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16R1 Enterprise Invoice Emailing

Enterprise has integrated functionality that allows users to send mass Emails with PDF copies of the

Invoice attached. To be able to send invoices via email you must have a SMTP Email address setup in
Enterprise.
P E TempWorks Enterprise ﬁ

To setup an SMTP Email Account: D} Hew
a Save Ctrl +

. TempWorks Enterprise .
Click on located in the upper left of your screen. G Refresh

=

From the dropdown, select Options, as circled on the right in red. Q Options
Clickon 4 _qqnew located in the upper right. n Enter License
Enter an Account Name, Description, and Email Address in the Account Name Invoice Emailer
. . .. . Account Description invoi
respective fields, similar to what is seen here. e
Email Address imapdummyaccount@gmail.com
Default (]

*Note: It is recommended to select the Shared System Account shared System Account (K]

option to ensure that this process can still be completed if someone is unavailable or out of the office.

Select an Account Type of SMTP account Type 1 SMTP 1 Outlook 1IMAP
Server Name: this can be received from your email provider Outgoing Mail Server
User Name: user name for your email, which is typically your email server Name | smtp.gmail.com
address User Mame | imapdummyaccount
Password sessne

Password: password to login to your email
Part 587

Port: this can be received from your email provider
Use S5L 3]

SSL: this can be received from your email provider

Once all information has been entered, click B sse |ocated in the bottom right of your screen.

Once this is completed, invoice 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.
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tem pmowaf:eks (continued)

Creative Solutions (Primary) ! Follow up call wf Jean from Viking I
123 Main St ID: 778501
Eagan, MN 55121
(651) 872-7872 x123
s + Q & ©& % [2 p tasks calendar email
S billing schedule
details Billing Frequency | Weekly Bill On..
invoice detail Invoicing
credit and payroll Style Invaice Q Create Separate Invoices For Each
biling setup [7] Department [] Branch
= e Invoice Method | Print and Email [] Order [7] worksite:
paym Assii nt S i
po setup Email Template | Invoice to Contact Q E ESSIg‘nme o Eju:::"'sm
mployes ob Title
misc Currency s =7 [Jweskend []Sub-entity
defaults \nvoice Handling [[] cost center ] Division
messages [Flro [[] Department Address
CrnETs Max Invoice
custom data
search Invoice Recipients + X @ Invoice Line ltems + x
Name | Title | Contact Method | Details .
Hampton, Irv ‘Supervisor Email emailtestrecipient@gmail.com

To add an Email recipient in the Invoice Recipients area click on the [#] button to open the form.

Select the Contact recipient from the

== add invoice recipient

drop down menu.

Recipient rving, Talya

*Note — Only Contacts that are

Contact method | emaziltestrecipient@gmail.com n + associated with this Customer will be

listed in the drop down menu.

B save

Select an Email address from the 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.

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:

. Creative Solutions, Primary 1 Follow up call w/ Jean from Viking 1.
Data Entry Clerk Customer ID: 778501
0 of 1 positions filled Order ID: 5035
+ Q & & & 2| p tasks calendar email
visifile invoice recipients F )
details N | i | Contact Method | Deail
- tact etails
posequ lame ide s et i
interest codes Hampton, Irv Supervisor Email emailtestrecipient@gmail.com
required documents Irving, Talya AP Manager Email emailtestrecipient@gmail.com
vendors
P candidates

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

(continued)
_x
invoicing - select records Continue with the usual Invoice
select records i
zt:::i“ug Choose the records to include in this run. process' When seIeCtIng the
’;3:;mmrds Groups Available Transactions + select all Transactlons to Include In the run,
View Transactions Branch El Email With Timecard Image
S?Elrl::}ims Customer [®] 1 printand Email with Timecard Image Viewing them by Invoice Method Wi”
ii:ri‘slh Invoice Method ~ [£] 98 Print Only
Pay Code [[]a  print With Timacard Image allow the user to view and/or
Session
Wezkend Datz select Transactions that will be sent
via Email. It is not necessary to
group invoicing by Invoice Method.
Invoices can be run in any order
and grouped in any way.
Cancel < Back Next =
Invoicing
Once the Invoices have been Posted,
the Invoicing Wizard can be closed by
clicking Finish. After the Invoicing
Wizard is closed select the Invoicing sf start or continue an invoice run

ap invoice run

option and choose Email Invoices.

