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Getting started with Docmail Connect

Docmail Connect Sage 50 Edition is a plug in for Sage 50 to allow you to create Docmail-ready

documents directly from Sage 50 output.

To get started, download the version of Docmail Connect that is suitable for your version of Sage 50.

Currently, we support both the 2010 and 2011 versions.

Setting up Docmail

Docmail Connect Sage 50 Edition is a plug in for Sage 50 to allow you to create Docmail-ready
documents directly from Sage 50 output.
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When you launch the application, the explorer window on the left shows two options, the most
important being to create a Docmail account if you don’t already have one. If you ALREADY have
an account, click on the ‘Settings’ button below the explorer and add your Username and Password

there. More on this later...

Click on ‘Sign-up to Docmail’:

1+ | leonnect | sage so edition

w # 10
[easansssnsasas
[onanmnrnnsnsnn
decm o -
I
[Satect =]
1
I‘in- EI

L setwmon
9 e

16 1 f
e [UVE [ s .0.000 | 0 Wi 1.6.000

2

©2011 CFH Total Document Management Ltd



Complete the sign-up form in the right hand window and click ‘Sign up’. Once done, a login page
appears into which you should enter your newly created Username and Password. This completes

the Docmail account creation stage.

The next stage involves topping up your Docmail account to ensure you have funds to cover the
mailing you will want to do. It is important to do this now, as this initial release of Docmail
Connect does not permit an account top-up during the mailing process and deletes the
mailing if there’s insufficient money in the account.

Click ‘Top-up Account’ in the explorer window:

oF enter other ameunt: £ E.M TOP-UP

Plaase nota that a 35p surchage will be appliad,

Add any of the stamp values or the amount you wish to load into your account and follow payment

instructions.

There! Docmail is set up and ready to go. To be sure that Docmail has your details each time
Docmail Connect is launched, click on ‘Settings’, enter your Username and Password there too, along
with any changes you might want to make to document printing and postage defaults:
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Setting up Sage 50

To proceed, we now have to make sure that Sage 50 is linked in to Docmail. To do this, open Sage
50. Once a Docmail account has been set up using Docmail Connect in the steps outlined above,
you'll notice a new ‘Docmail’ button on the far right of Sage 50’s button bar:

(All Records) ® Change View » X
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So far so good, but before we can use Docmail Connect to feed our Sage 50 output into printable
documents, we must see if 3rd party integration is enabled. Click Help/About/System Information

and look at the following box:
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If 'SDO Enabled’ reads ‘No’ or zero, click Tools/Activation/Enable 3rd Party Integration and call the
appropriate number shown to get this feature activated by Sage (FREE service!):

~ |natructions

At Sage we recogrize that no bwo businesses are alike.
That's vy we work, wery closely with over 700 Developers
throughout the UE, and reland who offer Sage add-on
goftware ta suit the zpecific needs of individual bugsineszes.

Thesze developer-created software solutions provide tuly
effective integration, giving vou increased power and
functionality without the need to re-key data.

Retail, Manufacturing and Canstruction are just some af the
different marketz already benefiting from a tailored zolution fram
Sage Additions.

T enable 3rd Farty Integration, pou must call S age Customer
Servicez o one of the fallowing numbers:

[areat Britain: 1345111 BEEG
Marthern Ireland: 0345 245 0280
Fiepublic: of lreland: 1890 88 20 60

~ Reqistration Information

Serial Mumnber: |

Activation Fey: |

Cancel

Enable 3rd Party Integration | x| I

~ Reqistration Faorm

Enter the Activation Key along with your Sage serial number into the boxes and now Sage output is

ready for use.

The next step is to create a new user in Sage 50. Go to Settings/Access Rights/New and call the new
user something. We suggest ‘Docmail’.
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Once you have done this, you now need to tell Docmail Connect how to use the data output from
Sage. To do this, start up Docmail Connect and click on the ‘Settings’ button. In the explorer window
above expand the Sage 50 option and click on ‘Sage Settings’. Enter the username and password
you have just created in Sage 50.
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Finally, you should go through each of the Document settings and indicate your print and postage
preferences.
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Creating and sending an invoice via Docmail

We are now ready to output something from Sage 50 to a customer using Docmail! Firstly, let’s
create an invoice in Sage 50...
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When you have done this, click Save and open Docmail Connect. Click the Sage button and select
'SL Invoices’, then click Apply.
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You should see your newly created invoice appear in the main window...
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Highlight the entry(s) and hit the ‘Print’ button in the button bar.
i - Q @

Print View Maiings  Filer Reset

i arne
A1 Dezign

You will be asked to Confirm Mailing Options, then Docmail Connect sends the invoice to Docmail for
print and despatch.

