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Saving PDF Files for Emailing

If you want to save PDF copies of invoices and estimates to be emailed out to
customers, you will need to follow these instructions.

Designating a PDF Folder

Before you can save PDF files to email, you will need to tell ADVANTAGE where to
save the PDF files.

. i
% Click on your & start menu.
+ Click

4+ Double click on your local disk:

Hard Disk Drives

Local Disk
e Backup (D) Local Disk,

#+ Double click on Program Files:

(G e Fuer

[y Music File Folder
[CIMetscape File Folder
(5 Progran Files File Folder
[Zrainbow File Folder

RECYCLER File Folder

+ Double click on POSG6:

|[Zhonline Services File Folder
|[Z0utloak Express File Folder

File Folder
|iQuickTime: File Folder

#+ Double click on the PDF folder:

Mame Size
[CIBACKUP
[idata
[L)ERAPHICS

|[Zasentinel
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4+ Double click on Preferences.exe:

o Cribrudyang FilasiPOsasndf
File Edit ‘iew Favorites Tools Help

O Back ~ 2} ? 7 Search Folders X n El -
Kame Size  Type Date Modified
[C)EMUGS File Folder 5/6/2006 6:32 PM
@PDFWrite.rsp 1KE RSPFile 311/2004 10:56 PM
Epdfwmter.exe 28KB  Application 1/24/2006 9:59 PM
@Preferences.exe _ 24KE  Application 8132005 1:58 &M
“Hsetup.inf 1KE  Setup Information 2/15/2006 6:45 PM
@uninstpw‘exe SZKE Application 12/1/2005 10:08 PM

+ The following window will appear:

Output Options
I Use default folder location.

Location: ‘E:\Documemts and Settings\Fristie RodgerstMy Documents J

™ Usge print job name to save POF file under default folder automatically.

¥ \iew PDF after saving ™ Email PDF after saving

+ Use the (...) icon to select the directory you want PDF files to save to. Select the
rest of your options (the recommended ones are selected above) then click OK.

+ PDF files will now be saved (printed) to this location.

Saving the PDF File

+ From the ADVANTAGE main menu, bring up your toolbar. You can do this two
different ways: by clicking Tools then Toolbar or by moving your mouse to the

far edges of your screen until it pops up.

+ Click on Quickview. The following screen will appear:

Quick Yiew

Irwvaice [

Estimate # a

& Cument
" Snapshat

L& 7 ¥

+ Type in the invoice or estimate number you wish to save as a PDF and hit enter.
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+ The invoice information will display. Click on the printer icon:

Praductii

Line tems MNotes/Payments

Invoice/E stimate Dates

Invaice 24335 Entered By [bt Placed 04/13/2007
Estimate 0 . 10:34 AM
Parent Invaice g R el Reguested
Child Invice 0 [ First Time Urder Critical r
vendorpo | 0 [ Tobeshpped Drig. Due D#/1772007
Customer P.O. [ Prices over-ridden B TR
Proj.Losstor | |~ Scheduled/Planned ey

$0.00 ]
BeseSales | [~ vyeh Order
W0, Sales $0.00 Completed
Discounts $0.00  Overs % | i
Term Discourt $0.00 Ficked Up
Sub-Total $0.00
Shipping $0.00 ARagng [ -
Tax $0.00 Last Statement
Fin. Charges $0.00 Paid-InFull
Total $0.00
Payments $0.00 Adjusted
Balance $0.00

Voided

Invoice/Project Description

Test

+ The following screen will display:

Print Invoice for Activity Software
‘what ta Print Shaw Tatal Output to

v Printer
||; | ¥ IotalLines —_ =
nvoice - ,7
™ wiork Order info only ¥ Sub Total
I Include work order info [~ E-Mai |
[ Print Packing List
I Print Other

Piinter Template: |v8\nv01 inwoice template with totals on first page.rpt j
Fax Template: |v8\nv01 invoice template with totals on first page.ipt j
W0 Template: | J
Packing List: | J
Other Template: | J

Line

Printer

Pagetdanager PDF Wwhiter [NelD:]
Microsoft Office Document Image 'wWiiter (Me01:]
HP Diesket 930C/932C/935C [LPT1:)

Fax [Ne02)

eFax 4.2 [Nel3:]

Auto Epgon Stylus COLOR 777 ESC/P 2 on OF
Auto Activity PDF Printer on OFFICE [Ne0S:]

Frint I Cancel

+ Under Choose Printer, use the drop down menu to select the Activity PDF
Printer.

4+ Click Print.

Activity Advantage Software Documentation - Page: 3 of 4
© Copyright Miller Commercial Investments LLC. 2004-2007 All Rights Reserved.

Revised: 3/20/07



/\‘ CTIVITY

A S O F TWARE

+ Navigate to the folder in which you have designated PDF files to save.

+ Locate the PDF that you just printed. It may be easiest to do this by choosing to
sort the items in the folder by date.

+ If you wish to save a copy of this PDF for a later date, you will need to right click
on the PDF and rename it. Otherwise, the PDF will be overwritten each time you
print a new one.
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