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Version History

Version Date Author(s) Notes
Number
1.0 21/05/13 | Neil Gilbert Initial Draft

Background and Solution Overview

Docmail is an intelligently designed attachment to Sage 200 that allows the user to send
documents from the business to the user with little stress or expenditure. Docmail handles
everything for you, as soon as you’ve hit send Docmail will print, sort and stamp all your
documents and letters for you, ensuring they are delivered properly and on time.

The Sapphire Docmail extension allows Sage 200 Documents to be sent automatically by email,
print or post. When items are sent by post they use the Docmail service, Docmail are a 3rd

party printing company who print and post out the documents for us.

And all of this for as little as 35p per letter!
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Docmail Settings

The “Docmail for Sage200” settings screen contains the core settings for the Docmail
program to function correctly.

The Logon details section contains all the E Docmail Settings B
settings for the Docmail web service (the
Docmail web service is a 3™ part web service
provided by Docmail). In order to pass
documents to Docmail, users must sign up to
a Docmail account via
https://www.cfhdocmail.com/live/signup.asp
X . When signing up make sure the referred
box is completed with “Sapphire”, this is how
Docmail associate the account with us.

The web service should be set to :
https://www.cfhdocmail.com/LiveAPI2/DMW
S.asmx

or for testing purposes :
https://www.cfhdocmail.com/TestAPI2/DMW
S.asmx

Logon Details

Username: |saslimited |

E e | [ — |

Webservice: |htt|:|s:waw.cﬁdomail.mmﬁestAPIZfDMﬂ

SMTP Settings

SMTP Server: |ERISTOL2

Default Email: |nei|@saslimihed.com

The SMTP Settings section is used for the Email
distribution, if the SMTP Server has not be
entered then “Docmail for Sage200” will try and
send the emails via the users Outlook (this can Dotae

be blocked by windows and SMTP is the preferred Neme: |
method). Teleghone: |
The Default email address is used when emailing Emal: [nei@sasimited.com
documents via the SMTP service. =z |

When creating\amending user accounts in b Tile: |
Sage200 using the Sage200 System
Administration program, users are able to enter
an email address against the users accounts.
When documents are distributed via Email (using
the SMTP server), the users email address set in
system administrator will be used as the “From”
address, if this has not been set then the
“Default Email” (From Docmail Setting) will be
used.

MNEILGILBERT Properties

Company Access Mobile Access
General User Details Member of

Manager's Name: |

Address:
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Document Settings

The Document Settings Screen contains the settings for
each individual document that can be sent out using
“Docmail for Sage200”.

The Document drop down contains all the documents that
can currently be processed by “Docmail for Sage200”,
picking a different item from the drop down will load the
settings for the selected Document. The current list of
Documents that can be processed by “"Docmail for Sage200”
are:

POP Orders

SOP Orders

SOP Invoices

Sales Ledger Statements

The Print Type and Delivery Type are used when we
distribute the documents using Docmail (Print and Post),
these will affect the cost i.e. First Class Delivery is more
expensive than Standard Delivery and Colour print is more
expensive that Black and White.

The Document location is the location of the Sage200 Layout.

07845 130 9696
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El Docmail Document Settings

Select Document Type

Document: ‘ POPOrders

Print Type

Frint Type: Black and White Simplex

Delivery Type

Delivery Type: |Standard Delivery

Document Location

Email Subject

Email Body

Email Settings
Save Emails to draft: [ ]

Test Layout

When printing documents in Sage200, if the Document location has been filled in then
“Docmail for Sage200” will try and distribute the document, if this has been left blank
then the bespoke is ignored and the document will be printed using standard Sage200

functionality.

The layouts have to be amended when using Docmail because of how Docmail print the
address on the document (they print the address on the document and not the
envelope). Docmail will always print the address on the top left of the document

(Sample layouts are provided as part of the Docmail install).

Registered in England No. 3648408 | Tel: 0845 1309696 Fax: 0845 1309669
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From the Docmail Website:

1. The Address Area

This is the address area, which must be left
blank. We automatically insert the addresses
of your recipients here so that they appear
correctly within the address window of the
Docmail envelope.

