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Sending Invoices to Customers via Email

SedonaEmail is a new feature for SedonaOffice that provides functionality for sending email versions of invoices to
your customers. The invoice that the customer receives is embedded directly into the email so you need not worry
about firewall or anti-virus software, blocking the email due to attachments. The design is based on the Bridgestone
Standard invoice form and provides for a presentable invoice format with plenty of information.

Setting Up SedonaEmail for Use

When you are ready to implement SedonaEmail, you need to contact support to arrange for activation of the feature.
The SedonaOffice staff will configure the connection from your system to the email servers and provide the necessary
credentials for login. Once the system is set-up, no further configuration needs to be done.

Providing Email Functionality to Your Employees
SedonaEmail provides two permission levels in User Group setup: “Single Email Invoice” and “Batch Email Invoice.”
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As the names imply, “Single Email Invoice” gives a user access to all of the single email functionality in the invoice
display and “Batch Email Invoices” gives a user access to the Batch sending routine from the main A/R Tree. These
permissions are exclusive, so any user that requires rights to perform both of these activities will need both boxes
checked! Once you have checked the appropriate boxes for a User Group, anyone in that User Group will have access
to these features.

Configuring a Customer to Receive Emails

Email addressing and Email preference are controlled by the customer’s bill-to record.
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Emails designated for this customer will default to the email address entered in the indicated space. If this space is
blank, the customer will not be eligible for emailing of invoices! The “Email Invoices” check box sets the preference for
whether this customer will receive invoices via email. If the box is checked, all invoices created for this Bill-to will start
with the “In Email Queue” setting checked. This setting has no impact on whether the customer receives paper invoices.

*IMPORTANT*

Each bill-to record on a customer is treated separately so you must enter the email address and decide the email
preference for each bill-to record.

Single Invoice Emailing

If the user has permission to “Single Email Invoice”, the invoice screen will appear as pictured below showing the Single
Email button and the Email History Button.
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Clicking the Email Invoice button brings up the following screen:
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From here you can review and edit the destination email address listed in the “To” section. The default value of this
address is taken from the set-up of the bill-to record associated to the invoice. You can add multiple recipients by
separating additional email addresses with a comma. Note in the above screen this invoice will be sent to
JimM@SedonaOffice.Com and JimM@PerennialSoftware.Com!

Template

This is the invoice template that the email server will use to build the contents of the email sent to the customer.
Currently there is only one template available.



Subject

The default subject is the company and the invoice number. You can edit this as needed.

Additional Notes

This space is provided so that you can include a specific note associated to this email. The note will display at the top of
the email, prior to the invoice section.

Once you are satisfied with these entries, you click SEND to finish or CANCEL to abort. If you click SEND, the system
will write a confirmation that the email went out successfully.

Finished sending 1 message for Invoice #279295, ¢

If you receive an error, the error message will indicate the issue. You may need to contact SedonaOffice Support for
assistance with any issues.

Below is an example of the invoice that went out as a result of the above process:

Here is the email copy of your invoice that you requested. This is seriously past due, please pay ASAP!!!! If you have any questions, please call
Jim at 734-414-0760

Invoice #279295 on your account for Contracted Services (10/1/2015-12/31/2015).

Summary of Current Invoice

SedonaSecurity Invoice
417 Forest rd Customer Abc Glass Company
Plymouth, MI 48170 Customer Number . 10111
7344140760 Invoice Number 279295
Invoice Date 10/1/2015
PO Number
PAYMENTS APPLIED THRU 03/17/2017
Job / Service Ticket #

CURRENT CHARGES

Description Amount
Abc Glass Company, 37-43 Sullivan Street, Detroif, M/

Inspection Contract 75.00 225.00
3 Monitoring 77.50 232.50
3 Service Contract 37.50 112.50
3 Monitoring 77.50 232.50
Subtotal: 802.50
Tax 37.79
Payments/Credits Applied (0.00)
Invoice Balance Due: $840.29

IMPORTANT MESSAGES

Message that will print on Std and bridges invoice

Note the Additional Message printed at the top of the email! Once you send the email, you can click CANCEL or the X to
leave the email screen.

