Paperless Office

Click on Paperless Office -> Setup -> Paperless Office Options. Enable items that you would like to save
to Paperless.

2 (zlx]
~—Enable Electronic Delivery and PDF Starag F.eep Only the Last POF Copy
F Reports
Feparts Joumnal: and Registers
Journals and Registers Period End Repaorts
Feriod End Repaorts
—Load Data on Initial Wiewer Scce:
Custorer Wiswer
Yerndor Viewsr
Report Wiewer
Journal and Reagister Viswer
Period End Report Wiewer
Direct Deposit Stub Yiewer
[ Accept I Cancel @

Click on Journal and Register Maintenance.

saf Journal and Register Maintenance (ABC) 3/20f2014 - IEI |£|
Compary Code Q@ o4 BRI

Company Mame |
Module Code | L
Document ﬂ|

POF Directon
Auto Create POF | Prompt = |
Pagzword Protect | ko ﬂ

Pagzzword

Confirm Pazzword

Prompt for Aszociated POF During Journal /R eagister Printing |:|
Delete Associated PDF When Joumal/R egister | Deleted in iewer Prompt |

Agzzociated PDF Directony | J

[ ficoept I Cancel l Delete E
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Choose Company code from the lookup list or ALL companies.

=¥ Company List

e
BRC ABC Digtribution and Service Corp.
AR American Business Expressions
D0 Demo Compary
EEC E dwardzon Electric Company
MFG MFG Computer Sypstems, [nc
P13 ABC Dish - 2013 Payrall
TST test
YL e Manufacturing Compary
13 ABC- 2013
Z13 ABC Digtribution - 2013
i 27 Test Comparny
Search | Comparny Code ﬂ| | Begins with ﬂ| | | Find
-

[ Select [ Cancel m

| Found 12 records

Choose module code or ALL modules from lookup list.

Note: Paperless documents for each module can be stored in different locations.

= Module List

=10l

|| Eind

todule Code
AP Accounts Papable
AR Accounts Receivable
B/t Bill of b atenialz
B/R Bank Reconciliation
FiL Fixed Azsets
G/l General Ledager
1/4 Irwentary banagement
1T eBusiness Manager
J/C Job Cost
/P I aterial Requirementsz Planning
PO Purchase Order
F/R Fayrall
5/0 Sales Order
T/C TimeCard
W0 “Wwhork Order
Search |M|:udule Code ﬂ| |Begins with ﬂ| |

[ Select l Cancel E

|F0unl:| 1E records
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Choose specific document or ALL Documents from the lookup list.

=¥ Journal and Register Maintenance (ABC) 3/20/2014 ﬂ — |I:I Iil
Compary Code [&LL (G4 % 14 4 b B

Company Mame |&ll Companies |
i odule Code aLL |% Al Modules

Document d

. B&/P Daily Tranzaction Register
POF Directory | 4/P AP from AR Clearing Pegister

A4P Check and Electronic Payment Regis
ALBLEEBH A4P Check and Electronic Payment M aint
Pazzword Proted /P |nvoice Payment Selection
A4P [reeoice Regizter
A/P Manual Check and Payrment Begister
Confirm Pazswal 4¢P Pre-Mote Approval Register
A4P Pre-Mote Selection Register
AfR Cazh Receipts Journal
A4/R Comrmizzion Edit Register
&/R Finance Charge Joumnal D
A4/R Match Credits to Open [nvaices
Delete Associat{ /R Sales Journal Ewer -

. A4R Daily Tranzaction Register Fromp! J .-
Azsaciated PO g 4y Engineerng Change Register |
B/t Cost Rol-Up Register
B/ Dizazzembly Regizter/Update ~

BrCept Cancel I Delete

Pazzward

Prornpt far Ao

Enter the Path location for the Paperless Documents in the PDF Directory field.

Note: This can be a different location for each module and/or company.

