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Document emailing

Dear user,

You must make sure that you have read “Navigating the System” first before reading any other Clarity
guides as without a good knowledge of the navigation you will not fully benefit from the features and

shortcuts that Clarity will provide for you.

Click here to read Navigating the System:

https://dataflow.co.uk/images/uploads/release notes/Clarity - Navigating the System .pdf

Also at the end of each guide, there may be a list of other supplements for further explanation of

features within this routine.

Enjoy exploring Clarity and please do not hesitate to suggest any improvement that you feel will be

useful to add to this document.

Warmest regards

Dataflow (UK) Ltd



https://dataflow.co.uk/images/uploads/release_notes/Clarity_-_Navigating_the_System_.pdf
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This first section covers the emailing of Sales Invoices, Sales Orders, Sales Order Delivery Notes and

Sales Order Invoices.

To be able to email the above document types you’ll need to flag the Sales Ledger account as eligible

for document emailing and define the recipient email address for those documents.

To do so navigate to the Sales Ledger ( arrow below) and Browse (green arrow). Select the
account in the grid and click the Modify button on the footer of the window (highlighted in blue) to
open the Add/Modify Account window.

The window will default to the Organisation Address & Main Contact section, the email address
entered into the section in red below will be the recipient email address. You may enter multiple
recipient email addresses, simply enter all email addresses and separate them using a semi-colon (;).

Click the Update button to commit the change.

&) Dataflow Clafity{Sales Actount Browse] — [m] et
Company] Miles Brown and Sons & Co. ~ +|  User: SUPERVISOR™
SalesLedger | Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timeshcets  Dashboard  System
= e R7 57 —
8 B @ 5 Br ¥ w =
Browse Cash Allocgte | Invoice Proforma Scheduled Close ustomer  Transactional Statements
Cash Tnvaic Period Data Listings~  Reports~
mst}&eunts‘ Transactions Invoicing Period Processing Reporting
Code | like] Al |ATBICIDIEIFIGIHITIIIKILIMIN|OIPIQIRISITIUIVIWIXIY|Z|o[1]2]31415161718]9
I I I I I I I I I
Codel__| bl 3| Address Email |
&) Add/Modify Account - [m] x P
400001 |Airfr| Nigel@airfreight.co.uk ||| 8
8 cﬂde[wmum ] Current Balance | 196,883.36 | |z
AB0001 A Bo|
T Name | Airfreight Systems LTD | Credit Limit | 75000 | -
AQUOUL | Agug | Phil@AQ.co.uk
R Next Credit Check | Enter date [= -
B00DO2 | Briti L= Martin@BFP.co.uk
1 [ on hold
BRITO1 | Briti David@BCServies.co.uk
Organisation Address & Main Conttact 9
CD0001 | Covd # || Temance@Coverall.co.uk
- Address - Contact 8
CHAN | Char] S || Adrian@ccD.co.uk
5 N <<
cPLODL | Comn) Name | Airfreight Systems LTD | Title [ Mr | 2 Ray@CPLcouk
o | Eco Department | | First name | Bob |3
£
500001 | Gray] Line 1| 22 Ashgrove Road | Last name | Bob B
HARVEY | Hary Line 2 | Horley | Job title | Purchasing Manager |
100001 | Jose Line 3| | Phone [ 0171 3456881 |
LA LA P Town | Surrey | Fax | 0171 3456882 |
LAIOOL | Lifebl Cuuntyl | Mubile| |
MARVEL | Mary Post code | RH15 2AA | | | Email address [ Bill@airfreight.co.uk |
NASAT | Nasd Cm,,,m,| |
PRIME Prim
REPRO | Repr| Fax| |
SHGO01 | Smit| ||| Email address| Nigel@Airfreight.co.uk |
STYLE1 | Styld
WVHT | vickq|| Parameters | Remittance Details | Company Setup
i [ close B3 || ’
By Company ¥ | Page|1 of 1
Clear filter [ add g || modify & | Remove X |

For easy reference the destination email address is also displayed within the account browse grid

(highlighted above in green).
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You'll also need to flag the Sales Ledger account as eligible for document emailing. Click on the
Parameters tab (highlighted in below ) and tick the Email documents parameter (highlighted

below in red).

