Sending Invoices by Email.
This is now possible but it does require some configuration changes.
Customer.

There are new fields to be added to the customer file. In version 2.60 the customer file will
be updated automatically to add these fields.

The new fields are on the accounts page and are

Invoice Email — the address to send the emails to
Wish Invoice by Email — Indicates if wish to send the invoice by email and not print. If this
is not ticked then it is possible to still print and email.

Invoicing

When the results of an invoice run- the overview page with the list of invoices has been
extended so there is now a To print tab.
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On the overview tab there is now an option to Make PDF for selected items. This allows
you to make a PDF and attach the PDF manually to an email that you can create. This
may be useful in some circumstances. The PDF is saved in a subfolder PDF below the
invoices folder.



If the customer on the invoice run has an invoice email address set then there can be two
other tabs that appear:

To Email — these are the customers that wish to receive invoices by email, these
customers will NOT appear in To Print.

Can Email — these are customers with an invoice email set but have not indicated that they
wish to receive invoices by email. These customers will still be in To Print.
So to produce invoices, you will process the To Print and To Email columns.

If a customer appears in To Email, you can still get a print by selecting the customer from
the Overview tab and clicking Print.

Sending Email.

On the Invoice configuration page there are settings. The Sender email address needs to
be entered and if you wish to have a copy of the email sent, then enter this into the copy
email address.

Setting up the Email client requires some understanding of how your email works and is
configured.

On the configuration page there are three options.

Email Settings
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Email via web service.

If this is ticked then Annapurna will send the email via Hawkstone Design web service.
However, some email clients will consider that an email sent from xxx@yyyy via
info@hawkstonedesign.co.uk is suspicious and not deliver it.

Email via Local Client.
If this is ticked then Annapurna will place the email into your local email client and you then
have to send it from there. This can be troublesome if there are many invoices to email.

If neither of the above are ticked then the email is sent via a SMTP server which has to be
entered in the setting. You will also need from your email provider information on port
number, user, password and security (TLS).

A log of emails status is retained in the log folder.
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