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Sending Customer Orders

Last Modified on 10/21/2025 2:35 pm EDT

This guide explains how to send a customer order through various aACE print and email
methods. It is intended for general users.

aACE has several methods for printing and emailing orders. These methods can be manual
or automated, depending on your organization policies and aACE system preferences.

To work with orders, navigate from Main Menu > Order Management > Orders, then use

the QUiCk Search (https://aace6.knowledgeowl.com/help/using-the-quick-search-bar bar to locate the needed
record(s).

Note: Some of the following features use email functionality, which requires that your
system administrator enable and configure our integration with Mailgun

(https://aaceé.knowledgeowl.com/help/setting-up-mailgun).
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Order Detail View Options

Options for an order detail view are different than options for the list view. The detail view
has two print options for sending orders: Print This View and Email Order.
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Print this View
Order: 60001 ' Centerville High School 10/06/25 \_ .. .o
ales Order Invoice
Sales Order Management Job Costs & Approvals Notices Tasks [
Print Sales Order Invoice
Bill To * shipTo | End Ci + Bc & Nexts FrntPickList
Bill Ta > B 9 customer PO # Ship To > Bind[ ] @ Q shipType  Ship Date Open Report Selector
Centerville High School Centerville High School Complete  10/08/25 Send Report Request
Katherine de Berg N Katherine de Berg N
2977 Chappell St Rate Card > Disc % 2977 Chappell St Inventory Bin Reveal File Server Folder
Centerville, MO 63633 HSCT 0% Centerville, MO 63633 T
Billing Terms Shipping Terms
Net 30
Description Additional Info Next Step Next Step Date
B
Order Items
Code Description Cases Quantity BO DS SO Unit Price Unit Adj Total Margin
1 > PAINT-BPS Beginner's Paint Set #+ ) 10 371.25 0.00 3,712.50 20% A~
Subtotal 3,712.50 20%
Adjustment 0.00
Total 3,712.50 20%
Sales Billin Fulfillment Shippin,
9 PPIng Shipping 89.90 0.00
Order Type Payment Account Recurring Transaction > Currency Exchange Rate Tax ouT 0.00
Sales usD 1 Grand Total 3,712.50 18%
Payment Due 0.00 @
# Dept AU Asgn By AH Asgn To AH @ Tracking Status Sent via Email Q

Print This View

Print This View generates a printout of the current order. You can print the order or save it
as a PDF.

Email Order

Email Order saves the current order as a PDF and opens the aACE Email Composer, if you
have the aACE Email Com poser Upgrade (https://aaceé.knowledgeowl.com/help/understanding-aace-email-integration), O

your computer's default mail client (https://aaces knowledgeowl.com/help/assigning-a-default-email-program-on-a-
workstation). 1 he Email Order action automatically creates a new email in either the aACE Email

Composer or in your mail client.

The generated email will have information automatically entered, depending on the
information in your aACE system. If your aACE system is using email templates, the default
information may differ. For more information on email templates and default email
information, refer to Working with Email Templates (https://aaces.knowledgeowl.com/help/working-with-email-

template-preferences).
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Order List View Options

In the list view, aACE only includes records currently displayed in the list. The print options
in the list view allow you to select and exclude orders, organizing the printout as needed.

Use the QUiCk Search (https://aace6.knowledgeowl.com/help/using-the-quick-search-bar) bar to organize a list of

customers who need to receive a copy of their order(s). The list view has four print options:
Print Orders in List, Send Orders in List, Auto-Email Orders in List, and Print to Mail Orders
in List.

Print Orders in List

Print Orders in List generates a batch printout for all orders currently displayed in the list.
The orders in the list must all have the same Record Type (e.g. Production, Sales, Service)
because each order type has a different print layout.

After generating the printout, you can save it as a PDF.

Send Orders in List

Send Orders in List prepares the list of orders for both email and regular mail delivery.

The preference that determines the delivery method for an order is found in the Bill To
company record. At the company record, select the Customer Details tab and locate the
Billing Setup section. This section includes the Send Docs Via field, where you can specify
the value as either Email or Mail. This preference also applies when sending invoices

(https://aaceé.knowledgeowl.com/help/sending-customer-invoices) aNd statements (https://aace6.knowledgeowl.com/help/sending-

customer-statements).
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. . Credit Hold
Company: Centerville High School (50020) ACTIVE @
‘Company Details Sales & Marketing Customer Details Vendor Details Finance & Accounting 3 Notices Tasks [ Emails Bd Docs @
Billing Address Q Sync with Office [v/] Billing Setup * Shipping Setup Blind Shipping *
Billing Salutation (Company Name) Billing Terms AJP Contact > Carrier Carrier Service Account #
Centerville High School Net 30 Katherine de Berg
Address Send Docs Via mail Shipping Terms Ship Point
2977 Chappell St eberg@chsaacedemn.edu =
Order Printout Invoice Printout Rate Card > Disc % Shipping Rate Type Shipping Rate Value
High School
City State / Prov Postal Code
Centerville MO 63633 Current Billing Preferences
Country Postal Format Currency Last Order Credit Limit A/R Balance Credit Balance ‘Customer PO required. Must be entered to open new orders.
USA American usD 11/17/2023 44,959.45
Sales History Orders (15) Invoices (15) Receipts (11)

Code

DRY-E | Dry Erase Markers

HP-200-T | HP 200 Series Toner Cartridge
HP-250 | HP 250 Printer

HP-290 | HP 290 Printer

JOB-VP | Video Production

L-ASMBLY | Assembly

L-DES | Design

v

v

v

v

v

v

v

aACE also filters your current order list for open orders, then displays a dialog that explains

the process of filtering and delivery.

Vendor Last Order Date Unit Price

> LearnWright Inc. (50003) > 50720 | Centerville High 08/30/23 9.00 ©
> Hewlett Packard (HP) > 50296 | Centerville High 05/14/21 28.00
> Hewlett Packard (HP) > 50296 | Centerville High 05/14/21 262.86
> Hewlett Packard (HP) > 50040 | Centerville High 01/24/20 303.00
> 50372 | Centerville High 09/23/21 0.00
> 50372 | Centerville High 09/23/21 125.00

> 50372 | Centerville High 09/23/21 125.00 .

Ee

Message

For each valid order in this list one of the following actions
will occur:

1. If the related company's document delivery method is empty
or set to "Email" then the order will be auto-emailed and will be
omitted from your found set.

2. If the related company's document delivery method is set to
"Mail" or cannot be emailed, then the orders will remain in your
found set to be printed and mailed.

Cancel

aACE creates emails based on email templates for each customer configured for email

delivery. After these emails are sent, records with email delivery are omitted from your

order list. Orders for customers that are configured to mail delivery (if any) are left

remaining. aACE then generates a printout for these remaining orders and automatically

updates the order Tracking Status field to Sent via Mail.

Auto-Email Orders in List

Auto-Email Orders in List emails the list of orders and automatically updates the Tracking
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Status for each record to Sent via Email. The process is the same as the Send Orders in List
action.

However, any remaining orders in the list are orders that do not have a specified email
address. These must either be sent separately through regular mail or have an email added
for the next list of orders to email.

Print to Mail Orders in List

Print to Mail Orders in List creates a printout of all the orders in the list to send to companies
through mail. The process is similar to Print Orders in List.
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