— [m) X
Company Miles Brown and Sons & Co. v |  User: SUPERVISOR™

&) Datsflow Clarity [Sales Account Browse]

Soles Ledger | SalesOrders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timesheets  Dashboard  System

27 57

8 BE@ >
Browse Cash Allocate Invoice Proforma Scheduled Close Customer _ Transactional Statements

Cash Invoi Period Data Listings~  Reports~

Customer Accounts | i Invoicing Period Processing | Reporting

Code = |like AMITAIBICIDIEIFIGIHII[IIKILIMINIOIPIQIR|ISITIUIVIWIXIY|[ZIOI112]3]14151617[81%

Code Name ‘ Balance Credit Limit| Default Currzncy‘ Status| Address Department Address Line 1 Address Line 2 Address Line 3| Address Email %
= 1 @
400001 |Airfreight Syg Airfreight.co.uk || &
= & Add/Modify Account - [m] X g
ABODO1 | A Booker PLC]
5 Code | 400001 ] Current Balance | 196,883.36 |
AQQ001 | Agustin Quev] lAQ.co.uk
- N; Airfreight Syste (h1s) Credit Limit | 75000
B00002  Britsh Finand " | Arireight Systems vecit it \@BFP.co.uk
tor dar: T
BRITOL | British Comm| Wext Credit Check LE”‘E”"“ ® leecservies.co.uk
= on hold
C00001  Coverall Adve — Ce . k
3] Address & Main Contact @
CHAN | Channel Com| & |pecco.co.uk
- 2
CPLODL | Computer prif | (P2aMeters 215 |ferrco.uk
ECO | ECO Electrical| |~ Nominal Ledger Link ~ Document Parameters =
G00001 | Graystone In: Account Type‘ USA Sales Accounts - ‘ Document gmup‘ - ‘ =
- g
HARVEY  Horveys Fina}| || pefault Norminal | - -] Email documents | ©
100001 Joseph Drawil
LA LA Property d ||~ Invoicing ~ Vat Cantrol

LAIOOL | Lifeboat Ass Price Category | Mainland v| Default Code ~ |l o

MARVEL Marvel Office

Discount % 0 vat Number J

NASAT | Nasat Pharmd | | guriement Code | -
PRIME  Prime Chemi EC Country M |

REPRO | Repro Publish( |—|,,mm3tmm,|

[ umeney [ ]| -]

SHGOO1 Smith Hotel

STYLE1 | Style Fashion)

VHT Vickers Harrig| |~ payment Terms and |_( Analysis
< [ | Remit Details | Company Setup »
By Company cose 3 | age | 1 of 1

[ 7dd || Medity # |[Remove X |

Clear filter

When the next document is created (Sales Invoice in this example) the destination email address will
default to the email address defined within the Sales account setup, and is displayed within the
Header tab of the invoice (highlighted in below). Should you wish to you may enter additional

addresses (separated by a semi-colon), or an alternative email address for that particular document.

&) Dataflow Clarity [Sales Inveices] - o x
Company Miles Brown and Sons & Co. = User: SUPERVISOR ~
Sales Ledger | Soles Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timesheets  Dashboard  System
n
S57 =57
8 @ E =
Browse Cash Allocate Proforma Scheduled Custom: Transactional Statements
Cash Invoice Data Listings ~ Reports~
Customer Accounts|  Transactions. 1Invoicing Period Processing Reporting
|Released Type| Invoice Reference| Status| Account Code| Account Name| Date| Due Date| Amount| Currency| Last sent as| Email to| Net Amount| VAT Amount| Goods Amourt| Their Reference | Our Reference| Pr\'nled‘ Emai B>
[4
& New Invoice - [m] X 3
i
JHtader [ | Details & Lines =
‘Customer
Account [;Aouuui v]\ Airfreight Systems LTD -
Company | Airfreight Systems LTD | [airfreight Systems LD
22 Ashgrove Road
Department | || Hortey
Surrey
Line 1 | 22 Ashgrove Road || RH15 2an
Line 2 | Horley |
Lines | |
Town | Surrey
County
Postcode | RHIS 248
Country
Email address | Nigel@Airfreight.co.uk
Customer l,\ References [2)
r—— 5 T
Delivery ¢ | Notes [[] | Analysis § | Miscellancous £, | International [if | Defaults G | Totals =
N add e Remove X | Discard O |[updae @ || 1 »
Outstanding W T | Page|1 of 1
Clear filter add dp | Modify /7 Remove X
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There are two methods of emailing documents from Clarity. The method you choose determines