= Journal and Register Maintenance (ABC) 3f20/2014 il - |I:I |£|
Company Code  |ALL N L

Company Mame |All Companies |

todule Code AP | -~ hecount: Payable
Dacument A4P Daily Tranzaction Register ﬂ|
PDF Directary C:\5age 201 MPDF Documentsy |@

Autn Create POF | Yes ﬂ
Pazsword Pratect | Mo ﬂ

Pazsword

Confirn Pagsword

Prompt for Azzociated PDF During Journal/F egizter Printing []
Delete Associated POF “When Journal/Register |z Deleted in Yiewer Prompt ||

Azzociated PDF Directony | J

[ Accept I Lancel l Delete
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Auto Create PDF options:

e Yes —automatically creates the PDF when the Print button is selected
e Prompt — this option will prompt the user to
e No —the system will not create a PDF document

Password Protect:

e Yes—Applies the password that is keyed into the field below to the document
e  Prompt — prompts the user to enter a password when printing the document
e No —does not apply a password to the document

=F Journal and Register Maintenance (ABC) 3/20/2014 ll - |EI |£|
Company Code  [&L1 T 4 4 b B

Company Hame | &l Companies |

Fodule Code ALL © Al Modules
Documett All Documents ﬂ|
PDF Directom C:ASage 201 3W4A5304pdf |

Auto Create PDF | ez ﬂ
Paszward Protect | Mo ﬂ

Paszwiard

Confirm Passwaord

Prompt for Azzociated PDF Dunng Journal/Beaqister Printing: |:|
Delete dzzociated PDF When Journal/Register 15 Deleted in Viewer Prompt |
Azzociated PDF Directon _| J

[ Accept l Carnicel [ Delete I&I@l
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Period End Reports

S Period End Report Maintenance (ABC) 3/20/2014 2| =10] x|

Comparny Code

Company Hame

L e

Copy From...

&l Companies

Module Code  |ALL T Al Modules
FOF Directony C:hSage 2001 POF Documentsh, |@
Ao Create POF | B =
Faszword Protect Nn—v
Pazsword
Confirm Passwaord

’ Accept I LCancel l Delete I&IQ]

Report Maintenance

=¥ Report Maintenance (ABC) 3/20/2014 2| =10 x|
Caompany Caode  [ALL 4 4 &

Compary Mame

Al Companies

fodule Code ALl C Al Modules
Document Al Documents j|
FOF Directory | C:\Sage 201 WPDF Documents' |=

Paszwiard

Pazsword Protect | Mo -

Confirm Password

’ Accept l Carnicel [ Delete 1&16]

Conner Ash P.C. © 2014

Page 5



Form Maintenance

Choose Company code from the lookup list or ALL companies.

_ioix

ABC ABC Distribution and Service Corp.

AR American Business Expressions

D0 Demo Company

EEC Edwardzon Electic Company

MFG MFG Computer Systems, Inc

P13 ABC Digh - 2013 Payrall

TST test

e =12 Manufacturing Company

¥13 ABC - 2013

213 ABC Digtribution - 2013

2L 227 Test Company

Search |I:|:umpan_l,l Code ﬂ| |Eegin$ with ﬂ| | | Find
o

[ Selsct I Cancel @

|F|:|und 12 records | | |

Choose module code or ALL modules from lookup list.

_ipix

AP Account FPayable

AR Accounts Receivable

J/C Job Ciost

PO Purchase Order

PR Payrall

R Return Merchandize Authorization

540 Sales Order

Search |M0dule Code ﬂ| | Beqgins with ﬂ| | | Eind
o

’ Select I Cancel @m

|FDunl:I 2 records | | |
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Choose the Document type or ALL Documents.

= Form Maintenance (ABC) 3/20/2014 ﬂ - IEI Iil

Company Code ALl |G % 4 4 b Bl
Company Mame

All Companies |

Module Code [ALL |% All Modules
Document

1. Main ]

A/P Check

- - ol 2R i e
Electronic Delivi /1 Clatement

Enable Electon|J/C Invaice ﬂ

Fram E-mail Address | |

~—FDF Storage
FDF Directom |
k.eep Only Last Copy |:|

Overide Password

Confirm Pagzsword

[ Accept I LCancel l Delete E

Check the box to Enable Electronic Delivery. Type the e-mail address to use as the "from" e-mail

address when e-mailing the form. If a company is selected in the Company Code field, this field displays

the e-mail address entered in Company Maintenance. You can change this e-mail address when e-
mailing the form from the printing task

