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Introduction

Achieve Document Delivery refers to the ability to preset destinations for documents that are
sent to business partners. You may choose from the following methods of routing documents:

e Fax (requires MS-Fax, Vsi-Fax, or email to faxing service or software)

e Email
e Internal Message
e Print

e You may choose more than one method at a time, with different recipients. For
example, you may wish to send Purchase Orders by fax to a vendor’s main office, and
also by email to the vendor’s salesperson at a remote location.

e You may establish different routings for different types of documents for the same
customer or vendor. For example, Sales Quotations might be emailed to a purchasing
agent, while A/R Invoices might be faxed to the customer’s accounts payable office.

e You may establish different routings for documents based on the originating contact
person on the document. In this way, orders from different contacts may be sent to
their individual email addresses, rather than sending all orders from a company to the
same destination.

e Achieve Document Delivery allows you to send batches of documents to multiple
business partners simultaneously. For example, you may list all unprinted invoices and
send them by Document Delivery with one command. The system will examine each
one, determine the correct routing, and send each to its assigned destination. By
contrast, the SAP Document Printing program will print multiple documents at one time,
but in order to fax or email, you would need to open each document separately,
determine how it is to be sent, confirm the fax number or email address, and send it
individually.

e After a document has been delivered through Document Delivery, it is marked as

“Printed”. It may be selected for re-sending at a later time, but it will no longer appear
in the list of unprinted documents.
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The following documents are available within the Document Delivery system:

Customer Documents:
Sales Quotation
Sales Order
Sale Confirmation
Delivery
Returns
A/R Invoice
A/R Credit Memo
A/R Down Payment Invoice
Customer Statement
Blanket Agreements - Sales
Freight Control Packing List (if using Achieve Freight Control)

Vendor Documents:
Purchase Quotation
Purchase Order
Goods Receipt PO
Goods Return
A/P Invoice
A/P Down Payment Invoice
A/P Credit Memo
Blanket Agreements - Purchasing
Container Shipment (if using Achieve Container Management)

2|Page Achieve Document Delivery User Guide
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Version 6.5
This manual is specific to Version 6.5 of Achieve Document Delivery, which is distributed in
conjunction with SAP Business One version 9.1 and above. In addition to various minor
enhancements and changes to screen formats, it includes the following new elements:
e Document Delivery for Blanket Agreements
e Document Delivery configuration on marketing documents
e Change logs for the following programs:
o Document Delivery Initialization
o Customer and Vendor Configuration
e Order-To-Cash (OTC) inquiry screens for Customers, Vendors, and Items show

documents of all types related to the specified Business Partner or Item.

See the Achieve One Special Features manual for details of this feature.

3|Page Achieve Document Delivery User Guide
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Location

The Document Delivery programs are located on the Achieve One menu.

Main Menu D D D
Eranches WMSSR, Branch:
manager

Modules Drag & Relate My Maru

{1 Achieve One
B3 Achieve AR Collection
B3 Achieve AJR Fackor
B3 achieve Container Management
B achieve Cross Sell
=7 &chieve Docurnent Delivery
F=r Custarner Delivery
1 Document Delivery Customer Configurs
Sales Quokation
Sales Order
Sales Confirmation

Cielivery

&R Invoice

&

&=

=

&=

[ Returns
B

O A&JR Credit Memo
|

AR Staternents i

Note: There is a separate section for customers and vendors. In each section, the first program
is the setup entry, and the other programs are for delivering specific document types.

4|Page Achieve Document Delivery User Guide
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Setup

Document Delivery Initialization
Administration > Achieve One > Achieve Document Delivery > Document Delivery Configuration

The Document Delivery Configuration screen allows you to set the basic parameters for the
system to utilize Document Delivery.

Header

Document Delivery Configuration x|
Server Mame [To Find Crystal Printers) o ic| @
Repart Path isap9ltest\B1_SHR\CrystalReports

Internal Store Path Visapdltest\Bl SHRYStorage

Server Message

Client Prints (not Serwer Side]

Client Emails [not Server Side)
Conzolidated Emails
Consaolidate into single POF

Client FAXs (not Server Side)

v Create Recards on BP or Contact Addition v

v Set to Print on Created Records

V| Create Activity per Document Delivery |
Sawe Attachment on Activity |

Send zera total Irvaices

Consolidated Faxes Enable Marketing Documnent Configuration v

Client Internal [not Server Side) v Restrict 'Delivery Marne' to BP Contacts

Max Client Records to Process 1]

Sales AR Purchasing &/F Ernailing FAXing

Sales Guatation | Drefault Crystal Report Mone - Drefault Crystal Printer Mone il
Sales Crrder | Drefault Crystal Report Mone - Drefault Crystal Printer Mone il
Sales Confirmation | Drefault Crystal Report Mone - Drefault Crystal Printer Mone il
Drelivery | Drefault Crystal Report Mone - Drefault Crystal Printer Mone il
Returns v Drefault Crystal Repart Maone ¥ Default Crystal Printer Mone *
AR Invoice | Drefault Crystal Report AR Invoicelcalibri) - Ttems.rpt - Drefault Crystal Printer HP4z00 il
AR Credit Merno | Drefault Crystal Report Mone - Drefault Crystal Printer Mone il
AR Staternents | Drefault Crystal Report DD_AR_Staterment(Z).rpt - Drefault Crystal Printer HP4z00 il
Freight Contral L Drefault Crystal Repart Maone ¥|  Default Crystal Printer Mone -
AR Down Payment Invaoice v Drefault Crystal Report Mone - Drefault Crystal Printer Mone il
Elanket Agreemnent | Drefault Crystal Report Mone - Drefault Crystal Printer Mone il

Enter the following information in the header:

Name (to find
Crystal Printers)

Report Path

Internal Store Path

Server Message

Enter the name of a server on which all system printers are
defined. This eliminates problems that may arise if the same
printer is configured with different names on different PC’s.

