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Understanding Data Sources for Email Templates

Last Modified on 06/30/2026 6:03 pm EDT

This guide explains email templates, preferences, and sending logic. It is intended for
system administrators.

Email templates (https://aaceé.knowledgeowl.com/help/working-with-email-template-preferences) are Standardized

boilerplate text you configure for various emails sent from aACE. This saves users time
composing emails and also ensures a common voice and style throughout the organization.
You can access email templates by navigating from aACE Main Menu > System Admin >
Email Integration > Email Templates.

When you email documents directly from an aACE module, the resulting email text is
populated by the assigned email template. Different documents can be sent from aACE
modules:

e Estimate or Quote

e Order

e Sales Order Invoice

e Invoice

e Customer Statement

e Receipt Notification

e Packing List

e Purchase Order

e Requests for Quotes (RFQs)
e Vendor Follow-Up

e Purchase Acknowledgment
e Remittance Advice

e Commission Statement

To create or edit email templates, contact your aACE Support Representative.

Methods to Send Emails

There are two methods for sending emails within aACE: Active and passive.

You can actively send an email from a record detail view. For example, you can use the
"Email Record" option from the Print options list on a record. aACE will present the email
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text before you send the email. You can make changes as needed then manually send the
email by selecting Send or Open in Email Client.

Passively sending emails refers to the aACE+ Mailgun integration features. For example,
there is the "Auto-Email Record" option from the Print options list in the detail view. aACE
automatically sends the email using the information specified in the corresponding email
template. This option does not allow you to edit the email before sending it but allows
sending batches of emails with standard text.

Email Header Logic

The Email Header section is used to enter details relating to the email.

aACE does not automatically copy the user when they send an email. Marking the Bcc Self
preference means the user will receive a copy of the email they send in aACE for their own
records. Users will receive a copy of the email regardless of if the email was sent passively
or manually. The Bcc Self preference is beneficial for testing the email template initially but
can also be used in other situations.

] Email Templates a8

& Record: 10 16

Email Template: Remittance Advice

Template Type Open in Email App Subject Exclude Signature Merge Fields

Remittance Advice #<<{IDisbursementID}>> from <<{!DisbursementOfficeName}>> DisbursementOfficeName
DisbursementOfficeEmail

DisbursementOfficeEmailDemain
Email Header Bec Self | [JHTML Body | Text Body = ADI - HTML Body | ADI - Text Body HTML Body CODE | ADI - Body CODE | < g::gﬂ:m%zm
From: - Edit Body, HTML verson DisbursementAmount
- = PaymentMethod
B I U T A- B~ Default Font 2| - + I BankAccountLastFour
- DeliveryNotes
Reply-To: DeliveryNotesHTML
" SR I ContactNameSalutation
ContactNameFirst
ContactNamelast
To: End-User Message ContactNameFullFL
Salutation

<<{Salutation}>> TeamMemberNameFirst

TeamMemberNameMiddleInitial
Please be advised that <<{!PaymentMethod}>> for <<{!DisbursementAmount}>><< TeamMemberNameLast
cc: {!DeliveryNotes}>> TeamMemberNameFullFL
TeamMemberInitials
TeamMemberTitle

Do not hesitate to reach out with any questions. TeamMemberPhoneDirect

BCC: TeamMemberPhoneMobile

TeamMemberPhoneOffice
TeamMemberPhoneOfficeExt
TeamMemberPhonePrimary
R TeamMemberPhanePrimaryType

Office Variants TeamMemberFax

TeamMemberEmail

3 office OfficeName

~ OfficeAbbr

OfficeAddrTitle
OfficeAddrStreet
ffirabdrsri

Ready

#  Email Template Rec 1D EMAILTMPLT60000

From and Reply-To Fields Logic
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The To, CC, and BCC fields are active values and are added to the underlying default logic if
populated. For example, if a user adds an email address to the CC field while drafting an
email, this email address will be added to the email alongside the email template's defined
CC email addresses if applicable. Additionally, the To, CC, and BCC fields allow many values
by using a semicolon, comma, or paragraph to separate them. The aACE system adds both
email template and default values to the email.

