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1.0.0 Chapter 1 — Introduction

1.1.0 Overview of EPO

AutoPointd’s Electronic Post Office system (a.k.a. EPO) aigwu to fax or e-mail statements and invoices to
your customers. Paper statements and invoicebegninted for those customers who still prefereteive them
by ground mail, as a part of the same processer§lgr other documents can be included as attademéren
sending statements.

This document explains the following:

»  Setting up customers to receive their statemenitsvoices by fax and/or e-mail, or by ground mail.

» Doing a statement run frosutoPointd, and transmitting them from EPO.

» Exporting invoices after your End-of-Day, and tnaitting them from EPO.

* Including flyers or other documents with statements

e Checking the transmission logs after doing an ElOt@ confirm that the documents were transmitted
successfully.

Send PDF
documents
using EPO

Generate

statement or Process EPS

invoice EPS N file into PDF >

file from documents

AutoPoint0] for EPO R
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1.2.0 Conventions Used in this Manual

The following are explanations of the notationsdugethis manual to describe an action:

» A keystroke on the keyboard is described using4¢hand “>” characters. For example, the TAB kesy i
displayed as “<TAB>". The function keys along the of the keyboard are described as “<F5>" for
FUNCTION key 5. Combinations of keys using the CTRBHIFT or ALT keys are described using
prefixes to the key that must be pressed at the $ene. For example, pressing the SHIFT and
FUNCTION 5 keys is displayed as “SHIFT-<F5>".

» For instructions that describe following a menwsture, the “>” character separates the menu selectiong.
For example, to get to the Stock Status Inquirgeerfrom the top “AM” menu, go to “6. Inquiries> “1.
Stock Status Inquiry”. You can also jump to a jgatar program or menu from the “SELECT:” prompt by
entering the menu entry numbers. In the StoclkuStatquiry screen example, you can enter “AM0601".

« Program names are described in all upper caseexaonple, the Stock Status Inquiry Screen is dygula
as "AMSTOCKINQ”. To bypass the menus and go itiis program directly, enter the program name in
upper-case at the “SELECT:” prompt in any menu, s the <ENTER> key.

» Instructions that must be followed in a particidaguence have steps that are numbered, and allratest
be followed to complete the action described. Seteps may have a condition that will require you t
skip steps, and in these cases, the instructiortd page xX will be in bold characters.

» Extra information that further explains a step mygedure is in italic characters, preceded bN@TE”.

» Screen prints are included with the instructiondeémonstrate what you can expect to see on thersettea
particular step in a procedure. Please note that screen will not be exactly the same, and vall b
slightly different.

1.3.0 Legal Notice

Amador Business Computers (ABC) has prepared tigamentation for use by ABC personnel, customerd psospective customers. The
information contained herein shall not be reproducewhole or in part without ABC'’s prior writterpproval.

ABC reserves the right to make changes in inforomationtained in this documentation without prioticey and the reader should in all cases
consult ABC to determine whether any such changes been made.

The terms and conditions governing the sales oAtitePoint Software product and/or other producis the licensing of said software consist
solely of those set forth in the written contramé$ween ABC and its customers. No representatiather affirmation of fact contained in this
documentation including but not limited to statetseregarding suitability for use or performancehaf functions described herein shall be
deemed to be a warranty by ABC for any purposeiwa rise to any liability of ABC whatsoever.

In no event shall ABC be liable for any incidentadiirect, special or consequential damages whegsdacluding but not limited to lost
profits) arising out of or related to this docunagitn or the information contained in it, even B®& has been advised, knew or should have
known of the possibility of such damages.

AutoPoint is a Registered Trademark of Amador BessnComputers.

(C) Copyright Amador Business Computers, 2009

AutoPoint Evolution — EPO XX XXXX. XX 4
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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 E®Qhe first time, it is a good idea to send awurvey form
to all your customers asking for their delivery huwat preference. The survey should inform customwen you
intend to start sending statements/invoices elnittatly and provide space for them to send back thg number
and/or e-mail address. As the surveys come backwjil need to update their customer records aghme
instructions below.

NOTE: It is only necessary to change those custaetrds that will not use ground mail deliveryle®&se contact
Amador Support to run a utility that will automatlty change all records that are notarked for e-mail and/or
faxing to “ground” for regular mail delivery.

2.1.1 Sample letter to survey customers for delivgrmethod preference

Dear Val ued Cust omer,

In our ongoing efforts to increase efficiencies and ensure that we

are doing our part to be environmentally friendly, Amador will be
sendi ng out our invoices and statements el ectronically as of Cctober
1st, 2007.

Pl ease provide an enmil address or fax nunber where you would prefer
to have these documents sent. Your response can be emniled to

ar @mador.ca or faxed to 780-489-2601. Please reply back with your
preference by Septenber 17th, 2007.

Sel ect ONE of the follow ng options and provide a correspondi ng e-
mai | and/or fax:

Emai | address

Fax nunber

Bot h

Pl ease do not hesitate to contact us with any questions or concerns.

Regar ds,

Amador Accounts Recei vabl e

AutoPoint Evolution — EPO XX XXXX. XX 5
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2.2.0 Specifying preferred delivery me

2.2.1 Assigning the send option in Customer Maintemce

This preference is set up in Customer Maintenameder the

menus “5. File Maintenance® “3. Customer Maintenance’

& Customer Maintenance - {aZcustmnt)

Hok Menu

Gomador & & ! vkl B

Before being able to send statements or invoicagrelnically to your customers via EPO, you must pecify
which customers will receive their statements/icesivia fax, e-mail, both fax & e-mail, or regufaail (ground.)

To get to the Customer Maintenance screen, entigl’ ‘af the AutoPointd “SELECT:” prompt, or follow the
". Enter the customer imemand on the Accounts
Receivable tab, look at the Electronic Documenn$naission section for the Transmit Options:

thod by customer

Accounts Receivable tab.

