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The forms and policies presented in this manual may not be the most current available.  Please consult a 
representative of your reseller or consultant for the most up-to-date information.  This manual has been 
developed for Microsoft Dynamics- SL (Solomon). 
 
This document may contain technical inaccuracies or typographical errors.  Any documentation with 
respect to Microsoft Dynamics-SL products is provided for information purposes only and does not extend 
or modify the limited warranty extended to the licensee of Microsoft Dynamics-SL products. 
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All other products mentioned are trademarks of their respective manufacturers. 
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LICENSE 
For each Microsoft Dynamics-SL – Solomon ASI- enhancement Module purchased, Accounting System 
Integrators, LLC, grants to you the right to use the Microsoft Dynamics-SL – Solomon ASI- enhancement 
Module (Software) including documentation.  You may physically install such License, on a single user 
computer or in a network environment based upon edition purchased.  Title to Software shall remain with 
Accounting System Integrators, LLC. 
 
The Software may not be copied except for required backup.  Copying of the manual is restricted for 
company use.  You shall protect the Software under this License as confidential information and trade 
secret of Accounting System Integrators, LLC, and will take reasonable steps to prevent use of the 
Software outside of its intended purpose.  You will not remove any product identifications, copyright or 
other proprietary notices from the Software or documentation.   
 
LIMITATION OF LIABILITY  
Accounting System Integrators, LLC, warrants that the program will substantially conform to published 
specifications and to the documentation, provided that it is used on the computer hardware and with the 
operating system for which it was designed.  Accounting System Integrators, LLC, also warrants that the 
magnetic media on which the program is distributed and the documentation are free from defects in 
materials and workmanship for a period of 60 days.  Accounting System Integrators, LLC, will replace 
defective media or documentation or correct substantial program errors at no charge, provided you return 
the item to Accounting System Integrators, LLC, within 90 days of the date of delivery.  If Accounting 
System Integrators, LLC, is unable to replace defective media or documentation or correct substantial 
program errors, Accounting System Integrators, LLC, will refund the purchase price.  These are your sole 
remedies for any breach of warranty.   
 
Except as specifically provided above, Accounting System Integrators, LLC, makes no warranty or 
representation, either express or implied, with respect to this program or documentation, including their 
quality, performance, merchantability, or fitness for a particular purpose.   
 
Because computer programs are inherently complex and may not be completely free from errors, you are 
advised to verify your work and make periodic backups of your data.  In no event will Accounting System 
Integrators, LLC, be liable for direct, indirect, special, incidental, or consequential damages arising out of 
the use or inability to use the program or documentation, even if advised of the possibility of such damages.  
In particular, Accounting System Integrators, LLC, is not responsible for any costs including but not 
limited to those incurred as a result of lost profits or revenue, loss of use of the computer program, loss of 
data, the cost of a substitute program, claims by third parties or for any other similar costs.  In no case 
shall Accounting System Integrators’, LLC, liability exceed the amount of the payment price. 
 
COPYRIGHT  
Under the copyright laws, neither the documentation nor the software may be copied, photocopied, 
reproduced, translated, or reduced to any electronic medium or machine-readable form, in whole or in part, 
without prior written consent of Accounting System Integrators, LLC, except in the manner described in 
the documentation.   
 
Copyright 2007        Accounting System Integrators, LLC 
Printed June 2007       140 Washington Avenue 
Solomon Releases: 5.x, 6.x     North Haven, CT 06473 
 

All Rights Reserved.  First Edition Printed December 2002.  Printed in the United States. 
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ASI-Order to Purchase 

Order to Purchase enables the automatic creation of Purchase Orders from the ASI-Order Entry 
module.  Purchase Orders can be created from a single Sales Order or from multiple Sales Orders 
to a single Purchase Order. 
 
The User is able to select on each line item of the Sales Order a vendor ID, an Address ID and 
override the cost. 
 
There are many address ID capabilities and the OP to PO setup screen will provide the availability 
to select a method that best fits the company.  The following is a matrix of the various capabilities 
available to create Purchase Orders. 

 
 
 

Overview 

When creating a Purchase Order for a line item in the Order Management Sales Order screen, 
FIRST: 

1) Install the product according to the Install.txt 
2) make sure you set up options in OP to PO set up 
3) make sure you enter in an Address ID and a Vendor ID in the Sales Order screen 
4) NOW YOU ARE READY TO GENERATE YOUR PURCHASE ORDERS 

 
 

OP to PO Setup Default Shipping Vendor
Address Purchord PO Address Address

Type OrdType LineType Address ID F3 PO Type Address on P O on PO
Vendor's POAddress REG ACTIVE PO Address setup Vendor POSETUP Address ID
Vendor's POAddress REG DROP SO Address DP Customer Address ID Vendor Dflt
Vendor's POAddress DROP ACTIVE PO Address DP Vendor Ship To ID Address ID
Vendor's POAddress DROP DROP SO Address DP Customer Address ID Vendor Dflt