Mailing Complete!

— Order Detailz

Order Ref: |1 30235 Taotal Mo Addresses: |1
Drelivery Type: IStandard clazz Mo, Surcharge Addresses: IEI
Despatch Date: |21 A02/20m Mo, Overseas Addresses: IU

Print Type: ISiI‘I‘lp|E.'H [Single Sided]  Created By Iu&er
Colour Type: | Colour Created O [17/02/2011 12:37:22
Wiew 130235 pdf Met Cost: 034
WAT: oy
Total Cozt: |0.41

Cloge |

Once processing is complete, you will see the report window, showing what you have just done, and

the cost. You can also view a PDF of the invoice...
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Add any of the stamp values or the amount you wish to load into your account and follow payment
instructions.

There! Docmail is set up and ready to go. To be sure that Docmail has your details each time
Docmail Connect is launched, click on ‘Settings’, enter your Username and Password there too, along
with any changes you might want to make to document printing and postage defaults:
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Possible problems

1) If you do not have enough money in your Docmail account, you will see a message
similar to this:

Creating Mailing. ..

— Processing

Approving order....

FPDF proof saved.

Creating mailing...Connected to Docmail. ﬂ
Generating proof.. kailing created.

Sawing POF proof...Proof generated.

Approving order. PDF proof zaved.

FlaceOrder() failed. ErrarCodelD iz -1, ValidationE rmor. vou have insufficient funds in pour
top-up account to cover this arder, please top-up the account. Order cost; £1.06. Current
balance: £1.00. Mailing was deleted.

To correct this, you must click on *Home’ and go to ‘Top-up Account’. Once the funds are in place,
highlight the entry or entries and click the ‘Print’ button again.

2) You are not happy with the PDF proof, or you've spotted an error in the Invoice and
you want to cancel the job.

Currently, this can only be done by accessing your Docmail acount via a web browser.

Log in to your Docmail account (https://www.docmail.co.uk/live/login.aspx), click on ‘Administrate
Data’ and under ‘Mailings’, select ‘MY MAILINGS'. You will see a list of mailings and their current
status. The mailing you just sent via Docmail Connect will be there. Identify it by Order Ref or
Mailing Name and select *CANCEL'.

Order ref ¥ Mailing name Created Status code

130196 Order 17/02/2011  Favment success - awaiting £0.53  VIEW  EDIT  CANCEL
130196 fHers production : T .

Showing 1-1 of 1 1

Your mailing will be deleted and your Docmail account credited with the full cost.
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https://www.docmail.co.uk/live/login.aspx

Adding backgrounds

fhiame = hbrary & backgrounds

Backgrounds

WDD NEW BACKGROUND

frasults per page
Product type A Lather -

Search bt [ SEARCH

Showing 4 backgrounds

ChaseDebtConnect CreditConnect InvoiceConnect StatementConnect
DELETE DELETE DELETE CELETE

If you are new to Docmail the Docmail Connect backgrounds for Sage output will have been added
for you when you created your account. Existing Docmail users will have to add the Backgrounds.
Download these here http://www.docmail.co.uk/Downloads/Sage50_backgrounds.zip and unZip the
package.

At this point, whilst they are on your system, you can customise them to your business. Why not
add your company logo? Just remember that Docmail Connect places all the data in pre-determined
positions, so it is best to try a few test outputs first.

Next, upload the backgrounds to Docmail. MAKE SURE THE NAMES ARE EXACTLY AS SHOWN
ABOVE.

\ome > Ibrary > DACKGrounds > BBA new background

'ﬁti

i
ng Add new background
Pusmie [1nveiceCannec] ]
stoad fite Select Clear
Documant type | A4 letter |

Resirick use of the background to the creater? [[]

i i

Each time you output Sage 50 via Docmail, the correct background will be automatically selected.
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http://www.docmail.co.uk/Downloads/Sage50_backgrounds.zip
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