Customer Humber: IUUI]IJ'IS j Account Type: |Coporate ™

Customer Hame: IATLAE EQUIPMENT & SUPPLY

Contact Name:  [JOHN AEID

I12WAGNEF| ROADE

Address:

Abbrev: |ATLAS EQUI

403-255-8330
Fax: 403-255-8330

THIS 15 NOTES ABOUT LIME 1 LINE 1.5 LINE 2
LIME 3THIS |5 NOTES ABOUT LINE 1 LINE 1.5 LINE

Phone:

Email: [addiess@domain.com

Notes: =

City: [caLGery 2LINE 3THIS |5 NOTES AB0UT LINE 1 LINE 1.5
LINE 2 LINE 3THIS 5 NOTES ABOUT LINE 1 LINE
Province: IAE Postal Code: ITEI 18l ﬂ
Accounts Receivable |Encmg| gpnnnsl CRM |
Credit Limit: | 20000 Balance: | 130060, 33- Core Balance: 1870200
Bill To: |000223 CRANE MOTOR TRANSPORT  Date Created: |7fw93

Clak

t Conbrol

Statement Freq: |Manthly 'I
M -MET 30 DAYS vl

Terms Code:

Balance Method: |Open ltem o
Finance Charge: IDSD =

Tax Options
Tax Number: I— I” GST Exempt?
Taxing Group: I j
Envi tal Charges E ion Code: m

ic D T

Fax Long Distance: |1 - Long Distance 'I

AEL LRI ERE - Email (Mo Cover)

Save | Quslumer\nquilyl [nvuiceHislUlyl

-

Order Ingquiry | Quate Inquiy |

[

»
[ [ms [ [wom [z3izone [sizmzspm [aMD B00

Enter the fax number for this customer or (555)-5555 if they have none, and press <ENTER>. If yaust dial
long distance, select “1” in the square brackdtsmvise select “0” if it is a local call. Remennlte always enter
the area code, even for local fax numbers, as gid-dialing for local calls is now required

NOTE: whether the number is local or long distadepends on where the fax modem connected tautooint/7
server is located.

For the Transmit Options, specify the method oflsgminvoices and statements for this customefolémws:

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.

AutoPoint Evolution — EPO XX XXXX. XX
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delivery method.

2.2.2 Listing customer send options

the IMG menu and select “2. File Maintenance”:

NOTE: If the customer has a bill-to record, be stoenter the delivery method in the bill-to customecord only,
otherwise the delivery methods set up in the shigstomer records will override what is set uphia bill-to
record. That is, the ship-to’s must have an “N*fiaeld 12 to ensure that what is set up in the-aills the actual

If you select “E”, “B” or “D”, a pop-up will appeamsking for the e-mail address to be filled imtdt the e-mail
address using thecipient@domain.corformat, with no leading spaces or other speciatatters:

Press <ENTER> to save the e-mail address, and gFds%> to save the changes to the customer record.

You can run a report to list what send options vemsigned in Customer Maintenance. To get toréiiert, go to

Select “2. Document Imaging Customer List” to brimgthe report ranges:

Select the output option for Fax, E-mail, Both &x-mail, Ground, None or All, and the report sltbappear as

DATE- 1/03/08 [7:55:33 TSNED  PAGE ol

CUSTOMERS: ALL

STATMENT FREQ TERMS BILL-TO CUST-TYPE

follows:
File: Page of
"Your Company Name" DOCUMENT IMAGING CUSTOMER RERORT
BRAHCH I0: CBY AMADOR, CALGARY REGION: DISTRICT:
Invoice: Yi(fax), Elenail), Blenail & fax), Glground), Minone). Mo Coverpage Options: C(fax), Diemail & fax) EXCLUDE CASH TERMS
CUSTOMER CUSTOMER HRME OPTION EMAIL ADDRESS
FAX MUMBER
000015 ATLAS EQUIPMENT & SURPLY E 123456789087 azzznan
1(443) 255-3999 Seni-nonthly
999020 "Your Company Hams" ]
(555)555-5555 Mane
999031  finador Business Computers Inc. B

(555]555-5555 fone

EHP

AFER

CASH

AutoPoint Evolution — EPO XX XXXX. XX
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2.2.3 Exporting the customer list to a mail-merge rocontacts program

It is possible to export the customer contact imfation set up in Customer Maintenance into a “.{ew™tab
separated values”) file, and then import thisifiteds mail-merge or contacts software. For examyde, could
import the “.tsv” file into a word processing pragn to create mailing labels or import the file igtmur e-mail
program’s contacts folder. Please see your softwalocumentation for instructions on importing¥tfiles.

To generate the “.tsv” file frorAutoPointd, enter “IMG” at the “SELECT:” prompt and then setlé2. File
Maintenance”. From the File Maintenance menu,ct€® Export Customer Imaging Setups”. Enterridueges as
follows to generate a complete listing of all cuséss:

This program will generate the file “customersys¢’tin the /usrl/imgproc folder on thhutoPointO server, which
can be transferred to your PC using SmarTerm’s Bridg) ‘n Drop. It will also generate the followingport,
displaying the same information:

File: 84308 Page Tof 14 |

"four Company Hang" CUSTOMER LISTING DRTE- 1/16/08 11:27:06 TSHED  PAGE 0047

BRANCH ID: ALL CUSTOMERS: ALL

CUSTOMER  CUSTOMER HAHE CONTACT STATERENT FREQ DATE CREATED
ADDRESS | PHONE HUMBER  FA MUMBER
ADDRESS 2 EMALL ADDRESS
CITY / PROV / POSTAL

221850 DRUE ROSS TRUCKING ORVE ROSS Honthly 1/%{%
PO BOX 39 (797)792-9760 (780) 439-2601 ¥

SHERWOOD PRRK, RB TOH 1GO

255750 HORTHAESTERN CONTRACTING LTD. Honthly /2%/%
BOX 1408 (797)792-8760 (535) 555-5555 6

STRATHCONA, AR T1Y 7H3

AutoPoint Evolution — EPO XX XXXX. XX 8
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2.3.0 Setting EPO options

2.3.1 Specifying a default printer for printing doauments for ground mail

To print documents for those customers set upfournd mail delivery through the EPO process, ydunveied to
specify a printer to print the statements and ioesi Please contact Amador Support to confirm kdrehe
physical printer you wish to use will be able totie this. To specify the EPO printer, go to tha Menu from
the menu bar in the main menu. Select Te»IPrinter Operation.