The Email Subject and Email Body fields are
used when documents are distributed via
Email.

When documents are sent using email and
the SMTP server has not been set, emails
will be sent using the users Outlook. If
“Save Emails to draft” has been ticked, the
emails will not be sent automatically but will
be in the Outlook draft folder.

Amend Sales\Purchase Ledger

account

—] )

B SL - Amend Account Details for Cook's Cookers Company

Company | Contacts | Trading | Payment | Credit | Documents | Attachments | Memo |

BIR002 =
Cook's Cookers Company

Pounds Steriing -

Account

AfC ref: Account balance: £ 43030.21

[ om

Name: Credit limit:

Short name:

Currency details
Currency:

Company details

Address: Plot 4 Docmail:

New Road Business Park

Lyng
|West Bromwich

dity:
County:

Postcade: [

Country: -

Telephone:  + |44 |
Fax: +|4 |
Contacts:
Default
Yes

Web site:

Name Telephone

07845 130 9696
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R mﬁi/‘;{l/lAuéq
VETER!
PRACTICE

e
of a letter that you (if you were 3

- i ay!
Don’t waste any more time on post = visit today’
n

Call or email Jason Lusty

Tel: 01763 416311
Fax: 01761 409700

Call or email Victoria Coates

Tei: 04761 416311

Fax: 01761 409700 il
i: Jason. husty @

Email; victoria.coates@cih.com emait: 3

When amending\entering\viewing sales
and purchase ledger accounts, a new
“Docmail” drop down will now be visible.

When printing any of the support
documents with “Docmail for Sage200”,
Docmail will check the distribution type
for the account and send the document
accordingly. If the account has not been
set then “"Docmail for Sage200” will
simply print the document (i.e. not email
or Docmail).

When sending documents via Email,
“Docmail for Sage200” will first check for
a role that matches the name of the

document i.e. POPOrders, SOPOrders, SOPInvoices, SLStatements, if a contact has
been setup with that role “"Docmail for Sage200” will send the document to the email
address of the contact associated with the role. If the role has not been setup, the
email will be sent to the default email address held against the account.
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SL - Add Customer Contact

Contact
Customer: | Cook's Cookers Company

Salutation: IMr. First name: Middle name: l:l Lastname: | Gibert

Raoles

Details

Area: MNumber: Rale Preferred Contact

Telephone:
SOPOrders |z| I_
Mabile:

| Add || Delete |

==

When sending documents out using Email or Docmail, a PDF copy of the document is
stored against the account (these can be viewed using the attachments tab).

B SL - Amend Account Details for Cook’s Cookers Company = B

| Company I Contacts I Trading I Payment I Credit I Documents | Attachments |Memo |
Attachments

Type Date

PDF File 23/08/2012
5T-23082012 15-06.pdf 23/08/2012
5T-23082012 15-24.pdf PDF File 23/08/2012
5T-23082012 16-29.pdf PDF File 23/08/2012
ST-23082012 16-30.pdf PDF File 23/08/2012

Printing Documents

When printing any of the support documents with “"Docmail for Sage200”, Docmail will
first check if the Document location field has been set (found in the Document
Settings), if the Document location field has been set then “"Docmail for Sage200” will
start to process the documents.
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Select orders Ev!

Docmail
Documents to be sent via Docmail: D

Print Type

Print order acknowledgements for:

() All orders yet to be acknowledged

() All orders amended since they were acknowledged

Print Type: Black and White Simplex w
() All orders for a customer yet to be acknowledged i |

() Single order
Delivery Type

Delivery Type: | Standard Del
Order Mo Order Date  AfC Ref Customer Nan B St e et

0000004989 01/10/2010  SINOOL Sinead Smith
0000004930 01/10/2010  KITOO2 Kitsch Kitche
0000004991 01/10/2010 MOL0O01 Molly Inc

0000004892 01/10/2010  KNOOO1 Knabs and Kn
0000004993 01/10/2010  TOTOOS Total Home C
0000004994 01/10/2010 TOTOO3 Total Home C
1000004985 01/10/2010  EPOSI0 Store:Newcas Documents to be sent via Print:
0000004296 01/10/2010 HUGGINS  Abbey Retail
0000004957 01/10/2010  KNODOL Knobsandkn |~ Override Send

Email

Documents to be sent via Email:

Print

Send all using: |
| Print | | Print All | | Select Al | | Deselect Al |
15148 Sales Order
15147 Sales Order

“Docmail for Sage200” will next check the send method (found in Amend Account) and
count how many documents are going to be send via print, email and Docmail.