Site & Vendor PO addr REG ACTIVE PO Address setup Vendor SITE Address ID
Site & Vendor PO addr REG DROP SO Address DP Customer Address ID Vendor Dflt
Site & Vendor PO addr DROP ACTIVE PO Address DP Vendor Ship To ID Address ID
Site & Vendor PO addr DROP DROP SO Address DP Customer Address ID Vendor Dflt

Customer's Ship Addr REG ACTIVE SO Address setup Customer Address ID Address ID
Customer's Ship Addr REG DROP SO Address DP Customer Address ID Address ID
Customer's Ship Addr DROP ACTIVE SO Address DP Customer Address ID Address ID
Customer's Ship Addr DROP DROP SO Address DP Customer Address ID Address ID

Shared Info Addr REG ACTIVE SI Address setup Address Address ID Address ID
Shared Info Addr REG DROP SO Address DP Customer Address ID Address ID
Shared Info Addr DROP ACTIVE SI Address DP Address Address ID Address ID
Shared Info Addr DROP DROP SO Address DP Customer Address ID Address ID
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Order to Purchase Setup 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 PO Generation Options Set up 

��� �  Group Type: Select to create PO’s “by Vendor” or “Buyer and Vendor”  
 
��� �  Default Select: The selection default when Generate PO screen is loaded. Y - Yes or N – No 

 
��� �  Process Admin Holds: Select the option on how to process Purchase Orders from Sales Orders 

with customer’s that are on Admin Hold.  Options: 
o Optional-Yes 
o Optional-No 
o Disabled-Never 

 
��� �  Default PO Status: The PO status of the Purchase Order being created 

o Open Order 
o Purchase Order 
o Quote Order 

 
��� �  Default Option: The selection default when Generate PO screen is loaded. 

o Merge 
o Stand Alone 
o No PO 
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��� �  Consolidate Line Items: This options will consolidate common Inventory Items on a Purchase 
Order to a single PO line detail. 

 
��� �  Default Cost on PO from OM: Use the cost from the Sales Order on the Purchase Order    Y - 

Yes or N – No 
 

��� �  Send ‘User Fields’ to PO: Select if you would like the User fields from the Sales Order to go to 
the Purchase Order. Y - Yes or N – No 

 
��� �  Send ‘OM Notes’ to PO Detail: Select if you would like the Notes from the Sales Order detail 

to go to the Purchase Order. Y - Yes or N – No 
 

��� �  Default Ship Via ID: Select the Ship Via for the items on the Purchase Order. Select F3 to see 
list of options 

 
��� �  Default FOB ID: Select the FOB for the items on the Purchase Order. Press F3 to see a list of 

options 
 

��� �  Display Sales Price: Select whether you would like the sales price to be displayed on the 
Generate PO screen. Y - Yes or N – No 

 
��� �  Display Address ID: If you would like the Address ID field to be displayed on the Order Entry 

and Generate PO screen. Y - Yes or N – No. If “No” the field will be populated by the default. 
 

��� �  Address Vendor Type: Select the method desired for using addresses with the Purchase Order 
o Vendor PO’s Address 
o Site & Vendor’s PO Address 
o Customer’s Shipping Address 
o Shared Information Address 

 
��� �  Project Controller Module Installed:  Check box to indicate whether the Project Controller 

module is installed. Y - Yes or N – No 
 

��� �  Project Purchase Account: Enter a project purchase account related to the system’s projects.  
 

��� �  Default Purchase Sub Account Source: Select what sub-account to be used on the purchase 
order line item.  

o Inventory 
o Order Detail 
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Data Entry of PO Information 

 
When using Order to Purchase with the Solomon Order Management – Sales Order screen, there are a 
number of additional fields which are made available including the following:  
 

��� �  Vendor ID:   By pressing F3, all of the available vendors will be presented. The available 
information presented through F3 is Vendor, Average Cost, Last cost, Last receipt information, 
Average lead time, and Last lead time by vendor. 

 
��� �  Address ID: Press F3 to select an address ID based upon OP to PO setup. 

 
��� �  PO Nbr:  The PO Nbr field is populated after the Generate PO process has created the Purchase 

Order 
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Generate PO’s screen 

Overview 

Once the Sales Orders have been entered into the Sales Order screen and the Vendor ID and 
Address ID have been entered, the Generate PO screen will enable the processing of the Sales 
Order information into Purchase Orders. 

Note:  The Generate PO screen will load with all orders that have line items where Qty 
Ordered is greater than Qty Shipped, a valid Vendor ID, and a valid Address ID. 

 
The Generate PO screen will load with all of the available Sales Orders including the Purchase 
Order Information.  The screen presents Sales Order summary information with the option to 
display Sales Order details.  The following screen options are available: 
 

��� �  Select:  Select the Sales Orders to be used to create Purchase Orders. 
 