'
| Hot Menu AutoPoint  Purchasing  File Maintenance  Reporks  Work Order Processing  Accounts Receivable
Amador Tools 3
Bulletin Board
Zuskomer Inguiry

Daily Scheduler

File Maintenance: 3 - ] Run
G : & Program Name ﬂ
Crder Entry
Pairt of Sale
Purchasing 3 Title:
Quokations

Screen Capture
Stock Status Inquiry

Reference:
Calculatar
‘Work Orders Calendar
Daily Scheduler
Fax Opetation Description:

Motepad
Phone Book.

Quick Fax
Spooled Reparts

Select the option “Electronic Post Office” frormetRrinter Menu, and then select “Modify EPS Optidrem the
EPS Menu.

Printer Operation tsned@vstorm - ... [H[=] B3

Flease selecta Menu Option

Selectan Action ‘

List Queued Print Jobs

List Printers

Test Printer(s)

Cancel Queued Print Job(s)

Move Print Jobs to another Printer

Enable a Printer

Reset Printer Electronic Print Stream ts... [Bj=] B3 Electronic Print Stream ts... [Ei[=]
PDF Fomms Menu Please selecta Menu Optian Selectan option o modify.

Show/Release Print Jobs | Selectan Action | Selectan Oprion.
Printer State Process EPS Files Modify EPS Printer
Remove EPS Files Modify Sort Order
Send EPO Documents Enable DocFocus Usage

Modify EPS Options Modify Flyer File Location

o [P ]| Ko

[ a QK l [ ¥ cancel

[ &

From the EPS Options Menu, select “Modify EPS [eriht

Electronic Print Strea... [Ejf=]

Enterthe printer name or number to use.
Forexample: lpt10 orjust 10.

Printer Name or Number.

[=h |
[xgance\ [ Fox ]

AutoPoint Evolution — EPO XX XXXX. XX 9
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Enter the printer number set upAatoPointd 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 Hwtom of statements that shows “remit to” infotima. To do this,
go to the Hot Menu frorthe Main Menu. Select Toot® Printer Operation. Select the option “PDF FormenM’
from the Printer Menu, and then select “View/Setrirénfo” from the PDF Forms Menu:

PDF Form Maintenance . . - ePrint PLUS ... !EB

Please select a Menu Option

Select a Form Option
| View/Set Letter Head PDF
iViEwiSet Compressed Invoice PDF

iViawiSet Short Compressed Invoice POF

I
|
|
|
| View/Set Elite Invoice PDF |
?VlewiSethrmaanm:e POF |
i\)‘law!ﬁet Regular Invoice PDF |
%Vlawiﬁet Shart Regular Invoice POF |

EViaw!Set Maormal Statement PDF

Wiew/Set Remit Info

Turn Bold PDF Text OFF

Enter the remittance information, preceded with MRE TO:", and click on the “OK” button. The maximu
number of characters is 90.

NOTE: If the Ampersand character (“&") appears anlyare in the “REMIT TO:” information, please call Aator
Support to make edits to your “REMIT TO:”. Othesej this information will not appear correctly aiatements.

AutoPoint Evolution — EPO XX XXXX. XX 10
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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 fromAutoPoint[]

1. When you are ready to send out your statemgatt) the Imaging menu to generate the statemestfite. At
the “SELECT:” prompt, enter “IMG” to bring up theddument Imaging menu. Expand “1” to select the EfeBu:

g,p Main Menu - ({aZmenu)

Hot Menu  AutoPaint  Purchasing  File Maintenance Reports  Work Order Processing  Accounts Re
===

AutoPoint =

Low, - Evolution

Select: I— 260 R Program Mame: ﬂﬁun

[=- Diocument Imaging

E| 1 - Electronic Print Stream [EPS)
- 1-EPS for Point of Sale Title:
2 - EPS for Order Entry

| - 3-EPS for Accounts Receivable
i 1 - Print Statements

H Lo 2- Pt Statements (Inc. Faxed] Reference:
2 - File Mairtenance

Hoo

Description:

2. Onthe EPS menu, expand “3" to process statesnen

3. Expand “1” to select the “Print Statementsigram:

4. At the Output Selection screen, select the IntaBrinter, “777” from the drop-down menu and klan the
“Print” button:

Printer: 5ING PRIMTER
Spool File: ARSTMNTPRT
Additional Dpti
= None
") Display
" Queue Frequency: |nce  *| Start Date: |10/13/09

Print. | Spnnll Display Dhly | Eancell

AutoPoint Evolution — EPO XX XXXX. XX 11
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5. On the Print Statements screen, enter the sdogehe statements, paying special attentiongtePBranch and
Customer:

i} Print Statements - {arstmntprt) H=] E3
Gamador ggrn
Range Selection: Beginning Ending
Aging Date Range 07 I 08/3./07
Branch Id: | Al =l
Select Customers by: ' Mumber © Name

Customer Range: I j All I j

¥ Do you wish to print Al Frequencies?

I Print Customers with \Weskly Frequency?

I™ Print Customers with Semi-Monthly Frequency?

™ Print Customers with Monthly Frequency?

I Print Customers with Discretionan Frequency?
Tax Sales Month: |08

[Enter = Date (MDD 4

6. After entering the Print Statement ranges dicliog on “Run”, enter a comment (optional) to aap at the end
of the statements. Answer “N” to “Do you want tonPan Alignment?”;

i,p Statement Messages - {arstmntprt)

** ENTER THE STATEMENT MESSAGE FOR CUSTOMER'S THAT ARE CURRENT = =

Loalkup | Drefault fram Curent | Drefault fram Previous Message | Default &ll Messages |
Previous | Center | Clear | No Messages | Conlirm Message |
Question...

\‘:’/ Do you wank ko Prink an Alignment?

Yes

AutoPoint Evolution — EPO XX XXXX. XX 12
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3.1.2 Processing the statement EPS file generatedrh AutoPoint[

7. After sending the statements to the Imagingterj bring up the Hot Menu clicking on it from thlain Menu.

Select “Tools”, and from the sub-menu, select “frifOperation”:

i.p Main Menu - Amador Inc. {aZmenu)

| Hot Menu  AutoPoint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Receivable

8. From the Printer Menu, use the arrow keys terethe 9 for “Electronic Post Office”. Click oha “OK” button:

Amadar Tools
Bulletin Board
Customer Inquiry
Daily Scheduler
File Maintenance
Inquiries

Crder Entry
Puaint of Sale
Purchasing
Quotations
Screen Capture
Stock Status Inguiry

‘Work Orders

»

o

Title:
Reference:
Calculztor
Calendar
Daily Scheduler
Fax Operation Description:

Motepad
Phone Book.