Enter the path for Crystal Reports report and forms definitions. All

users must have access to this path.

Enter the path where pdf attachment files are to be stored. This

should be different from the Business One attachments folder. All

users must have access to this path.
This field should be left blank unless instructed otherwise by an

Achieve IT consultant. When the Document Delivery Processor is

5|Page Achieve Document Delivery User Guide



Client Prints

Client Emails

Consolidate Emails

Consolidate into Single
PDF
Client Faxes

Consolidate Faxes

Client Internal

Max Client Records to
Process

Create Records on BP or
Contact Addition

Set to Print on Created
Records

Create Activity per
Document Delivery

WULCINICY G

running, this field is automatically populated to prevent a second
instance of the processor from running simultaneously.

Check if printing will occur on client PC’s rather than the server. It
is recommended to uncheck this box to avoid performance
problems on the individual workstation.

Check if email processing will occur on client PC’s rather than the
server. Itis recommended to uncheck this box to avoid
performance problems on the individual workstation.

Note: If you wish to use Outlook as the Email Sending Method, this
must use Client side emails.

Check if you wish to have multiple documents addressed to the
same recipient to be sent on a single email message.

Check if you wish to have multiple attachments combined into a
single pdf file.

Check if fax processing will occur on client PC’s rather than the
server. Itis recommended to uncheck this box to avoid
performance problems on the individual client.

Check if you wish to have multiple faxes addressed to the same
recipient to be sent as a single fax transmission.

Check if you wish to optionally save documents as pdf files without
delivering them.

This field will allow the selection of an upper limit of documents
that can be selected to be processed in one batch by a client side
process. This is to prevent large jobs from consuming all the
resources on an individual workstation. If large numbers of
records are sent, it is recommended to use Server Side processing.
Check if you wish the system to automatically create a new
Document Delivery Configuration record whenever a new Business
Partner or Contact is added to the system. The fax number and/or
email address for the BP or Contact will be used in the
configuration record. (Note: If there is no fax or email address, the
record will not be created).

Check if you wish the automatically created configuration records
to have the Print option selected.

Check if you wish the system to automatically create an Activity
each time a document is delivered. The Activity would reference
the Business Partner, and the delivered document would be a
linked document. The Activity will be set to Closed.

6|Page Achieve Document Delivery User Guide



Save Attachment on
Activity

Send Zero Total
Invoices

Enable Marketing
Document
Configuration

Restrict “Delivery
Name” to BP Contacts
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Check if Activities will be created, and you wish to save the pdf
document as an attachment on the Activity.

Check if you wish to include invoices with zero balance due in the
list of invoices to be delivered.

Check if you wish to enable a tab on all marketing documents for
Document Delivery configuration.

Check if you wish to restrict the delivery recipient names to existing
contacts of the Business Partner.

7|Page Achieve Document Delivery User Guide
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Sales Tab

Sales AR Purchasing AP Ernailing FAXing
Sales GQuatation Drefault Crystal Repart Mane - Drefault Crystal Printer Mane -
Sales Order Drefault Crystal Report Mone - Drefault Crystal Printer Mone -
Sales Confirmation Drefault Crystal Repart Mane - Drefault Crystal Printer Mane -
Dreliveary Drefault Crystal Repart Mane - Drefault Crystal Printer Mane -
Returns Drefault Crystal Report Mone * Drefault Crystal Printer Mone *
AR Invoice Drefault Crystal Repart AR Invoicelcalibri) - Tkerns.rpt - Drefault Crystal Printer HP4z00 -
AR Credit Memao Drefault Crystal Repart Mane - Drefault Crystal Printer Mane -
AR Staternents Drefault Crystal Repart DD _AR_Staternent(2).rpt - Drefault Crystal Printer HP4z00 -
Freight Cantral Drefault Crystal Repart Mane - Drefault Crystal Printer Mane -
AR Down Payment Inwoice Drefault Crystal Repart Mane - Drefault Crystal Printer Mane -
Elanket Agreement Drefault Crystal Repart Mane - Drefault Crystal Printer Mane -

The Sales tab lists the various types of sales documents that may be utilized in the Document
Delivery program. For each document type, enter the following information:

Document Type Check to indicate that this type of document may be delivered by
means of Achieve Document Delivery.

Default Crystal Report  Select the file name of the Crystal Report to be printed for this
document type. Note that the file must exist in the Report Path
indicated in the header.

Default Crystal Printer: Select the name of the printer to be used when printing documents
by means of Achieve Document Delivery. Note that the printer
must be configured on the server indicated in the header.

Note: Document types that are not checked will not appear in any of the document
configuration screens, menus, or delivery screens.

