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Setting email preferences 

Setting the email preferences of a document of one or more customers: 
 
Step 1: 
Go to the lists tab in File – Settings. Select a document. Check whether the ‘Email’ check box is 
checked. This allows the document to be emailed. 
 

 
 
Step 2:  
 
Click on the [Print options] button and check the ‘Output’ ‘email sending’ check box. When ‘automatic 
export’ is used, the document will be emailed by default. 

 
Step 3: 
Search for the contact in maintain contacts and go to the communication tab, check ‘export default’ 
‘email’, and provide a valid email address. This means the customer will be sent the documents that 
are allowed to be mailed.  
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Setting the email preference of one or more documents of one customer: 
Step 1: 
Go to the lists tab in File – Settings. Select a document. Check whether the ‘Email’ check box is 
checked. This allows the document to be emailed. 
 

 
 
Step 2: 
Search for the contact in maintain contacts and go to the communication tab, and check ‘export 
default’ ‘email’. If nothing has been entered in ‘default contact person’, the document will be emailed to 
the email address that has been entered in ‘other’. 
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Setting an alternative email address of one document: 
Step 1:  
Search for the contact in maintain contacts and go to the contact persons tab. Use the [add] button to 
add a new contact person, give it a name (e.g. invoice) and enter the email address in ‘Email’. 

 
 
Step 2: 
Search for the contact in maintain contacts and go to the communication tab. 
Choose the default contact person for the document you want to use the alternative email address for.  

 
 


