
   

 

Continia Software A/S   Stigsborgvej 60   DK-9400  Nr. Sundby   Denmark 

Web:  www.Continia.dk 

 

     

 

 
 
 
 
 
 

 
Continia Document Output 
User Guide 

August 2021 - CDO 5.0 

 

  

file:///C:/Users/tbn/AppData/Roaming/Microsoft/Word/www.Continia.dk


Continia Document Output  User guide 

 

Table of contents 

1. Introduction ................................................................................................................................. 4 

2. Daily use ...................................................................................................................................... 5 

E-Mail Sales Quote ....................................................................................................................... 5 

E-Mail Sales Order ........................................................................................................................ 7 

Warehouse from Sales Order ........................................................................................................ 9 

Warehouse from Purchase Order ............................................................................................... 10 

E-Mail Pro Forma Invoice ............................................................................................................ 11 

E-Mail Blanket Sales Order ......................................................................................................... 12 

E-Mail Posted Sales Shipment ..................................................................................................... 13 

E-Mail Posted Sales Invoice......................................................................................................... 15 

E-Mail Posted Return Receipts .................................................................................................... 17 

E-Mail Posted Sales Credit Memo ............................................................................................... 19 

E-Mail Issued Reminder .............................................................................................................. 21 

E-Mail Issued Finance Charge Memo .......................................................................................... 22 

E-Mail Statement for one customer ............................................................................................ 23 

E-Mail Statement for multiple customers ................................................................................... 24 

E-Mail Purchase Quote ............................................................................................................... 25 

E-Mail Purchase Order ................................................................................................................ 26 

E-Mail Blanket Purchase Order ................................................................................................... 27 

E-Mail Job Quote ........................................................................................................................ 28 

E-Mail Warehouse Receipt ......................................................................................................... 29 

E-Mail Warehouse Shipment ...................................................................................................... 30 

E-Mail Inventory Put-away.......................................................................................................... 31 

E-Mail Inventory Pick .................................................................................................................. 32 

Open E-Mails in Outlook ............................................................................................................. 33 

Open E-Mail in NAV .................................................................................................................... 34 

Unhandled Documents (Sales and Service) ................................................................................. 35 

Customer Statements ................................................................................................................. 38 

Customer Statement Journal (Automatic Generated Statements) ............................................... 40 

Document Output Queue ........................................................................................................... 41 

Customer Setup .......................................................................................................................... 42 



Continia Document Output  User guide 

 

E-Mail Recipients........................................................................................................ 42 

Here you can enter the e-Ƴŀƛƭ ŀŘŘǊŜǎǎŜǎ ǳǎŜŘ ǘƻ ǎŜƴŘ ȅƻǳǊ t5CΩǎΦ {ŜŜ ŀƭǎƻ 5ƻŎǳƳŜƴǘ 

Output Customer Setup List ....................................................................................... 42 

E-Mail or Print and Always send using Outlook ........................................................... 45 

Automatic Customer Statements................................................................................ 47 

Document Output Customer Setup List ...................................................................... 50 

E-mail recipients ......................................................................................................................... 51 

E-Mail log ................................................................................................................................... 53 

3. Setup ......................................................................................................................................... 54 

E-Mail Template Setup ............................................................................................................... 54 

E-Mail Template Card (Page) ...................................................................................... 55 

Edit E-Mail Template (In Outlook) .............................................................................. 59 

Merge Fields (Page) .................................................................................................... 60 

E-Mail Recipients Template ........................................................................................................ 62 

Log Mails with Doc. Output Monitor ........................................................................................... 63 

Automatic Customer Statements Setup ...................................................................................... 64 

Period Statements:..................................................................................................... 64 

Balance Due Statements ............................................................................................ 64 

Document Output Setup ............................................................................................................. 67 

SMTP Mail Setup ........................................................................................................................ 69 

E-Mail jobs (can be run from NAS) .............................................................................................. 71 

NAS (Navision Application Server) .............................................................................. 72 



Document Output  User Guide 

 
 

Continia Software A/S  4/ 72 

1. Introduction 
 

Document Output is an add-on for Microsoft Dynamics NAV 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 b!± 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 /Departments/Sales & Marketing/Order Processing/Sales Quotes 

Open the Sales Quote. 

