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1. Introduction 
 

Document Output is an add-on for Microsoft Business Central that enables you to send Documents as 

attached PDF with an E-Mail Template for each document type. 

t5CΩǎ Ŏŀƴ ōŜ ǎŜǘǳǇ ǘƻ ƘŀǾŜ ŀ ōŀŎƪƎǊƻǳƴŘ ŀƴŘ ȅƻǳ Ŏŀƴ ƳŜǊƎŜ ŀ t5C ǘƘŜ ŎǊŜŀǘŜŘ t5CΦ 

This manual introduces the basic configuration for Document Output to send Sales Quotes and Sales 

Invoice etc.  
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2. Daily use 
E-Mail Sales Quote 
Open the Sales Quote. The Sales Quote has two Document Output Fact Boxes, the first shows the e-mail 

address(es) found, and the second show the e-mail log for this document. 

 

From the Doc. Output Fact Box, you can click: 

- Open E-Mail ς This will open the e-mail with the PDF. 

- Send E-Mail ς This will create the mail with attached PDF and send it. 

- Queue E-Mail ς This will put the mail in the Doc. Output Queue. (Only visible if the Queue is active). 

- Save PDF ς Creates the PDF and downloads it. 
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When ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ άOpen E-Mŀƛƭέ ōǳǘǘƻƴΦ 

This will create the PDF file and open the e-mail with the template. 

 

You can now edit the mail before sending it. 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά{ŜƴŘέ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘΣ ŀƴŘ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ added to the E-Mail Log.  
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E-Mail Sales Order 
Open the Sales Order. The Sales Order has two Document Output Fact Boxes, the first shows the e-mail 

address(es) found, and the second show the e-mail log for this document. 

 

From the Doc. Output Fact Box, you can click: 

- Open E-Mail ς This will open the e-mail with the PDF. 

- Send E-Mail ς This will create the mail with attached PDF and send it. 

- Queue E-Mail ς This will put the mail in the Doc. Output Queue. (Only visible if the Queue is active) 

- Save PDF ς Creates the PDF and downloads it. 

- Post and send/print ς Posts the order and sends the shipment/invoice or prints it. 
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CǊƻƳ ǘƘŜ {ŀƭŜǎ hǊŘŜǊΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9Ƴŀƛƭ /ƻƴŦƛǊƳŀǘƛƻƴέ ōǳǘǘƻƴΦ 

This will create the PDF file and open the e-mail with the template. 

 

You can now edit the mail before sending it. 

When you clicƪ ά{ŜƴŘέ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘΣ ŀƴŘ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ /5h 9-Mail Log. 
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Warehouse from Sales Order 
Open the Sales Order. LŦ ŀ ²ŀǊŜƘƻǳǎŜ 9ƳǇƭƻȅŜŜ ŜȄƛǎǘǎΣ ǘƘŜ CŀŎǘ .ƻȄ ά²ƘǎŜΦ 5ƻŎΦ hǳǘǇǳǘέ ǿƛƭƭ ǎƘƻǿΦ 

The Fact Box will show the locations for this order and the e-mail addresses to these locations. 

 

 

From the Warehouse Doc. Output Fact Box, you can click: 

- Create Inventory Pick: Opens the batch to create Inventory Picks. 

- Create and send Inventory Pick: Creates the pick and sends the e-mail. 

- Inventory Pick: Shows the Inventory Pick. 

- Create Warehouse Shipment: Creates the Warehouse Shipment. 

- Create and Send Warehouse Shipment: Creates the Warehouse Shipment and sends the e-mail 

with the shipment attached. 

- Warehouse Shipment: Shows the Warehouse Shipment. 
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Warehouse from Purchase Order 
Open the Purchase Order. If a Warehouse Employee exists, the Fact Box ά²ƘǎŜΦ 5ƻŎΦ hǳǘǇǳǘέ ǿƛƭƭ ǎƘƻǿΦ 

The Fact Box will show the locations for this order and the e-mail addresses to these locations. 