=¥ Form Maintenance (ABC) 3/20/2014 2| =10 x|

Company Code |20 | = 14 4 B Bl
Company M ame

All Campanies |
todule Code ALL | All Modules

Diocument All Diocuments ﬂl
LMan | 2 addtional |

~—Electronic Delivery
Enable Electronic Delivery

From E-mail Address |sdeters@connerash.cum |

~—PDF Storage
FDF Directory ||
Keep Only Last Copy |:|

|&

Oweride Pazzword

Caonfirn Paszword

[ Accept I LCancel l Delete E
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PDF Directory - Enter the full path of the folder to use for storing the form in PDF format, or click the
Browse Directory button to browse to the folder.

Override Password - Type the override password for viewing the PDF documents created for this form.
You can type up to 32 characters. If a PDF password is entered for the customer, vendor, or employee in
Paperless Office Delivery Options, this field provides a second password to open PDF documents.

=P Form Maintenance (ABC) 3/20/2014 2| —lo] x]
Company Code AL | o 04 4 B Bl

Company Mame | All Companies |
Module Code | ALL | o Al Modules
Document All Documents ﬂ|

LMan | 2 Addiianal |

—Electronic Delivery
Enable Electronic Deliveny

From E-mail Address |sdeters@connerash.com |
~—FDF Storage
FOF Directary | C:vSage 201 1WPDF DocumentstPDF Farms' ==

F.eep Only Last Copy |:|

Dveride Pazsword b xS
Confirm Password b %%

Cancel l Delete m
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Journals and Registers

How It Works

Enter your data into the Data Entry screen, example: Accounts Payable Invoice Data Entry. Click on the
Accounts Payable Invoice Register. Click Print. DO NOT CLICK PREVIEW!! The PDF will open on your
screen. Review the document for accuracy, check totals, debits equal credits, etc.

If you wish to print the document, click the printer button.

_AP_] . O =18
cle Edit Wiew Window Help GoFileRoom TaxTools
EE Create ~ ‘ @ % ‘ {‘;.} @ @ & E?‘.) @) E
‘ / ZM | — -I- Tools Comment Share

Accounts Payable Invoice Register
Journal Posting Date: 3/20/2014
Register Number: AP-000020

ABC Distribution and Service Corp. (ABC)

Division Number. 01 TRADE ACCOUNTS PAYABLE

Vendor Number\ Dates Distribution
Invoice Number Invoice Due Discount Invoice Amount Discount Amount
ARWAY ‘Airway Property 7009 Forme 1 Box 1 SeparateCheck: No
123
4/30/2010 4730/2010 50.00 0.00
GIL Account:  555-00-03 50.00
AIRWAY Airway Property 1099 Form: | Box 1 Separate Check: No
1234
32012014 3130/2014 500.00 0.00
G Account:  555-00-03 500.00
CONT Container Corporation Of Usa Separate Check: No
5467
322014 3/30/2014 12.500.00 0.00
G/ Account  535-00-03 12.500.00
POSTMST U.S. Postmaster Separate Check: No
MAR2014
3i20/2014 373002014 100.00 0.00
GLL Account:  770-00-04 100.00
Division01 Total: 13,150.00 0.00 13,150.00
Prepaid Amount: 0.00
—
13.150.00 0.00 13.150.00

Prepaid Amount: 0.00

Otherwise, exit out and update the register. The document will be saved to the directory you indicated
in setup and can be viewed using the Paperless Office Viewer.

e Journal and Register Viewer (ABC) 3/20/2014 = IEIIil

Company Code  |ABC C% ABLC Distribution and Service Corp.
Module Code AP ck Accounts Payable
Dacument Al Documents 7| Accounting Date From [2/18/2014 |70 Ta [12/31/2498 |70

Company /| Module | Joumal Mo Batch | Journal Mame PDF Created AcctgDate | Updated | PDF Location PDF Exists | _Passwor m
&BC AP &/P Daily Trans... 2014/03/20 17:16... 3/20/2014 K C:hGage 201 3NMASI0pdABC_ .. K N
ABC ALP AP Daily Trans.. 2014/03/20 17:30.. 3/20/2014 A C:hSage 201WMASIDNpdRABTC_ . A M

ABC ALP AP-000020 Invaice Register  2014/03/20 17:25... 3/20/2014 A C:\Sage 201 WMASIDNpdMABC_ . A M 1
ABC ALP MC-000007 Manual Check ... 2014/03/20 1716, 3/20/2014 A C:\Sage 2001 WMASI0NpdMABC_ . A M B

[

4| I
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Emailing Forms

Library Master:

Click on Library Master\Main\Company Maintenance. Select your company and choose the Email tab.
Enter the address for your SMTP server. (You may need assistance from your IT Company for this piece.)