8|Page Achieve Document Delivery User Guide



Purchasing Tab

Sales AR

Purchase Quatations Drefault Crystal Report
Purchase Order

Goods Receipt PO

Goods Return

AP Invoice

AP Credit Memao

Container Managermeant

AP Down Payment Invoice

Default Crystal Report
Drefault Crystal Report
Drefault Crystal Report
Drefault Crystal Report
Drefault Crystal Report
Default Crystal Repaort
Drefault Crystal Report

Elanket Agreement Drefault Crystal Report

Purchasing &P

Mone
Purchase Crder DDurpt
Mone
Mone
Mone
Mone
Mone
Mone
Mone

A A Al A A 4] 4] 4]«

Emailing

Drefaulk Crystal Printer
DreFaulk Crystal Printer
Drefaulk Crystal Printer
Drefaulk Crystal Printer
Drefaulk Crystal Printer
Drefaulk Crystal Printer
DreFaulk Crystal Prinber
Drefaulk Crystal Printer
Drefaulk Crystal Printer

HP4000
HP4000
Mone
Mone
Mone
Mone
Mone
Mone
Mone

WULCINICY G

FAXing

A Al A A4 4] 4|44

The Purchasing tab lists the various types of purchasing documents that may be utilized in the
Document Delivery program. For each document type, enter the following information:

Document Type

Check to indicate that this type of document may be delivered by
means of Achieve Document Delivery.

Default Crystal Report  Select the file name of the Crystal Report to be printed for this
document type. Note that the file must exist in the Report Path
indicated in the header.

Default Crystal Printer  Select the name of the printer to be used when printing documents
by means of Achieve Document Delivery. Note that the printer
must be configured on the server indicated in the header.

Note: Document types that are not checked will not appear in any of the document

configuration screens, menus, or delivery screens.

9|Page Achieve Document Delivery User Guide



Emailing Tab

Sales AR

Ermnail Sending Methad

SMTP Server Mame or IP Address

SMTP Server Login Uzer

SMTP Server Login Passwaord

SMTP Port (25 is standard)

SMTP Encryption Methad

Sawve Cutlook Emails as Draft Only
Use Sutlaak Ernail Signatures

Drefault Email Reply Address

WULCINICY G

Purchasing &/F Emailing FAXing

SMTP -
smtp office 365 com

dblurmkin@achieveits.com

ca7
5L

dblurmkin@achieveits.com

The Emailing tab provides the connection with the email system to be used by Achieve

Document Delivery.

Email Sending Method Select “SAP”, “SMTP” or “Outlook”:

SMTP Server Name or
IP Address

SMTP Server Login
User

SMTP Login Password
SMTP Port (25 is
standard)

SMTP Encryption
Method

Send Outlook Emails
as Draft Only

Use Outlook Email
Signatures

Default Email Reply
Address

10| Page Achieve

SAP
SMTP

Use the SBO Mailer to send email

Use a SMTP server, such as a Microsoft
Exchange server
Outlook Use MS Outlook — all users must use Outlook
If using SMTP, enter the server information.

If using SMTP, enter the login name.

If using SMTP, enter the password.

If using SMTP, enter the TCP port provided by your email
administrator.

If using SMTP, select the Encryption Method provided by your email
administrator.

Check if you wish documents delivered by means of Outlook to be
saved as drafts before being sent to their recipients. Users must
then approve each draft and send it individually.

Check if you which emails created by means of Outlook to use the
default email signature of the Outlook profile.

Enter an email address to be used as a reply to email address.

Document Delivery User Guide
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Sales AfR

WULCINICY G

Purchasing &/ Ernailing FAXing

Email Fax Server Mame efaxzend.com
Fa¥ Sending Method Ermnail Fax Server ¥

WSIFAK Auto Send Path
WSIFAK Process Count
WSIFAK Cower Page Mame

The Faxing tab provides the connection with the fax system to be used by Achieve Document

Delivery.

Email Fax Server Name

Fax Sending Method

VsiFax Auto Send Path
VsiFax Process Count
VsiFax Cover Page
Name

Enter the fax server name, if applicable.
If using an Email Fax Server, this will be the domain the email will
be sent to in the format of faxnumber@faxdomain.com

Select “SAP”, “VsiFax”, or “Email Fax Server”

e SAP Use the SBO Mailer to send faxes

e VsiFax Use the VsiFax program to send faxes

e Email Fax Server

Use the fax server provided by the email program

If using VsiFax, enter the path for sending documents
If using VsiFax, enter the starting count number
If using VsiFax, enter the name of the cover page to use

Note: The use of the faxing feature requires that you purchase, install, and
configure appropriate fax software and modem. The SBO Mailer currently
supports Microsoft Fax® and Symantec WinFax®. You must configure the SBO
Mailer and verify that it is functioning correctly. Alternatively, you may use
VsiFax® or an email fax server.

11|Page Achieve Document Delivery User Guide
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Subject and Body Fields
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Administration > Achieve One > Achieve Document Delivery > Subject and Body Fields

Subject And Body Fields
Cracurnent Header Fields

Field Marme

#

Crac Mumber

EBP Marne

Feferance Mumber
Crocument Total

Posting Crate

Uzer Defined Field Route

R T, I SR TTR W

Ok, | | Carcel

Drocurnent Line Fields

Card Code Fields

SoL Field Mame

Contact Fields

I

Ermployes Fialds

CrocMurn -

CardCade b

MurnakZard b

DocTatal -

CrocCrate i

U_AIS_Faoube A
-

Address Address -

Address2 Address2

AgentCode AgentCode

Agrio Agrto

AlEazeEnt AltEazeEnt

AltBazeTyp AltBazeTyp

AnnlrCreck AnnlrmDeck

AigqesTan AgesTan

AgosTaxFC AgosTaxFC

AgqesTanSC AgosTan5C

AssetDate AssetDate

AtcEntry BrcEntey

AtDocType ADocType

Attachrent Attachrnent

AuthiZade AuthiZCade

AutoCrtFlw AubaCrtFlw

BarkCode BarkiCode

Basefrnnt Basefrnnt

BazefrnntFC BazefrnntFC

The Subject and Body Fields screens allow you to create printing variables for the subject and
body of email deliveries. Any field that needs to be referenced must be defined so that the
system can substitute the correct information from the document that is being delivered. See

the following section for more information and examples.