Guuick Fax
Spooled Reports

Printer Dperation tsned@vstorm - ... !E[ ﬂ

Please selecta Menu Option

Selectan Action |

List Queued Print Jobs

List Printers

Test Printeris)

Cancel Queued Print Jobis)

Move Print Jobs to another Printer
Enable a Printer

Reset Printer

PDF Forms Menu

Show/Release Print Jobs

Printer State

[ x Cance|

o]

Prograrn Name: (¥4 Fun

AutoPoint Evolution — EPO

XX XXXX. XX
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9. On the “EPS Processing” menu, select “Proc&sS [Eles” to prepare statements for sending via.ERi©k on
the “OK” button to continue:

Electronic Print Stream M=l E3
Please select a Menu Option
| Select an Action
L

Process EPS Files

| Remove EPS Files
| Send EPO Documents
| Modify EPS Options

e

10. Find your statement run(s) (created in stefps6t) The file name is made up with the follogviparts,
“sta01CCCnnn-YYMMDD.tx5", where “CCC” is the companode, “nnn” is the branch invoice prefix (“00&" i
used when all branches were selected during Piat¢®ents) and “YYMMDD" is the last date in the elatnge
entered during Print Statements. Check the boktoetke file you wish to process. You can setaote than one
statement EPS file if you wish. Click on the “OKttton to continue:

Electronic Print Stream amador@porky - Current EPS Files

Currently available Electronic Print Stream files.
Select EPS file(s) to process.

File Name File Size

: s5ta01dem000-070731 tx5 105307

NOTE: If you do more than one statement run ferdhme company, branch(es) and ending date ramgepa”
will appear at the end of the file name. The néwtgement run is always the file name withoutlaing after

“Ix5".

11. The “EPS File Processing Summary” screenapifiear once the EPS file is processed. Click e@K”
button to continue.

AutoPoint Evolution — EPO XX XXXX. XX 14
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3.1.3 Sending EPO statement files

12. After processing the EPS file, the “EPS Prsices menu will re-appear. Click on the item, “8eBPO
Documents” to select it and then click on “OK”:

Electronic Print Stream amador@pork... !E E

Please select a Menu Option

Select an Action

Process EPS Files

Remove EPS Files

Send EPO Documents

Modify EPS Options

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

Electronic Post Dffice amador@porky - EP... [El[=]

Please select a Document Type

Select a Type

Send EPO Invoices
Invaoice Summary by Day
Statement Summary by Mth

Wiew/Maintain EPO Documents

14. In the EPO Processing screen, a list of EPQubeats will appear, by branch. Select the EPO hecs to
transmit by checking the box next to it. You cafest more than one statement file if you wishiclCon the “OK”
button to continue:

If you get any EPO Processing errors, please coAtaador support for help with troubleshooting aadolving
the error(s):

AutoPoint Evolution — EPO XX XXXX. XX 15
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15. The next step is selecting the EPO Transmiio®@g. Click to check the box next to select thsidkd options.
Usually only options 2, 4 and 7 are needed. Ttrieen will only appear once in the sending proces®e sure to
select all the options you wish to change. Clioklee “OK” button to continue:

Electronic Post Dffice amador@porky - Options [_[O]x]

Select all desired options.

Option Description
I:l Print Error Log
Mail the Error Log to Yourself
[J Mail the Summary Fax Log to Yourself
[] Mail the Detail Fax Log to Yourself
] Print Summary Fax Log
[ Print Detail Fax Log
Change the Fax Send Time (1900}
[] Change the Fax Device (any)
[ cChange Virtual Fax Server (porky)
[l change the Log Printer (nosystemdefaultdestination)
[] Change the Document Printer (Ipt99)

» Print Error Log — Select this option to send th®elog to the log printer.

» Mail the Error Log to Yourself — Select this optitmsend the error log to yoAutoPointd mailbox.

e Mail the Summary Fax Log to Yourself — Select thidion to send the summary fax log to your
AutoPointd mailbox.

* Mail the Detail Fax Log to Yourself — Select thstion to send the detailed fax log to y@urtoPoint[
mailbox.

* Print Summary Fax Log — Select this option to séredsummary fax log to the log printer.

» Print Detail Fax Log — Select this option to seinel detailed fax log to the log printer.

* Change the Fax Send Time — The time in parentie#ie default send time. Select this option tange
the send time (24 hour format.)

Electronic Post Office amador@po... [Ei[=]

Enterthe time to send the forms.
Enter the time as: [yy][mmdd]hhmm[am|pm]
The defaultis 1900 hours (7pm)

Option Description

[0 ]

e Change the Fax Device — Do not change this option.
» Change Virtual Fax Server — Do not change thisoopti
» Change the Log Printer — Do not change this option.
* Change the Document Printer — Do not change thisrop
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16. Once the options have been set, a resultsrsavil appear showing which customers have beahwkich
documents and by which methods (e-malil, fax, grint)

Be careful to not click the “OK” button before ttransactions are all sent and deleted, and theowiraloses,
otherwise the sending of the EPO Documents wilhberrupted, and you will have to re-send the reving ones.
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3.2.0 Transmitting Invoices via EPO
3.2.1 Creating invoices EPS file fronAutoPoint[

1. When you are ready to send out invoices, ghgdmaging menu to generate the invoice EPS fethe
“SELECT:” prompt, enter “IMG” to bring up the Docwant Imaging menu. Expand “1” to select the EPSumen

Hot Menu  AutoPoint  Purchasing  File Maintenance Reports  wWork Order Processing  Accounts
.