 

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

- Open E-Mail ς This will open an Outlook 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) 

- Print PDF ς This will create the PDF and print the PDF (including background and merger PDF). 
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CǊƻƳ ǘƘŜ {ŀƭŜǎ vǳƻǘŜΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9-Mŀƛƭέ ōǳǘǘƻƴΦ 

This will create the PDF file and open Outlook with the template. 

 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά{ŜƴŘέ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘΣ ŀƴŘ ǘƘŜ Ƴŀƛƭ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ CDO E-Mail Log.  
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E-Mail Sales Order 
Open /Departments/Sales & Marketing/Order Processing/Sales Orders 

Open the Sales Order. 

 

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

- Open E-Mail ς This will open an Outlook 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) 

- Print PDF ς This will create the PDF and print the PDF (including background and merger PDF). 
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CǊƻƳ ǘƘŜ {ŀƭŜǎ hǊŘŜǊΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9Ƴŀƛƭ /ƻƴŦƛǊƳŀǘƛƻƴ /5hέ ōǳǘǘƻƴΦ 

This will create the PDF file and open Outlook with the template. 

 

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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Warehouse from Sales Order 
Open /Departments/Sales & Marketing/Order Processing/Sales Orders 

Open the Sales Order. 

 

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 /Departments/Purchase/Order Processing/Purchase Orders 

Open the Purchase Order 

 

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 Departments, Sales & Marketing, Order Processing, Sales Invoice 

Open the Sales Invoice 

  

Actions: 

- Open E-Mail: Opens the E-Mail in Outlook or NAV. 

- 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. 

- Print PDF: Creates the PDF (including background and merge PDF) and prints it. 

- Post and Send/print: Posts the Invoice and e-mails or prints the invoice. 

  



Document Output  User Guide 

 
 

Continia Software A/S  12/ 72 

E-Mail Blanket Sales Order 
Open Departments, Sales & Marketing, Order Processing, Blanket Sales Order. 

Open the Blanket Sales Order. 

 

 

CǊƻƳ ǘƘŜ {ŀƭŜǎ hǊŘŜǊΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9-Mailέ ōǳǘǘƻƴΦ 

This will create the PDF file and open Outlook with the template. 
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E-Mail Posted Sales Shipment 
Open Posted Documents, Posted Sales Shipments. 

Open the Posted Sales Shipment. 

 

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

- Open E-Mail ς This will open an Outlook 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) 

- Print PDF ς This will create the PDF and print the PDF (including background and merger PDF). 
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From the Posted Sales Shipment you can click ǘƘŜ ά9-aŀƛƭ {ƘƛǇƳŜƴǘέ ōǳǘǘƻƴΦ 

This will create the PDF file and open Outlook with the template. 

 

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 Posted Documents, Posted Sales Invoices. 

Open the Posted Sales Invoice. 

 

From the Doc. Output FactBox, you can click: 

- Open E-Mail ς This will open an Outlook 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) 

- Print PDF ς This will create the PDF and print the PDF (including background and merger PDF). 
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CǊƻƳ ǘƘŜ tƻǎǘŜŘ {ŀƭŜǎ LƴǾƻƛŎŜ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9-aŀƛƭέ ōǳǘǘƻƴΦ 

This will create the PDF file and open Outlook with the template. 

 

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 Return Receipts 
Open Posted Documents, Posted Return Receipts. 

Open the Posted Return Receipt. 

 

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

- Open E-Mail ς This will open an Outlook 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) 

- Print PDF ς This will create the PDF and print the PDF (including background and merger PDF). 
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CǊƻƳ ǘƘŜ tƻǎǘŜŘ wŜǘǳǊƴ wŜŎŜƛǇǘ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά9-aŀƛƭέ ōǳǘǘƻƴΦ 

This will create the PDF file and open Outlook with the template. 

 

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 Credit Memo 
Open Posted Documents, Posted Sales Credit Memos. 

Open the Posted Sales Credit Memo. 

 

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

- Open E-Mail ς This will open an Outlook 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) 

- Print PDF ς This will create the PDF and print the PDF (including background and merger PDF). 

 

  












































































































