H Mail Server User Guide

Infor Distribution A+ Version Number 10.02.01



Copyright © 2019 Infor

Important Notices

The material contained in this publication (including any supplementary information) constitutes and
contains confidential and proprietary information of Infor.

By gaining access to the attached, you acknowledge and agree that the material (including any modi-
fication, translation or adaptation of the material) and all copyright, trade secrets and all other right,
title and interest therein, are the sole property of Infor and that you shall not gain right, title or interest
in the material (including any modification, translation or adaptation of the material) by virtue of your
review thereof other than the non-exclusive right to use the material solely in connection with and the
furtherance of your license and use of software made available to your company from Infor pursuant
to a separate agreement, the terms of which separate agreement shall govern your use of this mate-
rial and all supplemental related materials ("Purpose").

In addition, by accessing the enclosed material, you acknowledge and agree that you are required to
maintain such material in strict confidence and that your use of such material is limited to the Purpose
described above. Although Infor has taken due care to ensure that the material included in this publi-
cation is accurate and complete, Infor cannot warrant that the information contained in this publication
is complete, does not contain typographical or other errors, or will meet your specific requirements.
As such, Infor does not assume and hereby disclaims all liability, consequential or otherwise, for any
loss or damage to any person or entity which is caused by or relates to errors or omissions in this
publication (including any supplementary information), whether such errors or omissions result from
negligence, accident or any other cause.

Without limitation, U.S. export control laws and other applicable export and import laws govern your
use of this material and you will neither export or re-export, directly or indirectly, this material nor any
related materials or supplemental information in violation of such laws, or use such materials for any
purpose prohibited by such laws.

Trademark Acknowledgments

The word and design marks set forth herein are trademarks and/or registered trademarks of Infor
and/or related affiliates and subsidiaries. All rights reserved. All other company, product, trade or ser-
vice names referenced may be registered trademarks or trademarks of their respective owners.

Publication Information
Release: Infor Distribution A+ Version Number 10.02.01
Publication Date: November 2019



Contents

CHAPTER 1: Mail Server Overview

10 = Lot ST 1-1
ACCOUNTS RECEIVADIE........oiiiiiiiciiii ettt et sbeeereeeare e 1-1
S T A 11T <SPS 1-2
INVENTOTY ACCOUNTINE . ....tieiiieiieieiiesieeteesteeeie et eeste e seesebeesseesseessaeesseeaneeeteesnseeseessseenseesnneans 1-2
OFAET ENEEY .ottt ettt bt bbbt 1-3
PUICRASING ...ttt 1-3
WOTKFIOW ManagemeNt..........couiiiiiiiiieiieie ittt sr e sn e e 1-4
Documents That Can Be E-mailed............cccocoviiiiiiniiicccceesee e 1-4
Interfaces for Exporting Standard REPOITS..........ccoeeeriniiereeeeseeeeee e 1-4
FEaturesS Of Mail SEFVEY ....oc.oceeeece e sre e 1-5
Component EISTNENTS ........c.ciiiiiiieriiieiecee e 1-5
CONLACT DITECLOTIES ....uvieurieiiieitie ittt e et e et e st eete et e st e et esabeesteesteessseesseessseesteessseeseessseeaseesnreens 1-6
E-MAIT PrOCESS.......oeitiieecieest et 1-7
MENUS Of MaIT SEIVES ..ottt ne e e e srenns 1-8
MENU MSMAIN ..ottt e et e e et e et e e e s be e e eataeesasseeesnbeeeesseesnseaeasseeas 1-8
IMENU MSFILE ...ttt sttt ettt e e e e st eseeaeetesseeaeeseeeesaesaeasesseasenseneaneans 1-8
MENU EXIMAIN ..ottt ettt ettt ee st eseeseeneeaessesneeseseeseesaenseseeneeneeneeneans 1-9

CHAPTER 2: Start Mail Server Broker

When To RUN ThiS OPHION «...ceuiieeieeeee ettt st e e sneeeeeneeneas 241
Sart Mail SErVEN BrOKES ........oooieiecee ettt ettt et e nes 2-1
Start Mail Server BroKEI SCIEEIM ........uvuiiieiieceeiie ettt et e e et e e e e eabaeeee s 2-2
Start Mail Server Broker Confirmation SCIEEN...........ceiiiiccuveiieeiiieiiee e eeceeeee e e seeee e e s eieee e 2-3

CHAPTER 3: Stop Mail Server Broker
When To RUn This OPtion ......c.ecueiieiiiiiiiei et 3-1

SOP Malil SErVEr BrOKEY ....oeeeeeeieeiee ettt ettt sae e e e e 31
Stop Mail Server BroKer SCIEEM .........ceiiiiiiieiieieiiee et 3-2




Contents

Stop Mail Server Broker Confirmation SCIEeN...........ccvrieriiieiiiiere e 3-3

CHAPTER 4: Mail Server Inquiry

TS = Y gl g o [ Y2 4-1
Mail Server INQUITY SCIEEM .......eiiii ettt ettt esee e e aeeeeeneeneas 4-2

CHAPTER 5: Customer Contacts Maintenance/Listing

Customer Contacts MaiNtENANCE...........eieieere et 51
Customer Contact Maintenance Selection SCIEEN .........ccvvvivverieeiiiesie e 5-3
Customer/Ship To Email Address Selection SCIEen ..........ccecveveiririiininieni e 5-8
CoNtaCct SEATCH SCTEEM .....eeiuiiiiieieiieiie ettt e e te e saeeenbe e sraeeeeeneeas 5-13
Customer EMPlOYEeSs SCIEEM .......eeiiiieieiie et 5-15
Customer Contact Maintenance SCIEEM ........ccuevvvieiieeireeiriiiieeetee e e see e st e sreesreesreeeneeneas 5-18
Contact Maintenance General Information SCreen ..........cccoooveriiiiierieiiee e 5-20
Contact Maintenance General Information Detail Screen .........coccvevveviviiieseesce e, 5-25
Contact Where USed SCIEEIN........c.uiiiuiiiiiiiiiecie ettt ettt e be e sae e sraeereeeeas 5-28
Contact Maintenance Address Information SCreen..........cuvvovereriiierie e 5-31

Customer CONACES LISNG. ......eueeuerreeeirierienieieesie s 5-32
Customer/Ship To Contact LiSting SCTEEM .........ciiiiririiriiieieecieieteiene s 5-34
Customer Contact LASTING ......ccuovuiiriiiiiiiiie ettt 5-36

CHAPTER 6: Vendor Email Contacts Maintenance/Listing

VeNndor EMail CONLACES .........ccuireuiieieiieisiei st 6-1
Vendor Contact Maintenance Selection SCIEEI .........ccuiiiiriiieeriiiieie e 6-2
Vendor Email Address Selection SCIEEM ........iiiaiiiiieiiieeee e 6-4
Vendor Contact Maintenance SCIEEM ........ueiueeurreerireieneeeeeteeeeseaaeeseeeseeseesaeseeeneeseeeeesneeneas 6-7

Vendor Email CONtactS LiStNG ......coveveerenerieieisiesiese et 6-9
Vendor Contact LiStING SCIEEM ......ccueiuieiiiiieiieieie e see e 6-10
Vendor CONtACt LASTINE .....eeeeiiiiiieeie et see s eie ettt et s e e see st e steeneesbeenseseeeneeeneenes 6-11

CHAPTER 7: User Email Contacts Maintenance/Listing

USEr EMAIT CONLACES.......cceeeeeeiesiieeese et e e eeaeae st st seenaestesaesneenaessesnesneeneenes 7-1
User Contact Maintenance Selection SCIEEN .............cceeiuiiiirieiiiiiiieeie et 7-2
Personal Email Address Selection SCIEEN........cccuiiiiieiieiii e sie e 7-4
Internal Email Address Selection SCIEeN .........cccuveiireiieiii e sae e 7-7
User Contact MainteNanCe SCIEEI .......c..ccvieiueerieiireeetee ittt eeteeeteeeeteesaeesseeseesseesseessseesseessneaas 7-9

User Email ContactS LIStING.........coveirrerereeiniesiesiesesesie s 7-1
User Contact LiStING SCIEEM ......ciueeiuireieiiiieii ettt e e e e seeeneeseeeneeas 7-12
USET CONACE LISHINE ..e.vevitiieiiiitesie sttt bbb e 7-13

CHAPTER 8: Distribution Groups Maintenance/Listing
Distribution Groups MaiNtENANCE ..........ccuruireeiriirieieesesie e seenes 8-1




Contents

Distribution Group Maintenance Selection SCIEeN.......ccviverreerrriie e 8-2
Distribution Group Maintenance SCIEEI...........cuiirirrerirrireieieeeieie et 8-3
Distribution Group CodeS LiStNG .....cecvieerieeieereeseeiee e eseesieseesree e e sseesreesseeneeeeeenes 8-4
Distribution Group Codes LASTINE .......ciiiiiiieiiiiei et ene s 8-5

CHAPTER 9: Distribution Group Assignments Maintenance/Listing

Distribution Group ASSIGNIMENTS......c.eeiiecieeieeee e e e e e se e e e ee e seesneesreesaeesreeses 9-1
Distribution Group ASSIZNMENt SCIECIN ......eveeuurrereiieuieieeeeseeeeereeneeseeeseesee e sseeneeaeeeneeseeennes 9-2
Distribution Group Email Address Selection SCIeen............ccuevveiririiininienenese e 9-4
Distribution Group Assignment Confirmation SCreen..........ccovviririereriinienieneeeeee e 9-6

Distribution Group ASSIGNMENE LiStNG .....ccerereiririeieiresieseeese e 9-7
Distribution Group Assignment LiSting SCIEEm ..........ccoerviieieiiiiiiiiene e 9-8
Distribution Group Assignment LIStING ........cecuirieiiiiiniiieie e 9-9

CHAPTER 10: Mail Server Options Maintenance/Listing

Mail Server Options MaiNtENANCE. ..........cceevvererereeeese e e eeesre e e sre e saeaenresrens 10-1
Mail Server Options Maintenance SCIEEM .........cueevieeiueerieeiieeseeeteeseeseeesieeseeeseeeereeseeeeeas 10-2
Mail Server System Options Maintenance SCIEEM...........eiuiarrriarieriareereeeneesee e seeeneeeee e 10-3
Mail Server Default Email Address Maintenance SCIeen.........c.coceeeereeoerrerieerenienniieieeseeane 10-5
Mail Server Company Options Maintenance SCIEEN ..........ccvererrirerierriieerieeeeenee e seee e 10-8
Mail Server Company Custom FOrm SCreen ..........coiiriiiiiiinieere e 10-9

Mail Server OptioNS LIStiNG......ccccveceieieceeeesie ettt e 10-10
Mail Server Options LISTINE......ccveiiiiiriiiieiiiie ettt 10-11

CHAPTER 11: Contacts Listing

(©0 1] 7=Tex 13 I E 11 S -1
(07035 Tot A U I 551 23 VOSSPSR 11-2
CHAPTER 12: PC File Export Options
Reports That Support EXcel CSV/TSV EXPOILS ...ccvveeieiiiiieiiiecieesee e 121
PC File EXPOrt OPLIONS .....ccueiviieieie ettt sttt ettt aesre e s e aesresreeneas 12-3
File EXPOIt PrOMPt SCTEEM .....cviviiiiiiiieiceeie st 12-5
File EXPOIt OPtioNS SCIEEM ....cu.iiuieiieieeie e s eie st eee e e e ste e et e e eee e e seeemeeseeaneeseeeneeneeenee e 12-7
File Export PC Program Definition Prompt SCreen..........cocoeerverieiiiiiiinincncscne e 12-9
PC Program Selection SCIEEM .........ciiiiririiiitiiereii ettt e eneas 12-11
PC Program Definition SCIEEM..........couiiiiiiiiieie ettt 12-13




Contents

Configuring the HTTP SErver Fil@ .....oovovveee e 12-16

CHAPTER 13: Start Debug File Export
CHAPTER 14: End Debug File Export
CHAPTER 15: PC File Export Inquiry

O =l o o B g o [ Y2 151
PC File EXpOrt INQUITY SCIEEIM -....eeiiiuiiieiieiieeie ettt seeenee e e 15-2
APPENDIX A: Application Mail

APPLication Mail MESSAZES ... c.ueeiueeueeieeieetieiieteeree et et eeeseeaee et e eeseesteeneesteeeesneeneeeneeaneeneenes A-1
USEE MIESSAGES. ..o eeee e eeseeeeeeeeseesseeseesees et eeesee s eeeseeseeseeesesseseeseeseeeeseseeseeseseeseeseseees A-1

ALBIT IMBSSAgES ...ttt ettt e et e e e e b e et e e e e bbb e e e e e b bt e e e e e narreeeeeaan A-1
IMESSAZE STALUSES. ....eeueeeutie ittt ettt sttt ettt et e s e bt e ear e e b e sibeenneenare e A-1
Functions of Application Mail ..........cccoiiiiiiiiiiii e A-2
Application Mail SEHNES .....c.coverviiiiiiiiieiieieie ittt sttt s enea A-3
Purging Saved MESSAZES ... cuueiuieieieeeieeieere et ee et ee ettt ettt see e et en ettt et ene e e e enas A-3
Accessing Application Mail.........ooeiiiiiiiiie s A-3
Yool 1 o= i o] 1 1Y/ = T T A-3
Informational MESSAZE SCIEEM ... ...ueeueriieieitieieeiienteeeeeete e ete e e e seeseeeseesteeneesteeneeeseeeeeneennas A-5
Application Mail - Received/Sent MesSages SCIEEM ........c.eevuvieireiierieeienieeie e A-6
Application Main - Read SCIEN .........ccoeiiiriiiiiiiiii et A-9
Function Group Processing SCIEEM ..........couiiiiriiiiiineriisiese et A-12
Application Mail - New Message / Reply / Forward Screen ...........coccovvviienicnenicncenenn, A-14
Application Mail - Reply SCIeen ..........coiiiiiiiiiii e e A-14
Application Mail - FOrward SCIEEM ..........ccoriiiiiiiiiiiiiiesie e A-15
Application Mail Delegate SCIEeM ..........ccoceriiiiiiiiiiiiee e A-18
Application Mail Display USErs SCIEEN.........cccerirriririininierieieieietee et A-21
Application Mail - Message View Limits SCTEEN .......cccerviveieiiiiiiiiiiine e A-23
Application Mail -Settings SCIEEI ........eruiiuiriieeire e e e e eneen A-27
SEIECE USEIS SCIEEM -....uiueieuiieeieieeierteetie et e e steesee e bt e teeeeeneeeseeneesseanesaaeeneesseanseaseenseeneeseaneannas A-29

APPENDIX B: Email and Export Screens

EMAIT OPLIONS ...t B-1
(010 @ 010 1 S B-1
Email OPtions SCIEEIL......civiiiiititeiteiteie ettt bbbttt B-2
PC File EXPOrt SEleCtion SCIEEM ... .eeeeiuieieiiieieeieeie ettt esee e sneeeeeneenees B-7
Open With SElection SCIEEI ......cueviiiiiiiiiei ettt e e B-10
Debug File EXPOIt SCTEEM ......cviiiieriiieieieteiieie sttt B-12
Glossary
Index




Contents




Contents

vi



CHAPTER 1 Mail Server Overview

The Mail Server module provides the ability to e-mail any report or listing printed through the Report
Options Screen and any document that can be faxed, allowing more rapid and paperless
communication between departments, customers, and vendors. Forms, reports, and listings created in
Infor Distribution A+ modules are converted into an electronic mail (e-mail) format and sent over the
Internet to customers, vendors, warehouses, and Distribution A+ users. This module provides high and
low priority for transmissions, and the ability to compress attachments, send multiple attachments, and
password protect documents.

Mail Server also provides the ability to export reports. The PC File Export process provides the ability
for standard reports to be exported to a file that can be downloaded to a PC and opened with standard
PC programs. Through the Report Options Screen, choosing to export provides the additional screens
with the selection criterion to complete the export of a standard report.

This guide also contains information about Application Mail - internal messaging that sends and
receives messages between registered Distribution A+ users.

Interfaces

The Mail Server module interfaces with the following modules:

» Accounts Receivable
¢ Bid & Quote

» Inventory Accounting
¢ Order Entry

* Purchasing

»  Workflow Management

Accounts Receivable

The interface with Accounts Receivable allows you to maintain e-mail information for customers
through Customer/Ship to Master Maintenance (MENU ARFILE). A customer or a ship-to address can
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be assigned up to three e-mail addresses and be set up to automatically receive the following
documents via e-mail:

e Invoices

» Acknowledgements

¢ Demand A/R Statements

¢ Overdue Notices

e Customer Quotes

The following types of e-mail addresses can be assigned to a customer. Attachment compression and
password protection can be activated for each address.

¢ Default e-mail address. If this is the only address defined, all mail to that customer will be sent to
this address.

* Accounts Payable e-mail address. Invoices, A/R Demand Statements, and Overdue Notices will be
sent to this address. If this address is not defined, Invoices, A/R Demand Statements, and Overdue
Notices will be sent to the default e-mail address.

» Purchasing e-mail address. Acknowledgements and Customer Quotes will be sent to this address. If
this address is not defined, Acknowledgements and Customer Quotes will be sent to the default e-
mail address.

In addition, any report or listing that prints through the Report Options Screen and any document that
can be faxed can be e-mailed. Refer to Cross Applications User Guide for information about the
Report Options Screen.

Bid & Quote

The interface with Bid & Quote allows Customer Quotes and Vendor RFQs to be e-mailed
automatically to a customer and a vendor respectively, if that customer and vendor are set up with e-
mail addresses in the Customer/Ship to Master Maintenance (MENU ARFILE) or the Vendors
Maintenance (MENU POFILE).

In addition, any report or listing that prints through the Report Options Screen and any document that
can be faxed can be e-mailed. Refer to Cross Applications User Guide for information about the
Report Options Screen.

Inventory Accounting

The interface with Inventory Accounting allows you to maintain e-mail information for warehouses
through Warehouse Numbers Maintenance (MENU IAFILE). A warehouse can be assigned 1 or 2 e-
mail addresses and be set up to automatically receive the following documents:

* Pick Lists
» Pack Lists

The following types of e-mail addresses can be defined for a warehouse:
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» Default e-mail address. If this is the only address defined, all mail to that warehouse will be sent to
this address.

»  Warehouse e-mail address. Pick Lists and Pack Lists will be sent to this address. If this address is
not defined, Pick Lists and Pack Lists will be sent to the default e-mail address.

In addition, any report or listing that prints through the Report Options Screen and any document that
can be faxed can be e-mailed. Refer to Cross Applications User Guide for information about the
Report Options Screen.

Order Entry

The interface with Order Entry allows Invoices and Acknowledgments to be e-mailed automatically to
a customer and a ship-to address respectively, if that customer and ship-to are set up with e-mail
addresses in the Customer/Ship to Master Maintenance (MENU ARFILE). Pick Lists and Pack Lists
can be e-mailed automatically to a warehouse, if the warehouse is set up with e-mail address in the
Warehouse Numbers Maintenance (MENU IAFILE).

In addition, any report or listing that prints through the Report Options Screen and any document that
can be faxed can be e-mailed. Refer to Cross Applications User Guide for information about the
Report Options Screen.

Purchasing

The interface with Purchasing allows you to maintain e-mail information for vendors through Vendors
Maintenance (MENU POFILE). A vendor can be assigned one or two e-mail addresses and be set up to
automatically receive the following documents via e-mail:

e Purchase Orders
e Vendor RFQs

The following types of e-mail addresses can be assigned to a vendor. Attachment compression and
password protection can be activated for each address.

» Default e-mail address. If this is the only address defined, all mail to that vendor will be sent to this
address.

e Customer Service e-mail address. Purchase Orders and Vendor RFQs will be sent to this address. If
this address is not defined, Purchase Orders and Vendor RFQs will be sent to the default e-mail
address.

In addition, any report or listing that prints through the Report Options Screen and any document that
can be faxed can be e-mailed. Refer to Cross Applications User Guide for information about the
Report Options Screen.

1-3



Infor Distribution A+ Mail Server User Guide

Workflow Management

The interface with Workflow Management allows alert messages to be sent to users via e-mail rather
than Application Mail.

To receive alert messages via e-mail, a user must have a valid e-mail address in the User Email Address
field in Register A+ User IDs (MENU XACFIG). You can then define the user as either an internal or
an external recipient on the User Workflow Options Screen. Internal recipients can have alert
messages e-mailed to them if there is a Y in the Copy to Email field. External recipients will receive
alert messages via e-mail by default.

Documents That Can Be E-mailed

With the Mail Server module, any report or listing that currently prints from the Report Options Screen
as well as any document that can be faxed can be e-mailed. Options are available to set up individual
vendors and customers to automatically be e-mailed one, some, or all of the following documents:

¢ Acknowledgments

e Customer Quotes

» Demand A/R Statements

» Invoices

» Overdue Notices

» Purchase Orders

e Vendor RFQs

»  Workflow Alert Messages

Additional options can be set to e-mail Pick Lists and Pack Lists to warehouses within your company.

Interfaces for Exporting Standard Reports

With the Mail Server module, any report or listing that currently prints from the Report Options Screen
can be exported to a PC file. Standard PC programs for exporting to include Microsoft Word,
Microsoft Excel, WordPad, and Notepad. There are a select group of reports that have been further
modified to allow the export of data to an Excel TSV (tab-separated values) or CSV (comma separated
values) type file. See the Reports That Support Excel CSV/TSV Exports section of the CHAPTER 12: PC
File Export Options for that specific list.




Mail Server Overview

Features of Mail Server

Mail Server consists of several processes and applications that together provide the functionality
needed to e-mail documents from other Distribution A+ modules.

Component Elements

Mail Server

Mail Server adds the capability to store vendor, customer, personal,
and internal e-mail addresses to existing Distribution A+ modules.
The option to e-mail reports and documents (such as Invoices and
Purchase Orders) has been added to existing fax and report
capabilities. Each report or document is sent as an attachment to an
e-mail message.

Mail Server Broker

The Mail Server Broker is an integral part of Mail Server. The Mail
Server Broker is a System 1 process that monitors the Mail Server
files for outgoing e-mail. The Broker writes each e-mail, with its
attachments, to a rich text file in a directory that is shared with the
Mail Gateway Express workstation. An inquiry option allows users
to review the status of outgoing messages being passed to the shared
directory.

Mail Gateway Express

Mail Gateway Express is a server product that functions as an
intermediary between Distribution A+ modules and one or more
Internet Service Providers (ISPs). Mail Gateway Express monitors
the Distribution A+ host shared drive, searching for control and
attachment files representing outgoing messages generated by Mail
Server. Each control file is processed to extract all elements of the
outgoing message (such as e-mail address, message text, and
attachments). The outgoing message is then assembled from the
extracted elements and dispatched to an ISP.

The final result of the send operation for each outgoing message is
recorded in an e-mail status table. Additionally, Mail Gateway
Express maintains a number of activity log files that capture all
server activities, including maintenance.

Mail Server Inquiry

Inquiries may be made on Mail Server Requests from the Mail
Server Main Menu (MENU MSMAIN). This inquiry provides the
user ID of the sender, the TO, CC, and BCC address, the message
priority, the date sent, and the status of the request. From this option
you can resend, delete, display, or save a request.
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Mail Server Options

Mail Server is designed to maintain its files independently. It will
automatically purge outgoing e-mail history files based on a user
defined period.

The Number of days to keep Mail Server requests ficld is
maintained in the Mail Server Options (MENU MSFILE). When the
Mail Server Broker is started, all e-mail files older than the user
defined period are purged, unless that file has been saved through
Mail Server Inquiry (MENU MSMAIN). Files marked sav must be
manually deleted through the same inquiry.

Contact Directories

Mail Server allows you to create and store directories of e-mail addresses for customer, vendor, and
personal contacts, as well as distribution groups. In addition, the system maintains a list of internal e-
mail addresses for ease when selecting intra-company addresses when e-mailing documents to other

Distribution A+ users.

Customer Contacts
Maintenance

Contacts can be defined for customers and ship-to addresses
through Customer Contacts Maintenance (MENU MSFILE) or
Customer/Ship To Master Maintenance (MENU ARFILE).
Using Customer Contacts Maintenance, contact information
includes name, job title, department, phone and fax numbers,
email address and a preferred contact method. The Contact ID is
associated with a specific customer and/or customer/ship-to and
documents sent using email to that Contact may optionally be
compressed and password protected.

Vendor E-mail Contacts
Maintenance

E-mail addresses can be defined for vendors through Vendor
Email Contacts Maintenance (MENU MSFILE) or Vendors
Maintenance (MENU POFILE).The e-mail address is associated
with a specific vendor contact and documents sent to that
address may optionally be compressed and password protected.

User E-mail Contacts
Maintenance

Each user can define additional e-mail addresses for their
personal use through User Email Contacts Maintenance (MENU
MSFILE). Each e-mail address in this list is associated with a
specific user and documents sent to that address may optionally
be compressed and password protected.
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Distribution Groups E-mail addresses can be assigned to distribution groups through
Maintenance Distribution Group Assignments Maintenance (MENU

MSFILE). The e-mail addresses are associated with a
distribution group code defined through Distribution Groups
Maintenance (MENU MSFILE). When the distribution group
code is keyed in the TO Address field on the Email Options
Screen (p. B-2), the document will be sent to all the contact
addresses assigned to that code.

Internal Email Contacts Distribution A+ maintains a list of internal e-mail contacts.

When a user is registered through Register A+ User IDs (MENU
XACFIG), an e-mail address can be specified for that user. The
user addresses defined here become the internal e-mail list,
accessible from the Email Options Screen when you enter a
question mark in the TO Address field. Documents sent to the
user’s address may optionally be compressed and password
protected.

E-mail Process

When you select to e-mail a document, the following process takes place:

1.

The Email Options Screen appears with the following fields:
* FROM Address

* TO Address

e TO Compress (Y,N)

* TO Password Protect (Y,N)
e Priority

e Attachment Name

e CC Address

* BCC Address

e Subject

* Body Text

The FROM Address field allows you to select the email address for the sender and will default to the
User, AR, PO, OE, BQ, or general email defaults that have been defined. The TO Address field is
question-markable and allows you to select addresses from the customer, vendor, personal, internal,
and distribution group e-mail lists.

If you are e-mailing a document that e-mails automatically from the option that creates it, and if the
customer or vendor has e-mail information set up in the Customer/Ship-to Master File or the
Vendor Master File, the e-mail address information, mailing instructions, subject, and an
attachment name will default into the fields. You can override any default information.

If you are e-mailing a document that e-mails automatically through a batch process option, the
Email Options Screen (p. B-2) will not appear, but the document will be e-mailed if the customer or
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vendor has e-mail information set up in the Customer/Ship-to Master File or the Vendor Master
File. The document will be sent to the appropriate default address.

If you are creating a document other than those that can be set up to e-mail automatically, you can
select to e-mail that document on the Report Options Screen. If you select to e-mail the document,
the Email Options Screen (p. B-2) will appear with all fields blank. You can key the address and
mailing instructions or search for an address using the question mark feature.

3. The Mail Server Broker writes each e-mail, with its attachments, to a rich text file in a directory that
is shared with the Mail Gateway Express workstation.

Mail Gateway Express monitors the Distribution A+ host shared drive, searching for control and
attachment files representing outgoing messages generated by Mail Server. Each control file is
processed to extract all elements of the outgoing e-mail message (such as e-mail addresses,
message text, and attachments). The outgoing message is then assembled from the extracted
elements and dispatched to an ISP. The final result of the send operation for each outgoing message
is recorded in an e-mail status table.