In order to create the variables, select the appropriate tab, enter a field name, and then select

the corresponding SQL field name from the drop-down list.

See the Appendix to this manual for examples of settings on these tabs.

12|Page Achieve Document Delivery User Guide
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Subject and Body Entry

Administration > Achieve One > Achieve Document Delivery > Subject and Body Entry

Subject and Body Entry ' [m]' E3

Sales AR Purchasing &/F

General Sales GQuatation Sales Order | Sales Confirmation | Deliwery | Returns AR Invoice | AR Credit Memo | AJR Statements | Freight Contral | Elanket Agreement
Sales AR A/R Invoice

=Campary Mame= Invoice =HeaderTable DocHur =

Subject

Dear <BPContactTable.Mame=,

Please find the Invoice Mumber =HeaderTable DocMum= attached, in the amount of =HeaderTable DocTotal=, This is in reference to
wour docurnent =HeaderTable MumAtCard =, Please note that the Due Date for this Invoice is =HeaderTable DocCuebate =,

Thank you for your business!
Sincerely,

=lzer Marne =
Body

Crverridable [w]

Ok | | Cancel | | Test

The Subject and Body Entry program allows you to create standard text that will print in the
subject and body of emails, or on the cover sheet of faxes. You may type any text you wish, up
to 256,000 characters in the subject (if using SBO Mailer, restrict to 50 characters) and 256,000
characters in the body. If you want to include information that is specific to the Business
Partner or the document that is being delivered, you may use the variables that were defined in
the Subject and Body Fields screens described above. Each variable must be enclosed in < >
brackets. See the example above. (Note that you may use a right-click to bring up a list of
available fields.)

Check the “Overridable” box if the user may change the text at the time of delivery.

When delivering documents, the system will check first to see if text exists for the document
type being delivered. If it does not find any, it will use the text on the “General” tab.

13|Page Achieve Document Delivery User Guide
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Note: There are separate tab sets for Sales and Purchasing documents. Only document types

that were checked on the Document Delivery Initialization will be shown.

Achieve One System Message E

Body: l;;j)

Dear Def Contact 1D,

Pleaze find the Invoice Murber 10000 attached, in the armount of &80, This is in reference

to wour docurnent | Plaase note that the Due Date For this Invoice is Dec 2 2014,
Thark, wou For wour business!
Simcerely,

manager

14|Page Achieve Document Delivery User Guide
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Customer Configuration

Achieve One > Achieve Document Delivery > Customer Delivery > Document Delivery Customer

Configuration

Document Delivery Customer Configuration (] E3

Customer
Marne
Contact
Priatity

Create Activity per Document Delivery

Save Attachrnent on Activity

JEEE00

John Deere
EP Default
Maormal Priorit

General | Sales Quotation | Sales Order | Sales Confirmation | Delivery | Returms | AR Inwoice | AR Credit Memo | AJR Statements | Freight Comtrol | Blanket Agreement

#  Mamne Int,

1 Ilohn Deere

Ernail  E-Mail Address Fax  Fax Ma, Print  Printer Mamne

| BREmail@amail.com || SE5-5EE-GEGE Ll Hone -

O | | Cancel |

| Add Row | | Create Dafaults

This screen allows you to enter standard document delivery methods for each customer. All of
the tabs are identical.

The General tab provides default settings for the customer. It will be used for all documents,
unless overridden for a specific document type by one of the other tabs. Information on all

tabs is entered in

the same way. Note that only the General tab is required; use other tabs only

if they are exceptions to the routing on the General tab.

In the header section, enter the following:

Customer:

Name:

Contact:

Priority:

15| Page Ach

Enter the customer code
The customer name is automatically shown

Select one of the contacts for the customer, or select “BP Default” to
create a default record that will apply to all contacts of that customer

Select Low, Normal, or High priority

ieve Document Delivery User Guide
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Create Activity Per Document Delivery: Check if you wish to create an Activity for each
delivery.

Save Attachment on Activity: Check if you will create Activities and wish to save the
delivered document as an attachment
Enter one or more rows to determine the delivery destinations:

Enter the contact name for the document transmission. Then check one or more of the routing
options, and enter the appropriate information.

e Internal: suitable only for employees of the company — provides a system alert
e Email: enter an email address for the document to be sent as an attachment

e Fax: enter a fax number for the document to be sent (Note: this requires faxing
software)

e Print: select a system printer

Other settings may be entered for the specific document types that were checked in the
Document Delivery Initialization.

