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Chapter 2.12: PDF Email
Attachments

Overview

This chapter will guide you through the process of
setting up your system to create and attach .PDF
formatted statements and invoices to emails that can
be sent directly from within Route Manager.

Note: All emails sent from Route Manager go through
the Customer Message Centre module.

This document has been separated into the following
sections:

L 4
>
>
L 4

Installation

Configuring Route Manager
Daily Processing

Additional Options

Each section is covered in the order listed.
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Installation

The installation process includes two steps:
Install document imaging software (Ghostscript)
Install a Postscript printer

Follow the steps below to complete the installation.

Document Imaging Software

The first step in the process requires the installation of
a program that will convert your customer’s
statements and invoices to .PDF format. Ghostscript is
a freeware program available to all users that can be
downloaded after logging into our Web site
www.ARS247.com. Search using the keyword:
Ghostscript. This page will also include the instructions
outlined within this document.

SEARCH RESULTS FOR "GHOSTSCRIPT
How 10 set up your system to allow emailing statements and invoices h
[GhostscriptPostscript)

Make sure to select the Ghostscript option that
matches your Operating System (either 32bit or 64bit).

After the Ghostscript software has been downloaded,
initiate the installation by double-clicking on the

downloaded file.
g

=Yy

GhostScript_gs90
Ewbd. exe
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Complete the installation by following the installation
prompts and selecting the default settings and
installation directory:

8 GPL Ghostscript Setup e = =
Choose Install Location -
Choose the folder in which to install GPL Ghostscript. g

Select the directory to install GPL Ghostscriptin:

Destination Folder

C:\Program Files'gs'gs2.06 Browse...

Space required: 30.5MB
Space available: 109.4GB

< Back Install Cancel

NOTE: If multiple users on separate workstations
will be processing .PDF files, install Ghostscript in a
shared directory on the network (i.e., the RMA
folder). Although Ghostscript will work across a
network, there have been instances when
workstations experience problems creating .PDF files
in this environment. If you are experiencing
problems, install Ghostscript locally on each
machine.

Installing a Postscript Printer

After you have installed the Ghostscript program, a
new virtual printer will need to be installed on each
workstation. This printer will be used for processing
.PDF print jobs.

NOTE: Depending on your current operating system,
the following steps will vary slightly.

Browse to Start > Printers and Faxes on your PC.
Double-click on the Add Printer option.

Series 7.1.X
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3. Onthe Local or Network Printer page, select Local
Printer and uncheck the ‘Automatically Detect...’
option (if applicable).

Local or Network Printer
The wizard needs to know which type of printer to set up.

4. Onthe Select a Printer Port page, choose an available
LPT port (LPT2 is recommended).

Add Printer Wizard

Select a Printer Port
Computers communicate with printers thraugh ports.

Series 7.1.X 4
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5. Onthe Install Printer Software page, make sure to
refer back to the ARS247.com Knowledge Base article
to find the proper PostScript Printer for your version
of Windows.

In this example, we will select Apple as the
Manufacturer, and Apple Color LaserWriter 12/600 as
the Printer. As it is the proper Postscript printer to use
for Windows 2000 and XP.

e prncer wizara

Install Printer 5 oftware
The manufacturer and model determing which printer software ta use.

AN Select the manufacturer and model of your printer. I your printer came with an installation
disk., click Have Disk. If your printer is not listed, consult your printer documentation for
compatible printer software.

0

b arufacturer |:| Printers |:|

Adobe =R Apple Color Lw! 12/660 PS =

ilgfa 5k Apple Color Lasetwriter 124600

ADDDS"D S fipple Laserwiiter 12/640 PS

Apple :%':}’Apple Laserwiiter 16/600 PS

AEE' oc LI \‘L-.' Ammla | mmmr eibme OROO LI
b This driver is digitally signed. ‘windows Update | Have Digk... |

Tell e why driver signing is importatk

< Back | Mest > | Cancel |

6. Click Next and enter a name for the printer, such as
‘Postscript Printer’ or RMA_Postscript or similar.

@ = Add Printer

Type a printer name

Printer name: I Postscript Printer

7. Click Next until the printer has been added
successfully.

NOTE: The new printer can be shared on the
network and accessed by your other workstations, if
desired. Additionally, it is not recommended to
establish the new printer as the default printer on
the PC.