If the From and Reply-To fields are blank, the current user's email address is used. Similarly,
automated emails sent by the server will use the system email address
https:/aaceé knowledgeowl.com/help/setting-up-the-aace-email-integration) If these fields are blank. When email

automation is enabled, we recommend populating these fields with the appropriate email
addresses to prevent the system email address from being used.

The From and Reply-To fields only allow a single value for each field. Values entered at the
email template are prioritized over default values. If a change to a email template's default
logicis required for these settings, contact your aACE Support Representative.

aACE Data Sources for To and CC Fields

It is important to understand what aACE email fields the email templates are using to
populate outgoing emails. This will help you ensure there is appropriate, relevant, and
correct data available in your aACE records to generate emails.

Commission Statement

The To field for commission statements uses the email addresses for the related team
member or company. You can locate the team member email:

1. From the aACE Main Menu, select Internal, then Team Members.
2. Select your desired team member record.
3. Select the Member Details tab.

Additionally, you can locate the company email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Company Details tab.
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Invoice

The To field for invoices uses the email address for the bill-to contact. You can locate the
bill-to contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

The CC field also uses the bill-to contact email address, if it is not already included as a
recipient. You can locate the bill-to company A/P email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Customer Details tab.

Estimate or Quote

The To field for estimates or quotes uses the email addresses for the bill-to company or bill-
to contact. You can locate the bill-to company email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Company Details tab.

Additionally, you can locate the bill-to contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

Order

The To field for orders uses the email address for the bill-to contact. You can locate the bill-
to contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.
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The CC field also uses the bill-to company A/P email address, if it is not already included as a
recipient. You can locate the bill-to company A/P email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Customer Details tab.

Sales Order Invoice

The To field for sales order invoices uses the email address for the bill-to contact. You can
locate the bill-to contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

The CC field also uses the bill-to company A/P email address, if it is not already included as a
recipient. You can locate the bill-to company A/P email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Customer Details tab.

Receipt Notification

The To field for receipt notifications uses the email address for the bill-to company A/P. You
can locate the bill-to company A/P email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Customer Details tab.
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r. oe Companies 8
: Record: 5 of 78 Newsdp Editd” Delete3 Print/& Actions A
Company: Regina County Area School District (50008) AcTIVE @
Company Details | Sales & Marketing /m‘ Vendor Details ‘ Finance & Accounting 7 Notices Tasks & Emails B4 Docs &
Billing Address @ Sync with Office [ Billing Setup #* | shipping Setup | Blind Shipping »*
Billing Salutation (Company Name) Billing Terms AP Contact > Carrier Carrier Service Account #
Regina County Area School District Net 30 FedEx FedEx Ground 32145687
Address send Docs Vi Emai Shipping Terms ship Point
54 Third Street Email Ipadilla@rcasd-aacedemo.org ]
Order Printout Disc % Shipping Rate Type Shipping Rate Value
Mark Up % 15%
City State / Prov Postal Code
Wikler cr 06016 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.
United States American usp 4/21/2026 25,000.00 -50.00  25,050.00
/m‘ Orders (91) Invoices (65) Receipts (48)
Code Vendor Last Order Date Unit Price
> DRY-E | Dry Erase Markers > Office Place (50016) > 50836 | Regina County Area 04/21/26 9.00 ©
> HP-290 | HP 290 Printer > Hewlett Packard (HP) > 50107 | Regina County Area 10/07/20 303.00
> HP-300-T | HP 300 Series Toner Cartridge > Hewlett Packard (HP) > 50107 | Regina County Area 10/07/20 35.00
> MKTG-CAT | Catalog > 50836 | Regina County Area 04/21/26 0.00
> NTBK-011 | Lab Notebooks / Journals > McGullicuddy McGuire-Hall (50009) > 50107 | Regina County Area 10/07/20 2.50
> SHIP | Shipping > FedEx (50028) > 50135 | Regina County Area 11/17/20 0.00
> SW-ENG1 | Sammy Spellman's Grade 1 Spelling Bee > Textbook Emporium (50012) > 50417 | Regina County Area 12/03/21 3495 .