��� �  PO Option:  Select the Purchase Order Generate option. 
1. Merge the Sales Order lines onto a single purchase order from multiple Sales Orders 

with the same vendor and or buyer information (based on OP to PO setup). 
2. Stand Alone is where the sales order will create a purchase order with only that sales 

order’s information. 
3. No PO is no purchase order will be generated. 

 

��� �  The Select All button will select all PO line items to YES for PO generation. 
��� �  The Clear All  button will set all PO line items to NO for no generation. 



ASI- SOLOMON ENHANCEMENTS MANUAL 

PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 6  

Order Detail 

 
 

The following fields are available to be modified before purchase orders are created: 
 

��� �  Vendor ID:  Press F3 to present vendors associated with the item being purchased. Available 
vendors will be Supplier 1, Supplier 2 as well as any other vendor that the company has 
purchased this item from in the past.  The available information through F3 includes Vendor, 
Average Cost, Last cost, Last receipt information, Average lead time, and Last lead time by 
vendor. 

 
��� �  Address ID: Press F3 to select an address ID based upon OP to PO setup. 
 
��� �  Cost:  Enter the cost of the item from the vendor selected. 

 
 

Preview Purchase Orders 

Selection of this button will present how the Purchase Orders will be created in the Purchase Order 
Module as a report in print preview mode. 

 
 

Create Purchase Orders 

Purchase Orders will be created based upon the Generate PO’s screen selection, and the PO 
information will be written back to the Sales Order by line item. 
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ASI-Inquiry 

Customer Inquiry 

Overview 

  The Customer Inquiry brings all of the customer’s information to one central location. 
 

The header presents summary information about the customer with Name, Address, City, State, 
Zip, along with telephone and fax numbers.  Information such as class ID, customer status, and the 
terms default for the customer are also available.  Over to the right presents the credit limit set in 
customer maintenance, the AR balance (total due from the customer), total open orders from ASI-
Order Entry, credit available (the sum of the credit limit less AR balances and open orders).  
Finally, the credit report provides a current activity of the customer including: open AR invoices, 
unapplied payments, and the last five invoices paid which includes payment information and the 
number of days paid. 
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Open Orders 

 
 

��� �  The Open Orders tab displays all open orders for particular Customers and presents 
information such as Order Nbr, Order Type, Order Date, Order Balance, Shipping information, 
and much more.  

 
��� �  View Order Details Button: Order details may be viewed by selecting the View Order Details 

button. This will display all line items of the order selected.   
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Open AR Documents 

 
 

��� �  The Open AR Docs tab displays all open Accounts Receivable documents by Invoice Nbr. A 
variety of information is available regarding the invoices including AR Batch Nbr, Doc Type, 
Order Nbr, Doc Date, Disc Date, Due Date, Days Due (review the number of days past due at a 
glance), Doc Amount, Balance Information, and more. 
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Invoice History 

 
��� �  Invoice History tab displays the following:  

 
�  Invoice History Information including Invoice Nbr, AR Batch Nbr, Doc Type, Invoice 

Date, Due Date, Invoice Amount, Doc Balance, and a document description.  
�  Order information including Order & Shipping Information. 
�  Payment information including last payment number, payment date, batch and type.   

 
��� �  Refine List Button 

The Refine List button is a search utility used to find customers’ specific invoice / order 
information. The search presents only the information that the user is searching for. The 
following fields are available for searching: 

 
�  Invoice Number   
�  Document Type   
�  PerPost   
�  Shipper ID  
�  Company ID  

�  Order Number 
�  Customer Order Number  
�  Tracking Number  
�  Ship to ID  
�  Last Payment Number
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��� �  View Invoice Details button 

Drill down to see the details of each invoice as is presented in Order Entry. 
 
 

��� �  View Payments button 
Allows the user to view all payments with invoices applied to the payments. 
Search capability through Refine List for Invoice Nbr including all payment applications or 
Payment Nbr with all invoices paid. 
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Customer Aging and Credit Information 

 
 

The Aging tab displays all credit and aging information for a specific customer.  
 

��� �  Activity for Customer   
�  Presents first time business was conducted 
�  Last Invoice processed 
�  Last Payment Processed 
�  Oldest open invoice. 

 
��� �  Aging for Customer: The aging presented is real-time and does not depend on Solomon’s Aging 

Process. 
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Sales by Item 

 
 

��� �  Sales by Item tab displays sales by item information. The user can view the information by 
fiscal year where all of the items will be listed by Item ID and include information regarding 
Quantity, Sales, COGS, Profit, and Profit Margin.  

     
��� �  Sort by function allows the user to sort the information by fields such as Quantity, Sales, 

COGS, Profit, and Profit Margin. 
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Item History 

 
 

��� �  Item History  tab displays the item history for the customer by Sales or Quantity.  You can view 
this information by fiscal year where all items will be listed by Item ID for each period of the 
year. Additionally, the total and avg Ordered and Sales Price will be displayed.  
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Item Inquiry 

Overview 

The Item Inquiry brings all of the item’s information to one central location. 
 
