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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. 
 

 Click on your  menu.  

 Click  
 Double click on your local disk: 

 

  
 
 

 Double click on Program Files: 
 

 
 
 
 
 

  Double click on POS6: 
 
 

 

 Double click on the PDF folder: 
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 Double click on Preferences.exe: 

 

 

 The following window will appear: 

 

 

 

 

 

 

 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: 
 

 

 

 

 

 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: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The following screen will display: 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 
 Click Print. 
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 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. 
 

 