 

From the Warehouse Doc. Output Fact Box, you can click: 

- Create Inventory Put-away: Opens the batch to create Inventory Put-away. 

- Create Inventory Put-away and send/print: Creates the put-away and sends the e-mail. 

- Inventory Put-away: Shows the Inventory Put-away. 

- Create Warehouse Receipt: Creates the Warehouse Receipt. 

- Create Warehouse Receipt and send/print: Creates the Warehouse Receipt and sends the e-

mail with the Receipt attached. 

- Warehouse Receipt: Shows the Warehouse Receipt. 
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E-Mail Pro Forma Invoice 
Open the Sales Invoice. The Sales Invoice has two Document Output Fact Boxes, the first shows the e-

mail address(es) found, and the second show the e-mail log for this document. 

  

Actions: 

- Open E-Mail: Opens the E-Mail with the Pro forma Invoice. 

- Send E-Mail: Sends (using SMTP) e-mail to recipient shown on the factbox. 

- Queue E-Mail: Sends the document to the queue where it will be e-mailed or printed. 

- Post and Send/print: Posts the Invoice and e-mails or prints the invoice. 
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E-Mail Blanket Sales Order 
Open the Blanket Sales Order. The Blanket Sales Order has an E-Mail Log Fact Box it shows the e-mail log 

for this document. 

 

 

From the Sales Order, you can click άtǊƛƴǘκ{ŜƴŘέ ŀƴŘ ǘƘŜƴ άOpen E-Mailέ ōǳǘǘƻƴΦ 

This will create the PDF file and open the e-mail with the template. 
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E-Mail Posted Sales Shipment 
Open the Posted Sales Shipment. The Posted Sales Shipment has two Document Output Fact Boxes, the 

first shows the e-mail address(es) found, and the second show the e-mail log for this document. 

 

 

 

From the menu bar you can open the e-mail, and you can also Open The Package Traking e-mail. 

 

From the Doc. Output FactBox, you can click: 

- Open E-Mail ς This will open the e-mail with the PDF. 

- Send E-Mail ς This will create the mail with attached PDF and send it. 

- Queue E-Mail ς This will put the mail in the Doc. Output Queue. (Only visible if the Queue is active) 

- Save PDF ς Creates the PDF and downloads it. 

 

  



Document Output 365  User Guide 

 
 

Continia Software A/S  14/ 59 

CǊƻƳ ǘƘŜ tƻǎǘŜŘ {ŀƭŜǎ {ƘƛǇƳŜƴǘ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ άOpen E-aŀƛƭέ ōǳǘǘƻƴΦ 

This will create the PDF file and open the e-mail with the template. 

 

You can now edit the mail before sending it. 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά{ŜƴŘέ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘΣ ŀƴŘ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ /5h 9-Mail Log.  
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E-Mail Posted Sales Invoice 
Open the Posted Sales Invoice. The Posted Sales Invoice has two Document Output Fact Boxes, the first 

shows the e-mail address(es) found, and the second show the e-mail log for this document. 

 

 

From the Doc. Output FactBox, you can click: 

- Open E-Mail ς This will open the e-mail with the PDF. 

- Send E-Mail ς This will create the mail with attached PDF and send it. 

- Queue E-Mail ς This will put the mail in the Doc. Output Queue. (Only visible if the Queue is active) 

- Save PDF ς Creates the PDF and downloads it. 
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From the Posted SŀƭŜǎ LƴǾƻƛŎŜ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ άOpen E-aŀƛƭέ ōǳǘǘƻƴΦ 

This will create the PDF file and open the e-mail with the template. 

 

You can now edit the mail before sending it. 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά{ŜƴŘέ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘΣ ŀƴŘ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ /5h E-Mail Log.  
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E-Mail Posted Return Receipts 
Open the Posted Return Receipt. The Posted Return Receipt has two Document Output Fact Boxes, the 

first shows the e-mail address(es) found, and the second show the e-mail log for this document. 