AutoPoint =

Low Evolution

Select: @G Y Progranm Name: (74 Fun

[=- Document Imaging

E| 1 - Electionic Print Stream [EPS)

. Bl 1-EPS for Point of Sale Title:

- 1 - Create POS Invoice EPS File

2 - Request POS Invoices from DFI
- 3 - Create CASH Invoices EPS file
2 - EPS for Order Entry Reference:
i Bl 3-EPS for Accounts Receivable
2 - File Maintenance

Homom

Description:

2. Onthe EPS menu, expand “1” to process POSdes(go to step 3) or expand “2” to process OE invoiogm
to step 5)

3. Expand “1” to select “Create POS Invoice ERS'fi

4. On the “Reprint Invoice Process” screen, ettiterbranch and date(s) (you can include any rahbasiness
days on which end-of-day has been completed -otryn this process frequently enough not to inclexeugh days
to cause an overly lengthy process), specify thegrnumber 777, and thgo to step 7

i} Reprint Invoice Process - PORKY TEST DATA {aminvhprt)

Gamador ggrn

Range Selection: Beginning Ending
Branch Id: [AMD - AMADOR. MAIN BRANCH =l
Invoice Selection: Im
Invoice Range: |000000 Al 000000
Customer Range: IUDUUUU j
Date: IW IW

Printer Number: 777

|Select a Branch 4
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i} Dutput Selection -

Printer:

Spool File: ARSTMNTPRT

Additional Dpti

* Mone

= Display

" Oueue Frequency: |Once  +| Start Date: |10/413/03
PFrint | Spuull Display Drly | Cancell

5. Expand “1” to select the “Create OE Invoice HIRS:

i,} Main Menu - PORKY TEST DATA (aZmenu})

Hot Meru  AutoPaint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Re
oy

AutoPoint =,

“—’ Evolution

seect: [ e 9 Program Mame: ¥4 Fun

[=- Document Imaging
£l 1 - Electronic Print Stream [EPS)
- 1 - EPS far Paint of Sale Title:
i - 2-EPS for Order Entry
H & 1 - Create OE Inwoice EPS file:
i 2 - Request OE Invaices from DFI
i 3 - EPS for Accounts Feceivable Reference:
[ 2 - File Maintenance

=002

Description:

6. On the “Reprint Invoice Process” screen, etiiterOrder Entry branch and date(s) (you can inchrderange of
business days on which end-of-day has been condpletiey to run this process frequently enough aan¢lude
enough days to cause an overly lengthy processgjfgprinter number 777, and thgo to step 7

;,p Reptint Invoice Process - PORKY TEST DATA (aminvhprt)

tyamador drn

Range Selection: Beginning Ending

Branch Id: 400R. Mall BRANCH
Invoice Selection: lm
Invoice Range: IM All IM
Customer Range: IDDDDDD j
Date: [ 127277 REZZ

Printer Number: 777

Select a Branch
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3.2.2 Processing the invoice EPS file generatedim AutoPointO

7. After sending the invoices to the Imaging Ryinbring up the Hot Menu by clicking on it fronetMain Menu
menu bar. Select “Tools”, and from the sub-meelect “Printer Operation”:

! ey
| i.p Main Menu - Amador Inc. {aZmenu)

Hot Menu  AutoPoint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Receivable
Amadar Tools 3
Bulletin Board
Customer Inquiry
Daily Scheduler
File Maintenarice: B | G>G° ‘/_ﬂ Program Name: l'jRu”
Inquiries P
Crder Entry
Point: of Sale
Purchasing » Title:

Quotations
Screen Capture
Stock Status Inguiry

Reference:
Calculztor
‘Work Orders Calendar
Daily Scheduler
Fax Operation Description:

Motepad
Phone Book.

Guuick Fax
Spooled Reports

8. From the Printer Menu, click on “Electronic P@dfice”. Click on the “OK” button to continue:

Printer Dperation tsned@vstorm - ... !E[ ﬂ

Please selecta Menu Option

Selectan Action |

List Queued Print Jobs

List Printers

Test Printer(s)

Cancel Queued Print Jobis)

Move Print Jobs to another Printer
Enable a Printer

Reset Printer

PDF Forms Menu

Show/Release Print Jobs

Printer State

[ x Cance|

o]
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9. On the “EPS Processing” menu, select “Proc®s [Eles” to prepare the invoices for sending WWOE Click
on the “OK” menu to continue:

Electronic Print Stream M=l E3
Please select a Menu Option
| Select an Action

Process EPS Files

| Remove EPS Files
| Send EPO Documents
| Modify EPS Options

e

10. Find your invoice run(s) (created in stepe 8.) The file name is made up with the followayts,
“inv02CCCnnn-MMDDYY-mmddyy-MMDDYYHHMM.bbb”, where CCC” is the company code, “nnn” is the
branch invoice prefix, “MMDDYY” is the first datenithe date range selected during the Reprint IvBiocess,
“mmddyy” is the last date in the date range setedigring the Reprint Invoice Process, “MMDDYYHHMNE the
date and time (24-hour format) on which the Regrimbice Process was run and “bbb” is the branatecaCheck

the box next to the file you wish to process tooghie You can select more than one invoice ERSiffiyou wish.
Click on the “OK” button to continue:

Electronic Print Stream amador@porky - Current EPS Files

Currently available Electronic Print Stream files.
Select EPS file(s) to process.

File Name File Size
| ¥ inv02dem010-010107-123107-111109123852.amd 3639358
| stad1dem000-070731 x5 105307

11. The “EPS File Processing Summary” screenapiiear once the EPS file is processed. Click eri@K”
button to continue:

Electronic Print Stream amador@porky - Processing EPS File

Processing invoice file: inv02dem010-010107-123107-111109123852.amd
EPS File 1 of 1.

Please Wait...

[ ]
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3.2.3 Sending EPO invoice files

12. After processing the EPS file, the “EPS Prsices menu will re-appear. Click to highlight tiiem, “Send
EPO Documents”, and then click on the “OK” buttorcontinue:

Electronic Print Stream amador@pork... !E E

Please select a Menu Option

Select an Action

Process EPS Files

Remove EPS Files

Send EPO Documents

Modify EPS Options

13. Click to select “Send EPO Invoices”. Clickthe “OK” button to continue:

Electronic Post Dffice amador@porky - EP... [El[=]

Please select a Document Type

Select a Type

Send EPO Statements

Invaoice Summary by Day
Statement Summary by Mth

Wiew/Maintain EPO Documents

Electronic Post Office amador@porky - EPD Processing

Searching for, and sorting, EPO invoice files.

Please Wait...