Email History

If you click the Email History button, the below will display.
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This provides a listing of all email attempts made for this invoice. As this feature develops, additional messages from

the email server will be displayed, including whether the email was viewed by the customer!

Add/Remove Invoice from Email Queue

All users that can edit invoices have the ability to add or remove an email from the Email Queue.
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Batch Emailing of Invoices

If the user has permission for “Batch Email Invoices”, they will see the below option on the main SedonaOffice tree
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-] Credit Mema
(\sﬁ Cycle Invoicing
EFT Processing
5 Finance Charge
1| Invaoicing
------ | Make Deposit
----- ﬁ Payment Processing
----- Print Invoices
----- [ eateh Emnail Invoices ¢
------ \_\] Staternents
------ £d Credit Off Invoices
=_@ Unapplied Cash/Credit

Double clicking this option will take them to the following screen:
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This is the Invoice Email Queue! All batch emailing of invoices takes place from this window and the items that show are

populated based on the filters chosen.
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Master/Standard

You can select to filter Master Account Invoices, Non-Master Account Invoices or Both by clicking this button.

Invoices All/In Email Queue

This button switches the filter between items with “In Email Queue” checked and those that do not.

No Charge Invoices

If these are excluded, any invoice with a balance = $0 will not display.

Commercial/Residential

You can choose commercial customers, residential customers or both.

Invoice Type

Cycle, Service, Jobs, Other

Customer Type



Select the customer types you would like to include. The default is all.

Customer Group

Select the customer groups you would like to include. The default is all.

Single Master Account

Allows you to select all invoices associated with a particular Master account.

Branches

Select the branches you would like to include. The default is all.

Date Range

Checking this box allows the user to restrict the invoice selection to only invoices dated within this range.

Invoice Number Range

Checking this box allows the user to restrict the invoice selection to only invoices numbered within this range.

Bill-to/Contact Email

Switching this feature determines whether to use the email address associated to the bill-to address or the email
address associated with the contact. In cases where the contact is not provided or the email address for the contact is
blank, the bill-to email address is used.

Format Type

Currently, “Invoice” is the only option.

Send to Email

When you check this box, you are provided with a box to input an override email address. All emails sent while this box
is checked are sent to the override email address instead of the designated email address. This is highly useful for
testing and when emailing invoices internally.

Column Filters

Each column provides the functionality to sort by that column and filter the items displayed based on the settings you
choose within that column.

Populating the Email Queue

Once you have your filters set, click the GET INVOICES button. This will populate the invoice listing using the filters
selected. If you decide that you need to change any filters, simply change the filter settings and then click GET
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Found 224 invoices.

Once the list is populated, you can check the associated box to email that invoice. If you want to check all, simply check
the very top box and the system will check all. If you need to uncheck all, you can uncheck that box (if all are checked) or
check and then uncheck the box to clear everything.

Once you have the desired invoices selected, you initiate the email process by clicking SEND.

Send |

ACH Pending | ACH Status | Bill Ernail Ermail Invoice

[ ] i w1 [ ] e

The system will prompt you to confirm that you are ready to email the selected items.

Ready to email selected (&) invoices with Format type INVOICE,
Sending invoices ko email address: JimM@3Sedonadffice, Com
Click O to proceed...

QK |

Click OK to continue or CANCEL to abort.

Once the emails are sent, you will get a confirmation screen indicating the success rate. If there are items that failed,



you can review the log to determine why the item failed.

Sending invoice(s) completed [ %]

Sending invoices) complated,
6 Selected
6 Sent
0 Skipped {invalid email address)
0 Failed

When you are done with emailing invoices, simply click the X in the upper right hand corner to exit.