which email address the email will be sent from.
The first method is to right click on the grid and choose the option to Print/Email current range
(highlighted below in green). To display the documents eligible for emailing you’ll need to untick

Preview and tick the Documents to be emailed parameters (both are highlighted in below).

If your document does not appear within the list of documents to be emailed this may be due to one

(or more) of the following reasons:

e The Sales account is not set to have documents sent via email. Note — the account must be

set for emailed document prior to the creation of the document you wish to email.
e The document has not been Authorised or Released.
e The document has already been emailed.

To email all of the displayed documents click the Send button (highlighted in red below). If you wish to

send only select invoices you can use grid filters (highlighted below in blue) to isolate your required

&) Dataflow Clarity [Sales Invoices] — O x
Company Miles Brown and Sons & Co. |  User: SUPERVISOR~
Sales Ledger | Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timesheets  Dashboard  System
= [ b1 r'=
FE [EEE o ] ) =]
= | | £l - - =
Browse Cash Allocate| Invoice Proforma Scheduled Close Customer  Transactional Statements
Cash Invoic Period Data Listings~ ports™
Customer Accounts  Transactions Invoicing Period Processing Reporting
Released| Type Invoice Reference Status Account Code| Account Name Date Due Date Amount| Currency| Last sent as Email to Net Amount| VAT Amount| Goods Amount || %>
| 0
B INV | 0000002070 Outstanding | A00001 Airfreight Systems LTD | 17-Dec-2020 | 17-Dec-2020 £ 5,316.30 Nigel@Airfreight.co.uk  £4,430.25  £886.05  £4,500.00 (| 8
2. Refresh —
&) Document Printing and Emailing - m} %
43 Copy Invoice
4 Add Invoice Include
7 * | Modify Invoice | Invoices Credit Notes
% | Remove Invoice Reprint
4  View Invoice Documents to be printed |(®) Documents to be emailed
4y View scanned documents
Released Type| Reference Status Account Code Account Name Email to
4% Attach scanned document - - -
B INV 0000002070 Outstanding ADD0D01 Airfreight Systems LT = Nigel@airfreight.co.uk
4 Preview
4 Download for final print
4 Email to customer
|_§ Print/Email current range
=1 Hold 0000002070
Update ¢ to ledge:
%) Update all to ledger
1 " r
Clear filter
Outstanding, Invoices, Emailed documents o4 e oM Page 1 of 1
2. sum selected cells
4a | Copy to Clipboard 3 1 documents will be processed Preview
4 Paste/ Import Cancel (3)
d apen file L
Outstanding ; Wodelom Page 1 of 1
Columns 3
Window 3 add gk || Modify 7 || Remove X
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By using the above Print/Email current range method of emailing documents the system will use the

email address defined within the Sales Ledger Setup as the senders email address.

This email address can be set by navigating to System ( arrow below), Sales Ledger section,
General Setup and Ledger Setup (green arrow below). Enter the required senders address into the
From field highlighted in red below. You may also wish to enter a generic message into the message
section. Click the Apply button to commit the change.