4. You can check the status of Mail Server requests being sent to the shared directory by the Mail
Server Broker through the Mail Server Inquiry (MENU MSMAIN). This inquiry does not show
whether the e-mail was picked by and dispatched to an ISP. There are separate inquiries on the Mail
Gateway Express workstation that allow the server administrator to check the status of outgoing
messages.

Menus of Mail Server

This section provides a brief highlight of the menus that comprise Mail Server and their functions.

MENU MSMAIN

This menu allows you to:

 Start the Mail Server Broker
« Stop the Mail Server Broker
* Inquire into Mail Server requests

» Access the Mail Server File Maintenance Menu

MENU MSFILE

This menu allows you to maintain and list the following:

¢ Customer Contacts

¢ Vendor Contacts

» User Contacts

 Distribution Groups
 Distribution Group Assignments
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Mail Server Options

MENU EXMAIN

This menu allows you to:

Create PC File Export Options
Start Debug File Export

End Debug File Export

PC Flle Export Inquiry
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charter2  Start Mail Server Broker

The Mail Server Broker is started through the Start Mail Server Broker option on the Mail Server Main
Menu (MENU MSMAIN). This option starts the Mail Server Broker, allowing Mail Server requests to
be processed. If the Mail Server Broker has been stopped, this option will restart the Broker.

The Mail Server Broker is a process that writes each outgoing e-mail, with attachments, to a rich text
file in a directory that is shared with the Mail Gateway Express workstation. Mail Gateway Express
then picks up the outgoing mail from the Distribution A+ host shared drive and dispatches it to an ISP.

Outgoing e-mail cannot be sent to the shared directory if the Broker is not running. In addition, starting
the Broker purges the Mail Server files of all requests older than the number of days you set in the Mail
Server Options (MENU MSFILE).

When To Run This Option

If the Mail Server System Options (MENU MSFILE) are not set up to start the Mail Server Broker
automatically when Distribution A+ is started, use this option to start the Broker. If the Broker has
been manually stopped or needs to be restarted for any reason, select this option to restart it.

Start Mail Server Broker

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Start Mail Server Broker Screen Used to confirm that you want to start the Mail Server
Broker.

Start Mail Server Broker Confirmation Confirms that the Mail Server Broker has been started.

Screen
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Start Mail Server Broker Screen

START MAIL SERYER BROKER

Thiz option will start the Mail Serwer Broker zo that
Mail Server Broker requests can be processed.

Press ENTER to Continue

F3=Cancel

This screen appears after selecting option 1- Start Mail Server Broker from MENU MSMAIN. Use this
screen to confirm that you want to start the Mail Server Broker.

Start Mail Server Broker Screen Fields and Function Keys

Field/Function Key Description

F3=Cancel Press F3=CANCEL to cancel this option and return to MENU MSMAIN.

Enter Press ENTER to confirm that you want to start the Mail Server Broker. The
Start Mail Server Broker Confirmation Screen (p. 2-3) will appear.
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Start Mail Server Broker

Start Mail Server Broker Confirmation Screen

START MAIL SERYER BROKER

The Mail Server Broker haz been started.

Press ENTER to continue

This screen appears after pressing ENTER on the Start Mail Server Broker Screen (p. 2-2). This screen
confirms that the Mail Server Broker has been started.

Start Mail Server Broker Confirmation Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to return to MENU MSMAIN.
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cuapters  otop Mail Server Broker

The Mail Server Broker is stopped through the Stop Mail Server Broker option on the Mail Server
Main Menu (MENU MSMAIN). This option stops the Mail Server Broker and prevents Mail Server
requests from being processed. Requests will not be processed until the Mail Server Broker is restarted
through either Start Mail Server Broker (MENU MSMAIN) or the next time you start Distribution A+,
if the Broker is set to start with Distribution A+ through Mail Server Options (MENU MSFILE).

Mail Server jobs executing when you stop the Mail Server Broker will complete normally.

When To Run This Option

The Mail Server Broker must be stopped before you run the dedicated portion of Day-End processing.

Stop Mail Server Broker

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Stop Mail Server Broker Screen Used to confirm that you want to stop the Mail Server
Broker.

Stop Mail Server Broker Confirmation Confirms that the Mail Server Broker has been stopped.

Screen
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Stop Mail Server Broker Screen

STOP MAIL SERYER BROKER

Thiz option will prewent anu Mail Server reguests from
being processed by the Mail Server Broker.

These requests will not be processed until the Hail
Server Broker iz restarted.

Mail Serwer jobzs currently executing should be allowed o
compl ete normally.

Press ENTER to Continue

F3=Cancel

This screen appears after selecting option 2 - Stop Mail Server Broker from MENU MSMAIN. Use
this screen to confirm that you want to stop the Mail Server Broker.

Stop Mail Server Broker Screen Fields and Function Keys

Field/Function Key Description

F3=Cancel Press F3=CANCEL to cancel this option and return to MENU MSMAIN.

Enter Press ENTER to confirm that you want to stop the Mail Server Broker. The
Stop Mail Server Broker Confirmation Screen (p. 3-3) appears.
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Stop Mail Server Broker

Stop Mail Server Broker Confirmation Screen

STOP MAIL SERYER BROKER

The Mail Server Broker haz been stopped.

Press ENTER to continue

This screen appears after pressing ENTER on the Stop Mail Server Broker Screen (p. 3-2). This screen
confirms that the Mail Server Broker has been stopped.

Stop Mail Server Broker Confirmation Screen Fields and Function Keys

Field/Function Key Description

Enter Press ENTER to return to MENU MSMAIN.
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CHAPTER 4 Mail Server |ﬂC|UiI’y

You can inquire into the status of Mail Server requests through the Mail Server Inquiry option on the
Mail Server Main Menu (MENU MSMAIN). A Mail Server request is the body text of the e-mail
message and its attachment. From the inquiry, you can re-send, delete, display, or save requests that

have been placed in a shared directory by the Mail Server Broker for e-mail transmission by Mail
Gateway Express.

Mail Server Inquiry

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Mail Server Inquiry Screen Displays Mail Server request information.
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Mail Server Inquiry Screen

MAIL SERVER IMQUIRY RESTART MEEDED

Uzer ID T0 Address P Sent Dt Sts

_ *#ALERT jokn. bel Lows@infor. com H 166110 PHD
Order Placed on Hold

.. *ALERT brian. nolan@gmail . com H 16/6110 PHD
Order Placed on Hold

.. *ALERT jokn. bel Lows@infor. com H 9/30710 PHD
Order Placed on Hold

.. *ALERT brian. nolan@gmail . com H 9/30710 PHD
Order Placed on Hold

.. *ALERT brian. nolan@gmail . com H 9/30710 PHD
Order Placed on Hold

. *ALERT jokn. bel Lows@infor. com H 9/30710 PHD

frder Placed on Hold

More. ..
Actiohs Limits:
1=Reszend Uzer ID: ... ... ..
4=Delete T BddrEEE
o=Dizplay Sub et
9=5ave Sent Date:  From: To:

Fz=CC Address F3=Exit F53=Refresh FE&=53tart Broker

This screen appears after selecting option 10 - Mail Server Inquiry (MENU MSMAIN). This screen
lists Mail Server requests by user ID and displays the address to which the request was sent, the date it
was sent, and its status.

You may limit the inquiry by entering specific parameters in the Limits section of the screen and

pressing F5=REeFREsH to refresh the display. You may also perform several actions on the displayed
requests.

Mail Server Inquiry Screen Field and Function Keys

Field/Function Key Description

(Status) The status of the Mail Server Broker. The status may be:

e ACTIVE: The Mail Server Broker is started and processing requests.
e RESTART NEEDED: The Mail Server Broker has been stopped.
Requests will not be processed until you start the Broker.

You can stop and start the Broker from this screen or from options on
MENU MSMAIN.

If the Mail Server Broker status is ACTIVE and you press F6=START
BROKER, the Stop Mail Server Broker Screen (p. 3-2) will appear.

If the Mail Server Broker status is RESTART NEEDED and you press
F6=START BROKER, the Start Mail Server Broker Screen (p. 2-2) will appear.

Display
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Mail Server Inquiry

Mail Server Inquiry Screen Field and Function Keys

Field/Function Key

(Action)

Description

Actions may only be performed on completed or saved requests. Refer to
the Sts column for more information about a request’s status.

Key 1 to resend the request. The Email Options Screen (p. B-2) will
appear. Resending a request creates a new request.

Key 4 to delete the request. All requests older than the number of days
you set in the Mail Server Options (MENU MSFILE) will be
automatically deleted when the Mail Server Broker starts. However,
saved requests will not be purged automatically. Saved requests must be
deleted manually using this action.

Key 5 to display the request. The Email Options Screen (p. B-2) will
appear.

Key 9 to save the request. When you no longer need to keep this request
on file, you will have to delete it manually. It will not be purged
automatically when the Mail Server Broker starts.

(N 1) Optional

User ID

The user ID of the user who sent the request.
Display

(Address)

The address to which the document was e-mailed. This field displays the
TO Address, CC Address, or BCC Address depending on your selection
with the F2=CC AppRess / F2=BCC ADDRESS / F2=TO ADDRESsS toggle key.

Display

The priority assigned to the request when it was e-mailed. The priority
may be:

e L-low
« H-high
Display

Sent Dt

The date the Mail Server request was originally sent. If a request is re-
sent, the Sent Dt will not change. Resending a request creates a new
request with the resend sent date

Valid Values: Key the date using the Default Date Format for this user,
specified through Register A+ User IDs (MENU XACFIG -Option 4), or
if that field is blank, key the date using the system’s Default Date Format
specified through System Options Maintenance (MENU XAFILE).

Display
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Mail Server Inquiry Screen Field and Function Keys

Field/Function Key

Sts

Description

The status of the request. A request may be:
* LDG - loading

* PND - pending

e CMP - complete

s SAV -saved

The status CMP only reflects the progress of the request to the shared
directory. CMP does not mean the message was successfully delivered
via the Internet.

Display

Limits: User ID

Key all or part of the user ID whose e-mail activity you want to inquire
on. You can key any registered user ID defined through Register A+
User IDs (MENU XACFIG). E-mail messages sent by users that match
the limiting criteria you entered will display.

(A 10) Optional

Limits: TO Address

Key all or part of the e-mail address you want to inquire on. E-mail
messages with addresses that match the limiting criteria you entered will
display

(A 50) Optional

Limits: Subject

Key all or part of the subject of the e-mail you want to inquire on. E-mail
addresses with subjects that match the limiting criteria you entered will
display.

(A 50) Optional

Limits: Sent Date

Key the date or range of dates that you want to inquire on. E-mail with a
Sent Date that matches the criteria you entered will display. Refer to
From and To Ranges in the Cross Applications User Guide for the rules
for entering ranges.

Requests will only be available for inquiry for the number of days set up
in the Mail Server System Options (MENU MSFILE). Therefore, if you
only save requests for 10 days and you enter a range of 30 days, you will
only see requests up to 10 days old and any requests older than 10 days
which you have saved through this option, but not yet deleted.

Valid Values: Key the date using the Default Date Format for this user,
specified through Register A+ User IDs (MENU XACFIG), or if that
field is blank, key the date using the system’s Default Date Format
specified through System Options Maintenance (MENU XAFILE).

(2 @ N 6,0) Optional
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Mail Server Inquiry Screen Field and Function Keys

Field/Function Key

F2=CC Address/BCC
Address/TO Address

Description

This key is used as a toggle to display either the CC address, the BCC
address, or the TO address in the Address column on this screen.
Press F2=cc ApDRESS to display the CC address in the Address column.
Press F2=Bcc ADDRESS to display BCC address in the Address column.

Press F2=To ApDRESS to display the TO address in the Address column.

F3=Exit

Press F3=ExiT to exit the Mail Server Inquiry and return to MENU
MSMAIN.

F5=Refresh

After you have entered criteria in the Limits fields, press F5=REFRESH to
refresh the information displayed on this screen.

F6=Stop Broker/Start
Broker

Depending on the status of the Mail Server Broker, this key may be used
to start or stop the Broker from this screen.

If the Mail Server Broker status is Active, pressing F6=sToP BROKER will
stop the Mail Server Broker. The Stop Mail Server Broker Screen (p. 3-2)
will appear.

If the Mail Server Broker status is Restart Needed, pressing F6=START
BROKER will start the Mail Server Broker. The Start Mail Server Broker
Screen (p. 2-2) will appear.
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cuarters  Customer Contacts Maintenance/ 5
Listing

You can define contacts for customers and ship-to addresses through the Customer Contacts
Maintenance option on the Mail Server File Maintenance Menu (MENU MSFILE).

Use this option to add, change, or delete customer contacts. Contact information set up through this
option includes name, job title, department, phone and fax numbers, email address, and a preferred
contact method. The Contact ID is associated with a specific customer and/or customer/ship-to and
documents sent using email to that contact may optionally be compressed and password protected.

A stand-alone contact can also be defined through this menu option. Once defined, you can later link
multiple customers and/or customer/ship-to addresses to that contact, allowing for a contact to be
shared across entities. An inquiry is also available for customer employees, which are stand-alone
contacts where the Employer Reference is a given company and customer, and maintenance will be
allowed for the contacts even if they are stand-alone and do not have a corresponding association with
an Distribution A+ customer.

Note: Contacts for customers and ship-to addresses can also be defined through the
Customer/Ship-To Master Maintenance option on the Accounts Receivable
Maintenance Menu (MENU ARFILE).

Customer Contacts Maintenance

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Customer Contact Maintenance Selection  Used to add, change, or delete customer contacts.
Screen

Customer/Ship To Email Address Selection Used to select a customer email address.
Screen
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Title

Contact Search Screen

Purpose

Used to locate a contact.

Customer Employees Screen

Use to inquire on customer employees, which are stand-
alone contacts where the Employer Reference is a given
company and customer.

Customer Contact Maintenance Screen

Use to view customer contact information and
optionally define a Contact Use.

Contact Maintenance General Information
Screen

Use to enter general contact information and contact
methods.

Contact Maintenance General Information
Detail Screen

Use to review general information regarding the contact.

Contact Where Used Screen

Use to confirm that the contact you selected from the
Contact Search Screen (p. 5-13) is the one that you
wanted for the customer or ship-to, or to review all the
customer/ship-to’s that use this contact ID.

Contact Maintenance Address Information
Screen

Use to enter contact address information.
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Customer Contact Maintenance Selection Screen

CUSTOMER COMTACT MAINTEMANCE
Function: L LALC,D)
Company® a1
Customer:
Ship Te: ... ...,
Findl e
City: StoProvi L
Contact ID: . .........
F3=Exit . FE=Ship To Search
F4=Cust Contact List FE=Contact List F7=Cust Employees

This screen appears after selecting option 1 - Customer Contacts Maintenance from MENU MSFILE.
This screen can also be accessed by pressing F11=ConTacTs on the Customer/Ship To File Maintenance
Screen (MENU ARFILE), or F11=CoNTACT MAINT on the Customer/Ship To Email Address Selection
Screen (p. 5-8).

Use this screen to add, change, or delete customer contacts.

You can link a contact to a customer or customer/ship-to by keying a previously defined contact in the
Contact ID field, or you can create a stand-alone contact by leaving the Contact ID field blank. If you
leave the Contact ID field blank, this will first create the stand-alone contact and then you can assign
this contact to the customer or customer/ship-to in one operation. Creating stand-alone contacts
provides for the ability for a contact to be shared across entities.

Customer Contact Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

Function Key A to add a customer contact.
Key C to change a customer contact.

Key D to delete a customer contact.
(A 1) Required
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Customer Contact Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Company

Description

This field displays only if the Multi Company field is set to Y through System
Options Maintenance (MENU XAFILE).

Key the number of the company with which this customer is associated. This
is the company number put in the customer record when the customer was
added through Customer/Ship-to Master Maintenance (MENU ARFILE).

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is
the default company defined through System Options Maintenance (MENU
XAFILE).

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(N 2,0) Required

Customer

Key the customer number of the contact you want to add, change, or delete.
Multiple contacts may be assigned to a customer.

If you do not know the customer number, use the Find, City, and St/Prov
fields to activate the Customer Search feature. Refer to the Accounts
Receivable User Guide for more information about the Customer/Ship-To
Search - Customer Search Screen.

Valid Values: Any customer number defined through Customer/Ship-to
Master Maintenance (MENU ARFILE).

(N 10,0) Required

Ship To

Key the ship-to number of the contact you want to add, change, or delete.
Multiple contacts may be assigned to the same ship-to address.

If you do not know the ship-to number for the customer, key the customer
number in the Customer field and press F5=SHiP To SEARCH to view a list of
ship-to addresses for that customer. The Customer/Ship-To Search - Ship-To
Search Screen will appear. Refer to the Accounts Receivable User Guide for
more information about the Customer/Ship-To Search - Ship-To Search
Screen.

Valid Values: Any ship-to number defined for the customer through
Customer/Ship-to Master Maintenance (MENU ARFILE).

(N 7,0) Optional
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Customer Contact Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Find

Description

Use this field alone or with the City and St/Prov fields to search for a
customer by name, phone number, and zip/postal code.

Key one or more of the following, separated by one blank space:

 up to 10 characters (the first 10) of one or more words in the customer’s
name. Key the words in any order.

» up to 10 characters (the first 10) of the PO contact’s phone number,
excluding the country code and delimiters.

* up to 5 characters (the first 5) of the customer’s zip/postal code.
(A 40) Optional

City

Use this field alone or with the Find and St/Prov fields to search for a
customer in a particular city.

Key up to 8 characters of the customer’s city.
(A 8) Optional

St/Prov

Use this field with one or both of the Find and City fields to search for a
customer in a particular state/province.

Key up to 10 characters (the first 10) of the state or province code.
(A 10) Optional
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Customer Contact Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Contact ID

Description

A contact is a unique identifier used by the CRM system that can be assigned
to one or more customers or customer/ship-to addresses. You can use this
field to assign a contact to a customer or customer/ship-to address, or define
a stand-alone contact (that can then be assigned to multiple customers and
customer/ship-to addresses), allowing for a contact to be shared across
entities.

To assign a previously defined contact to a customer or customer/ship-to
address, key the Contact ID. When you press ENTER, the Customer Contact
Maintenance Screen (p. 5-18) will appear, where you will key the Contact Use
for the contact. If you do not recall the Contact ID, you can search for a
contact by pressing F6=CONTACT LIST to access the Contact Search Screen (p.
5-13), which will display a list of existing contacts.

To create a stand-alone contact through this menu option, leave this field
blank. This will first create the stand-alone contact and then you can assign
this contact to the customer or customer/ship-to in one operation. When you
press ENTER, the Contact Maintenance General Information Screen (p. 5-20)
will appear and the Contact ID field will be automatically filled in with the
next sequential ID number.

NoTE:  You can have multiple contacts for one customer or customer/
ship-to, but they all will have a unique Contact ID.

Valid Values: A valid contact ID defined through this menu option by
initially leaving this field blank to create a stand-alone contact.

(N 10,0) Required

F3=Exit

Press F3=EXxiT to exit this option and return to MENU MSFILE.

If this screen was accessed from the Customer/Ship To Email Address
Selection Screen (p. 5-8), via F11=CONTACT MAINT, pressing F3=ExiT will return
you to that screen.

F4=Cust Contact List

Press F4=CusT CONTACT LIST to access a list of existing customer or ship-to
email contacts. The Customer/Ship To Email Address Selection Screen (p. 5-
8) will appear.

If this screen was accessed from the Customer/Ship To Email Address
Selection Screen (p. 5-8), via F11=CONTACT MAINT, pressing F4=CusT CONTACT
LisT will return you to that screen.

F5=Ship To Search

After entering a customer number in the Customer field, press F5=SHiP To
SEARCH to use the ship-to search. The Customer/Ship-To Search - Ship-To
Search Screen will appear. This screen allows you to search for and select a
ship-to address for the customer you are maintaining. Refer to the Accounts
Receivable User Guide for more information about this screen.

F6=Contact List

Press F6=ConNTACT LIsT to search for a contact. The Contact Search Screen (p.
5-13) will appear.
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Customer Contact Maintenance Selection Screen Fields and Function Keys

Field/Function Key

F7=Cust Employees

Description

After entering a company number, press F7=CusT EMPLOYEES to access a list
of existing stand-alone contacts that have a given company and customer as
the Employer Reference (i.e., that are employees of a given customer). The
Customer Employees Screen (p. 5-15) will appear.

If you leave the Customer field blank and press F7=CusT EMPLOYEES, the
Customer Employees Screen (p. 5-15) will display all stand-alone contacts.

If you key a value in the Customer field and press F7=CusT EMPLOYEES, the
Customer Employees Screen (p. 5-15) will display customer employees for
that customer only.

Enter

Press ENTER to save your entries.

If you keyed A or D in the Function field and entered a Contact ID, the
Customer Contact Maintenance Screen (p. 5-18) will appear.

If you keyed C in the Function field and entered a Contact ID, or if you left
the Contact ID field blank to create a stand-alone contact, the Contact
Maintenance General Information Screen (p. 5-20) will appear.
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Customer/Ship To Email Address Selection Screen

CUSTOMER~SHIF TO EMATIL ADODRESS SELECTION
CosCustomer? Bl < ... ... i@ Bon Secour School Department
Ship Tor ... ...,
Fands
City: ., SteProvi L 000,
51 Contact Mame Email Address
L lohn Peters Jahn.Peters @BonSecour
Last
Limits:  Contact Mamel ... .. . . . e,
Enadl Bddresss e
fell _,
F2=Phone Mo FE=Ship To Search Fii=Contact Maint  F12=Return

This screen appears after you:

e press F4=CusT CoNTACT LIsT on the Customer Contact Maintenance Selection Screen (p. 5-3)

» press F5=CusToMER on the Personal Email Address Selection Screen (p. 7-4), if you accessed that
screen from the Email Options Screen (p. B-2)

» key a ?in the TO Address field on the Email Options Screen (p. B-2)

« key a ? in the bill-to or ship-to Contact field on the Order Header Screen in Enter, Change & Ship
Orders

Use this screen to select a customer email address.

If you enter a customer number on the Customer Contact Maintenance Selection Screen (p. 5-3), this
screen will display all the email contacts for that customer. If you enter a customer number and a ship-
to address number on the Customer Contact Maintenance Selection Screen (p. 5-3), this screen will
display all the email contacts for that customer and ship-to address.

If you key a ? in the bill-to Contact field on the Order Header Screen in Enter, Change & Ship Orders,
and the indicated customer has an AR customer number (with or without a ship-to number), the AR
customers contacts would be displayed; otherwise, the order customers contacts will be shown.

If you key a ? in the ship-to Contact field on the Order Header Screen in Enter, Change & Ship Orders,
and did not enter a ship-to number for the indicated customer, the order customers contacts will be
displayed since no ship-to number was used. If a ship-to number was entered, the order customers/
ship-to contacts will be shown.
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Customer/Ship To Email Address Selection Screen Fields and Function Keys

Field/Function Key

Co/Customer

Description

If you accessed this screen from the Customer Contact Maintenance
Selection Screen (p. 5-3), this field displays the company and/or customer
number you keyed on that screen. You can override the information
displayed here to alter the list of contacts displayed.

If you accessed this screen via F5=CusToMER on the Personal Email Address
Selection Screen (p. 7-4), this field displays the customer number from Order
Entry.

Key the company and/or customer number whose contact list you want to
display.

Default Value: The default company defined in Authority Profile
Maintenance (MENU XASCTY) if one has been defined; otherwise, this is

the default company defined through System Options Maintenance (MENU
XAFILE).

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY), and any customer
number defined through Customer/Ship to Master Maintenance (MENU
ARFILE).

(N 2,0/ N 10,0) Required

Ship To

If you accessed this screen from the Customer Contact Maintenance
Selection Screen (p. 5-3), this field displays the ship-to number you keyed on
that screen. You can override the information displayed here to alter the list
of contacts displayed.

If you accessed this screen via F5=CusTomMER on the Personal Email Address
Selection Screen (p. 7-4), this field displays the ship-to number from Order
Entry.

If you do not remember the ship-to number for the customer, press F5=SHIP
To SEARCH to list ship-to addresses for the customer. The Ship-To Search
Screen will appear. Refer to the Cross Applications User Guide for more

information about the Ship-To Search Screen and an explanation of the
search feature.

Key the ship-to number whose contact list you want to display.

Valid Values: Any ship-to number defined for the customer through
Customer/Ship-to Master Maintenance (MENU ARFILE).

(N 7,0) Optional

5-9



Infor Distribution A+ Mail Server User Guide

Customer/Ship To Email Address Selection Screen Fields and Function Keys

Field/Function Key

Find

Description

Use this field alone or with the City and St/Prov fields to search for a
customer by name, phone number, and zip/postal code.

Key one or more of the following, separated by one blank space:

 up to 10 characters (the first 10) of one or more words in the customer’s
name. Key the words in any order.

» up to 10 characters (the first 10) of the PO contact’s phone number,
excluding the country code and delimiters.

* up to 5 characters (the first 5) of the customer’s zip/postal code.
(A 40) Optional

City

Use this field alone or with the Find and St/Prov fields to search for a
customer in a particular city.

Key up to 8 characters of the customer’s city.
(A 8) Optional

St/Prov

Use this field with one or both of the Find and City fields to search for a
customer in a particular state/province.

Key up to 10 characters (the first 10) of the state or province code.
(A 10) Optional

S1

This field displays the selection number for the email address.

Key this number in the Sel field and press ENTER to select a contact email
address.

Display

Contact Name

This column displays a list of contact names associated with the customer or
ship-to number.

Display

Email Address/Phone
Number/Fax Number

This column displays the email address, phone number, or fax number of the
contact. The information displayed in this column depends on your selection
with the F2=PHONE No / F2=Fax No / F2=EmAIL ADDR toggle key.

Display

Limits: Contact Name

Key all or part of a contact name and press ENTER to limit the contacts
displayed on this screen to those contacts that match the limiting criteria you
entered.

(A 25) Optional

Limits: Email Address

Key all or part of an email address and press ENTER to limit the contacts
displayed on this screen to those contacts with an email address that matches
the limiting criteria you entered.

(A 50) Optional
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Customer/Ship To Email Address Selection Screen Fields and Function Keys

Field/Function Key
Sel

Description

Key the number displayed in the Sl field that corresponds to the contact you
want to select.

(N 2,0) Optional

F2=Phone No/Fax No/
Email Addr

The F2=PHoNE No / F2=Fax No / F2=EmAIL ADDR function key is used as toggle
to display either the contact’s phone number, fax number, or email address.

Press F2=PHoNE No to display the country access code, phone number, and
extension.

Press F2=Fax No to display the country access code, fax number, and
extension.

Press F2=EmAIL ADDR to display the email address.

F5=Ship To Search

After entering a customer number in the Customer field, press F5=SHIP To
SEARCH to use the ship-to search. The Ship-To Search Screen will appear.
This screen allows you to search for and select a ship-to address for the
customer you are maintaining. Refer to the Cross Applications User Guide
for more information about this screen and an explanation of the search
feature.

F11=Contact Maint

The F11=ConTAcT MAINT function key displays if this screen was accessed
from the Order Header Screen in Enter, Change & Ship Orders.