16 |Page Achieve Document Delivery User Guide
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Vendor Configuration

Achieve One > Achieve Document Delivery > Customer Delivery > Document Delivery Vendor
Configuration

Document Delivery ¥endor Configuration ]3|
Wendaor M1010
Mame M Wire Got what You Meed Inc,

Contact EP Default
Prictiby Marnal Pricrity hd

Create Activity per Document Delivery

Save Attachment on Achivity

General Purchase Order Goads Receipt PO Goods Return AP Invaice AP Credit Marno Container Managament Elanket Agreerment

#  Mame Ink, Ernall  E-Mail Addrass Fax  Fax Mo, Print  Printer Marne

BREmail@wgwyn.com L ¥ Mone

1

Ok | | Cancel | | Add Row | | Create Defaults

This screen allows you to enter standard document delivery methods for each vendor. All of
the tabs are identical.

The General tab provides default settings for the vendor. It will be used for all documents,
unless overridden for a specific document type by one of the other tabs. Information on all
tabs is entered in the same way. Note that only the General tab is required; use other tabs only
if they are exceptions to the routing on the General tab.

In the header section, enter the following:

Vendor: Enter the vendor code
Name: The vendor name is automatically shown
Contact: Select one of the contacts for the vendor, or select “BP Default” to create

a default record that will apply to all contacts of that vendor

Priority: Select Low, Normal, or High priority

17| Page Achieve Document Delivery User Guide
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Create Activity Per Document Delivery: Check if you wish to create an Activity for each
delivery.

Save Attachment on Activity: Check if you will create Activities and wish to save the
delivered document as a attachment
Enter one or more rows to determine the delivery destinations:

Enter the contact name for the document transmission. Then check one or more of the routing
options, and enter the appropriate information.

e Internal: suitable only for employees of the company — provides a system alert
e Email: enter an email address for the document to be sent as an attachment

e Fax: enter a fax number for the document to be sent (note: this requires faxing
software)

e Print: select a system printer

Other settings may be entered for the specific document types that were checked in the
Document Delivery Initialization.

18| Page Achieve Document Delivery User Guide
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Creating Configuration Records

As indicated in the preceding sections, customer and vendor configuration records may be
entered manually, by using the ADD mode in the configuration screen. However, it is also
possible to create the records in a more automated way.

Individual Record Creation

You can create customer or vendor configuration records from the BP Master screen.

: Business Partner Master Data x|
Caode Manual 20000 Custorner ¥ Local Currency x =
Marne Centerport Compaonents Account Balance 101.25 I
Foreign Mame Delivaries 11,119.50
Group Customers il Orders 8,706,45
Currency US Dallar | Opportunities
Federal Tax ID FedTxID1 Rental Orders 0.00

General Contact Pergons | Addresses | Payment Terrns | Payment Run | Accourting | Properties | Remarks | AR Collection | Attachmerts
John Smith Cantact ID L=
Susan Jones First Marne
Define Maw Middle Marne

Lazt Mamne

Title

Pasition

Address

Telephone 1

Telephone 2

robile Phone

Fax

E-Mail sjones@gmail.com

E-Mail Group -

Pager

Rernarks 1

Rernarks 2

Passwaord

Portal Login 1D bt
Set as Default | | Doc Delivery ck Sending Marketing Cantent El

tive

Note: On the Contact Person tab, highlight one of the contacts. Then click on the
“Doc Delivery” button. The Document Delivery customer or vendor configuration
screen will open. If a record already exists for the selected contact person, it will
be displayed. If a record for that person does not exist, it will be created, using
the email address and/or fax number from the contact record. Only the General
tab is entered.

19| Page Achieve Document Delivery User Guide
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Document Delivery Customer Configuration ] |

Custamer 20000
Mame Centerpart Components

Contact Susan Janes

Priarity Marmal Priarity =
Create Activity per Dacument Delivary

Save Attachment an Activity

General | Sales Quatation | Sales Order | Sales Confirmation | Delivery | Returns | AR Inwoice | AR Credit Memo | AgR Statements | Freight Contral | Blanket Agreement

#  Mame Int, Email E-Mail Address Fax Fax Mo, Print  Printer Mame

1 Susan James v|  sjones@gmail.com [ Hame -

Ok | | Cancel | | Add Row | | Create Defaults

Note: The record is added automatically, but you may edit it as needed.

Create records for all Business Partners

When you are first beginning to use Achieve Document Delivery, you may have hundreds or
thousands of customers, vendors, and contacts already in the database. If you are confident
that the contact names, email addresses, and fax numbers are correct and up-to-date, you may
perform a one-time mass creation of Document Delivery customer and vendor configuration
records.

On the customer or vendor configuration screen, click on the “Create Defaults” button. The
system will scan all of the business partner records, and create configuration records for each

one.

e One BP Default record will be created for each business partner. It will include the email
and fax information from the General tab of the BP Master.

e One record will be created for each contact person. It will include the email and fax
information from the contact record.

e Only the General tab of the configuration records will be populated.

e If an email address exists, it will be checked. If a fax number exists, it will be checked.

Note: Running this program will remove any existing BP configuration records. Do not
run it if valid records already exist, unless you want them to be replaced by the default
records.
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Create Records for New Business Partners and Contacts

If you have selected “Create Records on BP or Contact Addition” in the Document Delivery
Configuration, the system will automatically create a customer or vendor configuration record
whenever a new business partner or contact is added to the system. As in the Create Defaults
procedure, only the General tab will be populated.

If you have selected “Set to print on created records”, then the Print option will be checked on
the records that are automatically created.