Series 7.1.X 5
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Installing the Postscript Printer in a Network
Environment

If you shared your new Postscript Printer on the
network, follow the steps below to connect the virtual
printer to your remaining workstations.

1. Browse to Start > Printers and Faxes on your PC.
2. Double-click on the Add Printer option.

3. Onthe Local or Network Printer page, select the
Network Printer option.

ESESESE——————————————_————
Add Printer Wizard

Local or Hetwork Printer
The wizard needs to know which type of printer ta set up.

Select the option that dezcribes the printer pou want to uze:

" Local printer attached to this computer
= Automatically detect and installmy Flug and Blay rinter

%" A& netwark, printer, or a printer attached to anaother computer

= To et up a nebwork, printer that is not attached to a print server,
\y uze the "Local printer option.

< Back I Mext > I Catcel

4. On the Specify a Printer page, select the ‘Connect to
this Printer..." option.

idd Printer Wizard

Specify a Printer
If pou dan't know the name or address of the printer, you can search for a printer
that meets pour needs,

“what printer do pou want to connect bo?

" Find a printer in the directory

¢ Connect ko this printer [or bo browse for a printer, select this option and click Mest):

M ame: ||
Example: “\serverprinter

" Caonnect b a printer on the Intermet or oh a home or office network:

URL: |

Example: http://server/printers/myprinter /. prinker

< Back I Mext » I Cancel
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5. Enter the path to the printer on the network, or click
Next to browse the network.

Add Printer Wizard

Specify a Printer

If wou dor't know the name or address of the printer, you can search for a printer
that meets your needs.

What printer do pou want to connect to?
£~ Find a printer in the directon

¢ Connect ko this prinker [or to browse for & prinker, select this option and click Mext]:

Mame: |“sprojectmarsPostscript Printed

\iprojectmariyAdobe POF

ViprojectrgriMicrosaft Office Documen|

" Connec! ViprojectmgriPDFI9S or office network:
\iorojectmgriPostscripk Printer

URL:

Example: http: #/zerver/printersmyprinter. printer

< Back I MHext » I Cancel

6. Complete the remaining steps to add the network
printer to the PC.

NOTE: It is not recommended to establish the new
printer as the default printer on the PC.

Series 7.1.X 7
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Configuring Route Manager

The configuration process in Route Manager involves
two steps:

Update Local Settings
Create email Statement Code

Complete the items below to complete the
configuration process.

Update Local Settings

In order for Route Manager to properly convert
invoices and payments to the .PDF option, you will
need to define the Postscript Printer and Ghostscript
settings within Local Settings on each workstation.

Navigate to File > Local Settings, and select the Printers
tab. Click Modify, and select the Postscript Printer
configured earlier from within the Postscript Printer
field.

Local Settings

Degktop | Communications | Directoties  Printers |

—Frinizrs

Standard Printer| 180MANZADell Laser Printer ! = | [~ Use Standard Printer far All Printing

Afietnoon Report Printer| 150NANZ#IDE Laser Printer b x |

Fau Frintar| 1G0NANZADeI Laser Printer W= |

Delivery Order Prmterl WBOMNANZMDell Laser Printer ij

Impact aner| WBONANZEDe! Laser Printer M{ = (‘: gfg‘in

Label Printer| WSONANZADeIl Laser Printer W 7 | [ Laser

Statement Primerl WBONAMZADell Lager Printar ij

Postscript Printer

Path to Ghast Script b
POF995
Microsoft Ofice Document Image Writer

Invaice Reprint Printerl WBONAMZAD el Laser Printer ij ™ Use Invoice Reprint Printer for Statements with Invoice Copies

Adobe POF
MBOMANZADEI Laser Printer M5200

=100

Next, select the [&] Browse button beside the ‘Path to
Ghost Script’ option:

Delivery OrderPrmTer| dobe FOF ﬂ
Impact Primerl = ; gfglm
Labe\PrinterI jl_Laser
StatememPrimerl Adabe POF j
Invoice Reprint Primerl Adobe PDF + |~ Yse Invoice Reprint Printer for

Statements with Invoice Copies

Postscript Printer | Postscript Printer
BOL Printar

[N (KN K

Packing Slip Printer

Path to Ghost Scriptl ——

Equipment Lahel Printer I

|
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Double-click on the ‘gs’ (Ghostscript) folder in the
Program Files directory of your PC, or within the

installation directory on the network.