Press F11=CoNTacT MAINT to display the Customer Contact Maintenance
Selection Screen (p. 5-3), where you can add, change, or delete customer/
ship-to contacts. If you make a selection on this screen and then press
F11=CONTACT MAINT, the Contact ID, Company, Customer, and Ship To will be
displayed on the Customer Contact Maintenance Selection Screen (p. 5-3) to
allow for changes or deletion.

NoTe: When returning from the Customer Contact Maintenance
Selection Screen (p. 5-3), this screen will be refreshed to show
added, changed, or deleted contacts with email addresses.

F12=Return

If you accessed this screen from the Customer Contact Maintenance
Selection Screen (p. 5-3), press F12=RETURN to return to that screen without
making a selection.

If you accessed this screen from the Personal Email Address Selection
Screen (p. 7-4), press F12=RETURN to return to that screen without making a
selection.

If you accessed this screen from the Order Header Screen in Enter, Change &
Ship Orders, after keying a ? in the bill-to or ship-to Contact field, press
F12=RETURN to return to the Order Header Screen without making a selection.
If you keyed a ? in both the bill-to and ship-to Contact fields, if you press
F12=REeTURN, this screen will be re-displayed showing the customer/ship-to
contacts.
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Customer/Ship To Email Address Selection Screen Fields and Function Keys

Field/Function Key

Enter

Description

The ENTER function key serves multiple functions:

If you keyed information in the Find field, press ENTER to activate the
search feature. The Customer/Ship-To Search - Customer Search Screen
will appear. Refer to the Accounts Receivable User Guide for more
information about the Customer/Ship-To Search - Customer Search
Screen and an explanation of the search feature.

If you changed the company, customer, or ship-to number or you entered
information in the Limits field, press ENTER to update the screen display.

If you entered a number in the Sel field, press ENTER to select that email
address.

If you accessed this screen by pressing F4=CusT CONTACT LIST on the
Customer Contact Maintenance Selection Screen (p. 5-3), you will be
returned to that screen, and the contact you selected will appear in the
Contact ID field.

If you accessed this screen by pressing F5=SHiP To SEARCH on the Personal
Email Address Selection Screen (p. 7-4), the Email Options Screen (p. B-2)
will appear, and the email address you selected will appear in the TO
Address field.
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Contact Search Screen

COMTACT SEARCH

8l Contact ID Contact Mame
1 1 Jane Rivers
z & John Peters
3 3 John Rogers

Lazt
Selr o LImitss  Mamer
Email s
PlorE s
Fas
F#=Email F1Z=Return

This screen appears after you press F6=CoNTACT LisT on the Customer Contact Maintenance Selection
Screen (p. 5-3). This screen displays existing contacts only and does not show contact customer
relationships.

Use this screen to locate a contact. You can limit the contacts displayed on this screen by Name, Email,
Phone, and Fax. Once you have located the contact, key the reference number for that contact in the
Sel field and press ENTER to select that contact and proceed to the Contact Maintenance General
Information Screen (p. 5-20).

Note: This is a roll screen. More... appears at the bottom of a roll screen to indicate that
more data is available for viewing. Last appears at the bottom of the last screen of
data. To scroll through information on roll screens press:

* PAGE DOWN or SHIFT-RoLL FwD or F7=PaGe DowN to display the next screen

* PAGE UP or SHIFT-ROLL BACK or F8=PAGE UP to display the previous screen.
The F7=Pace DowN and F8=PaGEe Up will be listed as valid function keys where
they are available.

Contact Search Screen Fields and Function Keys

Field/Function Key Description

Sl This is the reference number assigned to each contact displayed on this
screen. Key this number in the Sel field to select that contact and press ENTER
to proceed to the Contact Maintenance General Information Detail Screen (p.
5.25).
Display
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Contact Search Screen Fields and Function Keys

Field/Function Key

Contact ID

Description

This field displays the ID of the contact previously defined through this
menu option.

Display

Contact Name/Email
Address/Phone
Number/Fax Number

This field may be toggled with the F2=EmAIL / F2=PHONE / F2=FAx / F2=NAME
function key to display the contact name (previously defined through this
option), contact’s email address, contact’s phone number, or contact’s fax
number.

Display

Sel

Use this field to select one of the contacts displayed on this screen to view
general information for that contact.

Key the number displayed in the Sl field that corresponds to the contact you
want to select, and press ENTER to proceed to the Contact Maintenance
General Information Detail Screen (p. 5-25).

(N 2,0) Optional

Limits: Name

Use this field to limit the display of the contacts shown on this screen to only
those contacts that match the name entered.

(A 50) Optional

Limits: Email

Use this field to limit the display of the contacts shown on this screen to only
those contacts that match the email address entered.

(A 50) Optional

Limits: Phone

Use this field to limit the display of the contacts shown on this screen to only
those contacts that match the phone number entered.

(A 50) Optional

Limits: Fax

Use this field to limit the display of the contacts shown on this screen to only
those contacts that match the fax number entered.

(A 50) Optional

F2=Email

Press F2=EmAIL / F2=PHONE / F2=FAx / F2=NAME to toggle between showing the
contact’s name, email address, phone number, or fax number.

F12=Return

Press F12=RETURN to return to the Customer Contact Maintenance Selection
Screen (p. 5-3) without making a selection.

Enter

After entering a contact in the Sel field, press ENTER to proceed to the Contact
Maintenance General Information Detail Screen (p. 5-25).
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Customer Employees Screen

CUSTOMER EMFLOYEES

51 Contact ID Contact Mame
1 1 John Peters

Sel: ,, Limits: Mame:

F2=Email FiZ=Return

This screen appears after you press F7=CusT EmMPLOYEES on the Customer Contact Maintenance
Selection Screen (p. 5-3).

This screen provides an inquiry of customer employees, which are stand-alone contacts where the
Employer Reference is a given company and customer. If the Customer field was left blank on the
Customer Contact Maintenance Selection Screen (p. 5-3), this screen will display all stand-alone
contacts. If a value was keyed in the Customer field on the Customer Contact Maintenance Selection
Screen (p. 5-3), this screen will display customer employees for that customer only.

This screen also allows you to select an existing stand-alone contact to edit/maintain, even if no
association exists with a customer in Distribution A+ (i.e., no related CONTC record because the
stand-alone contact has not been associated with a customer contact).

You can limit the contacts displayed on this screen by contact Name or Email address. Once you have
located the contact, you can key the reference number for that contact in the Sel field and press ENTER
to access the Contact Maintenance General Information Screen (p. 5-20), where you can edit the
information on the contact.

Note: This is a roll screen. More... appears at the bottom of a roll screen to indicate that
more data is available for viewing. Last appears at the bottom of the last screen of
data. To scroll through information on roll screens press:

* PAGE DOWN or SHIFT-RoLL Fwp to display the next screen
* PAGE UP or SHIFT-RoLL BAck to display the previous screen.
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Customer Employees Screen Fields and Function Keys

Field/Function Key

Employer Ref

Description

The company and customer number, if any, selected on the Customer Contact
Maintenance Selection Screen (p. 5-3).

You have the option to change the company (if multi-companies are being
used) and customer, to re-display the screen with the employees for the new
company and customer entered.

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY), and any customer
number defined through Customer/Ship to Master Maintenance (MENU
ARFILE).

(N 2,0/ N 10,0) Optional

Sl

This is the reference number assigned to each contact displayed on this
screen. Key this number in the Sel field to select that contact and press ENTER
to proceed to the Contact Maintenance General Information Screen (p. 5-20).

Display

Contact ID

This field displays the ID of the stand-alone contact.
Display

Contact Name / Email
Address

This field displays either the name of the stand-alone contact, or the email
address of the contact, as toggled with the F2=EmAIL / F2=NAME.

Display

Sel

Use this field to select one of the contacts displayed on this screen to view or
edit/maintain general information for that contact.

Key the number displayed in the Sl field that corresponds to the contact you
want to select, and press ENTER to proceed to the Contact Maintenance
General Information Screen (p. 5-20).

(N 2,0) Optional

Limits: Name

Use this field to limit the display of the contacts shown on this screen to only
those contacts that match the name entered.

(A 50) Optional

Limits: Email

Use this field to limit the display of the contacts shown on this screen to only
those contacts that match the email address entered.

(A 50) Optional

F2=Email

Press F2=EmAIL / F2=NAME to toggle between showing the contact’s name or
email address.

F12=Return

Press F12=RETURN to return to the Customer Contact Maintenance Selection
Screen (p. 5-3) without making a selection.
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Customer Employees Screen Fields and Function Keys

Field/Function Key Description

Enter After entering a contact in the Sel field, press ENTER to proceed to the Contact
Maintenance General Information Screen (p. 5-20).
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Customer Contact Maintenance Screen

CUSTOMER COMTACT HAIMTENANCE
Customer: 1rs 10 Bon Secour School Department
Email Address: jriversif inancial management
Contact: Jane Riversz
Phone  Number-: 401 §23.TR3E 9573
Fax Mumber: 401 §3%. 7e39

Contact Use:

F1Z=Return

This screen appears after you press ENTER on the Customer Contact Maintenance Selection Screen (p.
5-3), if you keyed A or D in the Function field and entered a previously defined Contact ID. If you
keyed C in the Function field and entered a previously defined Contact ID, or if you keyed Ain the
Function field and left the Contact ID field blank to create a stand-alone contact, this screen appears
after you press ENTER on the Contact Maintenance Address Information Screen (p. 5-31).

Use this screen to optionally define a Contact Use. All other fields on this screen are display only.

Customer Contact Maintenance Screen Fields and Function Keys

Field/Function Key Description

Customer This field displays the company and customer for which you are adding,
changing or deleting a contact.

Display

Email Address This field displays the email address of the contact.
Display

Contact This field displays the name of the contact associated with the customer
number and email address.

Display

Phone Number This field displays the contact’s phone number, including the country access
code, if any, and extension.

Display
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Customer Contact Maintenance Screen Fields and Function Keys

Field/Function Key

Fax Number

Description

This field displays the contact’s fax number, including the country access
code, if any, and extension.

Display

Contact Use

This field is for future use. If you would like to categorize your contacts now,
you may use this field to enter a value that defines the use of the contact. For
example, you could key A if this contact would be used for Accounts Payable
or P if this contact would be used for Purchasing.

(A 1) Optional

F12=Return

Press F12=RETURN to return to the Customer Contact Maintenance Selection
Screen (p. 5-3) without saving your entries.

F24=Delete

The F24=DeLeTE function key only displays if you selected to delete the
contact.

Press F24=DEeLETE to delete the contact record. You will be prompted to press
F24=DELETE again to confirm deletion. The Customer Contact Maintenance
Selection Screen (p. 5-3) will appear.

Enter

Press ENTER to confirm your entry in the Contact Use field. The Contact File
(CONTC) will be updated with your changes. The Customer Contact
Maintenance Selection Screen (p. 5-3) will appear.
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Contact Maintenance General Information Screen

CONTACT MAINTEMANCE GEMERAL IHFORMATION Chano-j

Contact ID: 1 John Peters

General Information:
e R e s O o T,
First Hame:  Jahn
B L= -
Last Mame: Peters

Job Title:

T o= 4 -
Phore: . = A e

Fax: CLy ) 2BE-849-T413

Email:

Contact Methods:
Freferred: A E-mail: 7 Bulk E-mail: ¥ Fhone: ¥ Fax: ¥ Hail: T

F2=Where Used FlZ=Return

This screen appears after you press ENTER on the Customer Contact Maintenance Selection Screen (p.
5-3), if you keyed C in the Function field and entered a Contact ID, or if you left the Contact ID field
blank to create a new contact. This screen also displays after selecting a contact from the Customer

Employees Screen (p. 5-15).

Use this screen to enter general contact information and contact methods. You can also press

F2=WHERE USED to view the customers and ship to’s the contact has been assigned to.

Contact Maintenance General Information Screen Fields and Function Keys

Field/Function Key Description

Contact ID This field displays the Contact ID you entered on the Customer Contact
Maintenance Selection Screen (p. 5-3), if one was entered. If you left the
Contact ID field blank to create a new contact, the system automatically

assigns the next sequential Contact ID number.
Display

Salutation Use this field to enter a salutation (a greeting used in a letter or other written

communication, such as an email).

Key the salutation. For example, you might key Mr. or Mrs. and the contact’s

name would follow.
(A 50) Optional

First Name Key the first name of the contact.
(A 50) Optional
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Contact Maintenance General Information Screen Fields and Function Keys

Field/Function Key

Description

Middle Name Key the middle name of the contact.
(A 50) Optional

Last Name Key the last name of the contact.
(A 30) Required

Employer Ref Co/ Use this field to link this contact to a specific customer Employer Reference

Customer as required for the ContactMaster BOD. This field is not used in
Distribution A+.
Key the company and/or customer number whose contact list you want this
contact to be attached to.
Default Value: The company and customer number selected on the Customer
Contact Maintenance Selection Screen (p. 5-3)
Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY) and any customer
number defined through Customer/Ship to Master Maintenance (MENU
ARFILE).
(N 2,0 /N 10,0) Optional

Job Title Key the contact’s job title.
(A 50) Optional

Department Key the department the contact works in.
(A 50) Optional

Phone Key the contact’s telephone number, which includes the following:

» 3-character country access code

« 20-character area code and telephone number
e 4 position extension number

For example: 011 (781) 555-1212 8226

For more information, refer to Phone and Fax Number Delimiters in the
Cross Applications User Guide.

Valid Values: Numerals and the following symbols: - () . / (Note that blank
spaces are allowed between numerals only if Allow Blank Phone Delimiters
is Y in Systems Options Maintenance (MENU XAFILE)).

(N'3,0/N 20,0 /N 4,0) Optional
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Contact Maintenance General Information Screen Fields and Function Keys

Field/Function Key

Description

Fax This field applies if FAX is installed.
Key the contact’s fax number, which includes the following:
 3-character country access code
» 20-character area code and telephone number
e 4 position extension number
For example: 011 (781) 555-1212 8226
Valid Values: Numerals and the following symbols: - () . / (Note that blank
spaces are allowed between numerals only if Allow Blank Phone Delimiters
is Y in Systems Options Maintenance (MENU XAFILE)).
(N 3,0 /N 20,0/ N 4,0) Optional

Email Key an email address for the contact. Separate multiple e-mail addresses
with a semi-colon.
Valid Values: Any operational email address or any distribution group
defined through Distribution Groups Maintenance (MENU MSFILE) and
assigned email addresses through Distribution Group Assignments
Maintenance (MENU MSFILE).
(A 128) Required

Compress Use this field to specify whether documents sent as email attachments to this

contact will be compressed.

Key Y to compress attachments sent to this contact.

Note: Ifyoukey Y to compress document attachments, the recipient
must have standard data compression software or be using an
email client that supports compression in order to open the
attachment.

Key N to leave attachments sent to this contact uncompressed.

Default Value: N
(A 1) Required

Password Protect

Use this field to specify whether documents sent as email attachments to this
contact will be password protected. If you select to password protect
documents, the recipient will not be able to open the attached document
without the password.

Key Y to require password protection for attachments sent to this contact.

Note: Ifyou key Y to password protect attachments, then you must
also key Y in the Compress field.

Key N to send attachments to this contact without password protection.

Default Value: N
(A 1) Required
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Contact Maintenance General Information Screen Fields and Function Keys

Field/Function Key

Description

Password This field is required if you keyed Y in the Password Protect field. If you
keyed N in the Password Protect field, then you must leave this field blank.
Key a password. The contact must know the password and key it exactly as
you enter it here in order to open the email attachment. Email passwords are
case sensitive.
(A 10) Required/Blank

Preferred Use this field to select the preferred method of contact to be used. This value
will be used in ICB as the preferred method of contact.
Key A for any method.
Key E for email.
Key P for phone.
Key F for fax.
Key M for mail.
(A 1) Required

E-mail Use this field to select whether or not you want e-mail used as a contact
method.
Key Y to allow e-mail to be used as a contact method.
Key N to not allow e-mail to be used as a contact method.
Valid Values: Y or N
(A 1) Required

Bulk E-mail Use this field to select whether or not you want bulk e-mail used as a contact
method.
Key Y to allow bulk e-mail to be used as a contact method.
Key N to not allow bulk e-mail to be used as a contact method.
Valid Values: Y or N
(A 1) Required

Phone Use this field to select whether or not you want the telephone used as a

contact method.
Key Y to allow the telephone to be used as a contact method.
Key N to not allow the telephone to be used as a contact method.

Valid Values. Y or N
(A 1) Required
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Contact Maintenance General Information Screen Fields and Function Keys

Field/Function Key

Fax

Description

Use this field to select whether or not you want Fax used as a contact
method.

Key Y to allow Fax to be used as a contact method.

Key N to not allow Fax to be used as a contact method.

Valid Values: Y or N
(A 1) Required

Mail

Use this field to select whether or not you want mail used as a contact
method.

Key Y to allow mail to be used as a contact method.

Key N to not allow mail to be used as a contact method.

Valid Values: Y or N
(A 1) Required

F2=Where Used

Press F2=WHERE UsED to view the customers and ship to’s the contact has
been assigned to. The Contact Where Used Screen (p. 5-28) will appear.

F12=Return

Press F12=RETURN to return to the:
« Customer Contact Maintenance Selection Screen (p. 5-3), in add mode
« Customer Contact Maintenance Screen (p. 5-18), in change mode

Your entries will not be saved.

F24=Delete

The F24=DeLeTE function key displays in the delete mode only.

Press F24=DELETE to delete the contact record. You will be prompted to press
F24=DELETE again to confirm deletion.

Enter

Press ENTER to confirm your entries. The Contact Maintenance Address
Information Screen (p. 5-31) will appear.
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Contact Maintenance General Information Detail Screen

Contact ID:

General Information:
Salutation:  Hr.
First Mame:  John

Middle Hame:

Job Title:
Department
Phone:

Fax:

Email:

Contact Methods:

F2=Where Used

COMTACT MATMTEMAMNCE GEMERAL IMFORMATION

1 John Peters

Last Mame: Peters
Employer Refl Co-Customer: B2 /7 EOEEOEODIO Fittsburgh School Department

205-949-7411
205-949-7413

Compressi N Password Protecti M Password:

Freferted: f E-mail: ¥ Bullk E-mail: ¥ Phone: ¥ Faxi 7 Mail: ¥

Flz=Return

This screen appears after you select a contact and press ENTER on the Contact Search Screen (p. 5-13).

Use this screen to review general information regarding the contact. All fields are display only.

You can also press F2=WHERE USED to view the customers and ship to’s the contact has been assigned

to.

Contact Maintenance General Information Detail Screen Fields and Function Keys

Field/Function Key

Description

Contact ID This field displays the ID and name of the contact you selected on the
Contact Search Screen (p. 5-13).

Salutation This field displays the salutation associated with the contact.

First Name This field displays the first name of the contact.

Middle Name This field displays the middle name of the contact.

Last Name This field displays the last name of the contact.

Employer Ref Co/ The Employer Reference Co/Customer field links this contact to a specific

Customer customer Employer Reference as required for the ContactMaster BOD. This
field is not used in Distribution A+.

Job Title This field displays the contact’s job title.
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Contact Maintenance General Information Detail Screen Fields and Function Keys

Field/Function Key

Description

Department This field displays the department the contact works in.

Phone This field displays the contact’s telephone number, which includes the
following:
¢ 3-character country access code
e 20-character area code and telephone number

Fax This field applies if FAX is installed.
This field displays the contact’s fax number, which includes the following:
» 3-character country access code
e 20-character area code and telephone number

Email This field displays the email address for the contact.

Compress This field indicates if documents sent as email attachments to this contact

will be compressed.
Y displays if attachments will be compressed when sent to this contact.

N displays if attachments will not be compressed when sent to this contact.

Password Protect

This field indicates if documents sent as email attachments to this contact
will be password protected.

Y displays if a password is required for attachments sent to this contact.

N displays if a password is not required for attachments sent to this contact.

Password

This field displays the password, if one is required.

Preferred

This field displays the preferred method of contact to be used. This value
will be used in ICB as the preferred method of contact.

A displays for any method.
E displays for e-mail.

P displays for phone.

F displays for fax.

M displays for mail.

E-mail

This field indicates if e-mail can be used as a contact method.
Y displays if e-mail will be allowed as a contact method.

N displays if e-mail will not be allowed as a contact method.

Bulk E-mail

This field indicates if bulk e-mail can be used as a contact method.
Y displays if bulk e-mail will be allowed as a contact method.

N displays if bulk e-mail will not be allowed as a contact method.

5-26



Customer Contacts Maintenance/Listing

Contact Maintenance General Information Detail Screen Fields and Function Keys

Field/Function Key

Phone

Description

This field indicates if the telephone can be used as a contact method.
Y displays if the telephone will be allowed as a contact method.

N displays if the telephone will not be allowed as a contact method.

Fax

This field indicates if Fax can be used as a contact method.
Y displays if Fax will be allowed as a contact method.

N displays if Fax will not be allowed as a contact method.

Mail

This field indicates if mail can be used as a contact method.
Y displays if mail will be allowed as a contact method.

N displays if mail will not be allowed as a contact method.

F2=Where Used

Press F2=WHERE UsED to view the customers and ship to’s the contact has
been assigned to. The Contact Where Used Screen (p. 5-28) will appear.

F12=Return

Press F12=RETURN to return to the Contact Search Screen (p. 5-13).

Enter

Press ENTER to update the Contact File - Stand-Alone (XACONTC) with your
changes. The Customer Contact Maintenance Selection Screen (p. 5-3) will
appear.
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Contact Where Used Screen

COMTACT WHERE USED

Contact ID: & John Peters
sl T ID Hame
1C 140 Bon Secour School Department
Wl i W 12 Bon Secour Middle School
3 C 141047 Bon Secour Wilmer Chty Schools

Lazt
Selection:

F1Z=Return

This screen appears after you press F2=WHERE UseD from the Contact Maintenance General
Information Screen (p. 5-20), Contact Maintenance General Information Detail Screen (p. 5-25), or
Contact Maintenance Address Information Screen (p. 5-31). This screen serves two purposes,
depending on whether or not the Selection field appears on this screen. The Selection field appears on
this screen when you access this screen by pressing F6=CoNTACT LisT on the Customer Contact
Maintenance Selection Screen (p. 5-3) and then selected a Contact ID from the Contact Search

Screen (p. 5-13).

When the Selection field displays on this screen, use this screen to confirm that the contact you
selected from the Contact Search Screen (p. 5-13) is the one that you wanted for the customer or ship-
to. If so, and you make a selection on this screen (key a value in the Selection field), the system will
load this customer or ship-to contact into the Customer Contact Maintenance Selection Screen (p. 5-3)
and then you can key the appropriate function of A, C or D from that screen and press ENTER.

When the Selection field does not display on this screen, use this screen to review all the customer/
ship-to’s that use this contact ID. If you make a change to the general information or address
information, it will affect all the customer/ship-to’s displayed in this list.

Note: This is a roll screen. More... appears at the bottom of a roll screen to indicate that
more data is available for viewing. Last appears at the bottom of the last screen of
data. To scroll through information on roll screens press:

* PAGE DOWN or SHIFT-RoLL FwD or F7=PAaGe DowN to display the next screen

* PAGE UP or SHIFT-ROLL BACK or F8=PaGe Up to display the previous screen.
The F7=Pace DowN and F8=Pace Up will be listed as valid function keys where
they are available.
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Contact Where Used Screen Fields and Function Keys

Field/Function Key

Description

Contact ID This field displays the contact ID and name.
Display

Sl This is the reference number assigned to each customer or customer/ship-to
displayed on this screen. Key this number in the Selection field, if it appears
on this screen, and press ENTER to have the system load this customer or ship-
to contact into the Customer Contact Maintenance Selection Screen (p. 5-3).
Display

T This field indicates the type of contact.
C displays in this field for customer contact.
Display

1D Since the T field indicates a customer contact, this field shows the ID
associated with this contact.
The company number, customer number, and ship-to number, if any,
displays. For example, if 1/30/2 is displayed, then 1 is the company number,
30 is the customer number, and 2 is the ship-to number. If there is no ship-to
for this example, 1/30 would be displayed instead.
Display

Name This field displays the customer name or ship-to name.
Display

Selection The Selection field appears on this screen when you access this screen by
pressing F6=CoNTACT LisT on the Customer Contact Maintenance Selection
Screen (p. 5-3) and then selected a Contact ID from the Contact Search
Screen (p. 5-13).
Use this field to select one of the customers or ship-to’s displayed on this
screen.
Key the number displayed in the Sl field that corresponds to the customer or
ship-to you want to select, and press ENTER. The system will load this
customer or ship-to contact into the Customer Contact Maintenance
Selection Screen (p. 5-3) and then you can key the appropriate function of A,
C or D from that screen and press ENTER.
(N 2,0) Optional

F12=Return Press F12=RETURN to return to the previous screen.

5-29



Infor Distribution A+ Mail Server User Guide

Contact Where Used Screen Fields and Function Keys

Field/Function Key

Enter

Description

If the Selection field is displayed on this screen, after entering a value in the
Selection field, press ENTER to confirm your entry and return to the Customer
Contact Maintenance Selection Screen (p. 5-3). The system will load this
customer or ship-to contact into the Customer Contact Maintenance
Selection Screen (p. 5-3) and then you can key the appropriate function of A,
C or D from that screen and press ENTER.

If the Selection field is not displayed on this screen, when you press ENTER,
the Contact Maintenance General Information Detail Screen (p. 5-25) will
appear.
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Contact Maintenance Address Information Screen

Contact ID:

Address Information:

COWTACT WAINTEWANCE ADDRESS IMFORHATION Chang=Jil

1 Jane Rivers

Address Mame:
Street 1:
Street 2:
Street 3:
Street d:
City:
StatEfPPDULHCE

Eauntrufﬂeglnn
Address Tupe:

FZ=lhere lUsed

Janf H;ye 1=

[
0

F1Z=Return

This screen appears after you press ENTER on the Contact Maintenance General Information Screen (p.
5-20). Use this screen to enter contact address information. You can also press F2=WHERE USED to view
the customers and ship to’s the contact has been assigned to.

NotE: The information entered on this screen is not used in Distribution A+. The
information fields entered on this screen are mappings to ICB.

Contact Maintenance Address Information Screen Fields and Function Keys

Field/Function Key

Description

Contact ID This field displays the contact ID and name.
Display
Address Name Key the name of the company for the contact.

(A 50) Optional

Street 1/ Street 2 /
Street 3 / Street 4

Key the contact’s street address, post office box number, or other address
information except for the city, state/province, country, and zip/postal code
which are specified in fields below. Only Street 1 is required.

(A 50) Required/Optional

City Key the contact’s city.
(A 50) Required
State/Province Key the contact’s state or province.

(A 50) Required
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Contact Maintenance Address Information Screen Fields and Function Keys

Field/Function Key Description

Zip/Postal Code Key the contact’s zip or postal code.
(A 50) Required

Country/Region Key the contact’s country and region.

Valid Values: A country code defined through Country Name Maintenance
(MENU ARFIL2).

(A 50) Required

Address Type This field indicates the type of address listed for the contact.
Key O for office.
Key H for home.

Valid Values: O or H
(A 1) Required

F2=Where Used Press F2=WHERE UsED to review all the customer/ship-to’s that use the contact
ID. The Contact Where Used Screen (p. 5-28) will appear.

F12=Return Press F12=RETURN to return to the Contact Maintenance General Information
Screen (p. 5-20).

F24=Delete The F24=DeLeTE function key displays only in delete mode.

Press F24=DEeLETE to delete the contact record. You will be prompted to press
F24=DELETE again to confirm deletion. The Customer Contact Maintenance
Selection Screen (p. 5-3) will appear.

