Training Document
How to Print/Email Customer
Statements

Accredo.

taking care of business

In this lesson you will learn about using the Accredo system.
After completing this lesson you will be able to:

e Email Customer Statements
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Contents

Process flow

Printing/Emailing Statements

Print Statements

Emailing Statements

Contact

Process flow

Quote

* Provide a quote to customer

Sales Order

¢ Quote accepted - Sales Order
created from quote

Order Shipped

¢ Order shiped with packing slip
if in stock or backordered if
insufficient quantities

Invoice Raised

¢ Invoice raised from sales
order or direct through
invoicing system

Receipt Payment

* Payment received from
customer

Allocate Payment

* Payment allocated against
invoice

Goods Returned to
supplier due to damage or
other reasons
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Issue Credit Note

¢ Credit Note required to adjust

customer account & stock
correctly

Allocate Credit to
Invoice if no payment
received or Issue a
payment refund
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Printing/Emailing Statements

Print Statements

To print statements go to Reports — Accounts Receivable — Statements

Eile Edit Wiew Shortcut Script Window Help

‘o EEH B COfKK |2

—winstar

0

&«

Maintain Tasks FReports Setup

[ Accounts Receivable -‘\
£ Custorner Reports :
B Analysis Reports
B3 Transaction Reports
£ G5T Reports
B Memo Reports
I= Customer Labels
Customer Batch Labels
Custormer Batch Email

Staternents
Email Statements
) Receipts
End Of Pericd Reports

Ledger Totals
A2

Revaluation Report
Specify the range of customers and period
Only tick include Nil balances if you specifically want them!

Tick exclude email customers if you are going to send these via email

Click on Run
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-:] AR Statement

Destination

Report File Mame
Customer - From
Customer - To
Customer Group
Period

Statement Date
Include Mil Balances
Include Credit Balances

Exclude Email Customers
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Emailing Statements

To email statements go to Reports — Accounts Receivable — Email Statements

Choose the Customer Range and Period etc.

Note: the statements will be emailed to the address specified in the Maintain — Customer —

Contacts Tab — Email Document section
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."] AR Email Statements
Selections  HTML Email Editor  Attachments

fdobe PDF w

Format

Report File Mame ARStatement.pfd @
Customer - From ~ 8|9 T
Customer - To - |galg
Customer Group -

Period Oct 2013 v
Statermnent Date 3171042013 H

Include Mil Balances
Include Credit Balance
Use SMTP rmailing
Log SMTP Sessicn
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Request Read Receipt
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W AR Customer Maintenance - ASHENG - Asheng Engineering Ltd
# | Select Customer | Z¥gla)¢

@ Customer Contacts Banking/Delivery Links Memos Balances Graph Documents Transactions

v |88 7 o @@ & AshengEngineering Ltd

w» Full Name Role Phone No Fax Mo
% Donna {Accounts 546 7908 546 7900
a
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Email Documents
Statements info@asheng.co.nz
Invoices info@asheng.co.nz
Quotes info@asheng.co.nz
Packing Slips info@asheng.co.nz
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Email Address
donna@asheng.co.nz

Mobile No
021-589 900
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Contact

For further information or for assistance with Accredo please do get in touch with us.

Offices

New Zealand (+64)

TAUraNGA..cceviiieiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeee 07 544 4488

Wellington.......cccce e, 04 282 1534

Email..coovieiiiiiene Helpdesk@ZealSystems.co.nz

Australia (+61)

Melbourne......ccooveeeinenecercreceee e 03 9016 3410
SYANEY ..ttt s 02 9098 0996
Brisbane......ccooovveininececece e 07 3088 4989
Email..oooiieiiiieee Helpdesk@ZealSystems.com.au

Prepared by Zeal Systems Ltd ©2012 Last updated 10 April 2017


mailto:Helpdesk@ZealSystems.co.nz
mailto:Helpdesk@ZealSystems.com.au