=@ Company Maintenance (ABC) 3/20/2014
Company Code  [4BC | - 14 4 b Bl

Company Mame  |4BC Distribution and Service Corp. |

1. kain ] 2 Preferences] 3. Credit Cards

~SMTP [Mail] Server
Enter the DMS address [for example, mail example.com) or IP address [for example,
128.0.0.102) of the SMTP zerver pou are uzing to send e-mail. The address is needed to

generate e-mail. Enter the port nurber the SMTP server iz uzing if it iz not configured to uze the
default port.

Addiess [10.0.05 | Pat| 2

Select the bype of encryption to uge between the SMTP client and SMTF server to send e-mail.

SMTP Encryption | Mone ﬂ

Enter the user ID and pazsword bo use for authentication at your e-mail server. ‘While not
always required. it is a good idea to only send 'authenticated' mail. Thiz user does not have to
be the one the mail iz from; it is only uzed to log on ta the e-mail server when sending mail. [f
your e-mail zerver requires MTLM authentication, enter the domair.

User 1D Paszword
Dramain Confirn Pazsword
~—E-mail Option:

Usze 128-bit Encryption for Pazzword Protected D ocuments

Usze as Default Company far Server Settings [ Accept I Cancel I Delete

Accounts Receivable:

Click on Accounts Receivable\Main\Customer Maintenance. Click on the Paperless button.

=EF * Customer Maintenance (ABC) 3/20/2014 =lol x|
Customer Mo, | 01-48F | R T [Egpy From...] [Henuml_:er...l [ Mare... B
Mame American Business Futures | Custorner On Credit Hold

1. Main I 2. Additional ] 3. Statistics I 4 Summary ] 5. History ] E. Invoices ]z. Transactionsl 8 5/0z

Address 2131 M. 14th Street @ Termns Code E% MNet 30 Days
Suite 100 Prirnary Contact @% Artie Johnsonajfls.
Accounting Department Ship Code @%

ZIP Code 532051204 PinawShipTo (2 |G, American Business Future

City Milwaukee State
Country Usa Q“ United States of America Tax Schedule i MILMIL q“

Fiesidential &ddr [ Milwaukes

Salesperson o0 |G Jim Kentley Split Comm...

Telephone  [(414) 5554787 Ext[213 |

Credit Hold =]

IR Credt Limit 120,000.00

E-mail &ddress | sdeters@connerash.com
URL Address wiww. abf. com

[ Accept I Lancel I Delete _
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Choose the document type that you would want to email.

=¥ paperless Office Delivery Options

R/t Custormer R,
540 Irvoice
5/0 Order

(o | coen (@)

Select your delivery options.

s Paperless Office Delivery Options

Conner Ash P.C. © 2014 Page 11



Select who you are going to deliver it to. Note: You can have multiple email addresses to deliver to.

21-1D]x|

Customer Mo.

01-4BF | American Buziness Futures

Docurment

540 Invoice ﬂ|

1Man | 2 Emai ] aFa |

~—E -mail Dption:

Usge E-mail &ddress in Data Entry D

{lze Custamer

E -mail Address sdetersEconnerash. com

~—T o Customer Contact

Contact Code | Contact E-mail Address

Q|

)

To Additional E-mail Addrezze

[ Accept I Cancel _

Sales Order — Invoice

Enter invoices for customers. Click on Invoice Printing icon/menu. Select method for printing/electronic
delivery. Based on your selection the system will print the invoices it needs to print and electronically
deliver the invoices that are set up.