Enter Press ENTER to proceed to the Customer Contact Maintenance Screen (p. 5-
18).

Customer Contacts Listing

Once you have set up your customer contacts, you can print a listing of them and their settings through
the Customer Contacts Listing option on the Mail Server File Maintenance Menu (MENU MSFILE).
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The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Customer/Ship To Contact Listing Screen ~ Used to limit the contacts that print on the list according

to specific criteria.
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Customer/Ship To Contact Listing Screen

CUSTOMER/SHIP TO COMTACT LISTIMG

Company? _. To®
Customer: ... ...... Tor
Ship Te: L Tor

F3=Cancel

This screen appears after you select option 11 - Customer Contacts Listing (MENU MSFILE). Use this
screen to limit the contacts that print on the list according to specific criteria.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

Customer/Ship To Contact Listing Screen Fields and Function Keys

Field/Function Key Description

Company This field displays only if the Multi Company field is set to Y in System
Options Maintenance (MENU XAFILE).

Leave this field blank to print customer/ship to contacts for all companies.

Key the company or range of companies for which customer email contacts
will print on the report.

Valid Values: A valid company number defined through Company Name
Maintenance (MENU XAFILE) which you are authorized to access through
Authority Profile Maintenance (MENU XASCTY).

(2 @ N 2) Optional
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Customer/Ship To Contact Listing Screen Fields and Function Keys

Field/Function Key

Customer

Description

Key the customer number or range of customer numbers for which customer
email contacts will print.

Leave this field blank to print customer contacts for all customers.

Valid Values: Any customer defined through Customer/Ship to Master
Maintenance (MENU ARFILE).

(2 @ N 10) Optional

Ship-to

Key the ship-to number or range of ship-to numbers for which contacts will
print.

Leave this field blank to print customer email contacts for all ship-to
numbers.

Valid Values: Any ship-to number defined through Customer/Ship-to Master
Maintenance (MENU ARFILE).

2 @ N 7 Optional

F3=Cancel

Press F3=CaNcEL to cancel this option and return to MENU MSFILE.

Enter

Press ENTER to confirm your selections. The Report Options Screen will
appear.

Refer to the Cross Applications User Guide for information about this
screen.
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Customer Contact Listing

MS836C
A1l Companies
Contact / Email Address

03/10/11 15:25:42

: 01 Customer:
John Peters
thn.peters@bonsecourschoo]s
ompress: N
John Rogers
john.rogers@bonsecourschools

Jane Rivers

arivers@financia1management
Co: 01 Customer: 10
John Peters
john.peters@bonsecourschools

Co: 01 Customer:
John Peters
john.peters@bonsecourschools

Co: 01 Customer:
Jane Rivers
jrivers@financialmanagement
ompress: N

Password Protect:
Compress: N Password Protect:

ompress: N Password Protect:
Compress: N Password Prot$ct:
Cogpress: N Password Pro}gct: N

Password Protect:

CUSTOMER CONTACT LISTING EM/APDEMO PAGE 1
A1l Customers A1l Ship To's
Cntry Phone Ext Cntry Fax Ext Contact ID
"""""""""""""" 10" Bon Secour School Department _CTTTTTTIITIIIIIIIITIIIIIIIIIIIIImAm A
o011 205 .949 7411 4321 011 205.949 . T413 1234 2
N Password:
o011 205-949-7T412 8765 011 205-949-T413 5678 3
N Password:
401 823 7632 98732 401 832.7639 0000 1
N Password:
Bon Secour School Department Ship To: 1 Bon Secour Middle School
o1p 205 .949 7411 4321 011 205.949 . T413 1234 2
N Password:
Bon Secour School Department Ship To: 2 Bon Secour Wilmer Cnty Schools
o011 205 .949 7411 4321 011 205.949 . T413 1234
Password:
Financial Management Services
401 823 7632 98732 401 832.7639 0000 1
N Password:

This listing prints following your selections on the Customer/Ship To Contact Listing Screen (p. 5-34)
and the Report Options Screen (refer to the Cross Applications User Guide for details about this

screen).

This listing prints customer email contact information for each company, customer, and/or ship-to
number or range of numbers specified on the Customer/Ship To Contact Listing Screen (p. 5-34).

Customer Contact Listing Fields

Report/Listing Fields

(Header Information)

Description

The header information on this list duplicates the From/To ranges you
entered on the Customer/Ship To Contact Listing Screen (p. 5-34). For a
detailed description of those fields, refer to that screen.

Contact/Email Address This field prints the contact name and the email address for that contact.

Cntry/Phone/Ext These fields print the telephone information for the email contact,
including the country access code and extension, if any.

Cntry/Fax/Ext These fields print the fax information for the email contact, including the
country access code and extension, if any.

Contact ID This field prints the unique identifier (ID) of the contact, which is used

by the CRM system and which is assigned to one or more customers or
customer/ship-to addresses.
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CHAPTER 6 Vendor Email Contacts
Maintenance/Listing

Vendor e-mail contacts are defined through the Vendor Email Contacts option on the Mail Server File
Maintenance Menu (MENU MSFILE). This option allows you to add, change, or delete vendor
contacts from your e-mail directory.

Vendor Email Contacts

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Vendor Contact Maintenance Selection Used to add, change, or delete vendor contacts.
Screen

Vendor Email Address Selection Screen Used to select a vendor e-mail address.

Vendor Contact Maintenance Screen Used to provide the contact name, telephone and fax

numbers, and e-mail instructions.
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Vendor Contact Maintenance Selection Screen

Function: (A,C,m
Yendor MNo:

Find:
City:

YEMDOR COMTACT HMATHMTEMAMCE

Fa=Exit Fa=Li=t

This screen appears after selecting option 2 -Vendor Email Contacts from MENU MSFILE or press
F11=EMmAIL CoNTACTS on the Vendor Master Maintenance Selection Screen (MENU POFILE). Use this
screen to add, change, or delete vendor contacts.

Vendor Contact Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Description

Function Key A to add a vendor contact.
Key C to change a vendor contact.
Key D to delete a vendor contact.
(A 1) Required
Vendor No Key the vendor number of the contact whose e-mail address you want to add,

change, or delete.

If you do not know the vendor number, use the Find and City fields to
activate the Vendor Search feature. Refer to the Cross Applications User
Guide for more information about the Vendor Search Screen and an
explanation of the search feature.

Valid Values: Any vendor number defined through Vendor Master
Maintenance (MENU POFILE).

(A 6) Required
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Vendor Contact Maintenance Selection Screen Fields and Function Keys

Field/Function Key

Find

Description

Use this field alone or with the City field to search for a vendor by name.

Key up to 10 characters (the first 10) of one or more words in the vendor’s
name. Key the words in any order and separate each word with one blank
space.

Refer to the Cross Applications User Guide for more information about the
Vendor Search Screen and an explanation of the search feature.

(A 40) Optional

City

Use this field with the Find field to search for a vendor in a particular city.
Key up to 8 characters (the first 8) of the vendor’s city.

Refer to the for more information about the Vendor Search Screen and an
explanation of the search feature.

(A 8) Optional

Email Address

Key the e-mail address of the contact you are adding, changing, or deleting.
Separate multiple e-mail addresses with a semi-colon.

You can access a list of existing vendor e-mail contacts by pressing F4=LIsT.
The Vendor Email Address Selection Screen (p. 6-4) will appear.

(A 128) Required

F3=Exit

Press F3=ExiT to exit this option and return to MENU MSFILE.

F4=List

The F4=LisT function key serves two functions:

» Ifyou keyed information in the Find field, press F4=LisT to activate the
search feature. The Vendor Search Screen will appear. Refer to the Cross
Applications User Guide for more information about the Vendor Search
Screen and an explanation of the search feature.

» Press F4=LisT to access a list of existing vendor e-mail contacts. The
Vendor Email Address Selection Screen (p. 6-4) will appear.

Enter

Press ENTER to confirm your entries. The Vendor Contact Maintenance
Screen (p. 6-7) will appear.
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Vendor Email Address Selection Screen

YEMDOR EMAIL ADDRESS SELECTION
Yendor:  ICLOGE  LITTLE ITALY RESTAURAMT SUPPLY

Finds
City: . ........
5l Contact MName Email Address
1 Luigi Bornelli Lbornel LiBlittleitaly. restaurant

Limit=z:  Contact Mame:
Email Address:
Sel:

FZ=Phone Mo

F1Z=Return

This screen appears after you press F4=LisT on the Vendor Contact Maintenance Selection Screen (p. 6-
2). This screen also appears if you press F6=VENDOR on the Personal Email Address Selection Screen (p.
7-4), if you accessed that screen from the Email Options Screen (p. B-2). Use this screen to select a

vendor e-mail address.

If you enter a vendor number on the Vendor Contact Maintenance Selection Screen (p. 6-2), this screen

will display all the e-mail contacts for that vendor.

Vendor Email Address Selection Screen Fields and Function Keys

Field/Function Key Description

Vendor No This field displays the vendor number you entered on the Vendor Contact
Maintenance Selection Screen (p. 6-2). You can override the vendor number

in this field to alter the list of contacts displayed.

Key the vendor number of the vendor whose list of contacts you want to

view.

If you do not know the vendor number, use the Find and City fields to

activate the Vendor Search feature.

Valid Values: Any vendor number defined through Vendor Master

Maintenance (MENU POFILE).
(A 6) Required

6-4




Vendor Email Contacts Maintenance/Listing

Vendor Email Address Selection Screen Fields and Function Keys

Field/Function Key

Find

Description

Use this field alone or with the City field to search for a vendor by name.

Key up to 10 characters (the first 10) of one or more words in the vendor’s
name. Key the words in any order and separate each word with one blank
space.

Refer to the Cross Applications User Guide for more information about the
Vendor Search Screen and an explanation of the search feature.

(A 40) Optional

City

Use this field with the Find field to search for a vendor in a particular city.
Key up to 8 characters (the first 8) of the vendor’s city.

Refer to the Cross Applications User Guide for more information about the
Vendor Search Screen and an explanation of the search feature.

(A 8) Optional

Sl

The selection number for the e-mail address. Key this number in the Sel field
and press ENTER to select a vendor contact e-mail address.

Display

Contact Name

This column displays a list of contact names associated with the vendor
number.

Display

Email Address/Phone
Number/Fax Number

This column displays the e-mail address, phone number, or fax number of the
contact. The information displayed in this column depends on your selection
with the F2=PHoNE No / F2=Fax No / F2=EMAIL ADDR toggle key.

Display

Limits: Contact Name

Key all or part of a contact name to limit the contacts that display for this
vendor on this screen to those contacts that match the limit criteria.

(A 25) Optional

Limits: Email Address

Key all or part of a contact name or e-mail address to limit the contacts that
display for this vendor on this screen to those contacts with an e-mail address
that matches the limit criteria.

(A 50) Optional

Sel

Key the number displayed in the Sl field that corresponds to the contact you
want to select.

(N 2,0) Optional
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Vendor Email Address Selection Screen Fields and Function Keys

Field/Function Key Description
F2=Phone No/Fax No/ This key is used as a toggle to display the contact’s phone number, fax
Email Addr number, or e-mail address.

Press F2=PHoNE No to display the country access code, phone number, and
extension

Press F2=Fax No to display the country access code, fax number, and
extension.

Press F2=EmAIL ADDR to display the e-mail address.

F12=Return If you accessed this screen from the Vendor Contact Maintenance Selection
Screen (p. 6-2), press F12=RETURN to return to that screen without making a
selection.

If you accessed this screen from the Personal Email Address Selection
Screen (p. 7-4), press F12=RETURN to return to that screen without making a
selection.

Enter The ENTER function key serves multiple functions:

« Ifyou keyed information in the Find field, press ENTER to activate the
search feature. The Vendor Search Screen will appear. Refer to the Cross
Applications User Guide for more information about the Vendor Search
Screen and an explanation of the search feature.

« If you changed the vendor number or you entered information in the
Limits field, press ENTER to update the screen display.

« Ifyou keyed a number in the Sel field, press ENTER to select that e-mail
address.

« Ifyou accessed this screen by pressing F4=LisT on the Vendor Contact
Maintenance Selection Screen (p. 6-2), you will be returned to that screen
and the e-mail address you selected will appear in the Email Address field.

« Ifyou accessed this screen by pressing F6=VENDOR on the Personal Email
Address Selection Screen (p. 7-4), the Email Options Screen (p. B-2) will
appear and the e-mail address you selected will appear in the TO Address
field.
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Vendor Contact Maintenance Screen

YEWDOR CONTACT HAINTENAMCE

Yendor: ICiaEa LITTLE ITALY RESTAURANT SUPPLY
Email Address:  Lbornelliflittleitaly.restaurant

Contact: Luig Bornelld o000,
Phone Number: 39 B-EOT-3ER3 L.l
Fax Mumber: I e T = e R
Compress: N [Y,H)

Password Protect: W OY,M)  Password:

F1Z=Return

TECHNICAL NOTE:  This shared screen displays from program MS830FM and screen
name MAINT]I.

This screen appears after you press ENTER on the Vendor Contact Maintenance Selection Screen (p. 6-
2). Use this screen to provide the contact name, telephone and fax numbers, and e-mail instructions.

Vendor Contact Maintenance Screen Fields and Function Keys

Field/Function Key Description

Contact Key the name of the contact associated with the vendor number and e-mail
address.

(A 30) Required

Phone Number Key the phone number of the vendor contact, including the country access
code, if any, and extension.

(N'3,0/N 20,0 /N 4,0) Optional

Fax Number Key the fax number of the vendor contact, including the country access code,
if any, and extension.

(N'3,0/N 20,0/ N 4,0) Optional
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Vendor Contact Maintenance Screen Fields and Function Keys

Field/Function Key

Compress

Description

Use this field to specify whether documents sent as e-mail attachments to this
contact will be compressed.

Key Y to compress attachments sent to this contact.

Note: Ifyou key Y to compress the document attachments, the
recipient must have standard data compression software or be
using an e-mail client that supports compression in order to
open the attachment.

Key N to leave attachments sent to this contact uncompressed.

Default Value: N
(A 1) Required

Password Protect

Use this field to specify whether documents sent as e-mail attachments to this
contact will be password protected. If you select to password protect
documents, the recipient will not be able to open the e-mail without the
password.

Key Y to require password protection for attachments sent to this contact.

Note: If'you key Y to password protect attachments, then you must
also key Y in the Compress field.

Key N to send attachments to this contact without password protection.

Default Value: N
(A 1) Required

Password

This field is required if you keyed Y in the Password Protect field. If you
keyed N in the Password Protect field, then you must leave this field blank.

Key a password. The recipient must know the password and key it exactly as
you enter it here in order to open the e-mail attachment. E-mail passwords
are case sensitive.

(A 10) Required/Blank

F12=Return

Press F12=RETURN to return to the Vendor Contact Maintenance Selection
Screen (p. 6-2) without saving your entries.

F24=Delete

The F24=DeLeTE function key displays only if you selected to delete the
contact. Press F24=DEeLETE to delete the contact. The Vendor Contact
Maintenance Selection Screen (p. 6-2) will appear.

Enter

Press ENTER to save your entries. The Vendor Contact Maintenance Selection
Screen (p. 6-2) will appear.
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Vendor Email Contacts Listing

Once you have set up your vendor email contacts, you can print a listing of them and their settings
through the Vendor Email Contacts Listing option on the Mail Server File Maintenance Menu (MENU
MSFILE).

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Vendor Contact Listing Screen Used to limit the contacts that print on the list according
to specific criteria.
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Vendor Contact Listing Screen

YEMDOR COMTACT LISTING

Yendor: To:

F3=Cancel

This screen appears after you select option 12 - Vendor Email Contacts Listing (MENU MSFILE). Use
this screen to limit the contacts that print on the list according to specific criteria.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

Vendor Contact Listing Screen Fields and Function Keys

Field/Function Key Description

Vendor Key the vendor number or range of vendor numbers for which vendor e-mail
contacts will print.

Leave this field blank to print e-mail contacts for all vendors.

Valid Values: Any vendor number defined through Vendor Master
Maintenance (MENU POFILE).

(2 @ A 6) Optional

F3=Cancel Press F3=CANCEL to cancel this option and return to MENU MSFILE.

Enter Press ENTER to confirm your selections. The Report Options Screen will
appear. Refer to the Cross Applications User Guide for information about
this screen.
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Vendor Contact Listing

MS836V  01/14/11  9:28:38 VENDOR CONTACT LISTING ADJAPDEMD PAGE: 1
Al Vendors
Contact / Email Address Cntry Phone Ext Cntry Fax Ext

Vendor: IC1000 LITILE ITALY RESTAURANT SUPPLY s
Luigi Bornelli 3% 6-857-9663 0000 39 6-857-9233 oooo

1borne11i@littleitaly. restaurant
Compress: N Password Protect: N Password:
Vendor: IC5000 SASKATCHEWAN PRODUCTS
Harc Dunderdale 519-114-8885 o000 519-115-8889 oooo
marc . dunderdaleBsaskatchewan. products
Compress: N Password Protect: N Password:
Vendor: ICG000 LE FRANCAIS WINERY
Ava Sevres 33 56-744-3366 0000 33 56-744-336% oooo
ava.sevres@lefrancais.winary
Compress: N Password Protect: N Password:

This report prints following your selections on the Vendor Contact Listing Screen (p. 6-10)] and the
Report Options Screen (refer to the Cross Applications User Guide for details about this screen).

This listing prints vendor e-mail contact information for each vendor or range of vendors specified on
the Vendor Contact Listing Screen (p. 6-10).

Vendor Contact Listing Fields

Report/Listing Fields Description

(Header Information) The header information on this report duplicates the From/To ranges you
entered on the Vendor Contact Listing Screen (p. 6-10). For a detailed
description of those fields, refer to that screen.

Contact/Email Address This field prints the contact name and the e-mail address for that contact.

Cty/Phone/Extn These fields print the telephone information for the e-mail contact,
including the country access code and extension, if any.

Cty/Fax/Extn These fields print the fax information for the e-mail contact, including
the country access code and extension, if any.
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cnarter7  User Email Contacts Maintenance/ 7
Listing

User e-mail contacts are defined through User Email Contacts Maintenance (MENU MSFILE). This
option allows you to add, change, or delete contacts from your personal e-mail directory.

User Email Contacts

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

User Contact Maintenance Selection Screen Used to add, change, or delete user contacts.

Personal Email Address Selection Screen  Used to select a user e-mail address.

Internal Email Address Selection Screen Use this screen to select an internal e-mail address
registered Distribution A+ users.

User Contact Maintenance Screen Used to enter or change the contact name, telephone and
fax numbers, and e-mail instructions.
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User Contact Maintenance Selection Screen

Function:

Uzer ID: APDEMQ .

USER COMTACT MAIMTEMAMCE

Fa=Exit  Fd=List

This screen appears after selecting option 3 - User Email Contacts from MENU MSFILE. Use this
screen to add, change, or delete user contacts.

User Contact maintenance Selection Screen Fields and Function Keys

Field/Function Key

Function

Description

Key A to add a user contact.
Key C to change a user contact.

Key D to delete a user contact.
(A 1) Required

User ID

This field specifies the User ID for which you will be adding, changing, or
deleting e-mail contacts.

Default Value: The user ID of the user that signed on to Distribution A+.

Valid Values: Any user ID defined through Register A+ User IDs (MENU

XACIFG). The ability to change an e-mail contact for a user ID other than
your own is based on the Master User Authority field in Authority Profile

Maintenance (MENU XASCTY).

(A 10) Required

Email Address

Key the e-mail address of the user contact you are adding, changing, or
deleting. Separate multiple e-mail addresses with a semi-colon.

You can access a list of existing personal e-mail contacts by pressing F4=LisT.
The Personal Email Address Selection Screen (p. 7-4) will appear.

(A 128) Required
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User Contact maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

F3=Exit Press F3=EXxiT to exit this option and return to MENU MSFILE.

F4=List Press F4=LisT to access a list of existing user e-mail contacts associated with
the user ID in the User ID field. The Personal Email Address Selection
Screen (p. 7-4) will appear.

Enter Press ENTER to save your entries. The User Contact Maintenance Screen (p. 7-
9) will appear.
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Personal Email Address Selection Screen

PERSOMAL EMAIL ADDRESS SELECTION
User: APDEMO APLUS Demo User
5l Contact MName Email Address
1 APDEMO User for demo apdeno_userBacof f icezupply. con
Last
Limits:  Conbact Mame: . .0 .. ... .. .. ... ......
Email Address. e
sel: _,
FZ=Phone Mo Fd=Internal F5=Customer FB=Vendor F39=Dist Grp  F1Z=Return

This screen appears after you:

» press F4=LisT on the User Contact Maintenance Selection Screen (p. 7-2)

» key a question mark in the Email Address field on the Distribution Group Email Address Selection
Screen (p. 9-4)

» key a question mark in the CC Address ficld or BCC Address field on the Email Options Screen (p. B-

2)

Use this screen to select a user e-mail address.

Personal Email Address Selection Screen Fields and Function Keys

Field/Function Key Description

User The user ID and user name whose personal e-mail list is displayed.
Display

Sl The selection number for the e-mail address. Key this number in the Sel field
to select an e-mail address.
Display

Contact Name This column displays a list of contact names associated with the user ID.

Display
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Personal Email Address Selection Screen Fields and Function Keys

Field/Function Key

Email Address/Phone
Number/Fax Number

Description

This column displays the e-mail address, phone number, or fax number of the
contact. The information displayed in this column depends on your selection
with the F2=PHoONE No / F2=Fax No / F2=EMAIL ADDR toggle key.

Display

Limits: Contact Name

Key all or part of a contact name to limit the contacts that display for this
user ID on this screen to those contacts that match the limit criteria.

(A 25) Optional

Limits: Email Address

Key all or part of an e-mail address to limit the contacts that display for this
user ID on this screen to those contacts with an e-mail address that match the
limit criteria.

(A 25 / A 50) Optional

Sel

Key the number displayed in the Sl field that corresponds to the contact you
want to select.

(N 2,0) Optional

F2=Phone No/Fax No/
Email Addr

This key is used as a toggle to display either the contact’s phone number, fax
number, or e-mail address.

Press F2=PHoNE NUMBER to display the country access code, phone number,
and extension.

Press F2=Fax No to display the country access code, fax number, and
extension.

Press F2=EmAIL ADDR to display the e-mail address.

F4=Internal

The F4=INTERNAL function key displays only if you accessed this screen from
the Email Options Screen (p. B-2) or left the User ID field blank on the User
Contact Maintenance Selection Screen (p. 7-2).

Press F4=INTERNAL to access the Internal Email Address Selection Screen (p. 7-
7).

F5=Customer

The F5=CusTomER function key displays only if you accessed this screen from
the Email Options Screen (p. B-2), or left the User ID field blank on the User
Contact Maintenance Selection Screen (p. 7-2).

Press F5=CusToMER to access the Customer/Ship To Email Address Selection
Screen (p. 5-8).

F6=Vendor

The F6=VenDOR function key displays only if you accessed this screen from
the Email Options Screen (p. B-2) or left the User ID field blank on the User
Contact Maintenance Selection Screen (p. 7-2).

Press F6=VENDOR to access the Vendor Email Address Selection Screen (p. 6-
4).
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Personal Email Address Selection Screen Fields and Function Keys

Field/Function Key

F9=Dist Grp

Description

The F9=DisT Grp function key displays only if you accessed this screen from
the Email Options Screen (p. B-2) or left the User ID field blank on the User
Contact Maintenance Selection Screen (p. 7-2).

Press F9=DisT GRP to access the Distribution Group Email Address Selection
Screen (p. 9-4).

F12=Return

If you accessed this screen from the User Contact Maintenance Selection
Screen (p. 7-2), press F12=RETURN to return to that screen without making a
selection.

If you accessed this screen from the Email Options Screen (p. B-2), press
F12=RETURN to return to that screen without making a selection.

Enter

This key serves multiple functions:

« Ifyou changed the User ID or you entered information in the Limits field,
press ENTER to update the screen display.

« Ifyou keyed a number in the Sel field, press ENTER to select that e-mail
address.

e Ifyou accessed this screen by pressing F4=LisT on the User Contact
Maintenance Selection Screen (p. 7-2), you will be returned to that screen,
and the e-mail address you selected will appear in the Email Address field.

« Ifyou accessed this screen by entering a question mark in the CC Address
field or BCC Address field on the Email Options Screen (p. B-2), you will
be returned to that screen and the e-mail address you selected will appear.
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Internal Email Address Selection Screen

L Contact MName

IMTERMAL EMAIL ADDRESS SELECTION

1 APLUS CompanuZ ALL WH Aut seoguilinfor. com
& APLUS Mazter User Securit wxxmaster@infor.com
3 APLUS Companul Warehoused xxexBl3@infor. com

Email Address

Sel:

Limit=z:  Contact Mame:  APLUS ... ... . .. ... .......
Email Address:

F1Z=Return

This screen appears after you press F4=INTERNAL on the Personal Email Address Selection Screen (p. 7-
4). This screen displays a list of e-mail addresses for registered Distribution A+ users. Use this screen
to select an internal e-mail address.

Internal Email Address Selection Screen Fields and Function Keys

Field/Function Key

Description

Sl The selection number for the e-mail address. Key this number in the Sel field
and press ENTER to select an internal contact e-mail address.
Display

Contact Name This column displays a list of contact names.
Display

Email Address This column displays the e-mail address of the contact. The addresses in this

list are the addresses defined for the user through Register A+ User IDs
(MENU XACFIG).

Display

Limits: Contact Name

The Contact Name field allows you to restrict the information that displays
on this screen according to specific contact criteria.

Key part of a contact name to limit the contacts that display on this screen to
those contacts that match the limit criteria.

(A 25) Optional
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Internal Email Address Selection Screen Fields and Function Keys

Field/Function Key

Limits: Email Address

Description

The Email Address field allows you to restrict the information that displays
on this screen according to specific email criteria.

Key part of an e-mail address to limit the contacts that display on this screen
to those contacts with e-mail addresses that match the limit criteria.

(A 50) Optional

Sel Key the number displayed in the SI column that corresponds to the contact
you want to select.
(N 2,0) Required

F12=Return Press F12=RETURN to return to the Personal Email Address Selection
Screen (p. 7-4), without making a selection.

Enter Press ENTER to confirm your selections. The Email Options Screen (p. B-2)

will appear.
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User Contact Maintenance Screen

USER COMTACT HAINTEMANCE

llzer ID: APDEMO APLUS Demo User

Email Address:  apdemo_user@acofficesupply. con

Contact: BPDEMO User, for demo oL,
Phaone Mumber: 1. AO0-343-2414 1z .
Fax Mumber:
Compress: N [Y,H)

Password Protect: W OY,M)  Password:

F1Z=Return

TECHNICAL NOTE:  This shared screen displays from program MS830FM and screen
name MAINT]I.

This screen appears after you press ENTER on the User Contact Maintenance Selection Screen (p. 7-2).
Use this screen to enter or change the contact name, telephone and fax numbers, and e-mail
instructions.

User Contact Maintenance Screen Fields and Function Keys

Field/Function Key Description

Contact Key the name of the contact associated with the e-mail address.
(A 30) Required

Phone Number Key the phone number of the user contact, including the country access code,
if any, and extension.

(N'3,0/N 20,0 /N 4,0) Optional

Fax Number Key the fax number of the user contact, including the country access code, if
any, and extension.

