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1.0.0 Chapter 1 – Introduction 

1.1.0 Overview of EPO 
 
AutoPoint’s Electronic Post Office system (a.k.a. EPO) allows you to fax or e-mail statements and invoices to 
your customers.  Paper statements and invoices can be printed for those customers who still prefer to receive them 
by ground mail, as a part of the same process.  Flyers or other documents can be included as attachments when 
sending statements. 
 
This document explains the following: 
 

• Setting up customers to receive their statements or invoices by fax and/or e-mail, or by ground mail. 
• Doing a statement run from AutoPoint, and transmitting them from EPO. 
• Exporting invoices after your End-of-Day, and transmitting them from EPO. 
• Including flyers or other documents with statements. 
• Checking the transmission logs after doing an EPO run to confirm that the documents were transmitted 

successfully. 
 
 

 
 

Generate 
statement or 
invoice EPS 
file from 
AutoPoint 

Process EPS 
file into PDF 
documents 
for   EPO 

Send PDF 
documents 
using EPO 
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1.2.0 Conventions Used in this Manual 
 
The following are explanations of the notations used in this manual to describe an action: 
 

• A keystroke on the keyboard is described using the “<” and “>” characters.  For example, the TAB key is 
displayed as “<TAB>”.  The function keys along the top of the keyboard are described as “<F5>” for 
FUNCTION key 5.  Combinations of keys using the CTRL, SHIFT or ALT keys are described using 
prefixes to the key that must be pressed at the same time.  For example, pressing the SHIFT and 
FUNCTION 5 keys is displayed as “SHIFT-<F5>”. 

• For instructions that describe following a menu structure, the “�” character separates the menu selections.  
For example, to get to the Stock Status Inquiry screen from the top “AM” menu, go to “6. Inquiries” � “1. 
Stock Status Inquiry”.  You can also jump to a particular program or menu from the “SELECT:” prompt by 
entering the menu entry numbers.  In the Stock Status Inquiry screen example, you can enter “AM0601”. 

• Program names are described in all upper case.  For example, the Stock Status Inquiry Screen is displayed 
as “AMSTOCKINQ”.  To bypass the menus and go into this program directly, enter the program name in 
upper-case at the “SELECT:” prompt in any menu, and press the <ENTER> key. 

• Instructions that must be followed in a particular sequence have steps that are numbered, and all steps must 
be followed to complete the action described.  Some steps may have a condition that will require you to 
skip steps, and in these cases, the instruction “go to page xx” will be in bold characters. 

• Extra information that further explains a step or procedure is in italic characters, preceded by a “NOTE:”. 
• Screen prints are included with the instructions to demonstrate what you can expect to see on the screen at a 

particular step in a procedure.  Please note that your screen will not be exactly the same, and will be 
slightly different. 

 

1.3.0 Legal Notice 
 
Amador Business Computers (ABC) has prepared this documentation for use by ABC personnel, customers, and prospective customers.  The 
information contained herein shall not be reproduced in whole or in part without ABC’s prior written approval. 
 
ABC reserves the right to make changes in information contained in this documentation without prior notice, and the reader should in all cases 
consult ABC to determine whether any such changes have been made. 
 
The terms and conditions governing the sales of the AutoPoint Software product and/or other products and the licensing of said software consist 
solely of those set forth in the written contracts between ABC and its customers.  No representation or other affirmation of fact contained in this 
documentation including but not limited to statements regarding suitability for use or performance of the functions described herein shall be 
deemed to be a warranty by ABC  for any purpose, or give rise to any liability of ABC whatsoever. 
 
In no event shall ABC be liable for any incidental, indirect, special or consequential damages whatsoever (including but not limited to lost 
profits) arising out of or related to this documentation or the information contained in it, even if ABC has been advised, knew or should have 
known of the possibility of such damages. 
 
AutoPoint is a Registered Trademark of Amador Business Computers. 
 
