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12R8 Enterprise Invoice Emailing

Enterprise has integrated functionality that allows users to send mass Emails with PDF copies of the Invoice attached.
These Emails can be sent to multiple recipients and Customers in one quick and easy process. On the Customer
Billing Setup form select an Invoice Method of “Email” or “Print and Email”. Then choose the Email Template, and the

Contacts that should be recipients for the Emailed Invoices.

*Note - Invoice Emailing is only available to those clients that have purchased the Email Document Distribution System
(EDDS) module.

2 : =4 New Customer Q Search Actions Reports ¥ Favorites S
Creative Solutions I

Primary billing schedule

Eag:rzl,gl\:dl\?m 552121 [F] Bill customer daily [F] Bill monthly?  Bill On...
(651) 555-1212 x123 invoicing
P ; %

Style Invoice ) Create Separate Invoices For Each
visiﬁ!e Count 1 [7] Department | Branch
-deta-lls- Invoice Method  Print and Email e [Z] Order [T] Worksite
invoicing 3 5

o 5 y : | [T] Assignment [| Supervisor
invoice detail Email Template  Invoice to Contact X .
g [F]EmployeeId [7] Job Title
credit and payroll Y 2
» billing setup Currency usb [T]WeekEnd [ Sub-entity
adjustments Invoice Handling [£] Cost Center ] Division
po setup Mo imoica [F1pro [7] Department Address
misc
defaults
messages Invoice Recipients «' ) G Invoice Line ltems
documents ; E
Name Title Contact Details
a F
search e No Records Found
Hampton, Irv Supervisor Email il ecipier il.com
tasks ® W & & Vv
Irving, Talya AP Spedialist Email emailtestrecipient@gmail.com

To add an Email recipient in the Invoice Recipients area click on the L button to open the form.
Select the Contact recipient from the

add invoice recipient drop down menu.

*Note — Only Contacts that are
associated with this Customer will be
listed in the drop down menu.
Recipient lang Talya Select an Email address from the
Contact method emailtestrecipient@gmail.com : Contact Method drop down menu. If
there isn't an Email address available

click on the ) button to add.

Once the form is completed click the Save button to update the system and close the form.
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The Invoice Email recipients can be viewed and/or changed at the Order level by expanding on Details and then

selecting the Invoice Recipients form as shown below:

Finance invoice recipients v a
File Clerk I - -
Name a | Title Contact Methad Details
2 Le : : —— :
Hampton, Irv Supervisor Email emailtestrecipient@gmail.com
visifile Irving, Talya AP Spedalist Email emailtestrecipient@gmail.com

details
po setup
interest codes
required documents
vendors

» invoice recipients

Once the Customer record is set up and the recipients are selected the Invoice Emails can be created.

invoicing - select transactions

: Continue with the usual Invoice process.
ot select transactions

Continue Choose the transactions to include in this invoice run. When Se|eCtIng the TransaCtionS tO
Setup )

» Select Transactions Groups Available Transactions
View Transactions Branch (%] 11 Print and Email
Calculate

Vi L noies Customer Invoice Method will allow the user to view
Print Invoice Method

L D e and/or select Transactions that will be

include in the run, viewing them by

Session sent via Email.
Weekend Date

Cancel i < Back

Invoicing

Once the Invoices have been Posted, the Invoice ‘ o
Run wizard can be closed by clicking Finish. After 1 g
the invoice run wizard is closed select the 24
Invoicing box and choose Email Invoices. |

Process Invoices

| Email Invoices

Pay Invoices
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invoicing - start

When Email Invoices is selected the

T sender email options invoice email wizard opens to the
al

Select Inpices Select and email address to send from

Vid i Invoicing — Start form. Select the

Send Emails

Finich Sender Email Address imapdummyaccount@gmail.com
isk

Sender Email Address from the drop

down menu and click Next.

