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INTRODUCTION

This service pack introduces a new feature which provides the ability to deliver S.O.P. Invoices
and Credit Notes via email.

The following should be noted:

In addition, “investment companies” must state in their emails that they are investment

The emailing of invoices/credit notes is an automated process and forms part of the
standard invoice/credit note print run, i.e. the user is not forced to run multiple
invoice/credit print runs to select those customers for which invoices are to be printed and
those for which they are to be emailed.

Pro forma invoices are not emailed.
The emailing of invoice/credit notes is a customer based setting.

The invoice/credit note is emailed as an attachment (in pdf format) rather than being built
into the body text of the email itself.

It is possible to specify the backdrop to be used for the invoice/credit note (at system
level). It should be noted that the settings in the Invoice/Credit Note Layout for Company
window (which is in the Invoicing Section of the SOP Parameters) have no affect on the
format of invoices and credit notes delivered via email.

Standard backdrops (landscape format) for invoices and credit notes (in both triple and
single column format) have been created and are available for download from
http://www.global3000.co.uk/pub/global3000/6.0/sop invoice and credit backdrops.zip

Each invoice/credit note results in a single email, e.g. if a customer has 25 invoices they
will receive 25 separate emails.

It is possible to specify up to five other files to be added as attachments to each emailed
invoice/credit note. This allows marketing material or other documents (e.g. Terms and
Conditions etc) to be sent with each emailed invoice/credit note.

If an invoice or credit note is delivered via email it will not be physically printed. The
ability to produce printed copies of emailed invoices/credit notes has been provided in
the form of an additional prompt in invoice/credit note print which is available when
reprinting invoices or credit notes.

Delivery of invoices/credit notes via email requires an up-to-date copy of either PDF_In-
The-Box or All_In_The Box to be present on each GX client used to perform the
invoice/credit note generation.

Sections 349 to 351 of the Companies Act 1985 (as amended) require that the following
information be included in business emails sent by a company:

the name of the company;
the registered office of the company;
the place of incorporation of the company; and

the registration number of the company.
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http://www.global3000.co.uk/pub/global3000/6.0/sop_invoice_and_credit_backdrops.zip

companies; and limited companies that are exempt from the obligation to use the word
“limited” as part of their name must state that they are limited companies.

For example, see this web-site for further details:
http://www.website-law.co.uk/blog/category/email-law/

Technical Note: The Extended PF facility is used to generate the invoice/credit note that is

emailed. For full details of the Extended PF facility please refer to Technical Note IN343.
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DOCUMENTATION CHANGES

System Maintenance, SOP, Invoice Options — Email

o Global web server (Wide) - P2 - SOP System Parameters
File Run 3Settings Options Help

é ,; g i E& b ? éﬁ.

Home Clear Enguire [elete Irisert Abork Help Launch

M Inyvoice Options - Email for Company A1 Standext Systems Ltd [g|

Details:

These settings are used o specify that for selected customer accounts 5.0.P. is o
generate invoices and credit notes a5 single POF docurments and deliver therm via email.
They are also used to configure the docurnent 'backdrop' used when invoices and credit
notes are delivered via email. For further information please see technical note IN343.

Settings
allowy invoices/credit notes to be delivered via email?

Contact Details

a Include contact information in email text?
Contact narme [Fred Bloggs
Contact position Invoice Clerk
Caontact telephone number 01234 456789
Contact mobile number 07729987558
Contact fax number (01234 456790

Invoice Backdrop
Backdrop for invoices |SEIP_singIe_|:l:|I_inul:|il:e.ipg

Backdrop arigin (top left position) ¥ axis in 1/10th mm Y anis in 171040 mm
Backdrop width in 1/10th mm 2970
Backdrop length in 1/10th mm 2100

Credit Mote Backdrop
Backdrop for credit notes |50P_single_col_credit.jpg

Backdrop origin (top left position) ¥ axis in 1/10th mm 56 Y axis in 1/10th mm 75
Backdrop width in 1/10t mm 2970
Backdrop length in 1/10th mm 2100

(C<gack J(exe> )| [Ciose )

I Fartition & Computer 1C 11:01:39 DCP PMSZ0JEM EDT R

This window appears when you complete your responses in the Invoice
Options — Sales Analysis window.

Purpose This window is used to specify that for selected customer accounts S.O.P.
is to generate invoices and credit notes as single PDF format documents
to be delivered via email. It is also used to configure a document
‘backdrop’ to be used when Invoices and Credit Notes are delivered via
email. It should be noted that great care must be taken when completing
the settings in this window. For further information please see Technical
Note IN343.