 

 

From the Doc. Output FactBox, you can click: 

- Open E-Mail ς This will open the e-mail with the PDF. 

- Send E-Mail ς This will create the mail with attached PDF and send it. 

- Queue E-Mail ς This will put the mail in the Doc. Output Queue. (Only visible if the Queue is active) 

- Save PDF ς Creates the PDF and downloads it. 
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CǊƻƳ ǘƘŜ tƻǎǘŜŘ wŜǘǳǊƴ wŜŎŜƛǇǘ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9-aŀƛƭέ ōǳǘǘƻƴΦ 

This will create the PDF file and open the e-mail with the template. 

 

You can now edit the mail before sending it. 

When ȅƻǳ ŎƭƛŎƪ ά{ŜƴŘέ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘΣ ŀƴŘ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ /5h 9-Mail Log.  
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E-Mail Posted Sales Credit Memo 
Open the Posted Sales Credit Memo. The Posted Sales Credit Memo has two Document Output Fact 

Boxes, the first shows the e-mail address(es) found, and the second show the e-mail log for this 

document. 

 

From the Doc. Output FactBox, you can click: 

- Open E-Mail ς This will open the e-mail with the PDF. 

- Send E-Mail ς This will create the mail with attached PDF and send it. 

- Queue E-Mail ς This will put the mail in the Doc. Output Queue. (Only visible if the Queue is active) 

- Save PDF ς Creates the PDF and downloads it. 
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From the Posted Sales Credit MŜƳƻΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9-aŀƛƭέ ōǳǘǘƻƴΦ 

This will create the PDF file and open the e-mail with the template. 

 

You can now edit the mail before sending it. 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά{ŜƴŘέ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘΣ ŀƴŘ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ /5h 9-Mail Log.  
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E-Mail Issued Reminder 
Open the Issued Reminder. The Issued Reminder has two Document Output Fact Boxes, the first shows 

the e-mail address(es) found, and the second show the e-mail log for this document. 

 

 

From the Doc. Output FactBox, you can click: 

- Open E-Mail ς This will open the e-mail with the PDF. 

- Send E-Mail ς This will create the mail with attached PDF and send it. 

- Queue E-Mail ς This will put the mail in the Doc. Output Queue. (Only visible if the Queue is active) 

- Save PDF ς Creates the PDF and downloads it. 
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E-Mail Issued Finance Charge Memo 
Open the Issued Finance Charge Memo. The Issued Finance Charge Memo has two Document Output 

Fact Boxes, the first shows the e-mail address(es) found, and the second show the e-mail log for this 

document. 

From the Issued Finance Charge Memo you Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9-aŀƛƭέ ōǳǘǘƻƴΦ 

 

This will create the PDF file and open the e-mail with the template. 

From the Doc. Output FactBox, you can click: 

- Open E-Mail ς This will open the e-mail with the PDF. 

- Send E-Mail ς This will create the mail with attached PDF and send it. 

- Queue E-Mail ς This will put the mail in the Doc. Output Queue. (Only visible if the Queue is active) 

- Save PDF ς Creates the PDF and downloads it. 
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E-Mail Statement for one customer 
Open Document Output, Customer, E-Mail/Print Statement. 

 

{Ŝǘ ǘƘŜ ά5ŀǘŜ CƛƭǘŜǊέΦ 

CƛƴŘ ǘƘŜ /ǳǎǘƻƳŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜƴŘ ŀ ǎǘŀǘŜƳŜƴǘΣ /ƭƛŎƪ άOpen E-aŀƛƭέΦ 

This will create the PDF file and open the e-mail with the template. 

  

You can now edit the mail before sending it. 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά{ŜƴŘέ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘΣ ŀƴŘ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ 9-Mail Log. 

  










































