Ee ]

If there is no A/P email, aACE looks to specific sets of records. If there is no information

found, it moves to the next set of records in the following order:

1. aACE looks to the invoices added to the Invoices section in the receipt. From the
invoices, it looks to the invoice Customer record > A/P email.

roo.
o0e

: Record: 3 of 78

Companies

Newsp Edit## Deleted Print/8  Actions &'

ﬁ‘

Company: Full STEAM Charter School (50006) AcTvE @
Company Details | Sales & Marketing ‘Customer Details Vendor Details \ Finance & Accounting 4 Naotices Tasks & Emails i Docs &
Billing Address Q Sync with Office [+ Billing Setup * Shipping Setup Blind Shipping *
Billing Salutation (Company Name) Billing Terms AJP Contact > Carrier Carrier Service Account #
Full STEAM Charter School Net 30 Tina J Rivera
Address Send Docs Via Email Shipping Terms Ship Point

804 Rene Rd. Email tina.rivera@fullsteam-aacedemo.edu
Order Printout Disc % Shipping Rate Type Shipping Rate Value
City State / Prov Postal Code
Kingston CA 90310 Current Billing Preferences
Country Postal Format Currency Last Order Credit Limit A/R Balance Credit Balance Customer PO required. Must be entered to apen new orders.
United States American usp 5/14/2026 7,425.00
/m‘ Orders (18) Invoices (17) Receipts (25)
Code Vendor Last Order Date Unit Price
> 16G-W | 16 Guage Copper Wire > Art Supplies, Inc. (ARTSUP) > 50452 | Full STEAM Charter 02/11/22 0.00 ©
> HP-200-T = HP 200 Series Toner Cartridge > Hewlett Packard (HP) > 50331 | Full STEAM Charter 07/09/21 28.00
> HP-290 | HP 290 Printer > Hewlett Packard (HP) > 50331 | Full STEAM Charter 07/09/21 285.71
> HP-300 | HP 300 Printer > Hewlett Packard (HP) > 50452 | Full STEAM Charter 02/11/22 571.43
> HP-300-T = HP 300 Series Toner Cartridge > Hewlett Packard (HP) > 50331 | Full STEAM Charter 07/09/21 35.00
> MKTG-CAT | Catalog > 50802 | Full STEAM Charter 06/17/24 2.50
> PAINT-BPS | Beginner's Paint Set > 60001 | Full STEAM Charter 05/14/26 371.25 .
. o

2. aACE looks to the invoices added to the Invoices section in the receipt. From the
invoices, it looks to the invoice customer Contact record > contact email.
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oo Invoices a
& = 5 Record:1of1 Newsdk Edit#* Deleted Print/3 Actions A

Invoice: 60008 | Full STEAM Charter School 05/18/26 oPEN @
W Notices Tasks [%

Emails B Docs &

Bill To + Description E3 Payment C
Bill To > Q Order > Customer PO #
a AM Citarter School 60001 | Full
. r Billing Terms
Kingston, CA 90310 Net 30 Additional Info
Invoice Due Pmnt Expected
06/17/26 06/17/26 [
Invoice Items Invoice Items Override
Code Description Order Quantity Unit Price Unit Adj Total Tax Profile
> PAINT-BPS Beginner's Paint Set > 60001 20 371.25 0.00 7,425.00 OUT .
Subtotal 7,425.00
Receipts (1) dj Refund ??t:lmem 7,422:33 @
Receipt Date Payment Ref Memo Amount Shipping 0.00 0.00
e = Tax ouT 0.00
Grand Total 7,425.00
- Balance 7,425.00 100%
# Dept AL Asgn To AK Q| Tracking Status To Be Sent Recur Transaction > Q

3. aACE looks to the invoices added to the Invoices section in the receipt. From the
invoice, it looks to the invoice Customer record > Default contact > contact email.

‘e0e Companies [°]

: Record: 3 of 78

Newsp Edit## Deleted Print/2  Actions &'

Company: Full STEAM Charter School (50006) ACTIVE @

C Details Sales & Marketing \ Customer Details | Vendor Details \ Finance & Accounting 4 Notices Tasks [

Emalls & Docs @

C Info [ @ Contact Info Other Info
Type Phone Alt Phone Group Subgroup
Customer (555) 968-5234 Charter Schools K-12
Office Address Residential Fax Phone / Fax Format Parent Company >
804 Rene Rd. (555) 968-6700 (H##) ###-RH2E

Email Referral Company >

FullSteamCharter@FSC-aacedemo.org [ Brightside Charter School
City State / Prov Postal Code ‘Web Address Referral Contact >
Kingston CA 90310 FullSteamCharter.edu 2 Caroline Tanis
Country Postal Format Email Format (using “John Q Public”) @ Referral Team Member > Other Referral
United States American

Contacts (2) Locations (2) Linked Contacts Linked Companies Lists (2)

B3 contact Name Title Phone Default Status

-_Mertivorsis Athletic Director (555) 968-5234 ®
Principal (555) 968-4174 @.