B Email invoices

2, Export invoices

ﬁ Pay invoices

S

hd invoicing - start When Email Invoices is
s start sender email options selected the Invoice Email
Select Invoices Select and email address to send from
Wiew Emails i ici
e Wizard opens to the Invoicing
Finish ender Emal ress imapdummyaccoun mail.com
senserEmail add e Bl _start form. Select the

Email Inveices for Week Ending on | 9/26/2010

Sender Email Address from the

R%d Send test email

drop down menu and the
date in the Email Invoices for
Week Ending On field, then
click Next.

|

*Note — If the drop down menu is blank the "SMTP” Email address needs to be set up in the E menu

Options form.
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tempm%l:eks (continued)

A

hd invoicing - select invoices

In the Invoicing — Select
select invoices

InVOICeS form Choose ,;:::d [Tt Choose the invoices to include in this email run.

the Invoices that will \;:\,;, Ex:::i Groups Available Invoices + select all
. . Finish Branch [®] 1 leffs Company

be included in the Customar

Invoice Email run. et

Invoice Run

Once the Invoice(s)
have been selected,

click Next.

Cancel < Back

In the Invoicing — View

a invoicing - view emails

Emails form the Email
view emails

Start
e S addresses of the
F View Emails - . ..
caenel: | LN | Invoice Email recipients
Finish

2 Eradford, Jeff jeff@tempworks.com W|" be dISp|ayed. TO

remove a recipient,
highlight the line and
click on the [%] button.
Once all of the recipient
- info looks correct, click
Next.

Cancel = Back

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 [2] button. To view the PDF Invoice attachments, double-click on
the document file name.
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tempworks (continued)

From: imapdummyaccount@gmail com
To: jeff@tempwarks.com

Invoice Email

Fl Invoice-5553571.paf

Jeff,

Your weekly invoices are attached to this email. Please contact High Tech Staffing if you have any questions.

Thank you for your business!

*Note — The text of the Email is determined by the Invoice Email Template selected on the Customer

Billing Setup form.

In the Invoicing — Send

ﬁ invoicing - send emails

Emails form click on the

ot send emails

[®] button to send the Select Invoices

View Emails
* Send Emails

Invoice Emails to the Finish

recipients.

The screen will then
update to show the B3 | send invoices Now
progress of sending the

Emails.

Cancel < Back Next >
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software (continued)

f“ invoicing - finish

st finish
select Invoices
View Emails
Send Emails
+ Finish

The Invoicing — Finish form
will appear once the Emails
have been sent successfully.
Click on the Finish button to
close out of the Invoice Email
Wizard.

« Invoices sucessfully sent

a invoicing - send emails

If there are issues with sending

the Emails the Invoicing — Send | ser send emalils
. . 3?;:;::?:5 ‘ The following inveices did not send correctly.
Emails form will come back up | 5=
Finish -

with an error notification on it.
4 Gainers, Gregory  emailtestrecipientgmail com
Address any issues (improperly
formatted addresses, sender
accounts not set up correctly,
etc.)

Then click the (8] button to

send.

% Send Invoices Now

Cancel = Back Next =

E TempWorks Enterprise. 4y [7] == ¥

! Follow up call w/ Jean from Viking I

Creative Solutions (Primary)
ID: 778501

123 Main St

Eagan, MN 55121
(651) 872-7872 x123
~

& % [2|p» tasks calendar email

E ew Assignments . New Message jEﬁ - Q l‘"ﬁ /' =
il view Orders Q erint Preview Invoice Number 5553142-1 Weekend Bill 5/24/2009
- Invoice Date 6/30/2009 Pay Date 6/30/2009
Bl New Order €53 Print /30 fd 130/
B New Custorer Cantact . Owed Balance  Amount Paid
$0.00 ($220.50)

B Gross Profit Calculator B Email Invoice
?‘3 Add Department et item quantity rate weekend date total

7 Reg Hours 500 545.00 4/12/2009 522500
@ viewniap gl view Customer Reg Hours -10.00 $45.00 4/12/2009  ($450.00)

. Create Zero Dollar Invoice  Mark as Do Not Email

M New Task (5225.00)

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

E3 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.

Still Have Questions?
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tempmgj:!(S (continued)

For more information about mass invoice emailing contact our customer support group at 651-452-0366

or by sending an email to support@tempworks.com.

To schedule training on mass-emailing invoices, submit suggestions on how to improve this document, or
to request documentation on other Enterprise functionality please contact out Training Department at

trainers@tempworks.com.
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