(- -vosssss s
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it. Click on the “OK” button to continue:

Electronic Post Office amador@porky - EPO Processing

Select EPO Documents to Transmit.

Company Branch Date Ready Docs Not Ready Docs
|[[ *dem 0101111 24 141

[ *dem 010 1009 3 o

14. The next step is selecting the EPO Documeritsansmit. Click on the box next to your EPOcbhab select

=] B3

Electronic Post Office amador@porky - Dptions

Select all desired options.

Option Description
[ Print Error Log
Mail the Error Log to Yourself
[ Mail the Summary Fax Log to Yourself
[] Mail the Detail Fax Log to Yourself
[] Print Summary Fax Log
[1 Print Detail Fax Log
Change the Fax Send Time (1900}
[J Change the Fax Device (any)
[0 Change Virtual Fax Server (parky)
[ Change the Log Printer {nosystemdefaultdestination)
[ change the Document Printer (Ipt39)

15. A second screen with EPO Transmit Optionsagfpear. Check the box(es) next to the optiords)wish to
change. Usually only options 2, 4 and 7 are needéis screen will only appear once in the sengiragess, so be
sure to select all the options you wish to chang@kck on the “OK” button to continue:

AutoPointd mailbox.

mailbox.

the send time (24 hour format.)
» Change the Fax Device — Do not change this option.
» Change Virtual Fax Server — Do not change thisoopti

» Print Error Log — Select this option to send th®elog to the log printer.
» Mail the Error Log to Yourself — Select this optitmsend the error log to yoAutoPointd mailbox.
e Mail the Summary Fax Log to Yourself — Select thidion to send the summary fax log to your

* Mail the Detail Fax Log to Yourself — Select thstion to send the detailed fax log to ya@urtoPoint[
e Print Summary Fax Log — Select this option to séredsummary fax log to the log printer.

» Print Detail Fax Log — Select this option to seinel detailed fax log to the log printer.
» Change the Fax Send Time — The time in parentieti® default send time. Select this option tangje

AutoPoint Evolution — EPO XX XXXX. XX
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16. Once the options have been set, a resultsrsavil appear showing which customers have beahwkich

Change the Log Printer — Do not change this option.
Change the Document Printer — Do not change thisrop

documents and by which methods (e-malil, fax, grint)
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3.3.0 Confirming Transmission of Documents via EPO
3.3.1 Checking e-mail/faxed submissions using theP® menu.

You can check whether an invoice or statement wasessfully e-mailed or faxed from the EPO procgssienu.
To get to this menu frorAutoPoint0,
* Click on the Hot Menu from the menu bar in the Misianu.

» Select Tools> Printer Operation.
» Select “Electronic Post Office”, then “Send EPO Daents”.

Electronic Post Dffice amador@porky - EP... [El[=]

Please select a Document Type

Select a Type

EVSend EPO Invoices

Send EPO Statements |
Statement Summary by Mth |

| View/Maintain EPO Documents

To see what invoices were sent on a particular sielgct the option “Invoice Summary by Day”. Erttes date the
invoice EPS file was created (not necessarily #mesdate the invoices were sent) in the MMDD format

Electronic Post Office am... !E E

This process will display the results of
previous Invoice submissions.

Enter day to process (MMDD)

[1031] |

A second pop-up will ask whether you wish to shailufes only (Y) or all submissions (N). This wdlisplay the
invoices that were faxed or e-mailed, and whethersubmission was successful. Use the arrow kegsroll
through the list.

AutoPoint Evolution — EPO XX XXXX. XX 25



AMADOR SOLUTIONS
Q Q m Q d O r RAutoPoint €volution — €EPO

To see what statements were sent for a particutaatim select the option “Statement Summary by MtBhter the

last date in the date range of the Print Statenrentswhich is the month-end date of the statem@nthe
YYMMDD format):

Electronic Post Office amador@porky - EP... !E E

Please select a Document Type

Select a Type

é“Send EPC Invoices i
| Send EPO Statements |
Elnvoice Summary by Day |

Statement Summary by Mth

| View/Maintain EPO Documents

Electronic Post Dffice amador@... [Ijm] [E3

This process will display the results of
previous Statement submissions.

Enter Statement date to process (YYMMDD)

[071031] |

A second pop-up will ask whether you wish to shailufes only (Y) or all submissions (N). This wdlisplay the

statements that were faxed or e-mailed, and whétleesubmission was successful. Use the arrowtkegsroll
through the list:

NOTE: The entries for e-mail submissions do notstvhether the document was received or not. ©hiyshow
that the e-mail was generated and sent, and a sdiom error will mean there was a problem with getiag the
document or there was something wrong with theagyot the e-mail address.
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users.

Tools—> Fax Operation:

Amadar Tools
Bulletin Board
Customer Inquiry
Daily Scheduler
File Maintenance
Inquiries

Crder Entry
Puaint of Sale
Purchasing
Quotations
Screen Capture
Stock Status Inguiry

‘Work Orders

»

3.3.2 Checking faxed submissions using the Fax Opdions menu

You can check whether an invoice or statement wasessfully faxed from the “Fax Operations” menuHglafax

To get to this menu frorAutoPointd, click on the Hot Menu drop-down menu in the Milanu window. Select

i.p Main Menu - Amador Inc. {aZmenu)

| Hot Menu  AutoPoint  Purchasing  File Maintenance  Reports  Work Order Processing  Accounts Receivable

Calculztor
Calendar

Daily Scheduler
Fax Operation
Motepad
Phone Book.

Spooled Reports

o

Prograrn Name: (¥4 Fun

Title:

Reference:

Description:

The menu “Hylafax Menu” will appear, giving the apts to view the server status, display queuedsiasancel
gueued faxes, resubmit failed faxes and displayhfatory. Select the option for the action youtwis perform, or
select “Cancel” to return taAutoPoint.

Fax Operation amador@porky - Hylafax Menu

This system is a client of fax server storm

O[]

Please Select an Action

| Display Server Status
Display Queued Faxes
| Cancel Queued Faxes

Re-Submit Failed Faxes

Display Fax History
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3.3.3 Re-sending invoices and statements

If an invoice or statement was missed, failed twdser is requested by the customer, it can bemeesdside of the
regular EPO batch run.