A new confirmation screen will appear, the screen details how many documents are
going to be sent via print, email and Docmail. The screen will be populated with the
defaults set in the document settings screen, these can be overridden at this point i.e.
normally purchase order are printed in black and white, however for this batch we can
change the “Print Type” to colour.

The screen can also be used to send all documents via one method i.e. we have 10
documents that are going to be distributed via email, 10 via print and 10 via Docmail,

changing the “Send all using” drop down we can set all documents to be distributed via
one method (print, email or Docmail).

Processing Documents

A new screen with a progress bar is E Docmail Progress

displayed as “Docmail for Sage200”
processes and sends each document.

Processing documents......
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Docmail Sent Summary

Once “Docmail for Sage200” has finished distributing all the Documents, a Docmail
Sent Summary screen will be displayed.

B Docmail Sent Summary = =

Docmail Sent Summary Email Sent Summary

Documents sent successfuly : Doamentssentsuccessfily: o |
Documents faires : b Documents faiures : b

Delivery Method Account Ref Document Na. Address 1 Posteode Error Message
Docmail SINDOL 0000004989-F138¢ Sinead Smith Int.. AB23 21A

| I

The Docmail Sent Summary screen displays any successes and failures. The screen will
only detail documents sent via Email or Docmail, printed documents are not listed.
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Docmail Process

Print Document

v

Check document location has been completed

v

Check account for send method

- _

Docmail Nothing selected

4

Does a role exist Use default

with an email email
address address

Display confirmation screen

Create PDF file

v v v

Send via Outlook Send via SMTP Pass to Docmail

Attach PDF to customer\supplier account

Sent Summary Screen

Directors: A G Adams, Z L Adams, R M Fisher | The Stables, Coombe Lodge, Blagdon, Bristol BS40 7RG e tne dEry
Registered in England No. 3648408 | Tel: 0845 1309696 Fax: 0845 1309669




2

>

i 87

B

@HESAPPHIRE

ACCOUNTING SYSTEMS LIMITED

Docmail Website
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Documents sent via Docmail can be reviewed using the Docmail website, the website

displays the current status of the order and also allows for documents to be cancelled.
The website can be accessed with the following URL:
https://www.cfhdocmail.com/live/login.aspx

heme > admin > my mailings

My mailings

Results per page
Product
Submitted between

Mailing name / order
ref

0 L]

B =ne | J::4

|SEARCH | DOWNLOAD

O show outstanding mailings only

¥ show mailings from other account users

[ show historic mailings (over 15 months old)

Order ref v

49400
48721
48717
48433

Showing 1-4 of 4

Mailing proof

VIEW PROOF

Mailing name

0000004989-f138c
5884-c6960
0000005116-623f
ST-24042013 09-32

Created Status code Price

20/05/2013 £0.58 VIEW EDIT
30/04/2013
30/04/2013

24/04/2013

Approved
Approved £0.42 VIEW EDIT
Approved £0.58 WIEW EDIT

Approved £0.58 VIEW EDIT

DELETE
DELETE
DELETE
DELETE

Mailing summary

Mailing name
Product type
Created by
Status

Mail pack contents

Print options

Mailing list total
Despatch type
Despatch date
Approval

Cost
VAT
Total Cost

C5 envelope

Surcharge standard
postage

0000004989-f138¢

Ad Letter

Sapphire Accounting Systems
Approved

1 sheet

1 template

Mono print

Single-sided

1 good address

Standard class

ASAP

Mailing was approved by Sapphire Accounting Systems on 20/05/2013 16:27:32.

£0.48
£0.10
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Selecting the “VIEW” option
in "My Mailings” allows the

user to generate a proof of
the document, check costs,
Address information, etc
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