(N'3,0/N 20,0/ N 4,0) Optional
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User Contact Maintenance Screen Fields and Function Keys

Field/Function Key

Compress

Description

Use this field to specify whether documents sent as e-mail attachments to this
contact will be compressed.

Key Y to compress attachments sent to this contact.

Note: Ifyou key Y to compress document attachments, the recipient
must have standard data compression software or be using an e-
mail client that supports compression in order to open the
attachment.

Key N to leave attachments sent to this contact uncompressed.

Default Value: N
(A 1) Required

Password Protect

Use this field to specify whether documents sent as e-mail attachments sent
to this contact will be password protected. If you select to password protect
documents, the recipient will not be able to open the e-mail without the
password.

Key Y to require password protection for attachments sent to this contact.

Note: If'you key Y to password protect attachments, then you must
also key Y in the Compress field.

Key N if send attachments to this contact without password protection.

Default Value: N
(A 1) Required

Password

This field is required if you keyed Y in the Password Protect field. If you
keyed N in the Password Protect field, then you must leave this field blank.

Key a password. The recipient must know the password and key it exactly as
you enter it here in order to open the e-mail attachment. E-mail passwords
are case sensitive.

(A 10) Required/Blank

F12=Return

Press F12=REeTURN to return to the User Contact Maintenance Selection
Screen (p. 7-2) without saving your entries.

F24=Delete

The F24=DeLeTE function key displays only if you selected to delete the
contact. Press F24=DeLETE to delete the contact. The User Contact
Maintenance Selection Screen (p. 7-2) will appear.

Enter

Press ENTER to save your entries. The User Contact Maintenance Selection
Screen (p. 7-2) will appear.
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User Email Contacts Listing

Once you have set up your user email contacts, you can print a listing of them and their settings

through the User Email Contacts Listing option on the Mail Server File Maintenance Menu (MENU
MSFILE).

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

User Contact Listing Screen Used to limit the contacts that print on the list according
to one or more user IDs.
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User Contact Listing Screen

UsER COWTACT LISTIMG

=zer ID: To:

F3=Cancel

This screen appears after you select option 13 - User Email Contacts Listing (MENU MSFILE). Use
this screen to limit the contacts that print on the list according to one or more user IDs.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

User Contact Listing Screen Fields and Function Keys

Field/Function Key Description

User Key the user ID or range of user IDs for which contacts will print.
Leave this field blank to print contacts for all users.

Valid Values: Any registered user ID defined through Register A+ User IDs
(MENU XACFIG).

(2 @ A 10) Optional

F3=Cancel Press F3=CaNcEL to cancel this option and return to MENU MSFILE.

Enter Press ENTER to confirm your selections. The Report Options Screen will
appear. Refer to the Cross Applications User Guide for information about
this screen.
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User Contact Listing

HS836U  D1/44/41 10:52:02 USER CONTACT LISTING AD/APDEHO PAGE: 1
A11 Users
Contact / Email Address Cntry Phane Ext Cntry Fax Ext
User: APDEMO APLUS Deno User
APDEHD User for demo 1 B00-343-2414 0042 0000
apdemo_user@acoffi cesqu1¥ .con
Conpress: N Password Protect: N Password:
User: APLUS APLUS Demo User
APLUS User for demo 0000 0000
ap]us_user@acofficesupg]y.com
Comprass: N Password Protect: N Password:

This listing prints following your selections on the User Contact Listing Screen (p. 7-12) and the Report
Options Screen (refer to the Cross Applications User Guide for details about this screen).

This listing prints user e-mail contact information for the user or users you specified on the User
Contact Listing Screen (p. 7-12).

User Contact Listing Fields

Report/Listing Fields Description

(Header Information) The header information on this list duplicates the From/To ranges you
entered on the User Contact Listing Screen (p. 7-12).

Contact/Email Address This field prints the contact name and the e-mail address for that contact.

Cty/Phone/Extn These fields print the telephone information for the e-mail contact,
including the country access code and extension, if any.

Cty/Fax/Extn These fields print the fax information for the e-mail contact, including
the country access code and extension, if any.
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cuarters  Distribution Groups Maintenance/
Listing

E-mail distribution groups are defined through the Distribution Groups Maintenance option on the
Mail Server File Maintenance Menu (MENU MSFILE). This option allows you to add, change, or
delete an e-mail distribution group code and name.

Distribution groups are only used with Distribution A+ Mail Server. They are not used with the
interface of Distribution A+ forms@work to Optio.

Distribution Groups Maintenance

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Distribution Group Maintenance Selection Used to add, change, or delete a distribution group code.
Screen

Distribution Group Maintenance Screen Use this screen to provide a name for the distribution
group you are adding or maintaining.
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Distribution Group Maintenance Selection Screen

LISTRIBUTION GROUP HMATHTEMAMCE

Function: (A,C,0

Digtribution Group?

Fa=Exit

This screen appears when selecting option 4 - Distribution Groups Maintenance from MENU
MSFILE. Use this screen to add, change, or delete a distribution group code.

A distribution group consists of a code and addresses. Distribution groups enable mass e-mailing by
allowing multiple e-mail addresses to be associated with a single code (or group). This code can then
be entered in the TO Address, CC Address, or BCC Address field on the Email Options Screen (p. B-2).
The e-mail will then be sent to all the addresses assigned to that code.

This screen allows you to create, change, and delete distribution group codes. Addresses are assigned
to these codes through Distribution Group Assignments (MENU MSFILE).

Distribution Group Maintenance Selection Screen Fields and Function Keys

Field/Function Key Description

Function Key A to add a distribution group code.
Key C to change a distribution group code.

Key D to delete a distribution group code.
(A1) Required

Distribution Group Key the distribution group code you want to add or maintain.
(A 5) Required

F3=Exit Press F3=ExiT to exit this option and return to MENU MSFILE.

Enter Press ENTER to confirm your entries. The Distribution Group Maintenance
Screen (p. 8-3) will appear.
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Distribution Group Maintenance Screen

DISTRIEUTION GROUP HAINTENAMCE CHAKCER
Diztribution Group: WHOLE
Diztribution Group Mame: Mholesalers o,
Fl1z=Return

This screen appears after pressing ENTER on the Distribution Group Maintenance Selection Screen (p. 8-
2). Use this screen to provide a name for the distribution group you are adding or maintaining.

Distribution Group Maintenance Screen Fields and Function Keys

Field/Function Key Description

Distribution Group This field displays the code of the distribution group you are adding or

maintaining.
Display
Distribution Group Key a name for the distribution group you are adding or maintaining,
Name (A30) Required
F12=Return Press F12=ReTURN to return to the Distribution Group Maintenance Selection

Screen (p. 8-2) without saving your entries.

F24=Delete The F24=DeLeTE function key displays only if you selected to delete the
distribution group code. Press F24=DELETE to delete the distribution group
code. The Distribution Group Maintenance Selection Screen (p. 8-2) appears.

Enter Press ENTER to save your entries. The Distribution Group Maintenance
Selection Screen (p. 8-2) appears.

8-3



Infor Distribution A+ Mail Server User Guide

Distribution Group Codes Listing

Once you have set up your e-mail distribution groups, you can print a listing of them and their settings
through the Distribution Groups Listing option on the Mail Server File Maintenance Menu (MENU
MSFILE).

This section explains the Distribution Groups Listing option. This option does not have any selection
criteria. When you select the Distribution Groups Listing option, the Report Options Screen appears.
Refer to the Cross Applications User Guide for a description of this screen.
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Distribution Group Codes Listing

G855 01114111 9.02.22 OISTRIBUTION GROUP CODES LISTING ADIAPDEMO  PAGE ¢
Distribution
Group Code  Description

RETL Ratail Qutlets
WHOLE Wholesalers

Selecting the Distribution Group Codes Listing (MENU MSFILE) displays the Report Options Screen.

This listing prints after pressing ENTER on the Report Options Screen (refer to the Cross Applications
User Guide for details about this screen).

This listing prints all the distribution group codes defined through Distribution Groups Maintenance
(MENU MSFILE).

Distribution Group Codes Listing Fields

Report/Listing Fields Description

Distribution Group Code  This fields lists the distribution group codes.

Description This field lists the description that corresponds to the group code.
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CHAPTER 9 Distribution Group Assignments
Maintenance/Listing

E-mail addresses are assigned to e-mail distribution groups through the Distribution Group
Assignments Maintenance option on the Mail Server File Maintenance Menu (MENU MSFILE).
When you key the distribution group code in the TO Address, CC Address, or BCC Address field on the
Email Options Screen (p. B-2), the e-mail attachment will be sent to all the addresses you assigned to
that code.

Distribution groups are only used with Distribution A+ Mail Server. They are not used with the
interface of Distribution A+ forms@work to Optio.

Distribution Group Assignments

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Distribution Group Assignment Screen Used to add or delete an e-mail address from a
distribution group.

Distribution Group Email Address Used to select an e-mail address from a distribution
Selection Screen group.
Distribution Group Assignment Used to confirm your entries on the Distribution Group

Confirmation Screen Assignment Screen.
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Distribution Group Assignment Screen

DISTRIBUTION GROUP ASSTGMMEMT

Function: (A0

Diztribution Group?

Email Address?

Fa=Exit Fd=List

This screen appears after selecting option 5 - Distribution Group Assignments from MENU MSFILE.
Use this screen to add or delete an e-mail address from a distribution group.

Distribution Group Assignment Screen Fields and Function Keys

Field/Function Keys Description

Function Key A to add an e-mail address.

Key D to delete an e-mail address.
(A 1) Required

Distribution Group Key the distribution group code for which you want to add or delete an e-
mail address.

Valid Values: Any distribution group defined through Distribution Group
Maintenance (MENU MSFILE).

(A 5) Required

Email Address Key the e-mail address you want to add to or delete from the distribution
group.
If you don’t remember the e-mail address you want to delete, press F4=LisT to
access a list of previously added addresses.
To find a valid email address, use the question mark to display the Personal
Email Address Selection Screen (p. 7-4).
(A 128) Required

F3=Exit Press F3=ExiT to exit this option and return to MENU MSFILE.
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Distribution Group Assignment Screen Fields and Function Keys

Field/Function Keys Description

F4=List Press F4=LisT to list all existing distribution groups and the e-mail addresses
associated with the group. The Distribution Group Email Address Selection
Screen (p. 9-4) will appear. If you key a distribution group code in the
Distribution Group field, only addresses for that code will display.

Enter Press ENTER to confirm your entries. The Distribution Group Assignment
Screen (p. 9-2) appears.
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Distribution Group Email Address Selection Screen

DISTRIBUTION GROUP EMATL ADDRESS SELECTION

Dist

5l Group Email Address

1 RETL azavresltl efrancaiz.winery
Z RETL pmazonBnapavalley.vineyard
3 FETL  wemuthelbighenclock. shop

Limitz: Distribution Group:
Email Address:

F1Z=Return

This screen appears after you press F4=LisT on the Distribution Group Assignment Screen (p. 9-2). This
screen also appears after you press F9=DisT GRP on the Personal Email Address Selection Screen (p. 7-
4), if you accessed that screen from the Email Options Screen (p. B-2). Use this screen to select an e-
mail address from a distribution group.

This screen displays only those e-mail addresses that have been previously assigned to a distribution

group.

Distribution Group Email Address Selection Screen Fields and Function Keys

Field/Function Key

Description

Sl The selection number for the e-mail address. Use this number to select a
distribution group e-mail address.
Display

Dist Group This column displays the distribution group code.
Display

Email Address The column displays the e-mail address of the contact.

Display

Limits: Distribution
Group

Key all or part of a distribution group code to limit the information that
displays on this screen to the information that matches the limit criteria.

(A 25) Optional
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Distribution Group Email Address Selection Screen Fields and Function Keys

Field/Function Key

Limits: Email Address

Description

Key all or part of an e-mail address to limit the information that displays on
this screen to the information that matches the limit criteria.

(A 50) Optional

Sel

Key the number displayed in the Sl field that corresponds to the e-mail
address you want to select.

(N 2,0) Optional

F12=Return

If you accessed this screen from the Distribution Group Assignment
Screen (p. 9-2), press F12=RETURN to return to that screen without making a
selection.

If you accessed this screen from Personal Email Address Selection Screen (p.
7-4), press F12=RETURN to return to that screen without making a selection.

Enter

This key serves multiple functions:

» If you entered information in the Limits field, press ENTER to update the
screen display.

» Ifyou keyed a number in the Sel field, press ENTER to select that e-mail
address.

» Ifyou accessed this screen by pressing F4=LisT on the Distribution
Group Assignment Screen (p. 9-2), you will be returned to that screen,
and the e-mail address you selected will appear in the Email Address
field.

» If you accessed this screen by pressing F9=DisT GRp on the Personal
Email Address Selection Screen (p. 7-4), the Email Options Screen (p.
B-2) will appear, and the e-mail address you selected will appear in the
TO Address field.
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Distribution Group Assignment Confirmation Screen

Email Address:

Diztribution Group:  RETL

DISTRIEUTION GROUP ASSIGHHENT

pmazon@napaval ey, vineyard

F1Z=Return

This screen displays after you press ENTER on the Distribution Group Assignment Screen (p. 9-2). Use
this screen to confirm your entries on that screen.

Distribution Group Assignment Confirmation Screen Fields and Function Keys

Field/Function Key

Distribution Group

Description

This field displays the distribution group you keyed on the Distribution
Group Assignment Screen (p. 9-2).

Display

Email Address

This field displays the e-mail address you keyed on the Distribution Group
Assignment Screen (p. 9-2). Depending on your selection on that screen, the
address will be added to or deleted from the distribution group.

Display

F24=Delete

The F24=DeLeTE function key will only display if you selected to delete an e-
mail address on the Distribution Group Assignment Screen (p. 9-2).

Press F24=DEeLETE to confirm the deletion of the e-mail address. You will be
returned to the Distribution Group Assignment Screen (p. 9-2).

F12=Return

Press F12=RETURN to return to the Distribution Group Assignment Screen (p.
9-2) without adding or deleting an address.

Enter

Press ENTER to add an e-mail address to the group. You will be returned to the
Distribution Group Assignment Screen (p. 9-2).
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Distribution Group Assignment Listing

Once you have assigned e-mail addresses to your distribution groups, you can print a listing of the
assignments and their settings through the Distribution Group Assignments Listing option on the Mail
Server File Maintenance Menu (MENU MSFILE).

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose
Distribution Group Assignment Listing Used to print a list of existing distribution group
Screen assignments or range of distribution group assignments.
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Distribution Group Assignment Listing Screen

DISTRIBUTION GROUP AS5IGMMEMT LISTIMG

Diztribution Group? Taoft

F3=Cancel

This screen appears after you select option 15 - Distribution Group Assignment Listing (MENU
MSFILE). Use this screen to print a list of existing distribution group assignments or range of
distribution group assignments.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To
Ranges.

Distribution Group Assignment Listing Screen Fields and Function Keys

Field/Function Key Description

Distribution Group Use this field to specify a distribution group or range of distribution groups
to print on the list.

Valid Values: Any distribution group defined through Distribution Groups
Maintenance (MENU MSFILE) and assigned e-mail addresses through
Distribution Group Assignments (MENU MSFILE).

(2 @ A 5) Optional

F3=Cancel Press F3=CANCEL to cancel this option and return to MENU MSFILE.

Enter Press ENTER to confirm your entries. The Report Options Screen will appear.
Refer to the Cross Applications User Guide for information about this
screen.
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Distribution Group Assignment Listing

Hodde 01114111 9:02:4 OISTRIBUTION GROUP ASSIGRHENTS LISTING AQ/APDEHD PAGE: 1
A1 Distribution Groups

Enail Address

etritionGrog: REL tell 0le

asavraslefrancais. winary
puasonénapaval ey vineyard
waity thedi ghanc ] ack. shap

This listing prints following your selections on the Distribution Group Assignment Listing Screen (p.
9-8) and the Report Options Screen (refer to the Cross Applications User Guide for details about this
screen).

This listing prints the distribution group assignments for the distribution group or range of distribution
groups you specify on the Distribution Group Assignment Listing Screen (p. 9-8).

Distribution Group Assignment Listing

Report/Listing Fields Description

(Header Information) The header information on this list duplicates the From/To ranges you
entered on the Distribution Group Assignment Listing Screen (p. 9-8).

Distribution Group Code  The group code created for the distribution group.

Distribution Group Name The description of the distribution group.

Email Address The e-mail address of each contact contained in the specified distribution
group.
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Listing

Mail Server options are defined through the Mail Server Options Maintenance option on the Mail
Server File Maintenance Menu (MENU MSFILE). This option allows you to maintain company
specific options for emailing using forms@work and several aspects of the Mail Server Broker.

Mail Server Options Maintenance

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title

Mail Server Options Maintenance Screen

Purpose

Used to select whether you want to maintain system
wide options, or company specific options.

Mail Server System Options Maintenance
Screen

Used to define the job queue, start option, retention
properties of the Mail Server Broker, and the default TO
email address for listings and reports.

Mail Server Default Email Address
Maintenance Screen

Used to define the default ‘from’, AR, PO, OE and BQ
email addresses.

Mail Server Company Options Maintenance
Screen

Used to define a customized email template for each
document type.

Mail Server Company Custom Form Screen

Used to define the custom email template for the
specified document type for the specified company.
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Mail Server Options Maintenance Screen

MAIL SERVER OPTIOWS MATHTEMAMCE

Company? _ , @8 = System Options
B1-99 = Company Options

Fa=Exit

This screen appears after selecting option 6 - Mail Server Options Maintenance from MENU MSFILE.
Use this screen to select whether you want to maintain system wide options, or company specific

options.

Mail Server Options Maintenance Screen Fields and Function Keys

Field/Function Key

Company

Description

Use this field to specify the type of Mail Server options you want to
maintain.

Key 00 or leave this field blank to maintain Mail Server system-wide options.
Key a company number to maintain company-specific Mail Server options.

Valid Values: 00 or blank for system options, or a company number defined
through Company Name Maintenance (MENU XAFILE) for company-
specific options.

(N 2,0) Required/Blank

F3=Exit

Press F3=ExiT to exit this option and return to MENU MSFILE.

Enter

Press ENTER to save your changes and continue.

If you keyed 00 in the Company field or left it blank, the Mail Server System
Options Maintenance Screen (p. 10-3) appears.

If you keyed a company number in the Company field, the Mail Server
Company Options Maintenance Screen (p. 10-8) appears.
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Mail Server System Options Maintenance Screen

MAIL SERVER SYSTEM OFTIOMS MAIMTENAMCE

Mail Server Eroker Job Queus: QRIMTER, . ...
Start Mail Server Broker when A+ 1z started: X, (¥, N
Mumber of days to keep Mail Server requests: L

Default TO Address
to User Address for Listings & Reports: M, LY, M)

Fl2=Return

This screen appears after keying 00 (system options) in the Company field and pressing ENTER on the
Mail Server Options Maintenance Screen (p. 10-2).

Use this screen to define the job queue, start option, retention properties of the Mail Server Broker, and
the default TO email address for listings and reports.

Mail Server System Options Maintenance Screen Fields and Function Keys

Field/Function Key Description

Mail Server Broker Job Key the job queue you want to assign to the Mail Server Broker.

Queue Valid Values: A queue set up specifically for the Mail Server Broker Job
Queue, or any job queue set up on the System i that supports multiple
concurrent jobs.

(A 10) Required

Start Mail Server Use this field to control whether or not the Mail Server Broker starts when
Broker when A+ is Distribution A+ is started. If you do not start the Mail Server Broker
started automatically with the start of Distribution A+, you must start it manually

through the Start Mail Server Broker option (MENU MSMAIN).

Key Y to start the Mail Server Broker automatically when Distribution A+ is
started.

Key N if you do not want the Mail Server Broker to start automatically when
Distribution A+ is started.

Default Value: N
(A 1) Required
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Mail Server System Options Maintenance Screen Fields and Function Keys

Field/Function Key

Number of days to
keep Mail Server
requests

Description

When the Mail Server Broker is started, it purges requests older than the
number of days you define in this option. Use this field to control how long
the Mail Server Broker will retain Mail Server requests. Requests must be
kept for at least 7 days and cannot be kept for more than 120 days.

Key the number of days you want the system to keep Mail Server Requests.

Note: If you save a Mail Server request through Mail Server Inquiry
(MENU MSMAIN), it will not be purged when it reaches the
age limit specified in this field. You must delete saved requests
manually through Mail Server Inquiry (MENU MSMAIN).

Default Value: 7

Valid Values: Any number between 7 and 120
(N 3,0) Required

Default TO Address to
User Address for
Listings & Reports

Use this field to specify, for listings and reports, if you want the TO Address
field on the Email Options Screen (p. B-2) to be automatically defaulted to the
user’s email address (if available) that is running the listing or report. The
user’s email address is defined in the User Email Address field through
Register A+ User IDs (MENU XACFIG).

Key Y to use the user’s email address (if available) that is running the listing
or report as the default TO Address for the listing or report. If one is not
available, the TO Address will default to the Mail Server default system
option defined in the Email Address field on the Mail Server Default Email
Address Maintenance Screen (p. 10-5).

Note: If this field is Y, it does not apply to specialized documents
such as Purchase Orders, Invoices, Acknowledgments, etc. For
specialized documents, you will have to make an email address
selection on the Email Options Screen (p. B-2).

Key N if you do not want the TO Address defaulted to the user’s email
address that is running the listing or report. Instead, you will be required to
key in the TO Address on the Email Options Screen (p. B-2).

Default Value: N

(A 1,0) Required

F12=Return Press F12=RETURN to exit this option and return to the Mail Server Options
Maintenance Screen (p. 10-2).
Enter Press ENTER to confirm your selections. The Mail Server Default Email

Address Maintenance Screen (p. 10-5) will appear.
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Mail Server Default Email Address Maintenance Screen

MAIL SERVER DEFAULT EMAIL ADDRESS MAIWTEMAMCE

Company: 1 A &C Office Supply

Email Address: e o ]« 3 T T
R Easil firessi CregitnenaserSate oFFice SBBLES ...,
PO fuait haress: SeniorbuserSate_ofFice_SPRLLTER, ..., ...,
F fusil ddressi wolesRafic_aFFice SUBBMTER, ..o\
0wl dddress: nevsalesade oFFice SBRNATER, ...

Fl2=Return

This screen appears after pressing ENTER on the Mail Server System Options Maintenance Screen (p.
10-3) or the Mail Server Company Custom Form Screen (p. 10-9).

Use this screen to define the default ‘from’, AR, PO, OE and BQ email addresses.

The hierarchy for which email address is used, is as follows:

1.

User email address, if found

2. AR, PO, OE, BQ at the company level, if found
3. AR, PO, OE, BQ at the system level, if found

4.
5

Company level default, if found

. System level default

If there is no email address on file for the vendor and the PO is flagged to email to the vendor, either
the company default PO email address (if available) or the company default email address will be used
to send emails.

Note: Ifan error occurs for an email address, a general message will appear on the
lower portion of the screen and the cursor will be positioned on the email address
that has the error.
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Mail Server Default Email Address Maintenance Fields and Function Keys

Field/Function Key

Company

Description

This field displays only when maintaining company options (not system
options) for Mail Server.

This field displays the company number for which you are defining email
addresses.

Display

Email Address

Use this field to specify a default email address for the sender. The address in
this field is used as the FROM Email Address on the email, if the user sending
the email does not have a User Email Address defined through Register A+
User IDs (MENU XACFIG) and no application (AR, PO, OE, BQ) default
addresses have been entered on this screen.

This field is only required when maintaining system options for Mail Server.
When maintaining company options, it is optional.

NotE: If'there is no email address on file for the vendor and the PO is
flagged to email to the vendor, either the company default PO
email address (if available) or the company default email
address will be used to send emails.

(A 128) Required/Optional

AR Email Address

Use this field to specify a default Accounts Receivable (AR) email address
for the sender. The address in this field is used as the FROM Email Address on
Invoices, Statements, Overdue Notices and Remittance Advice.

This field is optional regardless if you are maintaining system options or
company options for Mail Server.

(A 128) Optional

PO Email Address

Use this field to specify a default Purchasing (PO) email address for the
sender. The address in this field is used as the FROM Email Address on
Purchase Orders that are emailed.

This field is optional regardless if you are maintaining system options or
company options for Mail Server.

Norte: If there is no email address on file for the vendor and the PO is
flagged to email to the vendor, either the company default PO
email address (if available) or the company default email
address will be used to send emails.

(A 128) Optional
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Mail Server Default Email Address Maintenance Fields and Function Keys

Field/Function Key

OE Email Address

Description

Use this field to specify a default Order Entry (OE) email address for the
sender. The address in this field is used as the FROM Email Address on Pick
Lists, Order Acknowledgments and Pack Lists that are emailed.

This field is optional regardless if you are maintaining system options or
company options for Mail Server.

(A 128) Optional

BQ Email Address

Use this field to specify a default Bid & Quote (BQ) email address for the
sender. The address in this field is used as the FROM Email Address on
Vendor RFQ’s and Customer Quotes that are emailed.

This field is optional regardless if you are maintaining system options or
company options for Mail Server.

(A 128) Optional

F12=Return

Press F12=RETURN to return to the previous screen, without saving any
changes made on this screen.

Enter

Press ENTER to confirm your selections and continue. The Mail Server
Options Maintenance Screen (p. 10-2) appears.
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Mail Server Company Options Maintenance Screen

MAIL SERVER COMPAMY OPTIOMS MATMTEMAMCE

Compary: 1 A & C Office Supply

(% = custom form, blank = system default)
Acknowl edgement
Irvoice
Pack Slip
Pick List
AR Statements
Purchaze Order

F1Z=Return

This screen appears after entering a company number in the Company field and pressing ENTER on the
Mail Server Options Maintenance Screen (p. 10-2).

Use this screen to define a customized email template for each document type.

Mail Server Company Options Maintenance Fields and Function Keys

Field/Function Key Description

(Documents) Use these fields to indicate whether you want to create a custom email
coversheet for the displayed document types. A custom email coversheet
contains form text for the email to which the specified document type will be
attached.

Key X beside each document type for which you want to create a custom
email coversheet.

Leave these fields blank if you do not want to create a custom email
coversheet.

(A 1) Required/Blank

F12=Return Press F12=RETURN to return to the Mail Server Options Maintenance
Screen (p. 10-2).

Enter Press ENTER to confirm your selections and continue. The Mail Server
Company Custom Form Screen (p. 10-9) appears.
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Mail Server Company Custom Form Screen

Body:

Compatiy: 1 A%COffice Suppluy
Document: 1 Acknowl edgement

Attachment: Acknowledgement
Subis  AcknowlEdmE e

MAIL SERVER COMPAMY CUSTOM FORM

F1Z=Return

This screen appears once for each document type beside which you keyed an X on the Mail Server
Company Options Maintenance Screen (p. 10-8).

Use this screen to define the custom email coversheet for the specified document type for the specified
company. The information specified on this screen can be overridden on the Email Options Screen (p.
B-2), if you choose to email the document.

Mail Server Company Custom Form Fields and Function Keys

Field/Function Keys

Attachment

Description

Use this field to specify the filename for the document that will be attached
to the email for which you are defining a custom coversheet.

Valid Values; The name of a valid document that can be emailed.
(A 20) Required

Subj

Use this field to specify the default subject line for the email that transmits
this document.

(A 70) Optional

Body

Use this field to key the default body text for the email that transmits this
document.

If you are using forms@work, only the first 280 characters will be
transmitted. the 280 characters must be within the first 4 lines of the field.

