b lips and Iricks

How to e-mail Pastel documents and statements

One of the most frequent queries of our Cover customers is how to send
invoices and statements via e-mail. They also want to know whether
the software allows you to send more than one document at a time and
how to set the process up in Pastel. Our call centre receives at least
15 calls a day about this, so we decided to focus this Tips and Tricks
article exclusively on the topic.

E-mailing your Pastel documents and statements is by far the most effi-
cient way to run your business. An immediate benefit is that your invoices
can be sent out that much faster, speeding up payment. It's more secure
and there’s proof of delivery if you activate the read-receipt functionality
on your e-mail system. It also saves paper, postal costs and a whole lot
of hassle. So familiarize yourself with all the tips below to take full advantage
of this feature!

Getting started and understanding your options

From the menu bar, select View, click on Customers, Print Document,
then select a document e.g. Tax Invoice and select your filters (or View
/Supplier/Print Document). You can now select the Print To drop down
menu option. The various choices available when you select Print To
determine where your selected Pastel Accounting document or report
will be sent, one of these being E-mail. Depending on the kind of doc-
ment or report you have selected, the full range of output options are:
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« E-mail: this option e-mails the report as an HTML or PDF attachment.
If you use this option, you need to provide the recipient’s e-mail address.

« Screen: this displays the report on the screen. From there, you can of
course print to the printer.

« Printer: this prints the report to the printer. The system lets you change
the default printer and the default font before you print.

- Microsoft Excel: this opens the report in Excel, from where you can
format, edit and save the report. You cannot use this option if you do not
have a Microsoft Excel compatible program installed on your computer.

« Microsoft Word: this opens the report in Word, from where you can
format, edit and save the report. You cannot use this option if you do not
have a Microsoft Word compatible program installed on the computer.

« HTML File: this outputs the report in HTML format. You can then upload
the report onto the Internet and/or Intranet pages. You can also view the
report in your Internet browser. If you use this option, you need to choose
a folder and enter a file name for the file.

« ASCII: you can export the report into a plain text file for spreadsheet or
word processor import. If you use this option, you need to choose
a folder and enter a file name for the file.

« PDF: this creates a PDF file from the report. You need Adobe Acrobat
Reader to view the file.

e-mail options and e-mail a report
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You are able to do the same in the
Cc and Bcc fields as has been de-
scribed for the To field.

Select Attach to add additional files
that you wish to send. You can send
multiple attachments.

In the Document Attachment field
you can edit the name of the attached
file. The Subject field can be changed.
It defaults to the report/document
name.
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