For re-faxing an invoice, look up the invoice fréwistory using Invoice History Inquiry. On findirige invoice,
click on the “Print” button. Select the fax’s pieén number, and from the QuickFax screen, entergtipient’s
name and fax number.

u Invoice History Inquiry Detail - PORKY TEST DATA {AMINYHINQ)

gramador & & L v ! )

Order Number: 4518 Terms: MNET 20 D&YS
Customer: 20 ALBERCO CONSTRUCTION LTD. Ship Via: LOOMIS

Type: Charge Counter: DEMOMNSTRATION
Source: COUNTER Date: B/30/07 Tax Group:

Status: Voided Time: 17:35 PO Number:

Order Ship B/D Code Unit Price

Description

ik it it 213,60
7 SRB527THC 1 1 XTH 40.000 40.00  CORE
3 BOS SRY516EX 1 1 18 T 322.600 322.60  STARTER
4 Bos SRB5Z7X ik al T 213.800 213.680  STARTER
5 BOS SRB5Z7MC pIk 1 TN 40,000 40,00  CORE
6 BOS SRY533X 1 1 T 26B.700 308.70  STARTER
7 BOS SR7533xC il il HTH 85.000 B85.00 CORE
=
Discount %
Sub-Total: 1.283.50

G5T/HST: 64.18

Zero Quantities: PST
* Suppress :
" Show Show Cost it | Total: 1!347_68

For e-mailing one or more invoices, go to the paogAMINVHPRT from the “Select:” prompt, and entbet
customer number and range of invoices to re-sé&d.the printer number, enter the PDF printer numlet
creates PDFs to your DOS folder:

u Reptint Invoice Process - PORKY TEST DATA (aminvhprt)

fyamador grn

Range Selection: Beginning Ending
Branch Id: [AMD - AMADOR. MAIN BRANCH =l
Invoice Selection: Im
Invoice Range: W W
Customer Range: IDDDDDD _'d
Date: [ 00/00/0 [ cormama

Printer Number: ITE‘

|Er|ter an Inyoice Printer number, 4

For re-faxing or re-emailing a statement, you nus# the statement print program from the A/R meM0A0407.
No EPS file is generated, so rather than usingearifi77, you would use the PDF printer number ¢aed attach
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the PDF to an e-mail message manually) or fax @rintmber. Also, instead of selecting all custaner
ARSTMNTPRT, you would only select the one custogear wish to re-send the statement to.
£} Print Statements - PORKY TEST DATA (arstnntprt) H=] E3
fyamador ggrn
Range Selection: Beginning Ending
Aging Date Range I 08/3./07
Branch Id: | Al =l
Select Customers by: ' Mumber © Name
Customer Range: I j All I j
¥ Do you wish to print Al Frequencies?
I Print Customers with \Weskly Frequency?
I™ Print Customers with Semi-Monthly Frequency?
™ Print Customers with Monthly Frequency?
I Print Customers with Discretionan Frequency?
Tax Sales Month: Iﬁ
Enter a Date (MMIDDIVY ) 4
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3.3.4 View/Maintain EPO Documents

At least once a month, you will want to clear olast BPO processing files. To do this, go to the Mehu from
AutoPointd by clicking on it from the menu bar on the MainiMie Select Tools> Printer Operation. Select the
option “Electronic Post Office” from the Printer M, and then select “Send EPO Documents”. On HRrO'
Processing” menu, select “Request Queue Cleanuptran click on the “OK” button:

Electronic Post Office amador@porky - EP... !E E

Please select a Document Type

Select a Type
Send EPO Invoices

| Send EPO Statements

Invoice Summary by Day

Statement Summary by Mth

Wiew/Maintain EPO Documents

& ox

Click on “OK” to continue (otherwise click on “Cagi¢ to cancel.) A list of documents will appeaBelect the
documents to delete by checking the boxes nexteimt

Electronic Post Office amador@porky - EPO Processing B[]

This process will list the names of all documents requests
@ that are waiting to be sent via EPO

Proceed to list Document names?

Electronic Post Office amador@porky - EPO Processing

Select Document Name(s) for removal
This list has been email to you.

=l E3

Document Filename

Cust #

Custormner Name

|F] inv02dem010-004083
inv02dem010-004092

inv02dermnD10-004103
inv02dem010-004115
| invo2dem010-004124
iD inv02dem010-004125
|0 inv02dem010-004127
|0 invo2dem010-004129

|0 invb2demo10.004131

000020
000020
000020
000015
000015
000015
000015
000015
000015

ALBERCO CONSTRUCTION LTD
ALBERCO CONSTRUCTION LTD
ALBERCO CONSTRUCTION LTD
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY
ATLAS EQUIPMENT & SUPPLY

. [0 inv02dern010-004132 000015 ATLAS EQUIPMENT & SUPPLY
D inv02dem010-004135 000015 ATLAS EQUIPMENT & SUPPLY
i [J inv02dem010-004136 000015 ATLAS EQUIPMENT & SUPPLY
' [J inv02dem0D10-004137 000015 ATLAS EQUIPMENT & SUPPLY
! [J inv02demD10-004138 000015 ATLAS EQUIPMENT & SUPPLY
| [ inv02dem0l10-004139 000015 ATLAS EQUIPMENT & SUPPLY
[ invD2dem010-004140 000015 ATLAS EQUIPMENT & SUPPLY
[J inv02dem010-004144 000015 ATLAS EQUIPMENT & SUPPLY
. [J inv02dem010-004145 000015 ATLAS EQUIPMENT & SUPPLY
D inv02dem010-004146 000015 ATLAS EQUIPMENT & SUPPLY
. [0 inv02dem010-004147 000015 ATLAS EQUIPMENT & SUPPLY
| inv02dem010.004152 000015 ATLAS EQUIPMENT & SUPPLY

Cancel oK
-X c -_

o
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Electronic Post Dffice amador@porky - EPO ... [H[=] E3

5 Documents have been selected for removal
@ from the reguest queue

Proceed?

Click on “OK” to continue to the following summaand confirmation screen:

3.3.5 Removing EPS files

Electronic Print Stream amador@pork... !E E

Please select a Menu Option

Select an Action

| Process EPS Files

Remove EPS Files

| Send EPO Documents
| Madify EPS Options

continue or click on “Cancel” to cancel:

Electronic Print Stream amador@porky - Current EPS Files

Currently available Electronic Print Stream files.
Select EPS file(s) to remove.