NOTE: ‘gs’ is the default Ghostscript program
installation folder; substitute your installation

directory if necessary.

S YSTEMS

I EEEEEEE———————
Please Select the Location of the GhostScript Converter {gswi e |
Laak ir: I (=) Program Files j € Fi B
E \)adobe [y ImgBurn Mozl
L T \_)Aurarisoft | Installshield Installation Information  ([C5)MSBui
ty Re | )AYG [ Inkernet Explorer [CIMsEC.
Documents | Y ula et [ Inkuit CiMsn
r'B_'. ) Citrix [1ava CSimsm &
|\ ) Common Files [ Messenger [Cymsm
Desktap \_)ComPlus Applications [ Microsoft [ Metme
\_)DAEMON Tools Lite [ Microsoft ActiveSync [CMokep
‘ \Dell [Cymicrosoft Frontpage CIMvIDI
. \ )D&l _HostcD [ Microsoft MapPaint 2010 Conline
My Documents \_)D-Link [ Microsoft Office [Coutlac
\_)FileZila FTR Client [ Microsoft Wisual Studio [ Putty
| )Google [ Microsoft Warks [ Quick”
ias < —— [ Microsaft, MET [CRefer
\)IcoFX 1.6 [ Movie Maker [CIReses
| | i
GhostScript I j Ok |
Files of type: IAppIicatian j Cancel |

Code Fage...

Double-click on the ‘gsX.XX’ folder (depending on the
version installed, the numbers displayed will vary).

—_—
Please Select the Location of the GhostScript Converter (gswi

Look, ir: I [

Double-click on the ‘bin’ folder.

Loak, ir: I 9 gs8.71

ol e G s

21X
j Q F 2o
| )gsa.71
g uninskgs. exe
Please Select the Location of the GhostScript Converter {gsw 7]

\_)bin
-y doc

\examples

IL)lib
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Double-click on the ‘gswin32c.exe’ or ‘gswin64c.exe’
file, depending on your Windows version.

Desktop

The path to Ghostscript will now be displayed within
Local Settings. Click Save to complete the process.

Repeat all of the steps above on each workstation.

Series 7.1.X
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Create E-Mail Statement Code

If you would like to transmit email statements to your
customers, you will need to create or modify a
Statement Code within RMA.

Navigate to Lists > Customer Setup Codes > Statements
Codes. Create or modify an existing statement, and
choose the ‘E-Mail’ option within the Statement Types
column. Additionally, you may opt to include invoice
copies with each statement.

i Statement Codes - E

Statement Codes

Layout IMessages 1 Bill Frequency I E-Wail Msg I E E-mail Statement

=] = ==

StatementID |E Due Date 0 El From Close Date

Exclude Amounts

Description | E-mail Statement Minimum | -999999.99
Statement LabellStalemem Maximum -99999.00

Statement Types Ogtions
" Mo Statement W Include Payment Voucher
T E :;wlupde Iln\tduges (+ Standard{ " Rental (" Open
re-Printed Form
[~ Open ltem Statement 0 E| Day Agin
" Bulk Statements - W& e T iy Aging
" Handheld Statements Format 1 W Include Stop Information
NGTE: Only for use with 4" priniars I Include Bottle Count
I” Detail Side First
" Fax I” 8.5 X 11 Invoice Format
¥ iInclude Mo Charge ltems:
* EMail I” Web Paperless’ Code I~ Dantinciude Tvoice Details

[~ Suppress Options During Printing
(ol
Standard Postcard I Separate Statement for each Transaction
" Self Mailer I” Include Payment Coupon Bar Code

[~ Display Bottle Exchange Quantities
" Custom Statement

[ Show Mini Signatures on Statement

I Include Invoice Comments on Statement Detail
[ Show Route on Statement

[ Show Sales Rep on Statement

[8xfe 2lefu]s o 1

U
he Statement Code.