Marketing Document Configuration

If you have checked “Enable Marketing Document Configuration” in the Document Delivery
Initialization, then all marketing documents (i.e., sales and purchasing documents) will contain
an additional tab. You may enter recipient information on this tab, relevant to this document
only. This is optional, leaving the tab blank uses the BP or Contact defaults. Completing this tab
overrides the defaults. Recipients listed here will receive the document in place of the
recipients on the customer or vendor configuration.

A/R Invoice ' |3
Custormer 465500 Mo, Prirnary 10011

Marne John Deere Status Open

Contact Person Dref Contact 1D hd Paosting Crate 121015

Custorner Ref, Ma, best-121015-11:12 Due Date 12/15/15

Local Currency hd Drocument Crate 121015

Ship Req Dac Murm

Branch Marth Branch Reqg, Ma. 22222
Contents Logistics Accounting Drocument Celivery Attachments
# Mame Report Int., Email E-Mail Address Fax Fax Mo. Print  Printer Mame
1 Mone - Mone -
Sales Emplaoyee Lan hd Total Before Discount £ 23,00
Crwner Discount ki
El Total Doven Payrnent
Fraight
Rounding
Tax
Payment Order Run Total £ 23,00
Fernarks “azed On Sales Orders 10484, Applied Amaount $ 150
Bazed On Deliveries 10257, Ealance Due £ 2150
Ik | | Cancel Zopy From Copy To P
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Note: Once entries are made on a marketing document, they will be copied to any target
documents that are created. For example, if a recipient is entered on a Sales Order, it will also
appear on the Delivery and A/R Invoice that may be copied from the Sales Order. If you do not

want the same recipient on a target document, you must remove or change it after the target is
created.

Target documents created by means of the Document Generation Wizard will also carry the
Document Delivery configuration from their base documents.
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Each document type is delivered from a separate screen. See the menu selections for Achieve
One > Achieve Document Delivery > Customer Delivery or Vendor Delivery.

All document-type screens are identical. The A/R Invoice delivery screen is shown for

illustration.

A/R Invoice

Customer

Marne

Contact
Wrarehouse
Cocument Status

EP Default
Port Jefferson, MY
UnPrinted Docurments

4

Paosting Drates
Docurnent Dates
Fax Cnly

Email &nly

To
To

Dacurnent Custarmer Conkact Marne N are Created By Enty Drake Cracurmnent Cate
1 10006 20000 John Smith Centerport Components 01 ian Mow 11 2015 Mow 11 2015
2 10007 20000 John Smith Centerport Components 01 ian Mow 11 2015 Mow 11 2015
3 10008 20000 John Smith Centerport Components 01 ian Mow 13 2015 Mow 13 2015
4 10009 20000 John Smith Centerport Components 01 ian Mow 16 2015 Mow 16 2015
Deliver To Contact Contact from Document bl
Ernail Address to Send |
FAx Mumber to Send

Canicel Add Row | | Select Al | | Print Selected | | Deeliver Selectad | | Set Az Printed

Search | |

]|
120115

Drocurnent Arncunt

5,50
550
13.00
E.50

In the header section, enter any relevant criteria for the documents you wish to deliver.

Customer/Vendor:

Name:

If you wish to deliver documents for a single Business Partner
only, enter the code for the customer or vendor (depending on
the document type). You may use TAB or the Search button to
search for the code. If you wish to deliver documents for multiple
Business Partners, leave this field blank.

The customer or vendor name will be displayed.
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Contact: If a single Business Partner is selected, you may choose from a list
of that BP’s contacts, or you may choose “BP Default” to include
all contacts. If the Customer or Vendor field is blank, then only
the “BP Default” selection is available.

Warehouse: Select a single warehouse or “All Warehouses”. Note that service-
type documents do not have a warehouse designation and
therefore cannot be included when a specific warehouse is

selected.
Document Status: Select the status of the documents to be displayed:
o All
e Closed
e Open
e Unprinted
e Open and Unprinted
Posting Dates: If desired, enter a range of posting dates to be included.
Document Dates: If desired, enter a range of document dates to be included.
Fax Only: Check if you wish to include only documents where there is a fax
option.
Email Only: Check if you wish to include only documents where there is an

email option.

Make the following selections in the fields at the bottom of the screen:

Deliver to Contact: Select the contact to deliver to. Note that different contacts may
have different delivery configurations (*see note below).
e BP Default
e Contact from Document

Email Address to Send: If you wish to override the email addresses in the configuration
for the Business Partners or Contacts, enter the desired email
address in this field.

Fax Number to Send: If you wish to override the fax numbers in the configuration for

the Business Partners or Contacts, enter the desired fax number
in this field.
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*Note: “Deliver to Contact”: Achieve Document Delivery allows two different methods of
setting delivery criteria.

e You may specify recipients according to the contact person on each document —in other
words, if a customer has three different contact people who all receive Sales
Quotations, each one may require that they receive their own quotations at their own
email addresses. If this is the case, you must have a separate Customer Configuration
record for each contact, specifying each contact’s information for receiving quotations.
You should select “Contact from Document” when sending a batch of documents.

e Alternatively, it may be that all documents of a particular type should go to the same
recipient, regardless of who the contact is on each document; for instance, all invoices
might go to the same Accounts Payable department, even if they result from quotations
and orders by different contacts. If this is the case, you must have a Customer
Configuration set as “BP Default” for the customer which provides the generic delivery
information for the customer’s company. You should select “BP Default” when sending
a batch of documents.
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Once the criteria have been entered, click on the “Search” button. The screen will display all
documents that meet the criteria.