       
(C) Copyright Amador Business Computers, 2009
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2.0.0 Chapter 2 – Set-up and Configuration for EPO 

2.1.0 Surveying customers for delivery method preference 
 
About a month before transmitting documents via EPO for the first time, it is a good idea to send out a survey form 
to all your customers asking for their delivery method preference.  The survey should inform customers when you 
intend to start sending statements/invoices electronically and provide space for them to send back their fax number 
and/or e-mail address.  As the surveys come back, you will need to update their customer records as per the 
instructions below. 
 
NOTE: It is only necessary to change those customer records that will not use ground mail delivery.  Please contact 
Amador Support to run a utility that will automatically change all records that are not marked for e-mail and/or 
faxing to “ground” for regular mail delivery.  
 
2.1.1 Sample letter to survey customers for delivery method preference 

 

Dear Valued Customer, 
 
In our ongoing efforts to increase efficiencies and ensure that we 
are doing our part to be environmentally friendly, Amador will be 
sending out our invoices and statements electronically as of October 
1st, 2007. 
 
Please provide an email address or fax number where you would prefer 
to have these documents sent.  Your response can be emailed to 
ar@amador.ca or faxed to 780-489-2601.  Please reply back with your 
preference by September 17th, 2007. 
 
Select ONE of the following options and provide a corresponding e-
mail and/or fax: 
 
          Email address             ________________ 
 
          Fax number                ________________ 
 
          Both                      ________________ 
 
 
Please do not hesitate to contact us with any questions or concerns. 
 
 
Regards, 
 
Amador Accounts Receivable 
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2.2.0 Specifying preferred delivery method by customer 
 
2.2.1 Assigning the send option in Customer Maintenance 
 
Before being able to send statements or invoices electronically to your customers via EPO, you must first specify 
which customers will receive their statements/invoices via fax, e-mail, both fax & e-mail, or regular mail (ground.)  
This preference is set up in Customer Maintenance, under the Accounts Receivable tab.   
 
To get to the Customer Maintenance screen, enter “CM” at the AutoPoint “SELECT:” prompt, or follow the 
menus “5. File Maintenance” � “3. Customer Maintenance”.  Enter the customer number and on the Accounts 
Receivable tab, look at the Electronic Document Transmission section for the Transmit Options: 
 

 
 

Enter the fax number for this customer or (555) 555-5555 if they have none, and press <ENTER>.  If you must dial 
long distance, select “1” in the square brackets, otherwise select “0” if it is a local call.  Remember to always enter 
the area code, even for local fax numbers, as 10-digit dialing for local calls is now required. 
 
NOTE: whether the number is local or long distance depends on where the fax modem connected to the AutoPoint 
server is located. 
 
For the Transmit Options, specify the method of sending invoices and statements for this customer, as follows: 
 
E – e-mail only. 
Y – Fax only, with a cover page. 
C – Fax only, without a cover page. 
G – Ground only. 
B – e-mail and fax, with a cover page. 
D – e-mail and fax, without a cover page. 
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NOTE: If the customer has a bill-to record, be sure to enter the delivery method in the bill-to customer record only, 
otherwise the delivery methods set up in the ship-to customer records will override what is set up in the bill-to 
record.  That is, the ship-to’s must have an “N” in field 12 to ensure that what is set up in the bill-to is the actual 
delivery method. 
 
If you select “E”, “B” or “D”, a pop-up will appear, asking for the e-mail address to be filled in.  Enter the e-mail 
address using the recipient@domain.com format, with no leading spaces or other special characters: 
 
Press <ENTER> to save the e-mail address, and press <F12> to save the changes to the customer record. 
 
2.2.2 Listing customer send options 
 
You can run a report to list what send options were assigned in Customer Maintenance.  To get to this report, go to 
the IMG menu and select “2. File Maintenance”: 
 

 
 

Select “2. Document Imaging Customer List” to bring up the report ranges: 
 

 
 

Select the output option for Fax, E-mail, Both fax & e-mail, Ground, None or All, and the report should appear as 
follows: 
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2.2.3 Exporting the customer list to a mail-merge or contacts program 
 
It is possible to export the customer contact information set up in Customer Maintenance into a “.tsv” (or “tab 
separated values”) file, and then import this file into mail-merge or contacts software.  For example, you could 
import the “.tsv” file into a word processing program to create mailing labels or import the file into your e-mail 
program’s contacts folder.  Please see your software’s documentation for instructions on importing “.tsv” files. 
 