The header presents summary information about the Item (Inventory or Product) with Name, 
Valuation Method, Default Sales Account, and Sub Account.  Other options are available such as 
Product class, Primary vendor, Base Sales Price, Buyer, and Stocking Unit. Quantities are 
presented with On Hand, On Sales Order, On Purchase Order, Allocated, and Available. Costing is 
presented with amounts on Open Purchase Orders and Open Sales Orders. 

 
Open Sales Orders 

 
 

��� �  The Open Orders tab displays all open orders that contain the Item ID. It presents the 
information by Order Nbr and includes Order Type, Cust ID, Ord Date, Customer Order Nbr, 
Qty Ordered, Qty Remaining, and Pricing information. 
 

��� �  View Order Details button displays all line items for the specific order selected.  
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Open Purchase Orders 

 
 

��� �  The Open PO’s tab displays all open purchase orders for a particular item. The tab includes 
detail information regarding the purchase order such as the Purchase Order Nbr, PO Type, 
Vendor ID, PO Status, PO Date, Quantity information, and Cost information.   

    
��� �  View Purchase Order Detail button displays all line items for the selected Purchase Order.   
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Vendor Performance 

 
 

��� �  The Vendor Performance tab presents all of the vendors the company has conducted business 
with for the selected inventory item by fiscal year.  The tab shows information concerning the 
vendor including YTD quantity of item and dollars purchased, last Receipt information (Receipt 
date, Po Nbr, Receipt Nbr), Avg and last lead time as well as last and avg cost.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 



ASI- SOLOMON ENHANCEMENTS MANUAL 

PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 18   

Quantities by Site 

 
 

��� �  The Quantities by Site tab presents information listed by Site ID, with Site description, 
Quantity on Hand, Qty on Sales Order, Qty on Purchase Orders, Qty Allocated, and Qty 
Available.  
    

��� �  The View Site Details button displays the all warehouse locations for the site selected. 
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Sales by Customer 

 
��� �  The Sales by Customer tab displays all customers who have purchased the item from the 

company. The user can view the information by fiscal year in which all customers are listed by 
Customer ID with additional information such as Quantity, Sales, COGS, Profit, and Profit 
Margin information.  

    
��� �   The Sort by function allows the information to be sorted through all fields: Quantity, Sales, 

COGS, Profit, and Profit Margin. 
 

 
 
.   
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History by Customer 

 
 

��� �  The History by Customer tab displays all customers who have purchased the item from the 
company for Sales dollars or Quantity with summary amounts by periods of the year. The user 
can view the information for each fiscal year as long as history data is available. The user avg 
Ordered and avg Sales Price is also available.  
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Vendor Inquiry 

Overview 

The Vendor Inquiry brings all of the vendor information to one central location. 
 
The header presents summary information about the vendor with Name, Address, City, State, Zip, 
as well as telephone and fax numbers. The class ID, vendor status, and the terms default for the 
vendor is also available.  

.   
 

Open Purchase Orders 

 
 

��� �  The Open POs tab displays all open purchase orders for this Vendor while presenting 
information such as PO Nbr, PO Type, Status, & Date, Amounts, Receipt information, plus 
more.  
 

��� �  The View PO Details button allows the user to view the purchase order details. 
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Open Accounts Payable Documents 

 
��� �  The Open AP tab displays all of the open Accounts Payable documents which are sorted by the 

Ref Nbr.  The tab includes important information regarding the accounts payable documents 
including the AP Batch Nbr, Doc Type, Invoice Nbr, Doc Date, Disc Date, Due Date, Days Due 
(review the number of days past due at a glance), Doc Amount, Balance Information, plus more. 
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Accounts Payable History 

 
 

��� �  The AP History tab displays the following information: 
�  Document History Information, including Ref Nbr, AP Batch Nbr, Doc Type, Doc 

Date, Due Date, Invoice Amount, Doc Balance, Days Due, Invoice Nbr.  
�  Check information including last check number, check date, batch and type.   
�  Receipt information including Purchase Order & Receipt details. 

      
��� �  Refine List Button 

This is a search utility to locate a vendor’s specific Voucher, Purchase Order or Check 
information. The button is efficient because it presents only the information that the user is 
searching for. The following fields are available for searching:

����  Reference Number 
����  PerPost  
����  Document Type   
����  Invoice Number 
����  Check Number 
����  PO Number 
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��� �  View AP Details button 
Drill down to see the details of each document as they are presented in PO Receipts. 

 
��� �   View Checks button 

�  Allows the user to view all checks with vouchers applied 
�  Allows the user to search through the Refine List:  

Search for a Vendor Invoice and view all checks paying the invoice or Search for a 
check and view all invoices paid by the check. 
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Vendor Aging and Credit Information 

 
  
 The Aging tab displays all credit and aging information.   