Note Delivery of invoices/credit notes via email requires an up-to-date copy of
PDF In-The-Box or All In The Box to be present on each GX client
used to perform the invoice generation.
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The prompts are:

Allow
invoices/credit
notes to be
delivered via email?

Note

Include contact
information in email
text?

Example

Contact name

Contact position

Contact telephone
number

Contact mobile
number

Contact fax number

Set this if S.O.P. is to generate invoices and credit notes as individual
PDF format documents and deliver them via email for selected customer
accounts. The customer account option used to control invoice/credit note
delivery via email are found in Customer Maintenance/Companies/SOP
Details). If this option is not set, the remaining prompts in this window
are skipped and the ‘Attachments’ button (see below for details) is
disabled.

When the email is created the subject is automatically set to “Invoice
xxXxXxxxXx from cccecceeccceeecceeecccceecceee” where ‘XXxxxxxx’ is
the invoice number and ‘cccccceccecceccccceecceceeccee’ is  the
company name. The text of the email is set to “Please find attached
invoice xxxxxxxx~ where ‘xxxxxxxx’ is the invoice number. For credit
notes the word ‘Invoice’ is replaced with ‘Credit Note’.

To allow emailed invoices and credit notes to be physically printed an
option is provided within invoice and credit note print. The option is only
available when reprinting invoices and credit notes, when set all invoices
and credit notes selected for reprinting are physically printed regardless of
the customers account configuration.

Pro forma invoices are not delivered via email.

Set this to include the text ‘Regards” followed by the contact details
specified below.

Regards

Mr Fred Bloggs
Invoice Clerk

Tel: (01234) 123412
Mobile: 07712345678
Fax : (01234) 123413

(Only if including contact information in the email text). Enter the contact
name to be included in the email text.

(Only if including contact information in the email text). Enter the
contact’s position to be included in the email text. This can be left blank if
the contact’s position is not required within the email text.

(Only if including contact information in the email text). Enter the contact
telephone number to be included in the email text. This can be left blank
if the contact’s telephone number is not required within the email text.

(Only if including contact information in the email text). Enter the contact
mobile telephone number to be included in the email text. This can be left
blank if the contact’s mobile number is not required within the email text.

(Only if including contact information in the email text). Enter the contact
fax number to be included in the email text. This can be left blank if the
contact’s fax number is not required within the email text.

Backdrop for  The backdrop to be used when invoices are emailed. This should be set to
Invoices the filename of the backdrop image excluding its “Image folder”.
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Note for system
administrators

Backdrop origin (top
left position) — X
axis (vertical) in

1/10" mm

Backdrop origin (top
left position) - Y
axis (horizontal) in
1/10" mm

Backdrop width in
1/10" mm

Backdrop dePth in
1/10" mm

Backdrop for Credit
notes

Note for system
administrators

Backdrop origin (top
left position) — X
axis (vertical) in

1/10th mm

The backdrop image file must be copied to a fixed sub-folder (named
“global3000”") within the server image folder. The server image folder is a
sub-folder within the current Global folder and by default is named
“PFPrintImages”.

For example, if the backdrop image file above is named
‘SOP_invoice.jpg’ and GSM is installed in folder C:\GSM, the backdrop
image file must be copied to

C:\GSM\PFPrintImages\global3000\SOP _invoice.jpg

It should be noted that the server image folder name can be overridden by
the following registry setting:

HKEY LOCAL MACHINE\Software\Global\Client\Customisations\PF
PrintlmagesFolder

This provides the X axis (vertical) position of the backdrop origin (i.e. top
left-hand pixel position at which the image is to be printed). The origin
allows the backdrop to be positioned at a specific location on the page,
which can be critical for form-print applications, and is useful to centre
small images like watermarks. This should be entered in 1/10th mm (i.e.
multiply the position in mm by a scaling factor of 10).

This provides the Y axis (horizontal) position of the backdrop origin (i.e.
top left-hand pixel position at which the image is to be printed). The
origin allows the backdrop to be positioned at a specific location on the
page, which can be critical for form-print applications, and is useful to
centre small images like watermarks. This should be entered in 1/10th
mm (i.e. multiply the position in mm by a scaling factor of 10).

The width of the backdrop in 1/10™ mm (i.e. multiply the width in mm by
a scaling factor of 10).

The depth of the backdrop in 1/10™ mm (i.e. multiply the depth in mm by
a scaling factor of 10).