O Dataflow Clarity

= [m] X
Comfany| Miles Brown and Sons & Co. ¥ | User: SUPERVISOR ™
Sales Ledger  Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timeshests  Dashboard  System
[+ ] ” == Z Fa v = -
(a5 Tr (3 ' = W m B | &= g T = v w Wi B E
Users®  Company&  VATE&  General Invoidng | Order — Genersl Inveicing | Order | Group  CostCentre&  Bank  Authority Authorisation Product Prices Price Category — Dats
Securityr Consolidation Currency~ | Setupr Processing  Setup~ Processing | Setup~ Apportionmentr Accounts Limit Setup  Settings Setup Sefup & Measurements+ Import
General { Ledger Setup Purchase Ledger Mominal Ledger Stock Tools
| Account Types
| Analysis Groups .
&) Sales Ledger Setup - (m] x

Parameters From | *=*=@dataflow.co.uk

Email Bec| |

Dear Sir/Madam, Please find attached our statement for your information. If you have any questions, please refer to
the originator; the relevant e-mail address can be found on the attached remittance advice. Regards Miles Brown and
Sons & Co.

Apply () < Back

The other method of emailing documents is to use the right-click Email to customer option (highlighted
below in green). Selecting this option will open a new window. This window will automatically populate
the email body text with the narrative set within the Sales Ledger system setup, but you may re-write
or append to this default narrative should you wish to.

The recipient email address is set to the email address defined against the account. You may add Bcc
addresses if you wish to.

Using the Email to customer option will email only the selected document and the email will also be

sent using the email profile defined within the setup of the Clarity user who is sending the email, it will

not use the senders email address define with the Sales Ledger Setup. The senders email address
being used is highlighted below in red.
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&) Dataflow Clarity [Sales Invoices] - [m] X
Company| Miles Brown and Sons & Co. |  User: SUPERVISOR™
Sales Ledger Sales Orders Purchase Ledger Purchase Orders Nominal Ledger Audit Timeshests Dashboard System
FE (Ee= = h h
3 = : ] -
Browse Cash Allocate Invoice Proforma Scheduled Close Customer  Transactional Statements
Cash Tnvoice Period Data Listings~  Reports~
Customer Accounts  Transactions. Invoicing Period Processing Reporting
Released Type Invoice Reference Status Account Code| Account Name Date Due Date Amount| Currency| Last sent as| Email to Net Amount| VAT Amount| Goods Amount| | B>
= 2
5] INV | 0000002070 Outstanding A00001 Airfreight Systems LTD 17-Dec-2020 17-Dec-2020 £ 5,316.30 Nigel@Airfreight.co.uk  £4,430.25  £886.05  £4,500.00 | 2
| Refresh =
i3 | Copy I
- e &) Email Invoice 0000002070 to customer - o %
&  Add Invoice
47 Modify Invoice To: Nigel@Airfreight.co.uk
¥ | Remove Invoice cc:
R View Invoica Boe @dataflow.co.uk
%4 | view scanned documents Subject: Sales Invoice 0000002070
& | Attach scanned document Attachments: Sales Invoice 0000002070.pdf
@, | Preview Body: | Dear Sir/Madam, Please find attached our invoice for the work
carried out to-date. If you have any questions, please refer to the
4 Download for final print originator; the relevant e-mail address can be found on the attached
- remittance advice. Regards Miles Brown and Sons & Co.
| 1 Email to customer |
4 Print/Email current range
= Hold 0000002070
Update 0000002070 to ledger
@ Update all to ledger
% | Clear filter
2. Sum selected cells
42 | Copy to Clipboard »
A Paste / Import
« & Open file ) '
Qutstanding ) Kool Page 1 of 1
Columns © send [ Cancel (&) |
Clear filter Window 3 Add g Modify 47 | Remove X

In addition to transactional documents
navigate to the Sales Ledger (

Ensure that you tick the Email parameter

you may also emailed Statements via Clarity. To do so

arrow below) and Statements (green arrow).

(highlighted in red below) and click the Preview Statements

button on the footer of the window (highlight in blue below).