 
��� �  Activity for Vendor  

����  Presents first time done business 
����  Last Invoice processed 
����  Last Payment Processed 
����  Oldest open invoice. 

 
��� �  Aging for Vendor: The aging presented is real-time, and does not depend on Solomon’s Aging 

Process 
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Item Receipts 

 
 
��� �  The Item Receipts tab displays all items received into inventory from the vendor. The user can 

view the information by fiscal year in which all of the items are listed by Item ID with YTD 
quantity and dollars purchased, last receipt information (Receipt date, Po Nbr, Receipt Nbr), 
Avg. and last lead time as well as last and avg. cost.  
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Item History 

 
 

��� �  The Item History  tab displays item history for the vendor by receipts or quantity. The user 
can view the information by fiscal year, including totals, in which all of the items are listed by 
Item ID for each period of the year.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 



ASI- SOLOMON ENHANCEMENTS MANUAL 

PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 28   

ASI-eMail Interface  

EMail Set Up 

The various options selected enable eMailing for the different phases within the Order Entry 
module and are listed as follows: Quotes, Confirmations, Packing Slips / Picking Tickets, and 
Invoices.  Capability enables a report format to be assigned to each customer.  AR Statements as 
well are able to be emailed with statement format by customer. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

��� �  Each tab within the eMail setup designates the module for documents to be eMailed with 
details as follows: 

�  Accounts Receivable- AR Invoices and AR Statements. 
�  Order Management- Quotes, Confirmations and Invoices. 
�  Flexible Billing- Drafts and Invoices. 
�  Purchasing- Purchase Orders. 

 
��� �  EMail Y/N:  Check the box indicating whether the document will be emailed  

�  Y - Yes or N - No 
�  Once a process is selected, the following records in the column will become 

available for selection. 
 

��� �  Event Log: Select to have details of the email process written to a log file.  



ASI- SOLOMON ENHANCEMENTS MANUAL 

PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 29   

 
��� �  Display Rpt Number: Enables the Report Number field in eMail Maintenance to be available 

for entry by customer. This is where an individual report format by customer is provided. 
 

��� �  Display File Type: Provides the user with the ability to select a file format by customer.  
Many formats are available for eMailing. The most common file type is PDF. 

 
��� �  Default Report Nbr:   Enter the name of the report as the default document format to be used 

when a new customer is added within Customer maintenance.   
 
��� �  Default File Type: Select the default file format type to default to each customer. 

�  Y - Yes or N - No (May be changed in eMail Maintenance)  
 
��� �  Export Directory:  Allows the user to select a default Image Link. (Image Link is only 

available for AR Invoices). 
 

��� �  Archive Documents: If checked, ASI will 
save the document to the xArchive directory 
structure. 

 
��� �  Request Read Receipt:  If checked, the 

eMail sent will have the return receipt 
request a part of the senders email therefore 
the sender will receive a notification when 
the recipient opens the email. However, this 
depends upon recipient’s email 
configuration. 

 
��� �  Include Additional Attachments: This 

selection is used by ASI-Advanced eMail 
and has the ability to send supporting 
documents along with the document being 
eMailed. 

 
��� �  Default eMail Subject and Message:  

Select the “Text” button to enter the default 
subject and message that will be used 
during the eMailing process. During the 

eMailing process the default Subject and Message can be modified. 
 
  Smart Codes are available to personalize the subject and message text.    
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EMail Maintenance 

The eMail Maintenance screen contains all of the customer (project) information that is entered and 
used by the system.  When opening the screen, all customers will be displayed. All of the set up 
options will default initially from eMail Setup.  eMail addresses will default from Customer 
maintenance or Project maintenance and may be changed as needed. Each eMail address field is a 
100 character field and is capable of holding multiple eMail addresses separated by a semi colon. 

 
The screen will display fields based upon eMail setup selected options. 
 

��� �  Cust ID: The field is automatically updated by the system when customers are added through 
Customer Maintenance (during setup and through later additions). 
 

��� �  EMail Invoice:  Select YES to eMail Invoices for a particular customer (when selecting YES 
the eMail Address Invoice field becomes required).  
 

��� �  EMail Statement: Select YES to eMail Statements for a particular customer (when selecting 
YES the eMail Address Statement field becomes required).  
 

��� �  EMail Address: A 100 character field length is provided for each document and is capable of 
holding multiple eMail addresses separated by a semi colon. 
 

��� �  Rpt Nbr Formats:  The report format used to process the eMailing. Keep the default or enter a 
report specified to this customer. 
 

��� �  File Type: Select the file type for eMail (the most common type is PDF). Selection is available 
for both AR Invoice and AR statement. 
 