=E 5/0 Invoice Printing llil

STANDARD (=8

Farm Cade
Deszcrption | Plain |
Murnber of Copies Collated bulti-Part Form Enabled [ ]

Frint Carnments Pattial |

Paperless Office Output | Print Al hdl(E
Electranically Deliver Only
. Prirt/PDF for Print Delivery Option
Lire 1 Message Print/POF &l and Electionically Defiver
Line 2 Message Frint/PDF or Electronically Deliver
Print/PDF &ll
FOF Al

HP Laseet P20S5JUFD PCLE vl | Agnment | | Pint | Preview | Setwp | 3|

Conner Ash P.

C. © 2014
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Select...

Print All

Electronically
Deliver Cnly

Print/POF for
Print Delivery
Option

Print/FDF All
and
Electronically
Deliver

Print/PDF or
Electronically
Deliver

Print/POF All

PDF All

...to perform the following when these check boxes are
selected in Paperless Office Delivery Options for the
customer, vendor, or employee

E-mail andfor
Fax check box

Hard copies of all
selected forms are
printed.

The selected
forms are saved as
PDF and sent by
e-mail and/or fax.

Mothing

The selected
forms are saved as
PDF, printed as
hard copies, and
sent by e-mail
and/or fax.

The selected
forms are saved as
PDF and sent by
e-mail andfor fax.

The selected
forms are saved as
PDF and printed
as hard copies.

The selected
forms are saved as
PDF.

Conner Ash P.C. © 2014

Print check box

Hard copies of all
selected forms are
printed.

Mothing

The selected
forms are saved as
PDF and printed
as hard copies.

The selected
forms are saved as
PDF and printed
as hard copies.

The selected
forms are saved as
PDF and printed
as hard copies.

The selected
forms are saved as
PDF and printed
as hard copies.

The selected
forms are saved as
PDF.

None

Hard copies of
all selected
forms are
printed.

Mothing

The selected
forms are saved
as PDF and
printed as hard
copies.

The selected
forms are saved
as POF and
printed as hard
copies.

The selected
forms are saved
as PDF and
printed as hard
copies.

The selected
forms are saved
as POF and
printed as hard
copies.

The selected
forms are saved
as PDF.
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The following screen will appear after the invoices ha
Successful attempts.

2 =l

Document | Cuztomer Form

—E-mail Rezult

—

Humber of Attempted E-mailz

—_

Murnber af Succeszsful E-mails

—Fax Rezult

Murnber of Attempted Faxes

ve been electronically delivered confirming

Print your Sales Journal and update as normal.

The invoice can be viewed from the Paperless Office Customer Viewer or within the Customer on the

Invoices tab.

ﬂﬁ * Customer Maintenance (ABC) 3/21/2014

=10l x|

Custarmer Mo, |01-2EF | b [ ld 4 B @l [Egp_l,l Fram... ] [ R erurnber... ] l Mare... B
M ame American Business Futures |
1. Main ] 2. Additional ] 2. Statiztics I 4 Sumrmary ] 5. Higtary I . Invaices I i Transactinnsl 8 5/0=
Ivnice Mo. | Inwvaoice Type | I Date | Inw Due Date | Dizc Date | Sald To | Aot | - @
0100125 Invaice 3452014 4135204 2,000.00 .
01023 Invoice 2:4/2014 362014 1.,000.00 I
010020 Invaice 12118/2013 117204 7,000, 00 =
1o e Credit Mema 12/6/2M3 g ‘%_\
0100114 Irrvenice 12/6/2013  1/8/2014 136.00 =)
010011E Irvoice 11270203 12/27/203 20.00 LE&
0100113 Invoice 11/212m2 1221202 210000 .
0100064 Invaice 1n/2/2m2 11A2me Faperless Viewer, At |
0100065 Invoice 1n/2/2m2  11A2mea Bh.25 - »
1] | —
Tranz Date | Tranz Tupe | Tranz .t'l'-.mcnuntl Pay Date | Check Mo, | Faprnent B ef | Cr Card | Fikdd
4| i B
Balance | Current | 30 Daps | B0 Daps | a0 Days | 120 Days | %
39.751.89 3,000, 00 721500 80.00- [on 2961683

[ Acoept I Cancel I Delete .
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