&) Dataflow ClartgiSales Leder]

Sales Ledger | Sales Orders  Purchase Ledger  Purchase Orders

8 P @

Cash Allocate
Cash

T
Browse Invoice Proforma Scheduled
Invoict

se
e Period

Customer Accounts|  Transactions Invoicing Period Processing

Nominal Ledger

u:
Data

[m] x

Company Miles Brown and Sons & Co. User: SUPERVISOR™

Audit Timesheets. Dashboard

Customer  Transactional Statements
Listings~  Reports~

Reporting

) statements

=t

Frequency

3 an

[T weekly
Monthly
[0 Quarterly
[ vearly
[0 Mever

& From | 01/12/2020 |B

As at| 17/12/2020 |8 [C] By due date

Exclude settled transactions

Content
Order by (#/ Code (_) Name

Filter

Only accounts set up in the account parameters to receive documents by email will have statements sent by email

Clear filter

Preview Statements 3

Close
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Clicking the Preview Statements button will load a new window displaying only statements eligible for
emailing. If the expected statement does not appear and presuming that you've chosen the correct

reporting options the Sales account may not be set for emailing (outlined earlier in this document).

Clicking the Email Statements button on the footer of the window (highlighted in below) will
email all customer statements displayed in that preview. The senders email address will be the

address defined within the Sales Ledger System Setup.

&) Dataflow Clarity [Sales Ledger] — [m} x
Company Miles Brown and Sons & Co. - User: SUPERVISOR ™
Sales Ledger | Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timesheets  Dashboard  System
e e =5 =5 el - S
ﬂlg a5 9 | = -
Browse Cash Allocate Invoice Pi rma Scheduled Close, er Transactional Statements
Cash Invoice rts

Custom
Feriod Dafa Listings®  Repo

Customer Accounts  Transactions. Invoicing Period Processing Reporting

O statements

EB‘OC‘NS 1/4|@,@“%‘3‘\m\5

AT

]
e i

Gney
Rz

L) B Grudis_Oustaning

o] commnan]  omsan

Email Statements Cancel Statement run (o)

7|Page



&) DATAFLOW

CLARITY 2

The emailing procedure for Purchase Order documents and Remittance emailing is the same as the
Sales Ledger, except the document emailing parameter and recipient email address for Purchase
accounts must be set via the Purchase Ledger browse window.

As with the Sales transactional documents the senders email address is determined by which right-
click option used to send the email to the supplier. If the Print/Email current range option is used the
Purchase Ledger System email address will be used as the senders address. If the right-click Email to
Supplier option is used the email address set against the Clarity user account sending the email will
be used as the senders address.

The system email address for the Purchase Ledger is set by navigating to System ( arrow
below), Purchase Ledger section, General Setup and Ledger Setup (green arrow below). Enter the
required senders address into the From field highlighted in red below. You may also wish to enter a

generic message into the message section. Click the Apply button to commit the change.

) Dataflow Clarity -

[m] X
Company Miles Brown and Sons & Co. - User: SUPERVISOR ~
Sales Ledger  Sales Orders  Purchase Ledger  Purchase Orders  Nominal Ledger  Audit  Timeshests  Dashboard  System
- a— 3
B 0 BeLE 5 [WE W B B 8
185 ¥ . 1] H i 5 L=.7] M ,‘ y W
Users &  Company & VAT General Invoicing _ Order  |General Invoicing Grou CDS(CEnlrE k Authority  Authorisation  Product e e Category | Data
Security~ Consolidation= Currem:v' Setup~ Processing | Setup Pmcassu Setup~ Apportionmentr Accounts Limit Setup  Settings Setup Setup & Measurements+ Import
General Sales Ledger all Ledger Setup Nominal Ledger Stock Tools
@ |  Account Types
. Analysis Groups
&) Purchase Ledger Setup - a X

Parameters

Email

From|[-oee

@dataflow.co.uk

Bee||

Dear Sir/Madam, Please find attached our remittance for your information. If you have any questions, please refer to
the oniginator; the relevant e-mail address can be found on the attached remittance advice, Regards Miles Brown and

Sons & Ca.

Apply &)

< Back