The backdrop to be used when credit notes are emailed. This should be
set to the filename of the backdrop image excluding its “Image folder”.

The backdrop image file must be copied to a fixed sub-folder (named
“global3000”’) within the server image folder. The server image folder is a
sub-folder within the current Global folder and by default is named
“PFPrintImages”.

For example, if the backdrop image file above is named ‘SOP_credit.jpg’
and GSM is installed in folder C:\GSM, the backdrop image file must be
copied to

C:\GSM\PFPrintImages\global3000\SOP_credit.jpg

It should be noted that the server image folder name can be overridden by
the following registry setting:

HKEY LOCAL MACHINE\Software\Global\Client\Customisations\PF
PrintlmagesFolder

This provides the X axis (vertical) position of the backdrop origin (i.e. top
left-hand pixel position at which the image is to be printed). The origin
allows the backdrop to be positioned at a specific location on the page,
which can be critical for form-print applications, and is useful to centre
small images like watermarks. This should be entered in 1/10th mm (i.e.
multiply the position in mm by a scaling factor of 10).
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Backdrop origin (top
left position) - Y
axis (horizontal) in
1/10th mm

Backdrop width in
1/10th mm

Backdrop depth in

This provides the Y axis (horizontal) position of the backdrop origin (i.e.
top left-hand pixel position at which the image is to be printed). The
origin allows the backdrop to be positioned at a specific location on the
page, which can be critical for form-print applications, and is useful to
centre small images like watermarks. This should be entered in 1/10th
mm (i.e. multiply the position in mm by a scaling factor of 10).

The width of the backdrop in 1/10th mm (i.e. multiply the width in mm
by a scaling factor of 10).

The depth of the backdrop in 1/10th mm (i.e. multiply the depth in mm by

1/10th mm  a scaling factor of 10).
Buttons:

Attachments  This enables attachment files (for example sales literature, terms and
conditions etc) to be specified. The attachment files are attached to every
invoice or credit note delivered via email.

<Back This returns to the System Maintenance/S.O.P.
Parameters/Invoicing/Invoice Options — Sales Analysis window without
saving the settings.
Close This saves the settings and returns to the System Maintenance/S.O.P.
Parameters menu.
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System Maintenance, SOP, Invoice Options - Email

Attachments

s, Global web server, (Wide) - P2 - SOP System Parameters
File Run Settings

Options  Help

B

)

A Bl X : - : ? Yo

Home Clear Erguir : ert Abort : Help Launch

M Invoice Options - Email Attachments for Company A1 Standext Systems Ltd

Dietails

This window enables you to specify up o five files to be attached to each emailed invoice ar
credit note for the currently selected company.  The filename for each attachment including
its extension (if it has one) should be entered preceded by its full path.

Invioices

Invoice attachiment

Invoice attachiment

Invoice attachiment

Invoice attachment

Invoice attachiment

Credit Notes

Credit note attachment
Credit note attachment
Credit note attachment
Credit note attachment
Credit note attachment:

[ Browse

Close

Partition 2 Computer 1C

11:03:00 DCP PMS20J/EA EDT

ML

Purpose

The prompts are:

This window enables you to specify up to five files to be attached to each emailed
invoice or credit note for the currently selected company.

Invoice attachment Enter details of the files to be attached to the each invoice delivered via email. The
file name for the attachment including its extension (if it has one) should be
entered preceded by its full path.

Credit note  Enter details of the files to be attached to the each credit note delivered via email.
attachment The file name for the attachment including its extension (if it has one) should be
entered preceded by its full path.
Note Care must be taken when setting up attachment details especially regarding the
path. In cases where the attachment files are not stored on the operators desktop
PC the full network path must be used.
Example \\server_name\documents\sales\leaflet001.pdf
Note The <Browse> buttons can be used to locate and specify attachment files.
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file://server_name/documents/sales/leaflet001.pdf

Customer Maintenance — SOP Parameters

» Global web server (Wide) - P2 - Customer Details

File Run 3Settings Options

jal
Comrmand

=

Bl Customer SOP Parameters

SOF Details
IWain price list
Special price list

Help

Company: A1 Period: 3/2005

Email Settings

D

Ernail invoices and credit notes?