To generate the “.tsv” file from AutoPoint, enter “IMG” at the “SELECT:” prompt and then select “2. File 
Maintenance”.  From the File Maintenance menu, select “3. Export Customer Imaging Setups”.  Enter the ranges as 
follows to generate a complete listing of all customers: 
 
 

 
 

This program will generate the file “customersync.tsv” in the /usr1/imgproc folder on the AutoPoint server, which 
can be transferred to your PC using SmarTerm’s FTP Drag ‘n Drop.  It will also generate the following report, 
displaying the same information: 
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2.3.0 Setting EPO options 
2.3.1 Specifying a default printer for printing documents for ground mail 
To print documents for those customers set up for ground mail delivery through the EPO process, you will need to 
specify a printer to print the statements and invoices.  Please contact Amador Support to confirm whether the 
physical printer you wish to use will be able to handle this.  To specify the EPO printer, go to the Hot Menu from 
the menu bar in the main menu.  Select Tools � Printer Operation.  
 

 
 

 Select the option “Electronic Post Office” from the Printer Menu, and then select “Modify EPS Options” from the 
EPS Menu.   
 

   
 

From the EPS Options Menu, select “Modify EPS Printer”: 
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Enter the printer number set up in AutoPoint and press click on the “OK” button. 
 
2.3.2 Creating “REMIT TO:” information on statement s 
 
If you wish, it is possible to create a line at the bottom of statements that shows “remit to” information.  To do this, 
go to the Hot Menu from the Main Menu.  Select Tools � Printer Operation.  Select the option “PDF Forms Menu” 
from the Printer Menu, and then select “View/Set Remit Info” from the PDF Forms Menu: 
 

 
 

Enter the remittance information, preceded with “REMIT TO:”, and click on the “OK” button.  The maximum 
number of characters is 90.   
 
NOTE: If the Ampersand character (“&”) appears anywhere in the “REMIT TO:” information, please call Amador 
Support to make edits to your “REMIT TO:”.  Otherwise, this information will not appear correctly on statements. 
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3.0.0 Chapter 3 – Transmitting Documents via EPO 

3.1.0 Transmitting Statements via EPO 
3.1.1 Creating the Monthly Statement EPS file from AutoPoint 
 
1.  When you are ready to send out your statements, go to the Imaging menu to generate the statement EPS file.  At 
the “SELECT:” prompt, enter “IMG” to bring up the Document Imaging menu.  Expand “1” to select the EPS menu: 
 

 
 

2.  On the EPS menu, expand “3” to process statements: 
 
 
3.  Expand  “1” to select the “Print Statements” program: 
 

 
4.  At the Output Selection screen, select the Imaging Printer, “777” from the drop-down menu and click on the 
“Print” button: 
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5.  On the Print Statements screen, enter the ranges for the statements, paying special attention to Date, Branch and 
Customer: 
 

 
 

6.  After entering the Print Statement ranges and clicking on “Run”, enter a comment (optional) to appear at the end 
of the statements.  Answer “N” to “Do you want to Print an Alignment?”: 
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3.1.2 Processing the statement EPS file generated from AutoPoint 
 
7.  After sending the statements to the Imaging Printer, bring up the Hot Menu clicking on it from the Main Menu.  
Select “Tools”, and from the sub-menu, select “Printer Operation”: 
 

 
 
8.  From the Printer Menu, use the arrow keys or enter the 9 for “Electronic Post Office”.  Click on the “OK” button: 
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9.  On the “EPS Processing” menu, select “Process EPS Files” to prepare statements for sending via EPO. Click on 
the “OK” button to continue: 
 