#  Limit-To Office

4, éACE looks to the invoices added to the Invoices section in the receipt. From the
invoices, it looks to the invoice Customer record > company email.
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7

Companies a

& = % Record:30f78 Newsds Edit#* Deleted Print/3 Actions A

Company: Full STEAM Charter School (50006) AcTIVE @

Ci Details Sales & Marketing ‘ Customer Details | Vendor Details ‘ Finance & Accounting 4 Notices Tasks & Emails B4 Docs &

C Info [ @ Contact Info Other Info

Type Phone Alt Phone Group Subgroup

Customer (555) 968-5234 Charter Schools K-12

Office Address Residential Fax Phone / Fax Format Parent Company >

804 Rene Rd. (##H) BEB-RERE

Referral Company >
] Brightside Charter School

City State | Prov Postal Code T eaca Referral Contact >

Kingston CA 90310 FullSteamCharter.edu 2 Caroline Tanis

Country Postal Format Email Format (using “John Q Public®) 9 Referral Team Member > Other Referral

United States American

Contacts (2) Locations (2) Linked Contacts Linked Companies Lists (2)

n Contact Name Title Phone Default Status AV

> Martin Morris Athletic Director (555) 968-5234 . -

> Tina ] Rivera Principal

(555)968-4174 = v @

#  Limit-To Office

Customer Statement

The To field for customer statements uses the email address for the bill-to contact. You can
locate the bill-to contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

The CC field also uses the bill-to contact email address, if it is not already included as a
recipient. You can locate the bill-to company A/P email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Customer Details tab.

Packing List

The To field for packing lists uses the email addresses for the ship-to company or ship-to
contact. You can locate the ship-to company email:

1. From the aACE Main Menu, select CRM & Sales.
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2. Select Companies, then the desired company record.
3. Select the Company Details tab.

Additionally, you can locate the ship-to contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

Request for Quote

The To field for requests for quotes uses the email addresses for the vendor company or

vendor contact. You can locate the vendor company email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Company Details tab.

Additionally, you can locate the vendor contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

Purchase Acknowledgement

The To field for purchase acknowledgements uses the email address for the vendor contact.

You can locate the vendor contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

The CC field also uses the vendor company A/R email address, if it is not already included as
arecipient. You can locate the vendor company A/R email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Vendor Details tab.
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Remittance Advice

The To field for remittance advice first looks for the email address for the payee company
A/R.You can locate the payee company A/R email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Vendor Details tab.

[ BN Companies g’
@ = Record: 5 of 148 Newsh Editd® Delete3 Print/& Actions &'
Company: Pewter Anderson Publishing (50004) ACTIVE @
Company Details | Sales & Marketing ‘ Customer Details Vendor Details Finance & Accounting 10 Notices Tasks [% Emails B4 Docs @
Payee Address Q@ syncwith Biling [W] Sync with Office Purchasing Setup »* Shipping Setup *
Billing Salutation (Company Name) Payment Terms A/R Contact > Carrier Carrier Service Account #
Pewter Anderson Publishing Net 30 Ben Moran

Address Send Docs Via Email Shipping Terms Ship Point

246 Seventh Ave. Email benmoran@pewteranderson-aacedemo. &4

EMEEED PO Printout Salgyt Template for POs Free Shipping Type Free Shipping Threshold

City State / Prov Postal Code

New York NY 10001 Current Purchasing Preferences

Country Postal Format Currency Last Purchase Credit Limit A/P Balance Credit Balance Drop ship only. Vendor only accepts drop shipments.

United States American 4/12/2024 0.00 Drop shipping not allowed. POs cannot be drop shipped.