ASI- SOLOMON ENHANCEMENTS MANUAL 

PREPARED BY ACCOUNTING SYSTEM INTEGRATORS, LLC PAGE 31   

 EMail/Print AR Invoices 

The eMail/Print AR Invoices screen is used to eMail AR Invoices by AR Batch Number. 

 
 
 

��� �  AR Batch Nbr:  Press F3 to select the AR batch of invoices to eMail. 
 
��� �  Per Post: The box is automatically populated by the selection of the batch. 
 
��� �  EMail Subject: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 
��� �  EMail Message: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 
��� �  TIPS: Defines smart codes to be used in text subject or message. 

 
The Grid will load with all documents within the order phase.  The select field will be 
automatically assigned based upon the eMail Maintenance selection entered for the customer. 
If a customer for this phase is not setup for email then the SELECT option will be set to 
PRINT.  The print status will present the status of the document for processing.  The user may 
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change the SELECT option as desired. The available SELECT options are eMail/Fax, Print or 
both.   

��� �  The Clear All Active will set all line items to NO (meaning do nothing), which allows the user 
to manually choose specific documents to process.   
 

��� �  Select Specific Button: Allows the user to select documents through specified criteria.  The 
user may select for a specific data or range of Customer ID, Doc Date, Salesperson ID, or 
Invoice Nbr. 
 
 

 
 
 

��� �  Select Printer Button: Select the printer to be used for printing the document(s). 
 

��� �  EMail / Print Button:  Processes the selected documents. The process scrolls the grid and 
emails the selected documents for emailing and prints the documents selected for printing. 
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EMail/Print OM Quotes 

The eMail/Print OM Quotes screen is used to eMail Order Management Quotes. 
 

 
 

��� �  Options:  Press F3 to show only quotes that are not yet eMailed or to show all quotes.  
 
��� �  Include Notes on Quote:  Check the box in order to include notes on the order management 

quotes.  
 
��� �  EMail Subject: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 
��� �  EMail Message: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 
��� �  TIPS:  Defines smart codes to be used in text subject or message. 

 
The Grid will load with all documents within the order phase.  The select field will be 
automatically assigned based upon the eMail Maintenance selection entered for the customer. 
If a customer for this phase is not setup for email then the SELECT option will be set to 
PRINT.  The print status will present the status of the document for processing.  The user may 
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change the SELECT option as desired. The available SELECT options are eMail/Fax, Print or 
both.   

��� �  The Clear All Active will set all line items to SELECT “NO”, enables the user to manually 
choose specific documents to process.   

 
��� �  Select Specific Button: Allows the user to select documents through specified criteria.  .  The 

user may select for a specific data or range of Customer ID, Order Nbr, Order Date or 
Salesperson ID.    

 

 
 
 

��� �  Select Printer Button: Select the printer to be used for printing the document(s). 
 

��� �  EMail / Print Button:  Gives the user a convenient button to process selected documents. The 
process scrolls the grid and emails the selected documents for emailing and prints the 
documents selected for printing. 
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EMail/Print OM Confirmations 

The eMail/Print OM Confirmations screen is used to eMail Order Management Confirmations. 

 
 

��� �  Options:  Press F3 to show only quotes that are not yet eMailed or to show all quotes.  
 
��� �  Include Notes on Confirmation:  Check the box in order to include notes on order 

management confirmations.  
 

��� �  EMail Subject: The default text from eMail setup will populate the box, but the text may be 
modified if desired. 

 
��� �  EMail Message: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 
��� �  TIPS:  Defines smart codes to be used in text subject or message. 

 
The Grid will load with all documents within the order phase.  The select field will be 
automatically assigned based upon the eMail Maintenance selection entered for the customer. 
If a customer for this phase is not setup for email then the SELECT option will be set to 
PRINT.  The print status will present the status of the document for processing.  The user may 
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change the SELECT option as desired. The available SELECT options are eMail/Fax, Print or 
both.   

��� �  The Clear All Active will set all line items to NO, which allows the user to manually choose 
specific documents to process.   

 
��� �  Select Specific Button: Allows the user to select documents through specified criteria The 

user may select for a specific data or range of Customer ID, Order Nbr, Order Date or 
Salesperson ID.    
 

 
 

 
��� �  Select Printer Button: Select the printer to be used for printing the document(s). 

 
��� �  EMail / Print Button:  Gives the user a convenient button to process selected documents. The 

process scrolls the grid and emails the selected documents for emailing and prints the 
documents selected for printing. 
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EMail/Print OM Invoices 

The eMail/Print OM Invoices Screen is used to eMail Order Management Invoices by AR Batch 
Number. 

 
��� �  AR Batch Nbr:  Press F3 to select the AR batch of OM invoices to eMail.  

 
��� �  Per Post: The box is automatically populated by the selection of the batch. 

 
��� �  Include Notes on Invoice:  Check the box to include notes on OM Invoice. 