 
 

10.  Find your statement run(s) (created in steps 4 to 6.)  The file name is made up with the following parts, 
“sta01CCCnnn-YYMMDD.tx5”, where “CCC” is the company code, “nnn” is the branch invoice prefix (“000” is 
used when all branches were selected during Print Statements) and “YYMMDD” is the last date in the date range 
entered during Print Statements.  Check the box next to the file you wish to process.  You can select more than one 
statement EPS file if you wish.  Click on the “OK” button to continue: 
 

 
 
NOTE:  If you do more than one statement run for the same company, branch(es) and ending date range, an “-02” 
will appear at the end of the file name.  The newest statement run is always the file name without anything after 
“.tx5”. 
 
11.  The “EPS File Processing Summary” screen will appear once the EPS file is processed.  Click on the “OK” 
button to continue. 
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3.1.3 Sending EPO statement files 
 
12.  After processing the EPS file, the “EPS Processing” menu will re-appear.  Click on the item, “Send EPO 
Documents” to select it and then click on “OK”: 
 

 
 

13.  Click to select “Send EPO Statements”.  Click the “OK” button to continue: 
 

 
 
 

14. In the EPO Processing screen, a list of EPO Documents will appear, by branch.  Select the EPO documents to 
transmit by checking the box next to it.  You can select more than one statement file if you wish.  Click on the “OK” 
button to continue: 
 
If you get any EPO Processing errors, please contact Amador support for help with troubleshooting and resolving 
the error(s): 
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15.  The next step is selecting the EPO Transmit Options.  Click to check the box next to select the desired options.  
Usually only options 2, 4 and 7 are needed.  This screen will only appear once in the sending process, so be sure to 
select all the options you wish to change.  Click on the “OK” button to continue: 
 

 
 

• Print Error Log – Select this option to send the error log to the log printer. 
• Mail the Error Log to Yourself – Select this option to send the error log to your AutoPoint mailbox. 
• Mail the Summary Fax Log to Yourself – Select this option to send the summary fax log to your 

AutoPoint mailbox. 
• Mail the Detail Fax Log to Yourself – Select this option to send the detailed fax log to your AutoPoint 

mailbox. 
• Print Summary Fax Log – Select this option to send the summary fax log to the log printer. 
• Print Detail Fax Log – Select this option to send the detailed fax log to the log printer. 
• Change the Fax Send Time – The time in parenthesis is the default send time.  Select this option to change 

the send time (24 hour format.) 

 
• Change the Fax Device – Do not change this option. 
• Change Virtual Fax Server – Do not change this option. 
• Change the Log Printer – Do not change this option. 
• Change the Document Printer – Do not change this option. 
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16.  Once the options have been set, a results screen will appear showing which customers have been sent which 
documents and by which methods (e-mail, fax, print): 
 
Be careful to not click the “OK” button before the transactions are all sent and deleted, and the window closes, 
otherwise the sending of the EPO Documents will be interrupted, and you will have to re-send the remaining ones.
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3.2.0 Transmitting Invoices via EPO 
3.2.1 Creating invoices EPS file from AutoPoint 
 
1.  When you are ready to send out invoices, go to the Imaging menu to generate the invoice EPS file.  At the 
“SELECT:” prompt, enter “IMG” to bring up the Document Imaging menu.  Expand “1” to select the EPS menu: 
 

 
 

2.  On the EPS menu, expand “1” to process POS invoices (go to step 3), or expand “2” to process OE invoices (go 
to step 5): 
 

 
3.  Expand “1” to select “Create POS Invoice EPS file”: 
 

 
 

4.  On the “Reprint Invoice Process” screen, enter the branch and date(s) (you can include any range of business 
days on which end-of-day has been completed – try to run this process frequently enough not to include enough days 
to cause an overly lengthy process), specify the printer number 777, and then go to step 7: 
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5.  Expand “1” to select the “Create OE Invoice EPS file”: 
 

 
 