Click on one row to highlight it, or use the Shift or Control key to select multiple rows. You may
also use the “Select All” button. You may then do any of the following:

1. Use the “Print Selected” button to make printed copies of the selected documents. The

3.

documents will be sent to the user’s default printer.

Use the “Deliver Selected” button to utilize the Document Delivery setups to send each
document to its preset destination. The system will perform the following functions for
each document

Determine the Business Partner

Determine the Contact

Determine if there is a Document Delivery Configuration record for the BP and
Contact

Determine if there is a Document Delivery setup for the specific document type
If there is a specific routing for the document type, the system will use those
instructions to email, fax, and/or print the document

If there is no specific routing but there is a general routing, the system will use
the general instructions to email, fax, and/or print the document

If the selection “Deliver to Contact” is set to “Contact from Document”, then the
above steps will apply to the configuration for the contact of the document;
otherwise they will apply to the configuration for BP Default contact for the
Business Partner.

If there is no Document Delivery record, or if there is no routing that applies to
this document type and/or contact, then the system will print the document to
the user’s default printer.

If it is not desired to send or print the selected documents, but you do not wish them to
keep appearing on the Unprinted list, use the “Set as Printed” button to mark them as
printed without actually printing or delivering them.

If you wish to re-send a document that has already been marked as printed, do not
select the “Unprinted” option. You may use the “Open” status, or you may designate
one or more specific document numbers.

After entering the business partner and warehouse in the header, click on the
“Add Entry Row” button. The cursor will appear in the first row of the matrix.
Enter the document number in the second column, or press TAB to see a list of
documents for the business partner.

You may enter as many documents as you wish, then select them and follow the
procedures above.
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Individual Delivery

Achieve Document Delivery may be used to deliver individual documents, as well as batches.
To do so, follow these steps:

1. Openthe document on the screen. Note that the document may be open or closed,
printed or unprinted.

2. Right-click on the document. The right-click menu includes an option for Document

Delivery.
A/R Invoice (] £
Cusharmer 465500 Mo, Primary 10011
Mare Jobn Deere Statuz Cpen
Contact Person Dref Contact ID d Posting Date 121015
Customer Ref, Mo, test-121015-11:12 Due Crate 121515
Lacal Currency - Drocument Date 121015
Cancel
Duplicate
Eranch Morth i pa2
Duplicate Tao 4
T External Serial Mumbers
Conbents Logistics Accounting Drocurnent C
' Document Delivery
; -
Il SerriceNlype Ltem EQ Rental Invoice Serial Number Report  [-2ommary
#  Item Mo, Quankity Uit Price Disc... TamwC.., X C a5 Dimensi...
Irvoice Log Repork
i ITEMOOZ 1 23.00 0,000 EX
* £ Base Document, .
Row Details. ..
[ews Ackivity
<“ Payment Means...
EL  gross Profit...
il Yolume and Weight Calculation, ..
7 Packing slip '
Opening and Closing Remarks
Irventary Posking Lisk
Sales Employes Tan l ik
Related Activities $23.00
Cwner
Transaction Journal,,
[l Journal Entry
Applied Transactions
y Related Opportunities
Payrnent Crder Run
v Reelationship Map,.. £ 2200
Rermarks Sased On Sales Orders 10484, — § 150
Based On Deliveries 10257, B — £2150

ok | | Cancel Copy From Copy To a@
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3. When Document Deliver is selected, the system performs the procedures described for
batch delivery, to determine the appropriate email and/or fax destinations. The
following screen is displayed.

Document Delivery On Demand A;/R Invoice ' [m]' E3

Crystal Report Drestination,Ta
Print
Ernail

AR Invoicelcalibri) - Therns.rpt -
AR Invoicelcalibri) - Therns.rpt il email@darmain.com
AR Invoicelcalibri) - Therns.rpt - 222333444

Fax

Meszage Subject

Meszage Body

4. You may check one or more of the delivery options to indicate the delivery method. You
may also change the report definition, email address, and/or fax number. You may use
the default text for subject and body or enter an override text.

5. When all options are correct, click on “Send” to deliver the document.
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Document Delivery History
Achieve One > Achieve Document Delivery > Document Delivery History
The Document Delivery History allows you to see a log of Document Delivery activity within a

given date range. You can view deliveries that were completed, unprocessed, or had errors.
You can also use this screen to send, resubmit, or suspend deliveries.

Cutput Device: Output Typs  Submitted Date  Process Started  Started Time  Process Completed  Completed Time  Process Error  Subject Consolidated

7103 aone 1nve agzs00 R - Ttems apt EmanL 120115 12115 111028M 130115 11:028M 131 Test Mo WS USA Tnvoice 20004 ] -
218 10 20005 Inve 65500 AR - Ttems rpt EMAIL 12/01/15 1201715 11:024M 12/0L715 11:024M 4191 Tesk No WMS USA Invaice 20005

23 i 20006 Inve “B5500 AR - Ttems rpt EMATL 12/01/15 12/01/15 11:024M 12/0A5 1H:024M A1 31 Test No WMS USA Invoice 20006

oo mw . P = et e opys ns moaw s L1c2am 4191 Test o WS USA invos 2000

221 15 20010 In: 65500 AR EMAIL 12/01/15 1201715 11:024M 12/0L715 11:024M A191 Tesk No WMS USA