File Name File Size
inv02dem010-010107-123107-111109123852 armd 3699358

| stadldem000-070731 tx5 105307

Click on “OK” to continue, otherwise click on “Caalt to exit without deleting any documents.

To prevent old or failed EPS files from being reg@ssed, use the following steps to remove themtoGire Hot
Menu fromAutoPointd by clicking on it in the menu bar on the Main Mertselect Tools> Printer Operation.
Select the option “Electronic Post Office” from tRenter Menu, and then select “Remove EPS Files”:

A list of EPS files for invoices and statementd afipear. Select the files you wish to delete kimgcthe boxes
next to them (invoice files begin with “inv” andag¢ment files begin with “sta”.) Click on the “OKutton to

=l E3
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3.4.0 Including Flyers with the EPO Send

Attaching flyers as an e-mail attachment or sentliegn via fax (or any other document in the PDRI&iF file
formats) along with the statements sent via EP&3% isimple as dropping the files in the defaultrfljle location.
Statements printed with the EPO send will not héveeflyers printed as well; the flyers for groundihtustomers
will have to be printed separately.

By default, statement flyers are sent via fax amdadl. Including flyers with statements will sidicantly increase
the time to send, and faxing flyers will use theipeent’s toner and paper. Faxing of flyers cardisabled by
contacting Amador.

NOTE: When creating the PDF or TIFF file, the flghould be in the 8 12" X 11 “ page format and higbntrast
B/W for faxing. For e-mailing, the page format asadour scheme are not restricted, but the file sizould 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) aschitnents with statements sent via EPO, you wiltiree
specify the default folder where these attachmeausbe found. To do this, go to the Hot Menu frdatoPointO
by clicking on it in the menu bar from the Main MenSelect Tools> Printer Operation. Select the option
“Electronic Post Office” from the Printer Menu, atieén select “Modify EPS Options”. From the EPSiQrs
menu, select “Modify Flyer File Location”. The deift location should be “/am_data/dos/flyers”:

Electronic Print Stream a... =] E3

Statement Flyer files must be put into
this directory To change the location,
enter a new path here.

Enter new flyer location:

[Jam_datap'dusdﬂyerq ]
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3.4.2 Creating and saving flyers by customer type

The first step in setting flyers is to confirm fleeation on theAutoPoint server where the default flyer file is
location (see previous page.) This folder willdoeessible from a Windows PC by the mapped “DO#&edjif you
do not have the mapped drive set up on your P@spleontact Amador Support.) On the mapped dauewill
find a folder called “flyers”, and this is the ldimn to save the flyers in the PDF or TIFF filedmats for customers
that are not set up with a customer type.

u Customer Maintenance - PORKY TEST DATA (amcustmnt)
Hat Menu

famador & & - ow Id 2
Customer Number: |0000715 j Account Type: |Corporate 'l

®

Customer Name: IATLAS EGQUIPMEMT & SUPPLY Abbrev: |4TLAS EQUI
Contact Name: IJUHN REID Phone: | 403-255-2380
Address: |12WA5NEF\ ROAD E Email: Imwehh@amadm ca Fax: 403-255-8330

LIME 3THIS IS NOTES ABOUT LIME 1 LINE 1.5LINE

I Motes: | THIS IS NOTES ABOUT LINE 1 LINE 1.5 LINE 2 j

City: ICALGAHY 2 LINE 3THIS 1S NOTES ABOUT LINE 1 LINE 1.5
LINE 2 LIME 3THIS IS NOTES ABOUT LINE 1 LINE
Province: AR Postal Code: |75/ 181 LI
Acoounts F\acewable' Pricing  Dptiores I CRM I
Branch Assigned: |EDM - AMADOR, EDMONTON | Region: |
Salesman: WiES District: I
& hippi
Ship Via: IL -LOOMIS - Truck Run: I 1)
Password: |15 [~ Disable Spstem Timeouts?
Quantity Display: I Mo Quantity = [~ Ask for PO After Password?
Dther Opti
Language: IEng\ish o Message: IBAY SRVCE ONLY
End Use: " Dveride Demand?
Customer Type: Bank of Montreal Customer: IN 'I

Save | Customer Inguiry jnvuicEHisIUr}ll Oider Inguiry | Buote Inguiry |

| I ins 11/11/2009 [5:4%:24 pm [AMD [B0Z

NOTE: Customer Types are assigned in customerter@nce (AACUSTMNT) in the “Options” tab. The tyam
be any five or fewer characters, except for HOUBEST, XFER, EMP or PAID, and must first be setrup i
AMCUSTYMNT.

If you wish to send flyers to a particular groupcaktomers, it is possible to send different séflyers by customer
type. To do this, you must create subfolders utidefflyers” folder that are named exactly the saas the
customer types assigned in customer maintenanks. f8ature can be used to prevent certain custfran
receiving flyers by assigning them to a custompetgind leaving the corresponding folder empty.

NOTE: The name of the flyer folder and the customer tgpst match exactly, and this includes their céfsibe
customer type is in upper case (EG: “JOBBER?”), tbhkeler name must also be in upper case; if theaust type is
in upper-lower case (EG: “Jobber”), the folder namuust also be in upper-lower case.
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Once these subfolders are created, you can saveaRDFIFF files to them, and these will be serthtise
customers of that type, exclusively. For exampde) have a flyer that you want to send to all cors without a
type assigned to them, and a different flyer tacatitomers assigned to the JOB type. The no-cesttype flyer
will be saved in the “flyers” folder, and the JO@s¢ flyer will be saved in the “flyers/JOB” subfeid The
appropriate flyer will then be sent when you doryBRO statement run.

3.4.3 Sending flyers with the EPO statement send

Including flyers with the EPO statement run isiagde as saving the PDF or TIFF files in the appiatp folders
when you are ready to send out the statements.

NOTE: Avoid using spaces or special characterthenPDF or TIFF file name, as these will cause ghmail
generation to fail.

The EPO send process will check these foldersmeidde anything found there. Be sure to delet@ave these
files if you do not wish to include them with thext statement run.
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