(A 490) Optional
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Mail Server Company Custom Form Fields and Function Keys

Field/Function Keys Description

F12=Return Press F12=RETURN to return to the Mail Server Company Options
Maintenance Screen (p. 10-8) without saving your changes.

Enter Press ENTER to save your changes.

If you keyed X beside additional document types, this screen will refresh and
the next document type’s custom form information will appear.

If there are no more custom coversheets to maintain, pressing ENTER will
display the Mail Server Default Email Address Maintenance Screen (p. 10-5)
and your changes will be saved.

Mail Server Options Listing

Once you have set up your Mail Server options, you can print a listing of them through the Mail Server
Options Listing option on the Mail Server File Maintenance Menu (MENU MSFILE).

This section explains the Mail Server Options Listing option. This option does not have any selection
criteria. When you select the Mail Server Options Listing option, the Report Options Screen appears.
Refer to the Cross Applications User Guide for a description of this screen.
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Mail Server Options Listing

M5805 04/30/14 17.12.00 MAIL SERVER SYSTEM OPTIONS LISTING AWIAPDEMD  PAGE 1
Mail Server Broker Job Queue : QINTER
Start Mail Server Broker When At is Started Y
No. of Days to Keep Mail Server Requests T
Oft TO Addr to User Addr for Lists & Reports : Y
Oft FROM Email Address: apdemo@infor. con
AR Default From Email Address: creditmanager&infor .com
PO Default From Email Address: inventorycontrol nanager@infor.com
(E Default From Email Address: salesmanager@infor. com
BQ Default From Email Address: prospectmanager@infor. com

This listing prints after pressing ENTER on the Report Options Screen (refer to the Cross Applications
User Guide for information about this screen).

This listing prints the values you selected through Mail Server Options Maintenance (MENU
MSFILE).

Refer to Mail Server Options Maintenance (MENU MSFILE) for a description of the fields on this
listing.
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chapter 11 Contacts Listing

You can define stand-alone contacts through the Customer Contacts Maintenance option on the Mail
Server File Maintenance Menu (MENU MSFILE). Once defined, a stand-alone contact can be linked

to multiple customers and/or customer/ship-to addresses, allowing for a contact to be shared across
entities.

Use the Contacts Listing menu option on the Mail Server File Maintenance Menu (MENU MSFILE)
to print a listing of all stand-alone contacts that have been defined.

Contacts Listing

The screens in this option and a brief description of their purpose are listed in the following table. A
complete description of each screen is provided in this section.

Title Purpose

Contact ID Listing Use to print a listing of stand-alone contact information.




Infor Distribution A+ Mail Server User Guide

Contact ID Listing

XAS82  03/10/11 18:28:02 CONTACT ID LISTING EM/APDEHO 1
ID:
First Name: nyadie Name :
Last Name: Peters Job Title Sr. Purchasing Agent
Department : Procurement Contact: John Peters
Phone: 205.949 .7411 4321 Fax: 205.949.7413 1234
mai
John. peters@bonsecoursehools
Compress: N Password Protect: N Password:
CH Preferred: A CM Email: Y CM Bulk Email: ¥ CM Phone: Y CM Fax: ¥ CM Mail: Y
Address Mame: = John Peters Street 1: P.0. Box 60
Street 2: Street 3:
Street 4: City: Bon Secour
State/Prov: AL Zip/Postal: 36511- 0060
Cntry/Region: USA Address Type: ©
Employer Ref:
Type Code Name
c  1i10 Bon Secour School Department
c 41001 Bon Secour Middle School
c  1/10/2 Bon Secour Wilmer Cnty Schools
1D: 1 Salutation: Mrs .
First Name: Jane Middle Name: L.
Last Name: Rivers Job Title: Accounting Manager
Department: Finance Contact: Jane Rivers
Phone: 401 323 7632 9873 Fax: 401 8327639
Email:
jrivers@financialmanagement
Compress: N Password Protect: N Password:
¢n Preferred: A CM Email: ¥ CM Bulk Email: ¥ CM Phone: Y CHM Fax: Y CH Mail: Y
Address Name:@ ~Jane Rivers Sir 641 Bald Hi11 Road
Street 2: street 3
Street 4: Ty Warwick
State/Prov: Rhode_Island_& Providence Plnt Z1p Postal: 02886- 0641
Cntry/Region: USA Address Type: ©
Employer Ref:
Type Code Name
c 110 Bon Secour School Department
c 1/100 Financial Management Services
1D: 2 Salutation: Mr.
First Name: John Middle Name:
Last Name: Rogers Job Title: Collections Consultant
Department: Finance Contact: Jehn Rogers
Phone: 044 205-949-7412 8765 Fax: 205-949-7413 5678
Email:
iohn. rogers@bonsecourschools
Compress: N _ Password Protect: N Passwo
R BreZarred: A TR Bmati: TV CH BOTR Email: Y CM Phone: Y CH Fax: ¥ CM Mail: ¥
Address Mame: John Regers Street 1: P.0. Box 60

This report prints following your selections on the Report Options Screen (refer to the Cross
Applications User Guide for details about this screen).

This listing prints stand-alone contact information. For a description of the fields that print on this
listing, refer to the screens shown in the Customer Contacts Maintenance option on the Mail Server
File Maintenance Menu (MENU MSFILE).




CHAPTER 12 PC File Export OptiOﬂS

Use this option to define file export definitions, such as:

» Integrated File System (IFS) Paths

« Parameters used to open PC files exported to the IFS directory
* PC Programs

» how to set up and launch PC Programs from iSeries

By setting up file export definitions through this option, you have the ability to view and save reports
generated on the iSeries using a PC based application on an attached personal computer.

Define File Exports through the File Export Definition option on the PC File Export Menu (MENU
EXMAIN) or the PC File Export Options on the Cross Application - File Maintenance (MENU
XAFILE).

Important

Users must have access to the Integrated File System (IFS) drive, and the IFS route
must be set up on your system. Refer to IBM Access documentation for setting up and
managing the IFS.

Note: The export process requires that Mail Server system options be defined.

Reports That Support Excel CSV/TSV Exports

The following tables include the specific reports that can be exported to Excel in a CSV (comma
separated value) or a TSV (tab separated value) format.

Reports That Support Excel CSV/TSV Exports

Module Report Program

A/P Open Payables by Vendor Report (Summary) AP300
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Reports That Support Excel CSV/TSV Exports

Module Report Program
A/P Open Payables by Due Date Report AP310
A/R Aged Trial Balance (Detail and Summary) by Salesrep AR300S
A/R Aged Trial Balance (Detail and Summary) by Descending Amount Due AR305
Order
A/R Aged Trial Balance (Detail and Summary) by Call Rep /Descending Amount AR305R
Due Order
A/R Aged Trial Balance (Detail and Summary) by Salesrep /Descending Amount AR305S
Due Order
A/R Customer Profile AR350
A/R A/R Payment History AR460
G/L General Ledger Report GL300
G/L General Ledger Detail GL310
/A Inventory Valuation Report 1A342
/M Item Demand 3-Year Report IM410
O/E Open Order Summary OE300
O/E Tax Report OE370
O/E Item Price List OE380
P/O Open Purchase Order Summary by Vendor Number PO342
P/O Open Purchase Order Summary by PO Number PO343
P/O Open Purchase Order Detail by Item Number PO344
P/O Open Purchase Order Detail by Vendor Number PO346
P/O Open Purchase Order Detail by PO Number PO347
P/O Purchase Order History Summary by Vendor Number PO352
P/O Purchase Order History Summary by Item Number PO353
P/O Purchase Order History Detail by Vendor Number PO356
P/O Purchase Order History Detail by PO Number PO357
S/A MTD/YTD Sales Analysis Summary by Territory/Salesrep/Customer Class SA404A
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Reports That Support Excel CSV/TSV Exports

Module Report Program
S/A MTD/YTD Sales Analysis Summary by Territory/Salesrep/Customer Name SA404C
S/A MTD/YTD Sales Analysis Summary by Salesrep/Customer Class SA404D
S/A MTD/YTD Sales Analysis Summary by Salesrep/Customer Name SA404F
S/A Comparative Sales Analysis Summary by Territory/Salesrep/Customer Class SA424A
S/A Comparative Sales Analysis Summary by Territory/Salesrep/Customer SA424C
Name

S/A Comparative Sales Analysis Summary by Salesrep/Customer Class SA424D
S/A Comparative Sales Analysis Summary by Salesrep/Customer Name SA424F
S/A Customer Ranking Report SA306
S/A Item Ranking Report SA316

PC File Export Options

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title

File Export Prompt Screen

Purpose

Use to specify the type of file export options you want to
add/maintain (company or specific), and to access the
File Export PC Program Definition Prompt Screen,
where you define PC program parameters.

File Export Options Screen

Use to select the Generic Report Prompt IFS Path to be
used for generic reports or the Invoices Preview IFS
Path to be used for the Invoice Preview functionality in
Order Entry.

File Export PC Program Definition Prompt
Screen

Use to define PC Program parameters.

PC Program Selection Screen

Use to add a new PC program or maintain an existing
one.
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Title Purpose

PC Program Definition Screen Use to define how to set up and launch a PC program
from the iSeries.

124



PC File Export Options

File Export Prompt Screen

FILE EXPORT PROMPT

Company? _. [Blank for System Options)

FZ=PC Program F3=Exit

This screen displays after selecting option 1 - PC File Export Options (MENU EXMAIN) or option 32
- PC File Export Options (MENU XAFILE). Use this screen to specify the type of file export options
you want to add/maintain: company specific or system wide options.

You also have the option to press F2=PC PrRoGRAM to access the File Export PC Program Definition
Prompt Screen (p. 12-9), where you define PC program parameters.
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File Export Prompt Screen Fields and Function Keys

Field/Function Key

Company

Description

Use this field to specify the type of file export options you want to add/
maintain: company specific or system wide options.

Key a company number to maintain company specific file export options.
When you select a company, the File Export Options Screen (p. 12-7) prompts
you for the Invoices Preview IFS Path to be used for the Invoice Preview
functionality in Order Entry.

Leave this field blank to maintain system wide options. When this field is left
blank, the File Export Options Screen (p. 12-7) prompts you for the Generic
Report Prompt IFS Path to be used for generic reports and listings.

Note: This field is not protected if the Multi Company field is N in
System Options Maintenance (MENU XAFILE).

Default Value: 00 or blank for system options

Valid Values: a company number defined through Company Name
Maintenance (MENU XAFILE) for company specific options, or blank for
system options

(N 2,0) Required/Blank

F2=PC Program

Press F2=PC ProGraAM to define PC program parameters. The File Export PC
Program Definition Prompt Screen (p. 12-9) will display.

F3=Exit

Press F3=ExiT to cancel this option and return to the menu.

Enter

Press ENTER to confirm your selections and proceed to the File Export
Options Screen (p. 12-7).
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File Export Options Screen

Generic Report Prompt

IFS Paths AAPLUS/EAPORT oo

FILE EXPORT OPTIOWS

F1#=Return

This screen displays after pressing ENTER on the File Export Prompt Screen (p. 12-5). If you left the
Company field blank on the File Export Prompt Screen (p. 12-5) to define system options, the Generic
Report Prompt IFS Path field displays on this screen. If you keyed a company number on the File
Export Prompt Screen (p. 12-5), the Invoices Preview IFS Path field displays on this screen instead.

When defining system options, use this screen to select the Generic Report Prompt IFS Path to be used

for generic reports.

When defining company options, use this screen to select the Invoices Preview IFS Path to be used for
the Invoice Preview functionality in Order Entry.

File Export Options Screen Fields and Function Keys

Field/Function Key

Generic Report Prompt
IFS Path

Description

This field displays if you left the Company field blank on the File Export
Prompt Screen (p. 12-5) to define system options.

Use this field to key the IFS (Integrated File System) path where the PC files
will be exported to for generic reports and listings.
(A 50) Required

Invoices Preview IFS
Path

This field displays if you keyed a company number in the Company field on
the File Export Prompt Screen (p. 12-5).

Use this field to key the IFS (Integrated File System) path where Invoices
will be exported to for the Invoice Preview functionality in Order Entry.

(A 50) Required
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File Export Options Screen Fields and Function Keys

Field/Function Key Description

F12=Return Press F12=RETURN to return to the previous screen without making a
selection.
Enter Press ENTER to confirm your selection and return to the previous screen.
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File Export PC Program Definition Prompt Screen

FILE EXPORT PC PROGRAN DEFIMITION PROMPT

Uzer: (Blank for system)

Dizplay ID:

F3=Exit Fd=lzer List F1Z=Return

This screen displays after pressing F2=PC PrRoGRAM on the File Export Prompt Screen (p. 12-5). Use this
screen to define PC Program parameters. These parameters will be used to open the PC files exported
to the Integrated File System (IFS) directory.

The hierarchy in which you can define parameters, from the most specific level to the most generic
level, includes:

» Defining parameters at the system level (leave the User field blank for system level)

» Defining parameters at the user level (key a user ID in the User field)

» Defining parameters at the user and display ID level (key a user ID in the User field and an System
i display ID in the Display ID field)
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File Export PC Program Definition Prompt Screen Fields and Function Keys

Field/Function Key
User

Description

You have the option to define PC Program parameters system wide or for a
particular user.

To define program parameters system wide, leave this field blank. This is the
most specific level you can define parameters for.

To define program parameters for a particular user, key the ID of the user, or
press F4=USER LIsT to access a user list if you do not recall the user ID. You
must key a user ID in this field if the Display ID field contains a value.

Default Value: Blank for system

Valid Values: Any user ID defined through Register A+ User IDs (MENU
XACIFG) or blank for system.

(A 10) Optional/Required

Display ID

If you keyed a user ID in the User field, use this field to key the System i
Display ID.

Default Value: Blank
(A 10) Optional

F3=Exit

Press F3=ExiT to return to the calling menu.

F4=User List

Press F4=UsER LisT to display the User List Screen, which lists users (users in
the User File in the current base) and environment users (users in the User
Master File in the current environment).

Refer to Maintaining Users (MENU XASCTY) in the User Security User
Guide where the User List Screen is described.

F12=Return Press F12=RETURN to return to the previous screen without saving your
selections.
Enter Press ENTER to confirm your selections and proceed to the next screen.
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PC Program Selection Screen

PC_PROGRAM SELECTIOM
System Defined Programs

PC Program Dezcription
1 START IEXPLORE Internet Explorer
& START NOTEPAD Motepad
2 START WIMWORD Hicrozoft Word
d START WORDPAD Wordpad

Last

Sels _

FE=Mew Program Flb=Maintain Program F1#=Return

This screen displays after pressing ENTER on the File Export PC Program Definition Prompt Screen (p.
12-9). If you keyed a user in the User field on the File Export PC Program Definition Prompt Screen (p.
12-9), this screen displays the PC Program and Description defined for the selected user. If you left the
User field blank on the File Export PC Program Definition Prompt Screen (p. 12-9), this screen displays
the PC Program and Description defined for the system. The PC programs that display are from the PC
File Export Program File (PCPGM) for the system or selected user, if applicable.

Use this screen to add a new PC program with F6=NEw PROGRAM or maintain an existing one using the
Sel field and F10=MAINTAIN PROGRAM.

NoTe: When using the file export capabilities, Internet Explorer, Notepad, Microsoft
Word, and Wordpad will be set up at the system level as default values.
Depending on your network/PC configuration, these default values may need to
be changed.

Note: The file export capability for Microsoft Excel comma separated values (.csv) and
tab separated value (.tsv) files will be supported but must be added to this file
manually because all reports do not support this type of export. Each report that
supports CSV/TSV exports is individually identified or you can view the list as
described in Reports That Support Excel CSV/TSV Exports (p. 12-1).
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PC Program Selection Screen Fields and Function Keys

Field/Function Key

Sel

Description

Use this field if you want to maintain an existing PC program.

Key the reference number of the PC program (shown on the top portion of
the screen) you want to select and press F10=MAINTAIN PROGRAM to maintain
the program. The PC Program Definition Screen (p. 12-13) will display.

(N 2,0) Optional

F6=New Program

Press F6=NEw ProcRAM to add a new PC program. The PC Program
Definition Screen (p. 12-13) will display.

F10=Maintain Program

After entering a value in the Sel field, press F10=MAINTAIN PROGRAM t0
maintain the selected program. The PC Program Definition Screen (p. 12-13)
will display.

F12=Return

Press F12=RETURN to return to the previous screen without saving your entries
on this screen.
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PC Program Definition Screen

PC PROGRAM DEFIMITION

PC Program Information
System Defined Program

Program: START IEXPLORE
Degcription: Internet Explorer . . ... ...
= 1=

File Information
Save File as tupe: HTHL

PC File Launch Information
U=ze HTTE: X DN
Uze Mapped Driwve: W (Y/H)

Drive Letter: |

Command:  START, IEXPLORE “HTTP: A/ LSERIES/AIFSPATHEAAFILEX.ZTYPER" ... ... ...

F1Z=Return Fzd=Delete

This screen displays after pressing F6=New PRogRAM on the PC Program Selection Screen (p. 12-11) to
add a new program, or after selecting an existing program and pressing F10=MAINTAIN PROGRAM to
maintain the program. Use this screen to define how to set up and launch a PC program from the
iSeries.

Important

Users must have access to the Integrated File System (IFS) drive, and the IFS route
must be set up on your system. Refer to IBM Access documentation for setting up and
managing the IFS.
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PC Program Definition Screen Fields and Function Keys

Field/Function Key

Description

Program Key the name of the program or executable which will be launched from the
iSeries.
Examples:
* to launch Internet Explorer, the IBM i would run the PC command
START IEXPLORER
» to launch Note Pad, the IBM 1 would run the PC command START
NOTEPAD
» to launch Microsoft Word, the IBM i would run the PC command START
WINWORD
 to launch Wordpad, the IBM i would run the PC command START
WORDPAD
» to launch Microsoft Excel, the IBM 1 would run the PC command START
EXCEL
(N 30,0) Required
Description Key the description of the PC program that will be launched from the iSeries.
For example, if the program is IEXPLORER, the description would be
Internet Explorer.
(N 30,0) Required
Target Key the folder on the user’s PC where the PC program will be launched

from.
(N 150,0) Optional

Save File as type

Key the default file type to be used as your file extension when you select
this PC program to run. For example, HTML, RTF, TXT, CSV, TSV, etc.

(N 10,0) Optional
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PC Program Definition Screen Fields and Function Keys

Field/Function Key Description

PC File Launch When opening a file on the IFS (Integrated File System), you have the ability

Information to open the file using the IBM HTTP Server or by using a mapped drive. You
cannot select to use both; that is, the Use HTTP and Use Mapped Drive fields
cannot both be Y. Also, if both of these fields are N, it indicates that the UNC
(Universal Naming Convention) Path will be used as the default to open your
document. If using the UNC Path, it is suggested that you verify that users
have access to the path. It is helpful if the network passwords and user IDs
match the ones on the iSeries.

e Use HTTP: If you want to open the file on the IFS using the IBM HTTP
Server, key Y in this field. Otherwise, key N. If you select Y, only certain
PC programs, such as Internet Explorer and Word, will be able to be
opened using the HTTP Server.

Note: Ifusing the IBM HTTP Server, refer to Configuring the
HTTP Server File (p. 12-16).

* Use Mapped Drive: If you want to open the file on the IFS using a mapped
drive, key Y in this field. Otherwise, key N.

« Drive: If you keyed Y in the Use Mapped Drive field, you must key
the drive letter in this field that will be used to open the file.

Important

The drive letter you enter in the Drive field, must be a mapped
drive to your iSeries IFS directory, where the exported files will
be located.

(3 @ A 1) Required/Optional
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PC Program Definition Screen Fields and Function Keys

Field/Function Key

Command

Description

Once all other values have been entered on this screen, the PC sample
command will be generated and automatically displayed in this field once
you press ENTER. Note that if a value already exists in this field, a new PC
command will not be generated.

This command is used to launch and open PC files. You have the option to
change this command, if needed. For example, you may need to substitute an
IP Address for your System Name, add an additional sub folder(s), or add
additional parameters.

Example:

If the Command Line is:
WINWORD "HTTP://ISERIES/%IFSPATH%/%FILE%.%TYPE%"
« WINWORD is the Program.

o "HTTP:/ISERIES/ is the System Name (the IBM i name where the IFS
files are stored).

*  %IFSPATH% is a variable IFS path name where files will be saved.
This value will default from the PC file definitions.

* /%FILE%.%TYPE% represent the file name and extension of the file
being exported.

F12=Return

Press F12=RETURN to return to the previous screen.

F24=Delete

F24=DeLeTE displays in maintenance mode only (that is, you selected an
existing program and pressed F10=MAINTAIN PROGRAM on the PC Program
Selection Screen (p. 12-11)).

Press F24=DeLETE to delete the selected PC Program. You will be prompted to
confirm your deletion.

Enter

Press ENTER to confirm your entries. The Command field will be filled in with
the command that will be used to launch and open PC files.

Configuring the HTTP Server File

When opening a file on IFS, you have the ability to open the file using IBM HTTP Server or by using
a mapped drive. Refer to Appendix C: Configure the HTTP Server File in the Installation & Update
Guide for instructions for setting up your HTTP Server.
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cHapTER 13 otart Debug File Export

This option assists you in debugging any PC configuration problems which may exist in the Export
process.

Use this option to activate the debug file export process for your current session. The debug file export
process applies when you have selected to open (not save) your report, form or listing using a selected
PC Program.

If you activate the debug process, the following occurs when you select a report, form or listing to run:

» The Report Options Screen displays. Refer to the Cross Applications User Guide for information on
this screen.

* You key Y in the Export Report field on the Report Options Screen to export the report, form or
listing.

« The PC File Export Selection Screen (Cross Applications User Guide) displays from the Report
Options Screen, allowing you to open or save the selected report, form or listing. You key O in the
Open or Save File field to open your report, form or listing using a selected PC Program.

» The Open With Selection Screen (Cross Applications User Guide) displays, listing the programs
you can select to open the file with. Once you select the program and press ENTER, instead of the file
being opened with the program you selected, the Debug File Export Screen (Cross Applications
User Guide) will display (however, the file will still be saved in the IFS directory). If you did not
select to activate the debug file export process, the file would be opened in the selected program
and the debug process would be skipped.

The Debug File Export Screen (Cross Applications User Guide) lists the PC command which is run
by the System i and the Integrated File System (IFS) path which your document is stored to. You
will be able to use this debug screen to locate the command you need to key on a command line to
validate that the export is working correctly.

Activate the debug file export process through the Start Debug File Export option on the PC File
Export Menu (MENU EXMAIN). Upon selecting this menu option, the following message displays:

File Exports will now be in debug mode for your (this) session. Once you choose to export any
report, a screen will appear listing what PC program the exportis trying to launch and the IFS
path the export file is created in. Press Enter to Continue.

Upon pressing ENTER, the start debug function will be activated.
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To deactivate the debug process, select the End Debug File Export option on the PC File Export Menu
(MENU EXMAIN). The debug process will also be automatically ended for your session when you
sign off.

Note: Launching a PC based application from the System i requires a 5250 emulation
device running on a PC. To test this connection, you can key the following two
commands on a System i command line:

1. STRPCO

2. STRPCCMD PCCMD(IEXPLORE)

For Distribution A+ GUI Users, the users’ browser will determine which
application to launch based on the extension of the files. Please refer to your
browser documentation to determine how different files are opened from within a
browser.
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cuapTer14  ENd Debug File Export

Use this option to deactivate the debug file export process for this session. See CHAPTER 13: Start
Debug File Export for details.

Deactivate the debug file export process through the End Debug File Export option on the PC File
Export Menu (MENU EXMAIN). Upon selecting this menu option, the following message displays:

File Export is no longer in debug mode for this session. Press Enter to Continue.

Upon pressing ENTER, the start debug function will be deactivated. The debug process will also be
automatically ended for your session when you sign off.
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cuaprter1s  PC File Export Inquiry

Use this option to view PC files which have been previously exported.

Previously exported PC files may be viewed through the PC File Exports Inquiry option on the PC File

Export Menu (MENU EXMAIN). The export location is defined through CHAPTER 12: PC File Export
Options.

PC File Export Inquiry

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.

Title Purpose

PC File Export Inquiry Screen Use to view PC files which have been previously
exported.
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PC File Export Inquiry Screen

PC FILE EXPORT IWQUIRY

Uzer ID File Hame Date Ext
_ APDEMO 0 E Hold Code List_050GEE3 1171739 HTH
.. APDEMO Tax Body List_QSE6E3 111739 RTF

Last
Actiohs Limits:
=zer ID: AFDEMAD . ...
4=Delete File Mame:
S=Dizplay
Date: Fraom: To

F3=Exit  F5=Refresh

This screen displays after selecting option 10 - PC File Export Inquiry (MENU EXMAIN). The top
portion of this screen displays the previously exported PC file(s) for the User ID identified, the date the
file was exported, and the file type. The bottom portion of this screen is used to limit the exported PC
files to a particular user, file name, and/or date range. You also can select to use the Actions field to
delete or display an existing exported PC file.

Refer to the Cross Applications User Guide for an explanation of the rules for entering From/To

Ranges.

PC File Export Inquiry Screen Fields and Function Keys

Field/Function Key

Actions

Description

Actions may only be performed on previously exported PC files displaying
on the top portion of this screen. Use this field to delete or display an existing
exported PC file.

Key 4 prior to the User ID field of the file you want to delete and press ENTER.
The file will be deleted.

Key 5 prior to the User ID field of the file you want to display and press
ENnTER. The Open With Selection Screen displays. Refer to the Cross
Applications User Guide for information on this screen.

(N 1,0) Optional
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PC File Export Inquiry Screen Fields and Function Keys

Field/Function Key

Limits: User ID

Description

This field allows you to restrict the information that displays on the top
portion of this screen to a specific User ID.

Key all or part of the user ID associated with the PC exported files you want
to view. You can key any registered user ID defined through Register A+
User IDs (MENU XACFIQG).

(A 10) Optional

Limits: File Name

This field allows you to restrict the information that displays on the top
portion of this screen according to specific file name.

Key all or part of a file name you want to inquire on. Exported PC files that
match the criteria you entered will display.

(A 50) Optional

Limits: Date

This field allows you to restrict the information that displays on the top
portion of this screen according to specific from/to date range.

Key the date or range of dates associated with the PC exported files you want
to inquire on.

(A10/A50/2 @ N 6,0) Optional

F3=Exit Press F3=ExIT to return to the menu.

F5=Refresh After you have entered criteria in the Limits fields, press F5=REFRESH to
refresh the information displayed on this screen.

Enter Press ENTER after you have selected an action to perform (delete or display) to

confirm your selection.
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APPENDIX A Application Mail

Application Mail allows messages to be sent to and received by any user defined through Register A+
User IDs (MENU XACFIG). This appendix contains information about this feature and the screens
associated with it.

Application Mail Messages

There are two types of messages that can be sent by Application Mail:
» user (U)
o alert (A)

User Messages

User messages are those messages composed and sent by one user to other users. Messages can be sent
as either high, normal, or low priority.

Alert Messages

Alert messages are special messages sent by Distribution A+. This type of message is only available if
you have Workflow Management installed. Refer to the Workflow Management manual for more
information about alert messages.

Message Statuses

This section describes all the possible message statuses. You can review the status of your messages on
the Application Mail - Received/Sent Messages Screen (p. A-6).

The status

« NEW displays for messages you have received but not read
¢ OPN displays for user messages that you have read

» RPL displays for the saved copies of user messages to which you sent a reply. This status will not
display if the Number of days to keep sent messages field is set to 0 through System Options
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Maintenance (MENU XAFILE) or on the Application Mail -Settings Screen (p. A-27) for your user
ID.