4

Help

=13
e

Launich

Email |dan@glubal3l]l:ll].m.uk

allow sale of products stocked at all locations
Restrict to lacation

Delivery code

Default location

Trade discount scherme

Trade discount level

Delivery charge

Line/Trailer comment
Megaotiated discount

Delivery confirmation

MNumber of labels

Payment method

Cross-barder cash book

SOP Settings
I:tl Back orders? Allowed »i
@ Allow part delivery?
D Combine orders for deliveries?
| |'| @ allow part invaice?
|:| D Acknowledgements required?
D Combine invoices?
Bl |
El D Email confirmation of delivery?
‘Normal v| D Email confirmation of EDT Orders?
-} |
[ Mext= | [ Close |

Partition 2 Computer 1C

11:04:26 DiCP DL41YA/WE

EDT  CAPS| NUM

Email invoices and
credit notes?

Note

Note

Email address for
invoices and credit

notes

(Only if email delivery of invoices and credit notes is allowed). Set this if
invoices and credit notes are to be delivered via email (rather than
printed) for this customer.

If invoices are to be emailed and the customer is configured to receive
invoices via EDI, the invoices will be emailed to the specified email
address in addition to the EDI export of the invoice. However, if the
customer is configured to both receive invoices via EDI and print them,
the invoice will be exported via EDI and emailed but not printed.

Pro forma invoices are not delivered via email.

(Only if emailing invoices and credit notes). Enter the email address to
which invoices and credit notes are to be sent. A look-up of existing
contact records (containing an email address) for the customer is
available.
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SOP Invoice/Credit Note Print

s, Globalweb server (Wide) - P2 - Invoice/Credit Print |Z]E][g|
File Run Settings Options  Help

B Invoice Details

Exclude Deliveries After

Analysis Location

Invoices fram | 1| to | 196]

|:| Frint rather than email invoices?

Message Line 1 [Invoices must be paid in full
Line 2 \part payment is not accepted.

| <Back || mext= |

Partition 2 Computer 1C 11:05:59 DCP

Print rather than  (Only when reprinting invoices/credit notes) Set this to physically reprint
email invoices/credit all invoices/credit notes regardless of whether the customer is configured
notes to receive them via email. If this is not set, invoices/credit notes will be

resent via email for those customers configured to receive them via email.
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Standard Backdrops

There are four standard backdrops, to use the standard backdrops the following settings must be made
within System Maintenance, SOP, Invoice Options — Email. The backdrops can be downloaded from

http://www.global3000.co.uk/pub/global3000/6.0/sop invoice and credit backdrops.zip

For invoices with “To follow’ items printed (triple column format) the following settings are required.

Backdrop for SOP_invoice.jpg
Invoices

Backdrop origin (top 56
left position) — X
axis (vertical) in
1/10" mm

Backdrop origin (top 75
left position) - Y
axis (horizontal) in
1/10" mm

Backdrop width in 2970
1/10" mm

Backdrop dePth in 2100
1/10" mm

For invoices without “To follow’ items printed (single column format) the following settings are
required.

Backdrop for SOP_single col invoice.jpg
Invoices

Backdrop origin (top 56
left position) — X
axis (vertical) in
1/10" mm

Backdrop origin (top 75
left position) - Y
axis (horizontal) in
1/10" mm

Backdrop width in 2970
1/10" mm

Backdrop dePth in 2100
1/10" mm

For credit notes with ‘To follow’ items printed (triple column format) the following settings are
required.

Backdrop for SOP_credit.jpg
Invoices

Backdrop origin (top 56
left position) — X
axis (vertical) in

1/10" mm
Author DCP
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http://www.global3000.co.uk/pub/global3000/6.0/sop_invoice_and_credit_backdrops.zip

Backdrop origin (top
left position) - Y
axis (horizontal) in
1/10" mm

Backdrop width in
1/10" mm

Backdrop dePth in
1/10" mm

For credit notes without
required.

Backdrop for
Invoices

Backdrop origin (top
left position) — X
axis (vertical) in

1/10" mm

Backdrop origin (top
left position) - Y
axis (horizontal) in
1/10" mm

Backdrop width in
1/10" mm

Backdrop dePth in
1/10" mm

75

2970

2100

‘To follow’ items printed (single column format) the following settings are

SOP_single col credit.jpg

56

75

2970

2100

Sections 349 to 351 of the Companies Act 1985 (as amended) require that the following information be
included in business emails sent by a company:

e the name of the company;

e theregistered office of the company;

e the place of incorporation of the company; and

e the registration number of the company.

In addition, “investment companies” must state in their emails that they are investment companies; and
limited companies that are exempt from the obligation to use the word “limited” as part of their name
must state that they are limited companies.
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