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Emailing Attachments
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The Emailing Attachments feature allows users to email supporting documentation to their customers along with their invoices upon performing the finalization process (BIJOB01 – Finalize and Print).
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Once a bill is created and saved, click the Attachments hyperlink to add supporting documentation pertinent to that particular invoice. The Internal Only field defaults as checked; this ensures that the supporting documentation that is uploaded is not automatically sent when the invoice is finalized.  To designate the supporting documentation to be emailed along with the invoice, the box must be unchecked.
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To add the attachment, click the Upload button.
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Click the Browse button and select the file to be emailed.
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Click the Upload button to attach the file.

[image: image6.png]Header Documentation || Line Documentation

Business Unit AESM1 Invoice ST61634
Invoice Documents

[ Documents || Addtonalinto |

Document Description Attached File

Personalize | Find | 1|

Tor1

Internal Only ~ Upload  View

[ Atacn_supporting_cocumentation to_a_bi t.doc o Upload





Add the desired description using up to 100 alpha-numeric characters. The plus and minus buttons can be used to add or delete attachments.
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Click the View button to display each attached file.
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Run Finalize and Print (BIJOB01)
This is the job responsible for emailing the invoice (in RDY status) and the attachment to the customer, providing the customer contact and invoice are set up properly.  The email will show the invoice as an attachment, and any other supporting documents that have been attached.
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A new invoice ST61634 has been generated and is attached for your review and payment.
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