222 - 116 20011 In: “B5500 AR EMATL 12/01/15 12/01/15 11:024M 12/0A5 1H:024M AL 31 Test Mo WMS USA

moow  wn . P = e opys ns moaw s L1c2am 91 Test o s L

224 19 20012 In: 65500 AR EMAIL 12/01/15 1201715 11:024M 12/0L715 11:024M A191 Tesk No WMS USA

225 113 20014 In: 465500 AR EMATL 12/01/15 12/01/15 11:0284M 12/ A5 11:024M A1 31 Test No WMS USA

woom ww P = e mpys ms o s fre) A8 Test o i LS

227 126 20020 In: 65500 AR EMAIL 12/01/15 1201715 11:024M 12/0L715 11:024M A191 Tesk No WMS USA

28 . 44 10043 In: 470000 AR EMATL 12/01/15 12/01/15 11:0284M 12/ A5 11:024M A1 31 Test No WMS USA

wsoom mes . comnz = e mpys ms o s fre) A8 Test o i LS

230 14 20018 In: 00012 AR EMAIL 12/01/15 1201715 11:024M 12/0L715 11:024M A191 Tesk No WMS USA

23100 125 20013 Iy o001z AR EMATL 12/01/15 12/01/15 11:028M 12/01415 11:028M 131 Test No WMS USA

® o men comnz = et e mpys ms o s fre) 191 Test Mo WM USA Invois 2031

p==lee Ul 10079 Inve fatle) dennis. AR - Ttems rpt EMAIL 12/01/15 1201715 11:024M 12/0L715 11:024M 4191 Test Mo WMS USA Inveice 10079 1 i

Dy | [ Goneal | [ seciwl | [ ressbmi | [ _sond | [_sed

Enter the starting and ending dates, and select the type of history you wish to see. Then click
on “Display”.

Once the list of documents is displayed, you can select one or more lines and use the
“Resubmit”, “Suspend”, or “Send” buttons.

Note that during a submission to server side processing, once the server processor picks up the

document it will be in the Errors queue until it is successfully completed or the message cannot
be sent and the Process Error is updated.
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Appendix: Subject and Body Fields

The following illustrations provide examples of Subject and Body field setups. You may select
additional or alternative fields, if you wish.

Document Header Fields

[ Dacument Header Felds DocumentLine Fields |  Card CodeFields |  ContactFields | Employee Fields |

#  Field Name SGL Field Marne

1 Customer Hame CardMame ~[=]
2 Customer Code Cardode M

3 Date Entered DocDate M

4 DueDate Docbuebate -

5 Document Mumber Dochum M

& Document Total DocTotal M

7 Salesperson Code SipCade -

s -

Document Line Fields

| Document Header Fialds DocumentLine Fields | Card CodeFields | ContactFislds | Employee Fields |
# | Field Name SGL Field Mame
1 Ttem Mumber ItemCade - =]
2 Qty Ordered Grdereddty -
3 Unit Price Price -
4 -
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Card Code Fields (Business Partners)

Document Header Fields | Documert Line Fields | Card Code Fields Contact Fields | Employee Fields
#  Field Mame SGL Fiald Mame
1 Company CardMame [ =]
£ Address Address -
3 Gty ity =
4 State Statel -
5 zZp ZipCode -
& Customer Code CardCode -
7 Balance Balance -
g -
-

Contact Fields

Document Header Fields | DocumentLine Fields | Card Code Fields Contact Fields Employee Fields
#  Field Mame SGL Field Name
1 First Mame FirstHame ==
7 LastMame Lasthiame v
3 Mame Mame -
4 E-mail E_MailL b
5 -
. v
-
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|

| DocumentHeaderFields |  DocumentlineFields |  Card CodeFields | CorfactFields | Employee Fields
#  Fiald Name SGL Fisld Marne
1 Phone Extersion officeExt - |[&]
2 v
-
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Appendix: Setting up Users for Office 365

When working with a subscription email service such as Office 365 the email authorization is
often required at the user level. This authenticates to each email address and avoids having to
create an account that has the send on behalf of permissions for each and every email address.

To configure a user to be able to send via SMTP when user level credentials are required, you
will use the User Defined field on the Users — Setup

Users - Setup [=I0T] || « [ »] [General -
[v] Superuser [ mobile User SMTP Login User Mame
Uszer Code manager
Eind with Microsoft Windows Accourt ||
User Mamne rmanager
Ermoloves kil
E-Mail pshukla@achieweits .com
oo SMTP Login User Password

Mabile Device ID
Fax
Diafaults

Eranch Main -

Crepartrient General -
Autharization Graups El Edit Gate Entry es -
QC Inspector Yes i
Language » QC Disposition Autharity Ves i
Password il El Store User -
Password Mever Expires Can Run Confidential Payrall *
Change Password at Mext Logon Limit Shipping Requests Mo -
Rermernber Last File Saarch Path fes h
Locked .
File Search Path Ciernp

Enable Setting Integr ation Pack ages

(s14 | | Cancel | | Zopy Form Settings

Complete the SMTP setup in the Document Delivery Configuration such that the system knows
the SMTP Server, Encryption Method and Port. The Username and password will be overwritten
by the SMTP Login User Name and SMTP Login User Password field from the signed in SAP user
record. Note that the email address on the user should also match to avoid any email server
issues.
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