NOTE: For further information on Statements Codes,
refer to User Guide A.

Series 7.1.X
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Updating Customer Information

In order for your customers to receive emails from
within Route Manager that contain .PDF attachments,
each account will need to be updated by following the
step below.

Email Address and Format

You will need to enter a valid email address on each
customer’s account that will receive emails in the
program.

The email option can be found on the Info tab of Lists >

Customer Information.
Ll Customer Information - 000010 el & ==
Customer Information b ChebiT caRD L ercice b ]
000010 M ARS Office | Status: Active

Info |$| Invoices } Crsdill Payment Info ‘ Contacts ‘ 1 I I 1 3 . .' : ‘J

Series 7.1.X

Acct. No. [ 000010 Customer Type mv Manufacturing Home Branch | 0001 Advantage Water and Ic —_—
BIHLuams Cugi’.;elr\iu 2 Ext Fax
| ARs Office 2098321122 |200-632-6868 _—
ZIP Code Work Phone B & cell 2@ v |
j 95380 < | 7 Detail %
Address Contact Contact Phone T |
[3201 Liberty Square Plony Lo
‘ Billing E-Mail Addresses =
‘Tur\uck ,T AR@ARSOffice com
Exira
Store Number L
Legal Name Sales Rep 1 ‘SF’ j Entered By‘ I
Rep 2 ‘ j Sales Rep 3 ‘
Hoie B Major Account Cade -
25ior=Front
RessteStorrronsccoun | <ot Signe Up-
&1 Disable eStoreFront Login |~
NOTE: Multiple e-mail addresses can be entered by
using the following format:
emaill@domain.com;email2@domain.com (there
should not be any spaces after each semi-colon). Up
to 254 characters can be used for all addresses in
this field.
Repeat this step on each customer’s account.
12
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Update the Statement Code

Customers that will receive email statements in the
system should be assigned to the new ‘E-Mail’
Statement Code created earlier.

The Statement Code can be assigned to each account
on the Credit tab, and under Billing/Statement sub-tab,
then the Statement Options section.

(L4 Customer Information - 000010 E = @
Customer Information b ChebiT caRD L ercice b ]
000010 M  ARS Office ‘ = VERYIGRIERS Status: Active
Info I [ I Invoices  Credit ‘ Payment Info ‘ Contacts ‘ 1 I I 1 1 I 4 |
Status/Contract | Credit Terms | Billing/Statement CMC Settings Additional Flags ‘ Reward Points ‘ ===
ricing and Fromotion lasizr  Sus Billing Jgtions e

Price Level | Default 2 _

Open Invoice @ [~ master Bill

. I™ Consolidated Stmt ~ Master Bill Acct No —
Promotional Price Group |B 7| P de 2
2 fome aroup ace I” Use Bill To Address from Sub Account for Invoice

Refund Check Code hd
Period Discount Code - Statzment Ogtions ?

Statement|{= 1 ~ | £-mail Statement —_

Staternent Cycle|AE  Auto Email

F {Auto Fax
2nd Statement us 1, 4to Standara L
Equigment Fent Ogiions Rentinvoice [cc  |creditCard x

Statement Message E-mail Statement
sadfasdfsadast F Fax

Rent Calendar | Rent Calendar 1 i

Statement Billed Rent ™

1 Statement with Invoi
M Mass Mail

Mo Statement
S Standard

Series 7.1.X 13
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Daily Processing

This section will guide you through the daily process
followed when transmitting emails with .PDF
attachments in Route Manager.

Generating E-Mail Statements

1. Navigate to Reports > Statements > Standard
Statements, and choose the ‘E-Mail Statement’ code.

Enter the criteria desired, and select the Email
button on the bottom of the screen.