/W‘ Purchase Orders (17) Purchases (16) Disbursements (16)
Code Product Code GL Account Last Purchase Date Total

> PAINT-SC | Set of Standard Colors > 50291 | Pewter Anderson  02/11/22 8.00 -

> TB-FRNCH3 | J'Apprends: I Learn FRLVL30001 > 50011 | Pewter Anderson  12/19/19 49.99

> TB-MTH7 | Middle Grade Math 7th MTHLVL70082 > 50519 | Pewter Anderson  04/12/24 24.99

> TB-NATSCI4 | The Art of Natural SCILVL40308 > 50408 | Pewter Anderson  02/14/23 48.97

> TM-FRNCH3 | J'Apprends: I Learn FRLVL30002 > 50011 | Pewter Anderson  12/19/19 74.99

> WKBK-YFP | Your First Painting > 50291 | Pewter Anderson  02/11/22 4.00

= TB-LIT101 | The Two Gentlemen of LITLVL10028 > 5001 | Uncategorized Cost of > 50056 | Pewter Anderson 09/04/20 45.00 -
L b7 -:}

If there is no A/R email, aACE looks to specific sets of records. If there is no information
found, it moves to the next set of records in the following order:

1. aACE looks to the purchases added to the Purchases section in the disbursement. From
the purchases, it looks to the purchase Vendor record > A/R email.
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o0e Companies a8

Newsdp Editd” Delete3 Print/& Actions A

Company: McGullicuddy McGuire-Hall (50009) ACTIVE @

‘Company Details | Sales & Marketing ‘ ‘Customer Details ’m‘ Finance & Accounting 10+ Notices Tasks & Emails B4 Docs &
Payee Address @ sync with Billing [¥] Sync with Office Purchasing Setup * Shipping Setup *
Billing Salutation (Company Name) Payment Terms AR Contact > Carrier Carrier Service Account #
MecGullicuddy McGuire-Hall Net 30 FedEx FedEx Ground 743 52517
Address send Docs V] Email Shipping Terms ship Point
382 West 38th Street Email admin@mmgbooks.com [
PO Printout Free Shipping Type Free Shipping Threshold
City State / Prov Postal Code
New York NY 10018 Current Purchasing Preferences
Country Postal Format Currency Last Purchase Credit Limit A/P Balance Credit Balance Drop ship only. Vendor only accepts drop shipments.
United States American 5/18/2026 10,498.50 Drop shipping not allowed. POs cannot be drop shipped.
[ Products (10) | Purchase Orders (39) | Purchases (36) Disbur (28)
Code Product Code GL Account Last Purchase Date Total
> NTBK-011 | Lab Notebooks / Journals > 60002 | McGullicuddy 05/18/26 2.50 -
> TB-LIT102 | The Complete Works of TB8745464 > 50521 | McGullicuddy 04/12/24 79.99
> TB-LIT104 | Shakespeare's Comedies 0.00
> TB-LIT106 | Shakespeare's Tragedies > 50522 | McGullicuddy 04/12/24 39.99
> TB-LIT120 | Complete Poems of Gerard 0.00
> TB-LIT130 | Beowulf - A New > 50510 | McGullicuddy 12/18/23 39.99
> TB-MTH6 | Middle Grade Math 6th 45684586M > 60002 | McGullicuddy 05/18/26 24.99 v
* o]

2. aACE looks to the purchases added to the Purchases section in the disbursement. From‘
the purchases, it looks to the purchase vendor Contact record > contact email.

‘se0e® Purchases [°]

% Record: 10f 1 Newsh Edit## Delete® Print/2 Actions R

Purchase: 60002 | McGullicuddy McGuire-Hall 05/18/26 oreN @
W Notices Tasks [% Emails Bl Docs @

Vendor * Description Payment Comments
Vendor > Q Vendor Inv # Inv Date
allictddy ire-Hall 2343 @ 05/18/26