 
��� �  EMail Subject: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 
��� �  EMail Message: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 

��� �  TIPS:  Defines smart codes to be used in text subject or message. 
 
The Grid will load with all documents within the order phase.  The select field will be 
automatically assigned based upon the eMail Maintenance selection entered for the customer. 
If a customer for this phase is not setup for email then the SELECT option will be set to 
PRINT.  The print status will present the status of the document for processing.  The user may 
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change the SELECT option as desired. The available SELECT options are eMail/Fax, Print or 
both.   
 

��� �  The Clear All Active will set all line items to NO, which allows the user to manually choose 
specific documents to process.   

 
��� �  Select Specific Button: Allows the user to select documents through specified criteria.  The 

user may select for a specific data or range of Customer ID, Invoice Nbr, Doc Date, Order 
Nbr or Salesperson ID.    
 

 
 
 

��� �  Select Printer Button: Select the printer to be used for printing the document(s). 
 

��� �  EMail / Print Button:  Processes the selected documents. The process scrolls the grid and 
emails the selected documents for emailing and prints the documents selected for printing. 
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EMail/Print Flexible Billing Drafts 

The eMail/Print Flexible Billing Drafts by Project screen is used to eMail Flexible Billing Drafts. 
 

 
 

��� �  EMail Subject: The default text from eMail setup will populate the box, but the text may be 
modified if desired. 

 
��� �  EMail Message: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 

��� �  TIPS:  Defines smart codes to be used in text subject or message. 
 
The Grid will load with all documents within the order phase.  The select field will be 
automatically assigned based upon the eMail Maintenance selection entered for the customer. 
If a customer for this phase is not setup for email then the SELECT option will be set to 
PRINT.  The print status will present the status of the document for processing.  The user may 
change the SELECT option as desired. The available SELECT options are eMail/Fax, Print or 
both.   
 

��� �  The Clear All Active will set all line items to NO, which allows the user to manually choose 
specific documents to process.   
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��� �  Select Specific Button: Allows the user to select documents through specified criteria.  The 

user may select for a specific data or range of Customer ID, Project ID, Draft Nbr, Created 
Date, or Salesperson ID. 

  

 
 
 

��� �  Select Printer Button: Select the printer to be used for printing the document(s). 
 

��� �  EMail / Print Button:  Processes the selected documents. The process scrolls the grid and 
emails the selected documents for emailing and prints the documents selected for printing. 
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EMail/Print Flexible Billing Invoices 

The eMail/Print FB Invoices by Project screen is used to eMail Flexible Billing Invoices by AR 
Batch Number. 

 
 

��� �  AR Batch Nbr:  Press F3 to select the AR batch of OM invoices to eMail.  
 

��� �  Per Post: The box is automatically populated by the selection of the batch. 
 

��� �  EMail Subject: The default text from eMail setup will populate the box, but the text may be 
modified if desired. 

 
��� �  EMail Message: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 

��� �  TIPS:  Defines smart codes to be used in text subject or message. 
 
 
The Grid will load with all of the customers with the customer Maintenance Print Statements 
option checked. The select field will be automatically assigned based upon the eMail 
Maintenance selection entered by customer.  All customers’ setup for eMailing will default to 
eMail.  All others will be set to “Print”.  The user may change the SELECT option as desired. 
The available SELECT options are eMail/Fax, Print or both.   
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��� �  The Clear All Active will set all line items to NO, which allows the user to manually choose 
specific documents to process.   
 

��� �  Select Specific Button: Allows the user to select documents through specified criteria.  The 
user may select for a specific data or range of Customer ID, Project ID, Draft Nbr, Invoice 
Date, or Salesperson ID.  
 

 
 
 

��� �  Select Printer Button: Select the printer to be used for printing the document(s). 
 

��� �  EMail / Print Button:  Processes the selected documents. The process scrolls the grid and 
emails the selected documents for emailing and prints the documents selected for printing. 
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EMail/Print AR Statements 

The eMail/Print AR Statements screen is used to eMail AR Statements to customers. 

 
 

��� �  EMail Subject: The default text from eMail setup will populate the box, but the text may be 
modified if desired. 

 
��� �  EMail Message: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 

��� �  TIPS:  Defines smart codes to be used in text subject or message. 
 
The Grid will load with all of the customers with the customer Maintenance Print Statements 
option checked. The select field will be automatically assigned based upon the eMail 
Maintenance selection entered by customer.  All customers’ setup for eMailing will default to 
eMail.  All others will be set to “Print”.  The user may change the SELECT option as desired. 
The available SELECT options are eMail/Fax, Print or both.   

 
��� �  The Clear All Active will set all line items to NO, which allows the user to manually choose 

specific documents to process.   
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��� �  Select Specific Button: Allows the user to select documents through specified criteria. The 
user may choose from Customer ID, Class ID, Statement Cycle ID, Terms ID, AR Balance 
greater than or equal to amount, and Past Due Amount greater than or equal to amount. 