FOR displays for the saved copies of user messages that you forwarded. This status will not display
if the Number of days to keep sent messages field is set to 0 through System Options Maintenance
(MENU XAFILE) or on the Application Mail -Settings Screen (p. A-27) for your user ID.

SNT displays for the saved copies of messages that you created and sent. This status will not
display if the Number of days to keep sent messages ficld is set to 0 through System Options
Maintenance (MENU XAFILE) or on the Application Mail -Settings Screen (p. A-27) for your user
ID.

DEL displays for messages that you deleted. This status will not display if the Number of days to
keep deleted messages field is set to 0 through System Options Maintenance (MENU XAFILE) or
on the Application Mail -Settings Screen (p. A-27) for your user ID.

There are additional message statuses for Workflow Management. If you have Workflow Management
installed, the status

DLG displays for messages that you delegated to another user
DFR displays for messages that you deferred

ACK displays for messages that you acknowledged

ESC displays for messages that have been escalated

Functions of Application Mail

For user messages, you can

review a list of received messages

review a list of sent messages

display a received or sent message in detail
print messages

delete messages

create and send messages

reply to received messages

forward received messages

In addition, you can set your user settings for Application Mail.

If you have Workflow Management installed you can receive alert messages. In addition to the
functionality of user messages, with alert messages you can

delegate messages

defer messages

acknowledge messages

access application functions using links embedded in the message
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Application Mail Settings

System settings for Application Mail are defined through System Options Maintenance (MENU
XAFILE). You can specify the number of days to keep deleted messages and the number of days to
keep sent messages.

These same settings can also be defined for each user on the Application Mail -Settings Screen (p. A-
27). Users can also specify whether they want a break message to be sent to themselves to indicate that
a new interrupt message has been received.

Purging Saved Messages

If messages are being saved for a user, based on the user settings defined on the Application Mail -
Settings Screen (p. A-27), messages older than the number of days specified will be purged
automatically each time that user accesses Application Mail.

Sent messages are purged if the sent date or reply date (the date you sent the message or the date you
sent a reply to a message) plus the value specified as the number of days to keep sent messages is less
than or equal to the current date (today’s date). Deleted messages are purged if the date they were
marked for deletion plus the value specified as the number of days to keep deleted messages is less
than or equal to the current date (today’s date).

Accessing Application Mail

You can access Application Mail

» Dby pressing F5=MAIL on the Informational Message Screen (p. A-5)

* by pressing F15=MAIL on a pop-up menu. If you are using pop-up menus, Msg will appear in the
upper right-hand corner of the screen to indicate that you have new messages.

¢ Dby keying apmail ENTER on the command line
+ selecting the Amail Inquiry (MENU MGMAIN) option in the Workflow Management module

In addition, if the Inform about new interrupt messages field is set to Y on the Application Mail -
Settings Screen (p. A-27) and you receive an interrupt message, the System 1 Work with Messages
Screen will appear to inform you that you have received an interrupt message.

Application Mail

The screens and/or reports in this option and a brief description are listed in the following table. A
complete description of each screen/report is contained in this section.
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Title

Informational Message Screen

Purpose

Use to select to review your messages or continue to
sign on.

Application Mail - Received/Sent Messages
Screen

Use to review the type of message, status of the
message, message priority, and subject of the message

Application Main - Read Screen

Use to review the text of the message.

Function Group Processing Screen

Use to select the hyperlinks that you want to process and
how to process them.

Application Mail - New Message / Reply /
Forward Screen

Use to compose and send a new message.

Application Mail Delegate Screen

Use to specify to whom the alert message should be
delegated.

Application Mail Display Users Screen

Use to view all the users that received a specific
message.

Application Mail - Message View Limits
Screen

Use to specify limits to filter the messages that display
on that screen.

Application Mail -Settings Screen

Use to specify the settings for your user ID.

Select Users Screen

Use to select the recipients of your message.
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Informational Message Screen

You Hawve Application Mail.
Prezs FS to acceszs your Mail.

- or -

Prezs ENTER to continue to sign on.

Application Mail Summary

Hew Open
OEEE Interrupt Mgs  QOOM
OEHL Uzer Messages AGCEAE

If you have any new messages, this screen appears after you sign on to Distribution A+. You can select
to review your messages or continue to sign on.

Informational Message Screen Function Keys

Field/Function Key Description

F5=Access your Mail Press F5=AccEess YOUR MAIL to access Application Mail. The Application Mail
- Received/Sent Messages Screen (p. A-6) will appear.

Enter Press ENTER to bypass accessing your messages and continue to sign on to
Distribution A+.
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Application Mail - Received/Sent Messages Screen

Application Mail - Received Messages LIMITS ARE ACTIYE
TP Sta Pr From Sub ject Received DatesTime
— U HEM W APLUS Demo User Staff meeting today 11702710 10:11:55 am
Last
Actions: 1=View, ?=Delete, 3=Print
F#=Expand "Subject"” F3=Exit FS5=Refrezh FB=MNew Mezzage FZd=Mare Keus

This screen appears after you

e press F5=MaIL on the Informational Message Screen (p. A-5)
* press F15=MAIL on a pop-up menu

» key apmail [Enter] on the command line

+ select Amail Inquiry (MENU MGMAIN)

Whether received messages or sent messages display on this screen is determined by the F2=ExranD
SuJecT function key on the Application Mail - Message View Limits Screen (p. A-23). You can also use
that screen to specify the types of received and sent messages that you want to appear.

For both received and sent messages, you can review the:

» type of message
 status of the message
* message priority

« subject of the message

For received messages, the name of the user who sent the message and the date and time the message
was received will display. In addition, an exclamation mark (!) will display beside interrupt messages.
For alert messages, *ALERT will display in the From column. For sent messages, the user to whom you
sent the message and the sent date and time will display.

For received and sent messages you can

» view the message in detail
+ delete the message
 print the message
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Using the function keys on this screen, you can

toggle the subject and recipient columns

refresh the screen

create a new message

delete all of your messages

clear deleted messages

change the criteria for what type of messages appear (limits)
specify your Application Mail settings

If limits are specified on the Application Mail - Message View Limits Screen (p. A-23), LIMITS ARE
ACTIVE will appear in reverse image in the top-right corner of this screen.

Note: This is a roll screen. Refer to the section on Roll Screens in the Cross
Applications User Guide for further information.

Application Mail - Received/Sent Messages Screen Fields and Function Keys

Field/Function Key Description

(Actions) Use this field to specify an action for the message. You can view, delete, and

print your messages.

Key 1 to view the message. The Application Main - Read Screen (p. A-9) will
appear.

Key 2 to delete the message. You cannot delete new messages or deferred
alert messages. Deleted messages can be saved for a certain number of days,
based on your user settings, specified on the Application Mail -Settings
Screen (p. A-27).

Key 3 to print the message. The Report Options Screen will appear. Refer to
the Corss Applications User Guide for information on this screen.

(A 1) Optional

F2=Expand “Subject”/ The F2=EXPAND “SUBJECT" / F2=EXPAND “FROM/RECIPIENT” / F2=DEFAULT VIEW
Expand “From/ function key allows you to toggle between displaying

Recipient” / Default

an expanded Subject column without the From/Recipient column

View . . .
» an expanded From/Recipient column without the Subject column
 Dboth the Subject and the From/Recipient column with truncated entries
Press F2=EXPAND “SUBJECT” / F2=EXPAND “FROM/RECIPIENT” / F2=DEFAULT VIEW tO
vary the columns on the screen.

F3=Exit Press F3=ExiT to leave Application Mail and return to Distribution A+.

F5=Refresh Press F5=ReFRESH to update the messages that display on this screen. Any

messages that you have received since you accessed Application Mail will
appear.
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Application Mail - Received/Sent Messages Screen Fields and Function Keys

Field/Function Key

F6=New Message

Description

Press F6=NEw MESSAGE to create a new message. The Application Mail - New
Message / Reply / Forward Screen (p. A-14) will appear.

F9=Delete All

Press FO9=DELETE ALL to delete all of your messages. Messages with status
NEW or DFR cannot be deleted. If you want to delete only messages with a
deleted status (DEL), use the F10=CLEAR DELETED MESSAGES function key.

F10=Clear Deleted
Messages

Press F10=CLEAR DELETED MESSAGES to remove messages with a deleted status
(DEL).

F11=Limits

Press F11=LimiTs to review or change the limits that determine what
information displays on this screen. The Application Mail - Message View
Limits Screen (p. A-23) will appear.

F13=Settings

Press F13=SETTINGS to review or change the settings for your user ID. The
Application Mail -Settings Screen (p. A-27) will appear.

F24=More Keys

Press F24=MoRE KEys to display additional function keys.

Enter

After you specify an action for a message (view, delete, or print), press ENTER
to confirm your entry.

If the action was

« 1 to view, the Application Main - Read Screen (p. A-9) will appear.

» 2to delete, the messages you selected to delete will be removed (if
deleted messages are not being saved) or changed to status DEL.
Messages with changed to status DEL will be purged based on the defined
number of days to keep deleted messages. If the status of the message was
DEL, it will be removed immediately.

+ 3to print, the The Report Options Screen will appear. Refer to the Corss
Applications User Guide for information on this screen.
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Application Main - Read Screen

Application Mail - Read
Priority: H Interrupt: ¥
Received: 9+89/10 d:12:0% pm
?an: *ALERT
o

CC:
Subject: PO Approval Reguired Env: G2 Ref:GH1O9/G1o40

The following requisitioniz)] require approval from buyer 103:

Requizition Inquiry [1-100-500111
EntersChange Requisitions Link 01-500111

Fd=Acknow] edge Fe=Defer F15=Delegate
F11=Print

Last

This screen appears after you select to view a message on the Application Mail - Received/Sent

Messages Screen (p. A-6) and press ENTER.

This screen displays the text of the message. The following information also displays for the message:

* priority

« whether the message is an interrupt message
 any action taken on the message and when
 date and time the message was received

» recipients

 carbon copy recipients

» subject

Both user and alert messages can be printed from this screen. For user messages, you can reply, delete,

and forward the message.

For alert messages, you must acknowledge, defer, or delegate the message. If the alert message
includes links, you can access the Distribution A+ function from this screen by selecting the link with

your cursor and pressing ENTER.

Note: To double-click the hyperlink of a Workflow Alert message, the user’s IBM
Client Access session must allow Macro Hotspots and Point and Select Enter at

cursor position functionality. Hotspots setup can be found through Edit >

Preferences > Hotspots.
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Application Mail - Read Screen Function Keys

Field/Function Key

F2=BCC/CC/
F2=Function Group
Processing

Description

If Workflow Management is installed and this message is an alert message
containing multiple hyperlinks of the same type, this function key appears as
F2=FUNCTION GROUP PROCESSING; otherwise this function key appears as
F2=BCC/CC.

F2=BCC/CC: Press F2=BCC/CC to toggle between displaying carbon copy
recipients and blind carbon copy recipients for sent messages.

F2=FuNcTIoN GRouP PRocEssING: If the alert message contains multiple
hyperlinks of the same type, position your cursor over one of the hyperlinks
and press F2=FUNCTION GROUP PROCESSING to process the hyperlinks of that
type at the same time. The Function Group Processing Screen (p. A-12) will
appear.

F4=Acknowledge

The F4=AcknowLEDGE function key appears only if you have Workflow
Management installed and the selected message is an alert message.

Press F4=AcknowLEDGE to acknowledge this message. The message status will
be changed to ACK. Acknowledging a message indicates that you are taking
responsibility for the alert message and prevents it from being escalated.
Refer to the Workflow Management User Guide for more information about
escalation.

F5=Reply

The F5=RepLY function key appears only for user messages.

Press F5=REePLY to compose a reply to this message. The Application Mail -
New Message / Reply / Forward Screen (p. A-14) will appear.

F6=Defer

The F6=DerER function key appears only if you have Workflow Management
installed and the selected message is an alert message.

Press F6=DEFER to defer this message. The message status will be changed to
DFR. Deferring a message indicates that you are taking additional time to
consider the message before either acknowledging or delegating it. Deferred
messages can be escalated. Refer to the Workflow Management manual for
more information about escalation.

F9=Delete

The F9=DeLeTE function key appears only for user messages.

Press F9=DEeLETE to delete the message. Deleted messages will be available to
review until they are purged by the system if the number of days to keep
deleted messages is greater than O for you user settings. If the message status
is DEL, it will be removed immediately. You can specify your settings on the
Application Mail -Settings Screen (p. A-27). The system settings are specified
through System Options Maintenance (MENU XAFILE).

F11=Print

Press F11=PRINT to print the message. The Report Options Screen will appear.
Refer to the Cross Applications User Guide for information on this screen.
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Application Mail - Read Screen Function Keys

Field/Function Key

Description

F12=Return The F12=ReTUrN function key appears only for user messages.
Press F12=RETURN to return to the Application Mail - Received/Sent
Messages Screen (p. A-6).

F13=Forward The F13=ForwaRD function key appears only for user messages.

Press F13=ForwARD to forward this message to another recipient. The
Application Mail - New Message / Reply / Forward Screen (p. A-14) will
appear.

F15=Delegate

The F15=DeLeGATE function key appears only if you have Workflow
Management installed and the selected message is an alert message.

Press F15=DEeLEGATE to delegate this message to another user. The Application
Mail Delegate Screen (p. A-18) will appear.

F16=To Users

The F16=To UseRrs function key appears only for user messages.

Press F16=To UsERs to view all the users that received this message in the To,
CC, or BCC fields. The Application Mail Display Users Screen (p. A-21) will
appear.

Enter

If Workflow Management is installed and the selected message is an alert
message that has embedded links, position your cursor on the link and press
ENTER to activate the link in the alert message.
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Function Group Processing Screen

FUMCTIOM:
Sl Link Info

Q4zz

rmation

FUMCTION GROUP PROCESSIMG

ReqP0 Ingquiry

100-PaLE

100-PALE

[-100-PALS

106-PALS

[-100-PALd

100-PaLd

[-1@0-STEYE

100- 50089

[-100-50009

100- 50089

100- 50016

L0 - L EEIE

00 - 1 GG

100 - 164

FEEEE [FEEEEE [EEEEE
II II III 1 i i

100-100a9

2
9
3
|
3

Mare. ..

#W=5elect

F4=Process First Fo=Proceszz ALL F1Z=Return

This screen appears after you position your cursor on a hyperlink in an alert message on the
Application Main - Read Screen (p. A-9) and press the F2=FUNCTION GRoUP PROCESSING function key. Use
this screen to select the hyperlinks that you want to process and how to process them. A list of
hyperlinks from the alert message display on this screen. To mark a hyperlink for processing, key an X
in the Sel field. Once you begin to process the marked hyperlinks, you cannot unmark a hyperlink for
processing unless you press the F2=FUNCTION GRouUP PROCESSING function key.

Function Group Processing Screen Fields and Function Keys

Field/Function Key

Sel

Description

Use this field to mark a hyperlink for processing.

Key X beside a hyperlink to mark it for processing.
(A 1) Optional

F2=Change Selection The F2=CHANGE SELECTION function key appears only after you have processed

one or more hyperlinks from the list.

Press F2=CHANGE SELECTION to change the hyperlinks that you have marked
for processing.
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Function Group Processing Screen Fields and Function Keys

Field/Function Key

F4=Process First/
F4=Process Next

Description

The F4=Process FIRST / F4=PrRocess NexT function key appears as F4=PROCESS
NEexT only after you have processed one or more hyperlinks from the list;
otherwise, it appears as F4=PROCESS FIRST.

Press F4=ProcEss FIRsST to process only the first hyperlink in the list. Once
you process the hyperlink, you will be returned to this screen.

If you have marked hyperlinks in the list for processing, press F4=PROCESS
NEXT to process the next marked hyperlink. If you have not marked
hyperlinks in the list for processing, press F4=PRocess NEXT to process the
hyperlink that follows the you one you just processed in the list. Once you
process the next hyperlink, you will be returned to this screen.

F5=Process All/
F5=Process Remaining

The F5=PRrRocEss ALL / F5=PRocEss REMAINING function key appears as
F5=PRoCcESS REMAINING if you have processed one or more hyperlinks from the
list; otherwise, this function key appears as F5=PROCESS ALL.

If you have marked hyperlinks in the list for processing, press F5=PROCESS
ALL to process all marked hyperlinks without being returned to this screen
after each hyperlink is processed. If you have not marked hyperlinks in the
list for processing, press F5=PROCESS ALL to process all hyperlinks in the list
without being returned to this screen after each hyperlink is processed.

If you have marked hyperlinks in the list for processing, press F5=PROCESS
REMAINING to process the rest of the marked hyperlinks without being returned
to this screen after each hyperlink is processed. If you have not marked
hyperlinks in the list for processing, press F5=PROCESS REMAINING to process
the rest of the hyperlinks in the list without being returned to this screen after
each hyperlink is processed.

F12=Return

Press F12=RETURN to return to the previous screen.
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Application Mail - New Message / Reply / Forward Screen

Application Hail - New Message
Priority: H§ [H,M,L) Interrupt:
Tot
CC?
R 5 =2 =L
Last
F#=BCLC Fa=5end F1#=Return

This screen view appears after you press the F6=NEw Messace function key on the Application Mail -
Received/Sent Messages Screen (p. A-6) to compose a new message.

Application Mail - Reply Screen

Application Mail - Reply
Priority: H§ [H,M,L) Interrupt:
Tot ., APLUS Demo Uszer

CC?

Last
FZ=BCC Fa=5end F1Z=Return
Fe=Yiew Original Meszage

This screen appears after you press the F5=RerLy function key on the Application Main - Read
Screen (p. A-9) to reply to a message.
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Application Mail - Forward Screen

Application Mail - Forward

Priority: H§ [H,M,L) Interrupt:
Tot
CC?
Subject: Fuistaff meeting todau abt 2om .
Last
F#=BCLC Fa=5end F12=Return

Fe=Yiew Original Meszage

This screen appears after you press the F13=ForwaRD function key on the Application Main - Read
Screen (p. A-9) to forward a message.

Use this screen to compose and send a new message. You can specify:

the message priority

whether the message will interrupt the recipient
recipients

carbon copy recipients

blind carbon copy recipients

a subject for the message

message text

If you are replying to or forwarding a message, some of this information will already be provided from
the original message. For example, if you are replying to a message, the name of the sender of the
original message appears in To field.
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Application Mail - New Message / Reply / Forward Screen Fields and Function Keys

Field/Function Key

Description

Priority Use this field to specify the priority of the message.
Key H if this message is of high priority.
Key N if this message is of normal priority.
Key L if this message is of low priority.
Default Value: L
(A 1) Required

Interrupt Use this field to specify whether this message should interrupt its recipients.
Key Y to interrupt the recipients when this message is delivered. A break
message will be sent to the recipients, unless the Interrupt field on the
Application Mail -Settings Screen (p. A-27) is set to N for that recipient.
Key N if you do not want this message to interrupt its recipients when it is
delivered.
Default Value: N
(A 1) Required

To Use this field to specify the recipients for this message.
Key ?in this field and press ENTER. The Select Users Screen (p. A-29) will
appear.
Default Value: If you pressed F5=REePLY to reply to a message, the sender of
that message.
Valid Values: ?
(A 1) Required

CC/BCC This field will display as CC or BCC, based on your selection with the F2=BCC
/ F2=CC toggle key.
Use the CC field to specify carbon copy recipients for the message. Use the
BCC field to specify blind carbon copy recipients for the message.
Key ? in this field and press ENTER. The Select Users Screen (p. A-29) will
appear.
Valid Values: ?
(A 1) Optional

Subject Use this field to provide a subject heading for the message.

Key descriptive text for the content of the message.

Default Value: If you pressed F5=REePLY to reply to a message, the subject of
that message, prefixed with RE:. If you pressed F13=ForRwARD to forward a
message, the subject of that message, prefixed with FW:.

(A 70) Optional
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Application Mail - New Message / Reply / Forward Screen Fields and Function Keys

Field/Function Key

(Message Text)

Description

Key the message. Words that are split across the end of a line will be
wrapped to the next line. You can use the Tas key to move down one or more
lines and the DELETE key to delete text. If you go back to an existing line of
text, typing on that line will overwrite the text, unless the INSERT key is active.
To display additional lines for the message, use the roll keys.

(A 936) Required

F2=BCC/F2=CC

Press the F2=BCC / F2=CC function key to toggle between displaying the CC
and the BCC field.

F5=Send

Press F5=SEnD to send the message. The

e Application Main - Read Screen (p. A-9) will appear if you pressed
F5=REPLY on that screen to reply to a message or F13=FORWARD to forward
a message

» Application Mail - Received/Sent Messages Screen (p. A-6) will appear if
you pressed F6=NEw MESSAGE on that screen.

F6=View Original
Message

The F6=ViEw ORIGINAL MESSAGE function key appears only if you are replying
to or forwarding a message.

Press F6=VIEW ORIGINAL MESSAGE to view the message that you are replying to
or forwarding. The Application Main - Read Screen (p. A-9) will appear.

F12=Return

Press F12=ReTURN to return, without sending a message, to the

» Application Main - Read Screen (p. A-9) if you pressed F5=REepPLY on that
screen to reply to a message or F13=FORWARD to forward a message

» Application Mail - Received/Sent Messages Screen (p. A-6) if you pressed
F6=NEW MESSAGE on that screen.

A-17



Infor Distribution A+ Mail Server User Guide

Application Mail Delegate Screen

Application Mail - Delegate
Delegate To% _ AFDEMO ., .. A+ APDEMO User ID
Alert Meszage Delivery Tupe: AMAIL
Ezcal ation Date: 1104410 12 @ dd  pm Ezcalate to Ouner: M

ﬁu%ject: De:P0 Approval Required Enwv: GZ Ref:GNLOS/GLO40
ntes:

Last
F3=Delegate F12=Return
Fe=Yiew Original Meszage

This screen appears only if you have Workflow Management installed and this message is an alert
message. This screen appears after you press the F15=DeLEGATE function key on the Application Main -

Read Screen (p. A-9).

Use this screen to specify to whom the alert message should be delegated. Delegating an alert message
assigns the responsibility for the message to the recipient. The user to whom the message is delegated
is then responsible for acknowledging or delegating the message before it is escalated. The default
escalation recipient for a delegated message is the escalation recipient defined for the user to whom the
message is being delegated; however, you can select to be the escalation recipient in the Escalate to

Owner field.

Application Mail Delegate Screen fields and Function Keys

Field/Function Key Description

Delegate To Use this field to specify to whom the alert message should be delegated. You
can either select a user from the Select Users Screen (p. A-29) or key the user

ID.

To select a user from the Select Users Screen (p. A-29), key ? in the first field

and press ENTER.
To key the user ID, key the user’s ID in the second field.

Default Value: The delegate to user ID defined for your user ID through

Register A+ User IDs (MENU XACFIG).

Valid Values: A user ID defined through Register A+ User IDs (MENU

XACFIG).
(A 10) Required




Application Mail

Application Mail Delegate Screen fields and Function Keys

Field/Function Key

Alert Message
Delivery Type

Description

This field displays how the message will be delivered to the recipient.
Messages can be delivered either through Application Mail or through e-
mail. You must have the Mail Server module installed to deliver messages
through e-mail.

AMAIL displays if this message will be delivered via Application Mail.
EMAIL displays if this message will be delivered via e-mail.

Default Value: The delivery type specified for the recipient in the Delegate
To field through Register A+ User IDs (MENU XACFIG).

Display

Escalation Date (and
Time)

Use this field to specify the date and time that the delegated message should
be escalated if the recipient specified in the Delegate To field does not
acknowledge it. The message cannot be escalated if the Alert Message
Delivery Type field is set to EMAIL.

Key the date, time, and am or pm.

Default Value: If the Escalate field is set to Y for this alert message through
Alert Tailoring (MENU MGFILE), normal escalation date for the defined
escalation period. If the Escalate field is set to N, a date and time two days
from the current date and time.

Valid Values: A future date and time keyed in the date format specified for
your user ID in the Default Date Format field in Register A+ User IDs
(MENU XACFIG) or, if that field is blank, the date format specified for the
system in the Default Date Format field in System Options Maintenance
(MENU XAFILE).

(N 6,0; N 4,0; A 2) Required

Escalate to Owner

Use this field to specify whether, if this message is escalated, it should be
escalated to you (the sender), instead of the escalation recipient defined for
the user in the Delegate To field through Register A+ User IDs (MENU
XACFIG). The message cannot be escalated if the Alert Message Delivery
Type field is set to EMAIL.

Key Y if you want the escalated message sent to you.

Key N if you do not want the escalated message sent to you. It will be
escalated to the escalation recipient defined through Register A+ User IDs
(MENU XACFIG) for the user in the Delegate To field, unless EMAIL is
specified in the Alert Message Delivery Type field.

Default Value: N

(A 1) Required
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Application Mail Delegate Screen fields and Function Keys

Field/Function Key

Temporary Alert
Recipient

Description

This field appears only if the user specified in the Delegate To field currently
has a temporary recipient specified for their user ID through Register A+
User IDs (MENU XACFIQG).

This field displays the temporary recipient for the user specified in the
Delegate To field. Use the Defer to Temporary Recipient field to specify
whether you want the message to be sent to this user instead.

Display

Defer to Temporary
Recipient

This field appears only if the user specified in the Delegate To field has a
temporary recipient specified for their user ID through Register A+ User IDs
(MENU XACFIG).

Use this field to specify whether you want the user ID in the Temporary Alert
Recipient field to receive this delegated message.

Key Y to send this message to the temporary recipient. The value in the
Delegate To field will be changed to the user ID displayed in the Temporary
Alert Recipient field.

Key N if you do not want to send this message the temporary recipient. The
value in the Delegate To field will remain the same.

(A 1) Required

Subject

Use this field to provide a subject heading for the message.
Key descriptive text for the content of the message.

Default Value: The subject of the message being delegated, prefixed with
DE..
(A'70) Optional

Notes

Key any notes that you want to accompany the message. Refer to the
(Message Text) field on the Application Mail - New Message / Reply /
Forward Screen (p. A-14) for more information about keying messages.

(A 936) Optional

F5=Delegate

Press F5=DELEGATE to confirm your entries and send the message. The
Application Main - Read Screen (p. A-9) will appear.

F6=View Original
Message

Press F6=VIEw ORIGINAL MESSAGE to view the message that you are delegating.
The Application Main - Read Screen (p. A-9) will appear.

F12=Return

Press F12=RETURN to return the Application Main - Read Screen (p. A-9)
without delegating the message.
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Application Mail Display Users Screen

DISPLAY UUSERS ENESE
Uzer Hame Send Type
1 FAPDEMO APLUS Dema User T0

Lazt

FZ=5how Tao F1Z=Return

This screen appears after you press the F16=To Users function key on the Application Main - Read
Screen (p. A-9). Use this screen to review the list of users to whom the message was sent on the To, CC,
and BCC fields. The BCC users will only display if you are the user that sent the original email.

Application Mail Display Users Screen Fields and Function Keys

Field/Function Keys

User

Description

Use this field to specify to whom the alert message should be delegated. You
can either select a user from the Select Users Screen (p. A-29) or key the user
ID.

To select a user from the Select Users Screen (p. A-29), key ? in the first field
and press ENTER.

To key the user ID, key the user’s ID in the second field.

Default Value: The delegate to user ID defined for your user ID through
Register A+ User IDs (MENU XACFIG).