Simon Bradford
8 act-28HStfeet Payment Terms Pur Order > Additional Info
New York, NY 10018 Net 30 60006
Payment Due Prnt Expected
06/17/26 06/17/26 [
Purchase Items
Code GL Acct Description Purchase Order Job Department Quantity Unit Cost Total Freight
1 > NTBK-011 1307 Lab Notebooks / Journals = > 60006 Al 200 2.50 500.00 0.00 A *
?2 > TB-5CH4 1307 Astronomy for Beginners, 4th > 60006 Al 50 149.99 7,499.50 0.00 A
3 > TB-MTHe 1307 Middle Grade Math Hardcover = > 60006 Al 100 24.99 2,499.00 0.00 A
Subtotal 10,498.50 0.00
/m‘ Adjustments Refunds Fre_ight 0.00 ——
Shipping Exp 0.00
Disbursement Date Memo Payment Ref Amount m
> . Total 10,498.50
Balance 10,498.50 100%
o Sugg Disc 0.00
Use Tax 0.00
# Dept AI Asgn To D) Q| Tracking Status Recur Transaction > -ﬂ

3. aACE looks to the purchases added to the Purchases section in the disbursement. From
the purchases, it looks to the purchase Vendor record > Default contact > contact
email.
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Companies a

& = % Record: 10 0f 148

Edit## Delete3 Print/s Actions A

Company: McGullicuddy McGuire-Hall (50009) AcTIVE @

Ci Details Sales & Marketing ‘ Customer Details | Vendor Details ‘ Finance & Accounting 10+ Notices Tasks & Emails B4 Docs &

C Info [ @ Contact Info Other Info

Type Phone Alt Phone Group Subgroup

Vendor (555) 212-3652 Textbooks

Office Address Residential Fax Phane / Fax Format Parent Company >

382 West 38th Street (555) 212-7458 (##H) ##H-RERE
Email Referral Company >
sales@mmgbooks-aacedemo.com -1

City State / Prov Postal Code ‘Web Address Referral Contact >

New York NY 10018 www.mmgbooks.com 2

Country Postal Format Email Format (using “John Q Public®) 9 Referral Team Member > Other Referral

United States American

Contacts (2) Locations (1) Linked Contacts Linked Companies Lists
B contact Name Titie

> Simon Bradford

Phone Default Status

Warehouse Manager (555) 350-4805 & [ ] -
Director of Sales (555) 212-3652 [ ]

#  Limit-To Office {}

4, éACE looks to the purchases added to the Purchases section in the disbursement. From
the purchases, it looks to the purchase Vendor record > company email.

eoe Companies [°]

& = % Record: 10 of 148 Newsp Edit#* Deleted Print/s Actions A

Company: McGullicuddy McGuire-Hall (50009) ACTIvVE @

C Details Sales & Marketing \ Customer Details | Vendor Details \ Finance & Accounting 10+ Notices Tasks [ Emails & Docs @
C Info @ @ Contact Info Other Info
Type Phone Alt Phone Group Subgroup
Vendor (555) 212-3652 Textbooks
Office Address Residential Fax Phone / Fax Format Parent Company >

382 West 38th Street (##H) H#RH-RERR

Referral Company >

sales@mmgbooks-aacedemo.com 1

City State / Prov Postal Code Referral Contact >

New York NY 10018 www.mmgbooks.com 2

Country Postal Format Email Format (using "John Q Public”) @ Referral Team Member > Other Referral

United States American
/Tds(z)‘ Locations (1) Linked Contacts Linked Companies Lists

B3 contact Name Title Phone Default Status

> Frank Santorino Warehouse Manager (555) 350-4805 -] . -
> Simon Bradford Director of Sales (555) 212-3652 = v [ ]
#  Limit-To Office el

Vendor Follow-Up

The To field for vendor follow-up uses the email address for the purchase order's vendor
contact. You can locate the purchase order's vendor contact email:
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1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

Purchase Order

The To field for purchase orders uses the email address for the vendor contact or vendor
company A/R. You can locate the vendor company A/R email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Companies, then the desired company record.
3. Select the Vendor Details tab.

Additionally, you can locate the vendor contact email:

1. From the aACE Main Menu, select CRM & Sales.
2. Select Contacts, then the desired contact record.
3. Select the Contact Details tab.

The CC field also uses the bill-to company A/R email address, if it is not already included as a

recipient.

Purchase Order Acknowledgement Confirmation (ADI)

This email is sent by the aACE Data Interchange (nttps://aace knowledgeowl.com/help/aace-data-interchange-

overview) €ngine after a purchase order has been acknowledged.

e To field—Email address that acknowledged the purchase order

e CCfield—Original recipient, the email address that initiated the request, and other
CC'ed email addresses

e ReplyTo field—Email address that originally sent the purchase order
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