6.  On the “Reprint Invoice Process” screen, enter the Order Entry branch and date(s) (you can include any range of 
business days on which end-of-day has been completed – try to run this process frequently enough not to include 
enough days to cause an overly lengthy process), specify printer number 777, and then go to step 7: 
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 3.2.2 Processing the invoice EPS file generated from AutoPoint 
 
7.  After sending the invoices to the Imaging Printer, bring up the Hot Menu by clicking on it from the Main Menu 
menu bar.  Select “Tools”, and from the sub-menu, select “Printer Operation”: 
 

 
 

8.  From the Printer Menu, click on “Electronic Post Office”.  Click on the “OK” button to continue: 
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9.  On the “EPS Processing” menu, select “Process EPS Files” to prepare the invoices for sending via EPO.  Click 
on the “OK” menu to continue: 
 

 
 

10.  Find your invoice run(s) (created in steps 4 to 6.)  The file name is made up with the following parts, 
“inv02CCCnnn-MMDDYY-mmddyy-MMDDYYHHMM.bbb”, where “CCC” is the company code, “nnn” is the 
branch invoice prefix, “MMDDYY” is the first date in the date range selected during the Reprint Invoice Process, 
“mmddyy” is the last date in the date range selected during the Reprint Invoice Process, “MMDDYYHHMM” is the 
date and time (24-hour format) on which the Reprint Invoice Process was run and “bbb” is the branch code.  Check 
the box next to the file you wish to process to check it.  You can select more than one invoice EPS file if you wish.  
Click on the “OK” button to continue: 
 

 
 

 
11.  The “EPS File Processing Summary” screen will appear once the EPS file is processed.  Click on the “OK” 
button to continue: 
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3.2.3 Sending EPO invoice files 
 
12.  After processing the EPS file, the “EPS Processing” menu will re-appear.  Click  to highlight the item, “Send 
EPO Documents”, and then click on the “OK” button to continue: 
 

 
 

13.  Click to select “Send EPO Invoices”.  Click on the “OK” button to continue: 
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14.  The next step is selecting the EPO Documents to Transmit.  Click on the box next to  your EPO batch to select 
it.  Click on the “OK” button to continue: 
 

 
 

 
 

15.  A second screen with EPO Transmit Options will appear.  Check the box(es) next to the option(s) you wish to 
change.  Usually only options 2, 4 and 7 are needed.  This screen will only appear once in the sending process, so be 
sure to select all the options you wish to change.  Click on the “OK” button to continue: 
 

 
 

• Print Error Log – Select this option to send the error log to the log printer. 
• Mail the Error Log to Yourself – Select this option to send the error log to your AutoPoint mailbox. 
• Mail the Summary Fax Log to Yourself – Select this option to send the summary fax log to your 

AutoPoint mailbox. 
• Mail the Detail Fax Log to Yourself – Select this option to send the detailed fax log to your AutoPoint 

mailbox. 
• Print Summary Fax Log – Select this option to send the summary fax log to the log printer. 
• Print Detail Fax Log – Select this option to send the detailed fax log to the log printer. 
• Change the Fax Send Time – The time in parenthesis is the default send time.  Select this option to change 

the send time (24 hour format.) 
• Change the Fax Device – Do not change this option. 
• Change Virtual Fax Server – Do not change this option. 
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• Change the Log Printer – Do not change this option. 
• Change the Document Printer – Do not change this option. 

 
16.  Once the options have been set, a results screen will appear showing which customers have been sent which 
documents and by which methods (e-mail, fax, print): 
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3.3.0 Confirming Transmission of Documents via EPO 
3.3.1 Checking e-mail/faxed submissions using the EPO menu. 
 
You can check whether an invoice or statement was successfully e-mailed or faxed from the EPO processing menu.   
 
To get to this menu from AutoPoint,  
 

• Click on the Hot Menu from the menu bar in the Main Menu.   
• Select Tools � Printer Operation. 
• Select “Electronic Post Office”, then “Send EPO Documents”. 