Valid Values: A user ID defined through Register A+ User IDs (MENU
XACFIG).

(A 10) Required
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Application Mail Display Users Screen Fields and Function Keys

Field/Function Keys

Name

Description

This field displays how the message will be delivered to the recipient.
Messages can be delivered either through Application Mail or through e-
mail. You must have the Mail Server module installed to deliver messages
through e-mail.

AMAIL displays if this message will be delivered via Application Mail.
EMAIL displays if this message will be delivered via e-mail.

Default Value: The delivery type specified for the recipient in the Delegate
To field through Register A+ User IDs (MENU XACFIG).

Display

Send Type

Use this field to specify the date and time that the delegated message should
be escalated if the recipient specified in the Delegate To field does not
acknowledge it. The message cannot be escalated if the Alert Message
Delivery Type field is set to EMAIL.

Key the date, time, and am or pm.

Default Value: If the Escalate field is set to Y for this alert message through
Alert Tailoring (MENU MGFILE), normal escalation date for the defined
escalation period. If the Escalate field is set to N, a date and time two days
from the current date and time.

Valid Values: A future date and time keyed in the date format specified for
your user ID in the Default Date Format field in Register A+ User IDs
(MENU XACFIG) or, if that field is blank, the date format specified for the
system in the Default Date Format field in System Options Maintenance
(MENU XAFILE).

(N 6,0; N 4,0; A 2) Required

F2=Show To / Show

Press the F2=SHow To / F2=SHow CC / F2=SHow BCC / F2=SHow ALL function

CC/ Show BCC/ key to toggle the display of users to only those the message was primarily

Show All sent to, only those that were copied in the CC or BCC fields, or all users. The
F2=SHow BCC only displays for the original user that sent the message.

F12=Return Press F12=ReTURN to return the Application Main - Read Screen (p. A-9)

without delegating the message.
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Application Mail - Message View Limits Screen

Application Mail - Message Yiew Limits

Received Messages: Y OR Sent Messages:

llzer Meszages:

Alert Messages:

- New: i - New: A
- Saved: X - Deferred: X
- Deleted: | - Hcknowledged: |
- Delegated:
- Eszcalated:
- Deleted:
L 1=
BB TR TE s
Received Date: From: To

Fi=5ent Meszages F1Z=Return

This screen appears after you press F11=LimiTs on the Application Mail - Received/Sent Messages
Screen (p. A-6). Use this screen to specify limits to filter the messages that display on that screen. The
F2=SENT MESSAGES / F2=RECEIVED MESSAGES function key allows you to toggle between setting limits for
received messages or sent messages.

Application Mail - Message View Limits Screen Fields and Function Keys

Field/Function Key

Received Messages OR
Sent Messages

Description

This field indicates whether limits are being specified for received messages
or sent messages. Use the F2=SENT MESSAGES / F2=RECEIVED MESSAGES
function key to toggle the value in this field.

A'Y will display for Received Messages if limits are being set for received
messages.

A'Y will display for Sent Messages if limits are being set for sent messages.

Default Value: Y
Display
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Application Mail - Message View Limits Screen Fields and Function Keys

Field/Function Key

User Messages

Description

Use this field to specify if user messages will display. Use the F2=SeNnT
MESSAGES / F2=RECEIVED MESSAGES function key to toggle between setting
limits for received or sent messages. If you are setting limits for received
messages, you can specify which statuses of user messages you want to
display.

If you are setting limits for Received Messages:

» Key Y for New if you want newly received messages to display;
otherwise, leave this field blank.

« Key Y for Saved if you want saved messages to display; otherwise, leave
this field blank.

« Key Y for Deleted if want deleted messages to display; otherwise, leave
this field blank.

If you are setting limits for Sent Messages:

« Key Yif you want messages to users to display; otherwise, leave this field
blank.

Default Value: Y for Received Messages; Y for New and Saved; blank for

Deleted; Y for Sent Messages.

Valid Values: Y or blank

(A 1) Optional
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Application Mail - Message View Limits Screen Fields and Function Keys

Field/Function Key

Alert Messages

Description

This field appears only if you have Workflow Management installed.

Use this field to specify if alert messages will display. Use the F2=SENT
MESSAGES / F2=RECEIVED MESSAGES function key to toggle between setting
limits for received or sent messages. If you are setting limits for received
messages, you can specify which statuses of alert messages you want to
display.

If you are setting limits for Received Messages:

« Key Y for New if you want newly received alert messages to display;
otherwise, leave this field blank.

» Key Y for Deferred if you want alert messages that you deferred to
display; otherwise, leave this field blank.

« Key Y for Acknowledged if you want alert messages that you
acknowledged to display; otherwise, leave this field blank.

» Key Y for Delegated if you want alert messages that you delegated to
display; otherwise, leave this field blank.

» Key Y for Escalated if you want alert messages that have been escalated
to display, otherwise, leave this field blank.

» Key Y for Deleted if you want alert messages that you deleted to display;
otherwise, leave this field blank.

If you are setting limits for Sent Messages:

« Key Y ifyou want alert messages from Workflow Management that you
have delegated to display; otherwise, leave this field blank.

Default Value: Y for Received Messages; Y for New and Deferred, blank for
Acknowledged, Delegated, Escalated, Deleted; Y for Sent Messages.

Valid Values: Y or blank
(A 1) Required

From/Sent To

Use this field to specify users from whom messages were received or to
whom messages were sent to limit the messages that display.

If you are setting limits for Received Messages, key the users from whom
you want messages received to display.

If you are setting limits for Sent Messages, key the users for whom you want
messages sent to display.

Valid Values: All or part of a user’s name or user ID defined through
Register A+ User IDs (MENU XACFIG).

(A 70) Optional

Subject

Use this field to limit the messages that display based on the subject.

Key all or part of a subject.
(A 70) Optional
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Application Mail - Message View Limits Screen Fields and Function Keys

Field/Function Key Description

Received Date/Sent Use this field to key a date or a range of dates for which you want messages
Date to display.

Valid Values: A date keyed in the date format specified for your user ID in
the Default Date Format field in Register A+ User IDs (MENU XACFIG) or,
if that field is blank, the date format specified for the system in the Default
Date Format field in System Options Maintenance (MENU XAFILE).

(2 @ N 6,0) Optional

F2=Sent Messages /  Press the F2=SENT MESSAGES / F2=RECEIVED MESsAGES function key to toggle

Received Messages between setting the limits for sent messages and received messages. The
Received Messages OR Sent Messages field displays the current selection of
this function key.

F12=Return Press F12=RETURN to return to the Application Mail - Received/Sent
Messages Screen (p. A-6) without changing the limits.

Enter Press ENTER to confirm your entries. The Application Mail - Received/Sent
Messages Screen (p. A-6) will appear. Messages that meet the limits you have
specified will display.
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Application Mail -Settings Screen

Application Mail - Settings

System Settings:

Mumber of days to keep deleted messages: O0O

Mumber of days to keep zent messages: 2]H]0]

llzer Settings:

Mumber of dauys to keep deleted meszages: _ 0
Mumber of daus to keep zent messages: n
Inform about new interrupt messages: ¥ AN

F1Z=Return

This screen appears after you press the F13=SeTTINGs function key on the Application Mail - Received/
Sent Messages Screen (p. A-6).

Use this screen to specify the settings for your user ID.

Application Mail -Settings Screen Field and Function Keys

Field/Function Key

System Settings

Description

These fields display the number of days specified to keep deleted messages
and sent messages through System Options Maintenance (MENU XAFILE).

You cannot specify a value in the User Settings fields that is greater than the
values that display here.

Display

Number of days to
keep deleted messages

Key the number of days that you want your deleted messages to be kept.
Messages older than the number of days specified here will be purged.
Key 0 if you do not want to save deleted messages.

Valid Values: A number less than or equal to the value specified in the
System Settings field for the Number of days to keep deleted messages.

(N 2,0) Required
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Application Mail -Settings Screen Field and Function Keys

Field/Function Key

Number of days to
keep Sent messages

Description

Key the number of days that you want to keep a copy of the messages that
you send. Messages older than the number of days specified here will be
purged.

Key 0 if you do not want to save sent messages.

Valid Values: A number less than or equal to the value specified in the
System Settings field for the Number of days to keep sent messages.

(N 2,0) Required

Inform about new
interrupt messages

Use this field to specify whether you want messages sent with the Interrupt
field set to Y on the Application Mail - New Message / Reply / Forward
Screen (p. A-14) to interrupt you.

Key Y if you want new interrupt messages to provide an interrupt message.
You will receive a break message when interrupt mail arrives.

Key N if you do not want new interrupt messages to provide a break
message.

Default Value: N
(A 1) Required

F12=Return Press F12=RETURN to return to the Application Mail - Received/Sent
Messages Screen (p. A-6) without saving your entries.
Enter Press ENTER to confirm your entries. The Application Mail - Received/Sent

Messages Screen (p. A-6) will appear.
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Select Users Screen

SELECT USERS

Sel  User Hame Dept
_ APDEMOG9 APLUS Demo User System

APDEMOLE APLUS Demo User Syzten

APLLUS APLUS Demo User System

QPGHR Programmer and Batch User  System

[SECOFR Security Officer System
K=5elect

Find(FEI: .
FE=F ind F1Z=Return

This screen appears after you press ENTER on the Application Mail - New Message / Reply / Forward
Screen (p. A-14) or the Application Mail Delegate Screen (p. A-18), if you keyed ? in the To, CC, or BCC

fields.

The screen lists the user ID, name, and department of all users. Users are listed by department, and
then by name within each department. Use this screen to select the recipients of your message. You
can use the Find field to quickly locate a specific user.

Select Users Screen Fields and Function Keys

Field/Function Key

Description

Sel Use this field to select the users that will receive this message.
Key X in the Sel field corresponding to the all of the users that you want to
include in the message. You can only select one user for the Application Mail
Delegate Screen (p. A-18) fields.
(A 1) Required

Find This field allows you to search for a specific user by keying all or part of the
user’s name (not the user’s ID).
Key the search characters and press F6=FIND.
(A 25) Optional

F6=Find After keying search criteria in the Find field, press F6=FIND to begin the

search. The cursor will be positioned to the first user that matches your entry.
Press F6=FIND again to find the next match.
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Select Users Screen Fields and Function Keys

Field/Function Key

Description

F12=Return Press F12=RETURN to return to the Application Mail - New Message / Reply /
Forward Screen (p. A-14) without making a selection.
Enter Press ENTER to confirm your selections. The Application Mail - New

Message / Reply / Forward Screen (p. A-14) will appear and the users you
selected will be listed to the right of the To, CC, or BCC field.
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appenoixe  Email and EXpOFt Screens

This appendix explains Mail Server screens that can be accessed through multiple Distribution A+
options for emailing reports/listings or exporting them to various mediums.

Email Options

Emailing provides the functionality to generate a report and/or special form and have it send directly to
another user in addition to a printed hard copy or instead of a printed copy.

Export Options

Report exports provide you with the ability to selectively export a standard report to Internet Explorer,
Microsoft Word, Microsoft Excel, Notepad or Wordpad. Additional criteria are available for the
specific program selected. Refer to CHAPTER 12: PC File Export Options for a list of the reports that
support Excel TSV Exports.




Infor Distribution A+ Mail Server User Guide

Email Options Screen

EMAIL OFTIONS

FROM Address: prospectmanager Bind o Com o

Compress: N [Y,N) Fassword Frotect: M (Y,M) Faszsword:
Priority: L, (H,L) Attachment Mame:  Customer, Quote . .....
CC Address?

Fl2=Return

This screen appears when you select to resend or display a Mail Server request from the Mail Server
Inquiry (MENU MSMAIN) and when you press ENTER on the Report Options Screen, if either of the
following is true:

» The document you are printing has been set up through Customer/Ship to Master Maintenance
(MENU ARFILE) or Vendors Maintenance (MENU POFILE) to e-mail automatically to the
customer or vendor.

Note: If FAX is installed and the document is also set up to fax, the Fax Options Screen
will appear before this screen.

* You keyed a Y in the EmaL RePoRT field on the Report Options Screen. Refer to the Cross
Applications User Guide for information about the Report Options Screen.

When e-mails are delivered with this screen, the FROM Address will default to the User Email Address
defined through Register A+ User IDs (MENU XACFIG), if any. If that field is blank, and no
application (AR, PO, OE, BQ) specific email has been defined, the default will be the FROM Email
Address defined on the Mail Server Default Email Address Maintenance Screen (p. 10-5).

Additionally, depending on special order options defined through Special Order Options Maintenance
(MENU XAFILE), a Purchase Order created through Special Order Processing within Order Entry
will have the User Email Address of the buyer who is assigned to the vendor on the Purchase Order.
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Email and Export Screens

Email Options Screen Fields and Function Keys

Field/Function Key
FROM Address

Description

Key the email address for the sender.

The address in the Email Address field on the Mail Server Default Email
Address Maintenance Screen (p. 10-5) will default in this field, if the user
sending the email does not have a User Email Address defined through
Register A+ User IDs (MENU XACFIG) and no application (AR, PO, OE,
BQ) default addresses have been entered on the Mail Server Default Email
Address Maintenance Screen (p. 10-5).

(A 128) Required

TO Address

This field is required if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Key the distribution group code or address to which you want to e-mail the
Mail Server request. Separate multiple addresses with a semicolon. For
example:
addressone@companyname.com;addresstwo@companyname.com

If you do not remember the address or distribution group code you want to
send to, key a ? in this field to access a list of existing customer, vendor, user,
internal, and distribution group e-mail contacts.

If the Default TO Address to User Address for Listings & Reports field on the
Mail Server System Options Maintenance Screen (p. 10-3) is Y, then this field
will be automatically defaulted to the user’s email address (if available) that
is running the listing or report. The user’s email address is defined in the
User Email Address field through Register A+ User IDs (MENU XACFIG).

Valid Values: Any distribution group code defined through Distribution
Group Maintenance (MENU MSFILE) or any operational e-mail address.

(A 128) Required/Display

Compress

This field is required if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Use this field specify whether the document sent as an e-mail attachment will
be compressed.

Key Y to compress the attachment.

Note: Ifyoukey Y to compress document attachments, the recipient
must have standard data compression software or be using an e-
mail client that supports compression in order to open the
attachment.

Key N to leave the attachment uncompressed.

Default Value: N
(A 1) Required/Display
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Email Options Screen Fields and Function Keys

Field/Function Key

Password Protect

Description

This field is required if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Use this field to specify whether the document sent as an e-mail attachment
will be password protected. If you select to password protect the document,
the recipient will not be able to open the attachment without the password.

Key Y to password protect the attachment.

Note: Ifyoukey Y to password protect the attachment, then you must
also key Y in the Compress field.

Key N to send the attachment without password protection.

Default Value: N
(A 1) Required/Display

Password

This field is required if you are sending or resending a request or if you
keyed Y in the Password Protect field. If you keyed N in the Password
Protect field, then you must leave this field blank. This field is display-only
if you selected to display a request from the Mail Server Inquiry (MENU
MSMAIN).

Key a password. The recipient must know the password and key it in order to
open the e-mail.

(A 10) Required/Blank/Display

Priority

This field is required if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Use this field to assign a priority to the message.
Key L to assign a low, or normal, priority.
Key H to assign a high priority.

Messages with a high priority will be dispatched first by the Mail Gateway
Express process. Messages with low priority will be dispatched in order of
arrival. The message priority does not affect the order in which the Mail
Server Broker processes requests to Mail Gateway Express.

Default Value: L
(A 1) Required/Display
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Email Options Screen Fields and Function Keys

Field/Function Key

Attachment Name

Description

This field is required if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Key a name for the attachment.

Default Value: If the document is set up through Customer/Ship-to Master
Maintenance (MENU ARFILE) or Vendors Maintenance (MENU POFILE)
to e-mail automatically, the name of the document will default into this field.

(A 20) Required/Display

CC Address

This field is optional if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Use this field to send a copy of the attachment to one or more additional
addresses.

Key a distribution group code or an e-mail address.

If you do not remember the address or distribution group code you want to
send to, key a ? in this field to access a list of existing customer, vendor, user,
internal, and distribution group e-mail contacts. The Personal Email Address
Selection Screen (p. 7-4) will appear.

Valid Values: Any distribution group code defined through Distribution
Groups Maintenance (MENU MSFILE) or any operational e-mail address.

(A 128) Optional/Display

BCC Address

This field is optional if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Use this field to send a blind copy of the attachment to one or more
additional addresses. The name and address of the recipient of a blind copy
does not appear when the other recipients view the e-mail message and
attachments.

Key a distribution group code or an e-mail address.

If you do not remember the address or distribution group code you want to
send to, key a ? in this field to access a list of existing customer, vendor, user,
internal, and distribution group e-mail contacts. The Personal Email Address
Selection Screen (p. 7-4) will appear.

Valid Values: Any distribution group code defined through Distribution
Group Maintenance (MENU MSFILE) or any operational e-mail address.

(A 128) Optional/Display
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Email Options Screen Fields and Function Keys

Field/Function Key
Subj

Description

This field is optional if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Key the text for the subject line of the e-mail.

(A 70) Optional/Display

Body

This field is optional if you are sending or resending a request. This field is
display-only if you selected to display a request from the Mail Server Inquiry
(MENU MSMAIN).

Key a message to the recipient of the e-mail.

Default Value: The body text specified on the Mail Server Company Custom
Form Screen (p. 10-9), if any.

(A 490) Optional/Display

F12=Return

F12=RETURN only appears when this screen displays from the Report Options
Screen or the Mail Server Inquiry.

Press F12=RETURN to return to the Mail Server Inquiry Screen (p. 4-2) or the
Report Options Screen.

Enter

Press ENTER to confirm your entries and send the request.
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PC File Export Selection Screen

PC FILE EXPORT SELECTION

Open or Save File: 0 (0=0pen, 5=5awve)
File Mame: Accounts Receivable Opt 065154
File Tuype:

F1#=Return

This screen appears after you press ENTER on the Report Options Screen, if you keyed Y in the Export
Report field. Use this screen to:

« Determine if you want to open or save the selected report, form, or listing

« Key the name of the file you want to open or save

« Key the file type/extension to be used when you open or save your selected file (e.g., HTML, RTF,
TXT, TSV, etc.)

NoTE: Only one document with the same name/extension can exist in any output
directory. Therefore, if an output already exists for this report/document in the
output directory with the same name/extension, it will be overwritten by this
output. Also, when exporting, for reports that generate two reports, this screen
will display twice.
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PC File Export Selection Screen Fields and Function Keys

Field/Function Key

Open or Save File

Description

This field determines if you want to open or save the selected report, form, or
listing.

Key O to open the report, form, or listing. Your file will be saved to the [FS
directory (defined in File Export Definition, MENU EXMAIN), and will be
opened using the PC Program you select on the Open With Selection

Screen (p. B-10). A printed report is not sent to the spooled files output queue.

NotE: If the Print Report field and/or Submit to Batch field is Y on
the Report Options Screen and this field is O, N will be
assumed for those fields even if you keyed Y. When selecting O
in this field, in order to open the file, the job should be run
interactively (and not in batch). Once the file is opened, you
will have the option to print the file. Refer to the Cross
Applications User Guide for information on the Report Options
Screen.

Key S to save the report, form, or listing. Your file will be saved to the IFS
directory, and you will receive the following message:

Your Export has completed. You can view file in the PC File Export Inquiry
from either EXMAIN or by Pressing the Attention Key (Esc).

Refer to the PC File Export Inquiry Screen (p. 15-2) for further details.

Note that, in cases where a report must be processed in batch mode (such as,
the ATS Exception Report), S will be assumed in this field and you will not
be allowed to change it.

NotE: If the Print Report field and/or Submit to Batch field is Y on
the Report Options Screen and this field is S, the values you
key in those fields will remain and be assumed. Your program
will be saved, with the default file type of .TXT in the
appropriate folder directory (as defined in File Export
Definition, MENU EXMAIN). Refer to the Cross Applications
User Guide for information on the Report Options Scree

Default Value: O
(A 1) Required
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Email and Export Screens

PC File Export Selection Screen Fields and Function Keys

Field/Function Key

File Name

Description

This field displays the external description of the current task you selected.
For example, if you selected to run the Purchasing Options Listing,
Purchasing_Option_List_731632 will display in this field.

The file name comes from Distribution A+ Function security and is
conjugated with the IBM i job number assigned when you sign on. The file
name cannot contain any special characters.

Accept the default or key the name of the file you want to open or save.

NotE: This is the file name used when the hard copy is placed in the
applicable folder directory. Therefore, if this is a repeated time
in your session that you are running the same report, the name
will be the same and it will overwrite any previous name output
in that folder. If needed, key a unique name to avoid the file
being overwritten.

Default Value: The external description of the current task you selected
(A 30) Required

File Type

Use this field to key the file type/extension to be used when you open or save
your selected file. For example, HTML, RTF, TXT, etc.

NoTE: Only one document with the same name/extension can exist in
any output directory. Therefore, if an output already exists for
this report/document in the output directory with the same
name/extension, it will be overwritten by this output.

TSV is only valid for the specific list of reports found in Reports That
Support Excel CSV/TSV Exports (p. 12-1).

If you key a value in this field and select to open the file (the Open or Save
File field is O), the file type you key in this field will be used and not the file
type that is defined by the system for the available PC Programs. See the
Open With Selection Screen (p. B-10) for further details.

If you leave this field blank and select to open the file (the Open or Save File
field is O), the default file extension you selected on the Defining File
Exports Screen as described in the Mail Server User Guide will be used.

(A 10) Optional

F12=Return

Press F12=RETURN to cancel your selections and return to the previous screen.

Enter

Press ENTER to confirm your selections and proceed (what occurs next
depends on your selection in the Open or Save File field).
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Open With Selection Screen

OPEM WITH SELECTION

Chooze Program from list:

_ Internet Explorer
., Motepad

.. Microsoft Word

.. Wordpad

Bottom

H=Select

F1Z=Return

This screen appears after you press ENTER on the PC File Export Selection Screen (p. B-7), if you keyed
O in the Open or Save File field. This screen lists the PC Programs available to open files with.
Distribution A+ supports the four programs listed on this screen. You have the option to add additional
programs in PC File Export Maintenance. The list of programs displayed is for the current User ID and
Display ID located; if not located, blank is assumed for the User ID and Display ID.

Use this screen to select the PC Program you want to open the selected file with.

Note: For each available program to select, a file type has been defined to be used (for
example, RTF, TXT, HTML). If you keyed a file type in the File Type field on the
PC File Export Selection Screen (p. B-7), regardless of what program you select to
open the file with on this screen, the file type you selected on the PC File Export
Selection Screen (p. B-7) will be used when the document is opened. The file will
also be saved in the appropriate folder with this file type.

NoTE: Microsoft Excel must be set up as a custom entry since all exports are not
supported for exporting to Microsoft Excel. Refer to PC File Export Options
(MENU EXMAIN) for more information on adding new PC Programs.

Open With Selection Screen Fields and Function Keys

Field/Function Key Description

X=Select Key X before the PC Program you want to open the selected file with (only
one PC Program can be selected). For example, if you want to launch the file
in a browser, key X before the Internet Explorer field.

(A 1) Required
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Email and Export Screens

Open With Selection Screen Fields and Function Keys

Field/Function Key

F12=Return

Description

Press F12=RETURN to cancel your selection and return to the previous screen.

Enter

Press ENTER to confirm your selection. Your file will be opened in the
selected PC Program.

Note: If you selected to activate the debug file export process
through Start Debug File Export (MENU EXMAIN), the
Debug File Export Screen (p. B-12) will display instead of your
file being opened in the selected program (however, the file
will still be saved in the IFS directory). If you did not select to
activate the debug file export process, the file would be opened
in the selected program and the debug process would be
skipped.
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Debug File Export Screen

Commard
START IEXPLORE "HTTP://USALISO3/APLUS/EXPORT /Accounts Receiwvable Opt_B65154. Ktm
'LII

Path
FAPLUSYEXPORT fAccounts Receivable Opt_B65154. himl

M5HED Contraol Mumber:  RADDEDEZEZ
On_a command line on a 5750 enulation screen
11 Key STRPCO
21 Key STRPCCHD  <COMMAMD abowve:

If uzing A+ GUI
1) Copy the PATH into a browser

This screen appears after you press ENTER on the Open With Selection Screen (p. B-10), if you selected
to activate the debug file export process through Start Debug File Export (MENU EXMAIN). This
screen will display instead of your file being opened in the selected program (however, the file will
still be saved in the IFS directory). If you did not select to activate the debug file export process, the
file would be opened in the selected program and the debug process would be skipped (that is, this
screen would not be displayed).

This screen lists the PC command which is run by the iSeries and the Integrated File System (IFS) path
which your document is stored to. Use this screen to locate the command you need to key on a

command line to validate that the export is working correctly.

Press ENTER once you have located the command. You will be returned to the calling menu.

Note: The iSeries has a maximum string length of 123 characters. The total characters
for the command, path, file name, and file type, cannot be greater than 123
characters.
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Glossary

Attachment

Compression

Distribution Group

Internet Service
Provider (ISP)

Mail Server Broker

Mail Server Request

Mail Gateway
Express

The report, listing, or document that is being e-mailed. Attachments can
be compressed and password protected.

A process that compacts information and reduces the size of a file. You
can select to compress attachments. If an attachment is compressed, the
recipient must have standard data compression software or be using an e-
mail client that supports compression in order to open the attachment.

Two or more addresses linked to a common name used to mass e-mail to
multiple addresses that normally receive the same e-mail. When the code
for the distribution group is entered in the TO Address field on the Email
Options Screen (p. B-2), the message and attachment are automatically
sent to all the addresses assigned to the group code.

A company that provides access to the Internet, allowing electronic
transmissions via the Internet and connections to Internet sites.

An IBM i process that writes each e-mail, with its attachments, to a rich
text file in a directory that is shared with the Mail Gateway Express
workstation. E-mail can not be sent if the Broker is not running. The
Broker can be started automatically with Distribution A+ or manually. In
addition, starting the Broker purges the Mail Server of all requests older
than the number of days you set in the Mail Server System Options
(MENU MSFILE). The broker must be stopped before the dedicated
portion of Day-End processing is run.

An e-mail message and one or more attachments that are processed by the
Mail Server Broker and delivered via an Internet Service Provider.

A server product that functions as an intermediary between Distribution
A+ modules and one or more Internet Service Providers (ISPs). Mail
Gateway Express monitors the Distribution A+ host shared drive,
searching for control and attachment files representing outgoing messages
generated by Mail Server. Each control file is processed to extract all
elements of the outgoing e-mail message (such as e-mail address,
message text, and attachments). The outgoing message is then assembled




Infor Distribution A+ Mail Server User Guide

Password Protection

Priority

from the extracted elements and dispatched to an ISP. Messages are
dispatched in order of arrival, unless a message has been assigned a high
priority.

The final result of the send operation for each outgoing message is recorded in
an e-mail status table. Additionally, Mail Gateway Express maintains a
number of activity log files that capture all server activities, including
maintenance.

Protects attachments by requiring a password to open and read the document.
E-mail attachments sent with password protection must also be compressed,
and the recipient must know the password in order to open the attachment.
Refer to the compression definition for additional requirements.

Messages are assigned a high or low priority on the Email Options Screen (p.
B-2). Priority functions with the Mail Gateway Express process, not the Mail
Server Broker process. Messages with high priority will be dispatched first by
Mail Gateway Express, messages of the same priority will be dispatched in
order of arrival.
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