¢ Standard Statements

(E=SECh =
Standard Statements
Sort Option 1
by ZIP Code = Acct. No. ZIP Code Major Acct. Statement Ty
From 000009 From| - From - D Description
E | Email
To 423350 To[asass -] To|TEST ~|
Dates
Close Date’mﬂ I Include Payment Voucher

I Include Invoices  Standardl Rental © Open

I Use Credit Terms I Pre-Printed Farm
Due 0 3,‘ Days From Clase Date ™ Open ltem Statement
I Suppress Aging
I Include Stop Information
I Include Bottle Counts
I" Detail Side First
Include I” 8 1/2x 11 Invoice Format
I” Include No Charge Items
e G I Dont Include Invoice Details
v &1-90 W 91-120 I Show Mini Signatures on Statement

¥ 121-150 v 150+

I™ Print for selected level only

el X | B m |

2. Choose the ‘Yes’ option, when prompted, to create
the E-mail Statement(s).

-

E = ~
Send E-mail Statements —

|9. 138 statements will be sent via E-mail. Do you wish to continue?

[ Yes | l No

3. Each customer will receive an email similar to the
following:

e
Subject:  Advantage Water Demo E-Mail STATEMENT For Acct# 100000 (Advantage Route Systems)

Attachments: qz_:IZDD?DSDl_Zl 10WYEAR.PDF (7 KB); qzj200?0301_21 104WYH19.PDF (3 KB}

Your Advantage Water Demo STATEMENT and invoice copies are attached.

To read and print the attached PDF document(s). vou need Acrobat Reader,
which is available as a free download from Adobe for most systems.

The first file attached contains the statement, and the
second file contains the invoice copies (if included).

Series 7.1.X 14
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Emailing PDF Statements within Customer
Information

.PDF statements can also be generated on an individual
basis within each customer’s account by navigating to
the Invoice Listing screen within the ‘Invoices’ tab
within Customer Information.

Select the ‘Stmt’ button on the bottom of the screen to
process an E-mail Statement individually.

Invoice Listing 000010 ARS Office \
Bal Forward 38439

Date  © | Invoice | Description |ID | Amount | Balance |CheckMo. |Stop | Sub-Acct# |
05/01/2015 [008821 (5)8T(2) DR 951 39420 1 =]
05/01/2015 (008924 (5)BT(2) DR 0.61 404.01 1

05/02/2015 |008922 (5).5 o(1)re(1},ET(2) ADR 17.48 42149 1 000011

05/03/2015 |008926 5 (1)BT(2) DR 1332 43481 1 000013

05/0312015 |008247 (5)8T(2) DR 9.81 44462 1

|(5),re(1),BT(2) 45128 | 1

Print/E-Mail
] ﬁ Strm‘ Info ‘ FAX “%3]‘ & ‘ 574 ‘

Emailing Invoice Copies within Customer
Information

Invoice copies can be emailed to customers within the
Invoice Listing screen as well.

Select the invoice to email to the customer, and click
the [Z=2] Email button on the bottom portion of the
screen.

Series 7.1.X 15
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Invoice Listing 000010 ARS Office
BalForward| 38438
Date  © | Invoice | Description | D | Amount | Balance |CheckNo. |Stop | Sub-Acct# |
05/01/2015 008921 (5),BT(2) [ADR 981 39420 1 =
05/01/2015 (008924 (5),BT(2) IADR 981 40401 1
05/02/2015 (008922 (5)5 g(1),re(1),BT(2) ADR 17.48 42149 1 000014
05/03/2015 |008926 5 g(1),BT(2) ADR. 1332 434.81 1 000013
05/02/2015 [008947 (5),BTi2) ADR. 9.81 44462 1
05/08/2015 |008923 |(5)re(1),BT(2) 45138 | 1 |oo0012

=
oty w— || & | X |
Alternatively, you can send multiple invoices to the
customer by using CTRL+Click on your keyboard to
highlight each item, and click the Email button:
Invoice Listing 000010 ARS Office
Bal anardl—m
Date  © | Invoice | Description | ID | Amount | Balance |CheckNo. [Stop | Sub-Acct# |
05/01/2015 (008921 d

05/02/2015 |B!)9.922

(5.5 g(1).re(1) BT(2)
05/03/2015 |DDSQZS

5 9(1),BT(2)

Print/E-Mai
Selected

ADR | 13.32 |1 000013
05/03/2015 |008947 (5)BT(2) [*DR | @81 | |
05/08/2015 (008923 (5).1e(1)BT(2) ADR 5.66 1

[ 000011

ADR | 17.48 |

stmt||nm|FAx|g]|§|X|

Verify that the email information is correct. You may
also enter a short ‘Introduction” message and click OK.

