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1 Acumens e-Mailing  
Acumens e-Mailing Allows you to send emails based on customizable templates to customers from 
different functionality areas in business central. Below are the various areas that this feature is 
applicable and sample emails sent out. 
 

1.1 Sales Orders 
a) On the sales order card, you can send an email to the customer via three actions. 

 

i. Send e-Mail – This will send an email to the customer based on a default template that has been 

set for all sales orders. 
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ii. Send custom e-Mail – This allows you switch the template at the document level. The field 

shown below is used to determine the format that you can use to send the email. 

 
 

 

iii. Send Test E-mail – This is used when the user wants to test the email to their account instead of 

the customer email account. There are setups that are done to ensure that this works as 

expected. 
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b)  You can add additional Attachments that will be attached alongside the document printout. The 

additional document could be something like Terms and conditions or a flyer with season greetings 

and such like. These documents will either be merged with the main document or sent as separate 

attachments. 

 

 
 

 

c) Once you click on any of the two actions, the user will get a Preview if that has been specified in the 

emailing setup. Below is the Sample Email preview. 
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d) The customer will receive the email and document attachment as shown below. 
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e) Sample Merged attachment received by customer. 
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The process above applies to the following documents: 

1.2 Sales Return Order 
Below is the sample email received by a customer for the sales return order document. 
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1.3 Sales Invoice 
Below is the sample email received by a customer for the Sales Invoice document. 
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1.4 Sales Quote. 
Below is the sample email received by a customer for the Sales Quote document. 
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1.5 Sales Credit memo 
Below is the sample email received by a customer for the Draft Sales Credit memo document. 
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1.6 Posted Sales invoice. 
Below is the sample email received by a customer for the Posted Sales Invoice document. 
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1.7 Posted Sales Shipment. 
Below is the sample email received by a customer for the Posted Sales Shipment document. 
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1.8 Posted Sales Credit Memo. 
Below is the sample email received by a customer for the Sales Credit memo document. 
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1.9 Issued Reminders. 
Below is the sample email received by a customer for the issued reminder document. 
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1.10 Issued Finance Charge Memo. 
Below is the sample email received by a customer for Finance Charge Memo document. 
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1.11 Purchase Order 
Below is the sample email received by a customer for the Purchase Order document. 
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2 Monthly Statements 
 
On a monthly basis, users can generate statements in a batch for all or selected customers and send 

them at their desired time. 

2.1 Sample Monthly Batch Statement 
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2.2 Sample Email Received by Customer  
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3 Send Invoice batch. 
 
User can generate Invoice batches for all or selected customers and send them at their desired time. 

3.1 Sample Invoice Batch Statement 
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3.2 Sample Email Received by Customer  
 

 

 

 

 

 

 

 

 

 

 

 

 



23 
 

4 Acumens e-Mailing Setups. 
 
Users can Configure different setups to ensure that emails are sent out as per their preferences. Below 
are the main available setups Customizations. 
 
 

4.1 Custom layouts 
The system uses word layouts to define email body. The user can therefore export the layout as a 

word document and redesign all the allowable sections.  

a) Different Layouts defined. 
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b) The Email Body layout can be edited in MS word as shown below. 
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4.2 E-Mail Cards 
These are used to define and differentiate how different documents emails are generated and sent to 

the users/ customers. Below is a sample setup of an email card 

 

  



26 
 

 

4.3 Default e-Mail Cards 
You can specify the default email card for each document type supported by this feature. This will 

enable the user to send the email without choosing a template. 
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4.4 Send from Lists 
This allows users to specify different sender details and signature. It can be based on company setup or 

the user performing the action. 
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4.5 Document Merge 
 

Email attachments can be merged using an API before sending to a client. Below is how to specify 

the API details and enable the feature. 
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4.6 Document Attachment Options 
You can attach documents from external Storages listed below. 

i. Azure blob storage 

 

 
 

ii. One drive 

 