 

 
 
To see what invoices were sent on a particular day, select the option “Invoice Summary by Day”.  Enter the date the 
invoice EPS file was created (not necessarily the same date the invoices were sent) in the MMDD format: 
 

 
 

A second pop-up will ask whether you wish to show failures only (Y) or all submissions (N).  This will display the 
invoices that were faxed or e-mailed, and whether the submission was successful.  Use the arrow keys to scroll 
through the list. 
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To see what statements were sent for a particular month, select the option “Statement Summary by Mth”.  Enter the 
last date in the date range of the Print Statements run, which is the month-end date of the statements (in the 
YYMMDD format): 
 

  
 

A second pop-up will ask whether you wish to show failures only (Y) or all submissions (N).  This will display the 
statements that were faxed or e-mailed, and whether the submission was successful.  Use the arrow keys to scroll 
through the list: 
 

 
NOTE:  The entries for e-mail submissions do not show whether the document was received or not.  They only show 
that the e-mail was generated and sent, and a submission error will mean there was a problem with generating the 
document or there was something wrong with the syntax of the e-mail address. 
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3.3.2 Checking faxed submissions using the Fax Operations menu 
 
You can check whether an invoice or statement was successfully faxed from the “Fax Operations” menu for Hylafax 
users. 
 
 To get to this menu from AutoPoint, click on the Hot Menu drop-down menu in the Main Menu window.  Select 
Tools � Fax Operation: 
 

 
 

The menu “Hylafax Menu” will appear, giving the options to view the server status, display queued faxes, cancel 
queued faxes, resubmit failed faxes and display fax history.  Select the option for the action you wish to perform, or 
select “Cancel” to return to AutoPoint. 
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3.3.3 Re-sending invoices and statements 
 
If an invoice or statement was missed, failed to send or is requested by the customer, it can be re-sent outside of the 
regular EPO batch run. 
 
For re-faxing an invoice, look up the invoice from history using Invoice History Inquiry.  On finding the invoice, 
click on the “Print” button.  Select the fax’s printer number, and from the QuickFax screen, enter the recipient’s 
name and fax number. 
 

 
 

For e-mailing one or more invoices, go to the program AMINVHPRT from the “Select:” prompt, and enter the 
customer number and range of invoices to re-send.  For the printer number, enter the PDF printer number that 
creates PDFs to your DOS folder:   
 

 
 

For re-faxing or re-emailing a statement, you must use the statement print program from the A/R menu AM040407.  
No EPS file is generated, so rather than using printer 777, you would use the PDF printer number (and then attach 
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the PDF to an e-mail message manually) or fax printer number.  Also, instead of selecting all customers in 
ARSTMNTPRT, you would only select the one customer you wish to re-send the statement to. 
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3.3.4 View/Maintain EPO Documents 
 
At least once a month, you will want to clear out old EPO processing files.  To do this, go to the Hot Menu from 
AutoPoint by clicking on it from the menu bar on the Main Menu.  Select Tools � Printer Operation.  Select the 
option “Electronic Post Office” from the Printer Menu, and then select “Send EPO Documents”.  On the “EPO 
Processing” menu, select “Request Queue Cleanup” and then click on the “OK” button: 
 

 
 

Click on “OK” to continue (otherwise click on “Cancel” to cancel.)  A list of documents will appear.  Select the 
documents to delete by checking the boxes next to them: 
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Click on “OK” to continue to the following summary and confirmation screen: 

 

 
 
 

Click on “OK” to continue, otherwise click on “Cancel” to exit without deleting any documents. 
 