Series 7.1.X
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Invoice Listing 000010 ARS Office \
Bal Forward 38439
Date | inuni. | n lin | amaunt |

E-mail Invoice Copies

Ralan, |rhark Ma [Stan | Guhodect s

To [sr@ARsOfice com
Reply To Email. |Supparl@ar3247 com

Subject |Aavamage Watar and Ice Invoice Copies for Acct# 000010 (ARS Office)
Body: [1ieii0 ARS Office, =]

Altached are the invoices you requested to review.

Thanks!

Aftachments: C\RM_Installs\RMA_7_0_Test AGVDATA_SETS\Local_Data\PDFUNVINFO_4HFOOAVIE. PDF

vou | X | =
Print/E-!

Selected LUl Tay = = 7y

The invoice(s) with the introduction will resemble the

following:
T SUppotk
o

Subject:  Advantage Water Demo Invoice Copy For Acck# 100000 (Advantage Rouke Syskems)

Attachments: 2200?0301_21 10%I42E.POF (3 KB)

Sample Email Invoice

Invoice copy attached.

To read and print the attached PDF document(s). vou need Acrobat Reader,
which is available as a free download from Adobe for most systems.

Series 7.1.X 17
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Processing Email PDF Reports

Reports can also be processed via email in .PDF format.
This can be helpful for sending reports to upper
management or accounting employees, and provides a
hard copy for reference later. One of the more popular
reports — Aging AQ'G?IIVSIS — is shown below. Notice

the Email button available on the bottom of the
screen.

Enter your criteria, and select the Email button on
the report.

w7 Aging Analysis = Il =)
Aging Analysis
Sort Option 1
ad Acct. No. Customer Type Credit Class Acct. Status
Sort Option 2 From | From[80 -] From[s | From[A -]
byAcct Name - To[ossas Tofar <] ol -] PR
v ALL v ALL v ALL v ALL
I~ Age Sub Account Individually
Balance Major Acct Code Credit Controller
From -999999999.99 From From
To 9999999999.99 To NC To
I Current IV ALL I ALL
v 31-60
I~ 61-90 Periods |I: ﬁiﬂ?i%?ﬁ‘émy (Credit Class)
[~ 91-120 ’W‘ I Hold Service Only (Forced)
7 121-150 [ Exclude Zero Balance Customers
[7 150+
v ALL
[~ Export Route for First Stop
@ | X |8 8| m| =]
Input the email address of the person(s) to receive the
report. You may also edit the subject matter, and enter
a note in the introduction field if desired. Click OK to
process the email.
W Aging Analysis S e =
Aging Analysis
Sort Option 1 ‘
byAcct No

) Email Information
Sort Option
To. Support@Advantagers.com
byAcct Name g‘ peon@ o
Reply To Email: ‘Suppur{@arsﬂ? com

Subject: ‘E—Mallmg Aging Analysis

Body: [11ere is the Aging Report for Oclaber 2015]

Attachments: C\RM_Installs\RMA_7_0_Test AdVDATA_SETS\Local_Data\PDF\RPT_4HF002JHY.PDF

Vou| X |

& | x|B| & |m [ m|

Series 7.1.X 18
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Summary

The .PDF options in Route Manager provide you with
another flexible option that can be used to help you get
important information to your customers quickly. This
option also saves paper, and still provides your
customers with a professional document that they can
store, or print and file away for their records. If you
have any questions regarding this feature, please
contact Advantage Route Systems.

Series 7.1.X
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Copyright © 1994-2016 by Advantage Route Systemes,
Inc. All Rights Reserved.
Printed in the United States of America.

Advantage Route Systems, Inc.
3201 Liberty Square Parkway
Turlock, CA 95380 USA

Phone: 1.209.632.1122

Web Site: www.AdvantageRS.com

Email: info@AdvantageRS.com

Warning

All information in this document and the on-line help
system, as well as the software to which it pertains, is
proprietary material of Advantage Route Systems, Inc.
and is subject to a Route Manager license and non-
disclosure agreement. Neither the software nor the
documentation may be reproduced in any manner
without the prior written permission of Advantage
Route Systemes, Inc.

Series 7: Version Date, March 13, 2016
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