 

 
 
 

��� �  Select Printer Button: Select the printer to be used for printing the document(s). 
 

��� �  EMail / Print Button:  Processes the selected documents. The process scrolls the grid and 
emails the selected documents for emailing and prints the documents selected for printing. 
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ASI-Advanced eMail  

eMail Set Up 

Advanced eMail adds two additional functions to the ASI-eMail product.  
1. Attach supporting documentation: 

Includes a utility that associates files to a reference number (Invoice Number). 
2. Print/eMail Invoices by Aging: 

Send multiple invoices to a customer based upon criteria selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

��� �  The Advanced tab features the two additional functions of the ASI-eMail product. 
 
��� �  Attach Supporting Documentation Options 

 
����  Send supporting documentation with email: Check to send supporting 

documentation with eMail. 
 

����  Association Utility Options: Select Table and field which contains the data for 
association. 

 

����  Filename Search Criteria:   
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o Specific Location: Enter starting position to start search 
o Start Search at character:  Look for a specific character then start search at 

that point 
o Search Between characters: Enter characters to search between  
o Search entire filename: Look in the entire filename 

 

����  File renaming convention: The section offers two options which are as follows: 
o Add invoice nbr to beginning of file name. 
o Rename file name to the invoice number 

 

��� �  Default Subject & Message Text for eMailing invoices by aging:   
 Enter a text ID that represents a subject and message for a criteria selection within the Invoice 

by aging screen.  
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eMail Association / Attachment Update screen 

The eMail Attachment Update Screen is the utility that associates files to a reference number 
(Invoice Number) based upon setup options.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

��� �  Invoice Batch Nbr: Press F3 to select an AR batch to associate the invoices within the batch 
to supporting document files.  Supporting files should be placed in the xArchive\temp 
directory.  The process will identify files associated to the invoice number within the batch. 
Then, it will rename the supporting file- based upon setup options- and move it to the directory 
under xArchive of the invoice type (AR Invoices, OM Invoices, or FB Invoices) and within the 
perpost from the batch. (ex) xArchive\AR Invoices\200709\ 
 
Procedure: 
1) Complete Email Advanced setup. 
2) Copy the supporting files to be associated in the xArchive\temp directory. 
3) Select the eMail Attachment Update screen (x869000.exe). 
4) F3 select invoice batch. 
5) Enter Process Attachment Files button.  
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Print/eMail Invoices by Aging 

The Print/eMail Invoices by Aging screen enables eMailing of multiple invoices in a single eMail 
based upon selected criteria.  

 
��� �  Statement Cycle ID: Select drop down arrow to display available statement cycle IDs. 

 
��� �  Load customers whose oldest open invoice is: Enter the number of days-past-due in the 

range for the particular customer selection. If a customer’s oldest invoice is within the range, 
the customer will be added to the list. Note: A customer will only be included in a single range 
based upon the customer oldest invoice falling within a designated range. 
 

��� �  Send Options: Select the drop down arrow to view options which are as follows: 
�  All open Invoices 
�  Only past due invoices 
�  Only invoices in the range 

 
��� �  Send Credit Memos: Check if credit memos should be sent. 
��� �  Send Statement: Check to send the AR Statement 

�  All selected documents will be sent within a single eMail to the customer. 
 

��� �  eMail Text ID:  Select a text ID which will populate the subject and message for the above 
criteria 
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��� �  EMail Subject: The default text from eMail setup will populate the box, but the text may be 
modified if desired. 

 
��� �  EMail Message: The default text from eMail setup will populate the box, but the text may be 

modified if desired. 
 

��� �  Use eMail address from: Select the eMail source from the drop down arrow.  
 

��� �  TIPS:  Defines smart codes to be used in text subject or message. 
 
The Grid will load with all of the customers with the customer Maintenance Print Statements 
option checked. The select field will be automatically assigned based upon the eMail 
Maintenance options entered for the customer. If a customer for this phase is not setup for 
email then the SELECT option will be set to PRINT.  The print status will present the status 
of the document for processing.  The user may change the SELECT option as desired. The 
available SELECT options are eMail/Fax, Print or both.   
 
 

��� �  The Clear All Active will set all line items to NO, which allows the user to manually choose 
specific documents to process.   

 
��� �  Column Display Options: You may select the option that benefits your viewing purposes.  

�  Show oldest days past due. 
�  Show aging columns. 

 
��� �  Select Specific Button: Allows the user to select documents through specified criteria. The 

user may select for a specific data or range of Customer ID, Project ID, Draft Nbr, Invoice 
Date, or Salesperson ID.  

 
��� �  Select Printer Button: Select the printer to be used for printing the document(s). 

 
��� �  EMail / Print Button:  Processes the selected documents. The process scrolls the grid and 

emails the selected documents for emailing and prints the documents selected for printing. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


