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Step by step instructions.

Step 1. Choose the menu task that normally creates the document you want to email.
This could be an invoice, statement or report.

Suymysiwin32i\binimys3Zmw.exe

TASK:
SUBTASK:
STEP: Generate monthly statements

[ Maxwell’s Millions 1

Title : Print customer sta small print=s

Reporti#fi: RA623G.PRT Printer List will not f1t'x
JLASEE Training laser — Landscape

. Printer : EMSTMT Enm JLASEF Txalnlng lasel — Land 22 .3cpi

. Num copies 1 ad

. Form type = NORMAL Wide report printer downstalirs

. Delete Rpt z EMRIL Email PDF portrait

R wg

. Lines/page H EM-IUC Email PDF invoice eform

1
2
3
4
2. Spool Rpt H EMAILC Email PDF 8.5x11 Land compress
g. Page width H EMSTMT Email PDF statement eform

9

. Company name : Maxwell’s Emall raw text for expor
. Requested by : 2 P
FAXLAN FAX HP Land°cape
To select a printer: - G FAXCMP FAX HP Landacape Compressed
== FARIUC FAX invoice with eform
FAXPO FAX for Purchase orders
JREPR1 JRE ’TI818’ main printer

wuwuw

Y=Select Left arrow=exit Up/Down arrous F9/shift-F9 toggles info box
CTRL T=next screen CTRL R=PREU screen CTRL E=Last screen HOME=1st screen

Step 2. When it asks for a printer, choose an EMAIL printer appropriate for the type
of document being sent; portrait, landscape, invoice, statement, etc.
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TASK: Statement summary selection menu
SUBTASK:
STEP: Uerify destination information
[ Maxwell’s Millions 1

. Please verify this information
1 Subject : Maxwell’s Millions monthly statement

2 To: Email adde : tsmith@customer.com «— TAB to search for email address

3 From:Email addr : cjonesPmaxmillions.com «— TAB to search for email address

4 Our Company : Maxwell’s Millions

Step 3. After the program creates the document the above screen will request additional
email information. The cursor always stops at the 1 three fields so you can enter the
subject and email addresses.

TAB search for Email Address:

You can press TAB at the "To:" and "From: " email address fields (2 and 3) to search by
name for email addresses you might have stored in any of the following files:

A/R Customer master and O/E alternate ship-to file

AJ/P Vendor master and P/O alternate order-from file

O/E Salesperson file

The TAB key will search the memo notes of the master files looking for specially entered
lines that contain email addresses. If it finds more than one email address in the memo
note then it will pop up a window and let you choose one.
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Suimysiwin32hbinmys3Z2mw.exe

TASK:
SUBTASK:
STEP: Uerify destination information
[ Maxwell’s Millions

Enter customer name: AJAX_

Enter the first few letters of the customer name
as it would bhe found in the AR customer file.

in AR Customer master
then shouws OE Alt ship-to’s for selected customer

F2 to change search options.

A TAB search will display the above screen so you can enter the company name that
should receive the email. This example will search the A/R customer master memos for
email addresses of individuals within that company, but you could choose a different file
by pressing F2 and picking another file from a list.

See the section on “How to save email addresses in memo notes:” for details on how to
correctly enter the email addresses into the memo notes of these master files so they will
be accessible by the TAB search.
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Please see the attached file.

Powered by Profits Plus from MV Software ( http://wuww.mvsoftware.com )

Do you want to edit the above email message? [vy/n,q] default=n :

Step 4. The program displays a brief message that it will insert into the body of the email.
It will ask if you want to edit the message.

Answer y to edit the message.

Answer n to send it as shown.

Answer  to quit and cancel the email.
You will not be able to edit the actual report because it will be sent as a separate file
attachment.

After the body of the message is approved the email will be sent.

Note: You can change the above default message that every email starts with. See “How
to change the default email message” on the next page.
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How to change the default email message.

The email program lets you compose a brief message to send to the recipient before you
send the email. You can edit the starting message for every email in Software
Maintenance task # “31. Email maintenance”.

utmysiwin32'binimys3Zmw.exe
Module: Software Maintenance

Transactions —— —— Masters
Clear orphan file locks File dictionary

Terminal defaults
Results of last tape verify

System printers

LI B WN =
)

Reports —MmM8MM—— ———— Other
9. Lock number report Lock ingquiry
18. File device assignments MFD transport
11. Init file/device assignments
12. Color schemes
13. Program stack inquiry
ig. Email maintenance

Task: 31

TASK: Email maintenance
SUBTASK:
STEP:
[ Maxwell’s Millions 1

N PP ey TR —_———————= Name
1. Edit default email message hody SQEDIT
2. Edit default email message trailer SQEDIT

Select: __

The default message is separated into two sections. The body and the trailer. Choose
task #1 to edit the body or choose task #2 to edit the trailer.
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How to save email addresses in memo notes.

You can keep email addresses in master files so you can do a tab search for them when
sending emails. You can enter searchable email addresses into memo fields of the
following master files.

e A/R Customer master

A/P Vendor master

O/E alternate ship-to file
O/E Salesperson file

P/O alternate order-from file

[ Chumysiwin32\bin\mys3Zmw.exe

Customer master file maintenance
Change existing customer record

dgountinglfcustomer.com for e—delivery statements
gounting@customer.com for e—delivery invoices

ith@customer.com Terry Smith, owner
pith@Ccustomer.com Roger, Terry’s brother

Any Change?:

A memo note line that starts with ".email" or “.EMAIL” will be recognized as an email
address during an email TAB search. The e-delivery statement and invoice email memo
prefixes (like .ESTM or .EIVC) will also be recognized as an email address.

Notice how comments can follow the email address. If multiple email addresses are
found then a window pops up during the TAB search to let you select one of them.

If a record has more than 1 memo boxes in a record, you can put email addresses in any
of them.
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Frequently asked questions:

Can | send the same report to multiple addresses?

No. Only 1 email address per report. If you need to send a report to multiple people
then send the report to yourself first, and then use your PC email to forward the report to
multiple addresses.

Can | attach more than 1 report to an email?

No. Only 1 report per email. If you need to send multiple reports attached to the same
email then email them separately to yourself first, then use your PC to compose a new
email with multiple attachments.

Am | notified if the email fails?

Yes, failure notifications will be sent back to the email address you entered as the “from’
address. This is normally your personal email account.

2

Known Problems:

It doesn’t let me edit the message.

PC’s that use both STEP and FacetTerm will not be able to edit the message body. The
email will be sent with the default message and report correctly but for some reason the
screen that offers you to edit the message does not stop for a response. You will see the
message text quickly scroll by on the screen before returning to the subtask menu.

If you need to edit the message, then you should use a terminal that doesn’t use STEP and
FacetTerm at the same time.

FacetTerm is the UNIX software that allows a user to switch between multiple windows
using the CTRL-W key. If you can’t switch between multiple windows then you

probably don’t use FacetTerm and you shouldn’t experience this problem.

STEP is a terminal emulator program used on Windows PC’s to display UNIX screens.
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