use Shipping Email from Customer - Writes the Shipping email from the Contact card to the sales document's
Shipping Email field. Set to True.


https://support.cavallo.com/kb/articles/smart-printing

Attachments

e sample email templates with merge fields.docx (23.18 KB)


https://support.cavallo.com/file.php/1529313KQTBZGGGWTNNMJW0/sample_email_templates_with_merge_fields.docx
https://support.cavallo.com/file.php/1529313KQTBZGGGWTNNMJW0/sample_email_templates_with_merge_fields.docx