3.3.5 Removing EPS files 
 
To prevent old or failed EPS files from being reprocessed, use the following steps to remove them.  Go to the Hot 
Menu from AutoPoint by clicking on it in the menu bar on the Main Menu.  Select Tools � Printer Operation.  
Select the option “Electronic Post Office” from the Printer Menu, and then select “Remove EPS Files”: 
 

 
 

A list of EPS files for invoices and statements will appear.  Select the files you wish to delete checking the boxes 
next to them (invoice files begin with “inv” and statement files begin with “sta”.)  Click on the “OK” button to 
continue or click on “Cancel” to cancel: 
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3.4.0 Including Flyers with the EPO Send 
 
Attaching flyers as an e-mail attachment or sending them via fax (or any other document in the PDF or TIFF file 
formats) along with the statements sent via EPO is as simple as dropping the files in the default flyer file location.  
Statements printed with the EPO send will not have the flyers printed as well; the flyers for ground mail customers 
will have to be printed separately. 
 
By default, statement flyers are sent via fax and e-mail.  Including flyers with statements will significantly increase 
the time to send, and faxing flyers will use the recipient’s toner and paper.  Faxing of flyers can be disabled by 
contacting Amador. 
 
NOTE:  When creating the PDF or TIFF file, the flyer should be in the 8 ½” X 11 “ page format and high contrast 
B/W for faxing.  For e-mailing, the page format and colour scheme are not restricted, but the file size should be kept 
as small as possible (i.e. <1 MB.) 
 
3.4.1 Setting the default folder for flyers 
 
To send flyers (or any PDF or TIFF document) as attachments with statements sent via EPO, you will need to 
specify the default folder where these attachments can be found.  To do this, go to the Hot Menu from AutoPoint 
by clicking on it in the menu bar from the Main Menu.  Select Tools � Printer Operation.  Select the option 
“Electronic Post Office” from the Printer Menu, and then select “Modify EPS Options”.  From the EPS Options 
menu, select “Modify Flyer File Location”.  The default location should be “/am_data/dos/flyers”: 
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3.4.2 Creating and saving flyers by customer type 
 
The first step in setting flyers is to confirm the location on the AutoPoint server where the default flyer file is 
location (see previous page.)  This folder will be accessible from a Windows PC by the mapped “DOS” drive (if you 
do not have the mapped drive set up on your PC, please contact Amador Support.)  On the mapped drive you will 
find a folder called “flyers”, and this is the location to save the flyers in the PDF or TIFF file formats for customers 
that are not set up with a customer type. 
 

 
 

NOTE:  Customer Types are assigned in customer maintenance (AACUSTMNT) in the “Options” tab.  The type can 
be any five or fewer characters, except for HOUSE, TEST, XFER, EMP or PAID, and must first be set up in 
AMCUSTYMNT. 
 
If you wish to send flyers to a particular group of customers, it is possible to send different sets of flyers by customer 
type.  To do this, you must create subfolders under the “flyers” folder that are named exactly the same as the 
customer types assigned in customer maintenance.  This feature can be used to prevent certain customers from 
receiving flyers by assigning them to a customer type and leaving the corresponding folder empty.   
 
NOTE: The name of the flyer folder and the customer type must match exactly, and this  includes their case: if the 
customer type is in upper case (EG: “JOBBER”), the folder name must also be in upper case; if the customer type is 
in upper-lower case (EG: “Jobber”), the folder name must also be in upper-lower case. 
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Once these subfolders are created, you can save PDF and TIFF files to them, and these will be sent to those 
customers of that type, exclusively.  For example, you have a flyer that you want to send to all customers without a 
type assigned to them, and a different flyer to all customers assigned to the JOB type.  The no-customer-type flyer 
will be saved in the “flyers” folder, and the JOB-type flyer will be saved in the “flyers/JOB” subfolder.  The 
appropriate flyer will then be sent when you do your EPO statement run. 
 
3.4.3 Sending flyers with the EPO statement send 
 
Including flyers with the EPO statement run is as simple as saving the PDF or TIFF files in the appropriate folders 
when you are ready to send out the statements.   
 
NOTE:  Avoid using spaces or special characters in the PDF or TIFF file name, as these will cause the e-mail 
generation to fail. 
 
The EPO send process will check these folders and include anything found there.  Be sure to delete or move these 
files if you do not wish to include them with the next statement run. 
 