*Note — If the drop down menu is
blank, the Email address needs to be

set up in the E menu Options form.

invoicing - select invoices

In the Invoicing — Select Invoices form select invoices
» Select Invoices Choose the invoices to include in this email run.
choose the Invoices that will be View Emails - , ,
Send Emails roups Available Invoices
included in the Invoice Email run Finish Branch [T]1 Runld: 1161; Created on: 8/26/2009 by chintz
Customer [712 Runld: 1177; Created on: 9/2/2009 by jaredg
Once the Inv°|ce(s) have been Invoice [T]1 Runld: 1181; Created on: 9/2/2009 by erica

Invoice Run [[11  Runld: 1184; Created on: 9/14/2009 by jason
[F11  Runld: 1187; Created on: 9/16/2009 by alisha
[T]1  Runld: 1193; Created on: 9/23/2009 by mikeb
[F]16 Runld: 1207; Created on: 9/30/2008 by erica
[711  Runld: 1208; Created on: 9/30/2009 by erica

[X] 11  Runld: 1212; Created on: /30/2009 by alisha

selected, click Next.

Cancel | < Back | Next>

invoicing - view emails

s view emails In the Invoicing — View Emails form the

Select Invoices <
» View Emails Email addresses of the Invoice Email

Send Emails Name

Finish "

recipients will be displayed. To remove

ZZluno, Lilith emailtestrecipient@gmail.com

a recipient, highlight the line and click

ZZJuno, Tori emailtestrecipient@gmail.com

on the & button. Once all of the

recipient info looks correct, click Next.

© 2005, TempWorks Software, Inc. All rights reserved Page 3 of 6



temp‘s’(‘ff%';ks (continued)

In the Invoicing — View Emails form the user can see a preview of the Email (as shown below) by selecting the line and
clicking on the * button. To view the PDF Invoice attachments, double-click on the document file name.
(Cemaireind T, e

Frem: imapdummyaccount@gmail.com
Tor emailtestrecipient@gmail.com

Invoice Email
[ Invoice-5552214.pdf 4] Invoice-5553142.pdf [+ Invoice-5553142-1.pdf [ Invoice-5553344.paf

Welcome Irv!

Thank you for joining XY¥Z Staffing.

invoicing - send emails

In the Invoicing — Send Emails

form click on the .= | button to e send emails
. . Select Invoices
send the Invoice Emails to the View Emails

’ Ser»ld Emails
recipients. Hinsh
The screen will then update to

show the progress of sending the

o | SendInvoices Now

Emails. ‘_

[ Car\ceIA_H < Back ‘j L)
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invoicing - finish

o finish
Select Invoices The InVOiCing - FInISh form W|” appear

View Emails

pepd Bl once the Emails have been sent

» Finish

successfully. Click on the Finish button

to close out of the invoice email wizard.

4
A~ .
K/ Invoices sucessfully sent.

| Finish |

e G
If there are issues with sending the L o s

Emails the Invoicing — Send Emails

i ; send emails
form will come back up with an W stet

Select Invoices
View Emails

*» Send Emails
Finish Name | Email

tf t t Add 0 The following invoices did not send correctly.
error notirication on It ress

any issues (improperly formatted
| ZZJuno, Lilith emailtestrecipient@gmail.com

addresses, sender accounts not set

up COI’reCt|y, etC.) ZZJuno, Tori emailtestrecipient@gmail.com

Then click the‘ - ‘ button to send.

1 e [ Send Invoices Now

‘ Cancel H <Back ||

'- A" B > B e -
XYt s g
r"'“: m‘ Customer Order Assignment  Contact Pay / Bill Calendar Reports

/

ZZJUnO Inc =4 New Customer Q Search Actions ¥ Reports Favorites ‘

primary J View Assignments & Gross Profit Calculator w? New Message
5823 New St. I+ View Orders -,3‘ Add Department <, Print Preview
Eagan, MN 55121
(483) 834-5838 | |* New Order @ View Map we Print 1ew Invoice Payments

~ ’i‘ New Customer Contact

To resend an Email Invoice or to send an Invoice via Email that was originally printed, open the Customer Invoicing
form and double-click on the Invoice to view the Invoice Details. Or from the Pay/Bill area select the Invoice
Register and open the Invoice Details from there. Then click on the Actions drop down and select Email Invoice. This will

open an outgoing Email with a PDF copy of the Invoice attached. Choose the recipients and click Send.
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Still Have Questions?
For more information about invoice emailing contact our customer support group at 651-452-0366 or by sending an email

to support@tempworks.com.

To submit suggestions on how to improve this document or to request documentation on other Enterprise functionality
please contact Alisha Arnold (Corporate Trainer) at 651-287-8370 or by sending an email to Alisha@tempworks.com.
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