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Emailing Receipt Notifications
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This guide explains receipt notification statuses and manually sending receipt
notifications. It is intended for general users.

aACE offers useful receipt notification features, including manually sending receipt

notification emails, partially automating receipts, or fully automating receipt notifications

https://aaceé.knowledgeowl.com/help/automating-receipt-notification). You can use aACE preferences to automate
your receipt notification processes. It is important to understand these preferences and the

list of criteria for the automation to be triggered.

Understanding Receipt Notification Statuses

The Notification Status field on the receipt detail view displays the receipt notification
status. There are several different statuses:

¢ Pending — The receipt notification will be sent with the nightly Auto-Send Receipt
Notifications automation schedule (if configured).

¢ Sent, Sent (Email), Sent (Print) — The receipt notification has been sent.

e Void — If the related company Send Docs Via field is N/A, then the Notification Status
field will update to Void if the receipt notification is auto-emailed.

Manually Sending Receipt Notifications

Receipt notifications can be sent manually. This is helpful for customers who might need
special handling. When you send a receipt notification manually, the notification status will
be updated to SENT and will not be included that night's automated receipt process.

To manually send a receipt notification, select Print > Email Receipt Notification. aACE
displays the aACE Email Composer, and the Notification Status will display as SENT even if
Send is not selected in the aACE Email Composer.
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: Record: 1 of 1

Receipts

Receipt: 60002 | Regina County Area School District

New J

Edit # Delete 3

06/09/26

Print/m  Actions A

~
°]

POSTED
Customer Payment Details Notices ) Tasks & Emails N Docs @
Payment Info % Bank Info
Company > Amount Bank Account >
Regina County Area School District 225.00 1124 ' Undeposited Funds - E-Check
Pmnt Method Check # Customer Credit Card Notification Status Deposit On Deposit Status Batch Bank Rec Status > Reconciled On
CHECK 9754 PENDING 06/09/26 PENDING PENDING
Invoices
Invoice Date Order Grand Total Suggested Balance Amount Adjustment Total
1 > 60000 06/09/26 Regina County Area > 50837 225.00 0.00 225.00 0.00 225.00 -
Total Allocated 225.00
Out of Balance 0.00
& Office AL Tracking Status Pmnt Taken By AH Q

If you did not select Send in the aACE Email Composer and need the Notification Status to
show Pending, select Actions > Revert Notification Status to Pending.

& = & Record: 10f1 Newsp Edit# Deleted Print@ Actions A

Receipts

Receipt: 60002 | Regina County Area School District

06/09/26

L]

POSTED
Customer Payment Details ‘ Notices i Tasks G Emails i Docs @
L3
Payment Info Bank Info
Company > Amount Bank Account >
Regina County Area School District 225.00 1124 | Undeposited Funds - E-Check
Pmnt Method Check # Customer Credit Card Notification Status Deposit On Deposit Status Batch Bank Rec Status > Reconciled On
CHECK 9754 SENT (Email) 06/09/26 = PENDING PENDING
Invoices
Invoice Date Tite Order Grand Total Suggested Balance Amount Adjustment Total
L > 60000 06/09/26 Regina County Area > 50837 225.00 0.00 225.00 0.00 225.00 =
Total Allocated 225.00
Out of Balance 0.00
&  Office | AL Tracking Status Pmnt Taken By AH -ﬂ»
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Automatically Sending Receipt Notifications

There are two methods to automatically send receipt notifications: the Auto-Email action
and the Auto-Send Receipt Notifications automation schedule.

Sending Emails Using Auto-Email Action

When you send a receipt notification using the Auto-Email list view action, the notification
status is updated to Sent (Email) and a Pending email record is create to be sent with the
Send Outgoing Emails automation schedule. Select Print > Auto-Email Receipt Notifications
for List at the Receipts list view.

-

[ ] [ ] Receipts a
& = & Record: 10f2 Newsh Edit# Delete Print @ Actions R
P L3
POSTED [Q R4
= Receipt Date Account Company . Memo Pmnt Method Pmnt Reference Dep Status Batch Amount Tracking Status Status
> 60002 06/09/26 1124 Regina County Area  Regina County Area CHECK 9754 PENDING 225.00 POSTED A -
> 60003 06/09/26 1124 Regina County Area  Regina County Area CHECK 9750 PENDING 225.00 POSTED A -
List Totals 450.00
Show All | Find Pending Receipt Notifications | Related Records v el

Sending Emails Using Automated Receipt Notifications

Once your system administrator has configured your aACE system for automated receipt

notifications (https.//aace6 knowledgeowl.com/help/automating-receipt-notification), AACE will automatically send
receipt notifications through the nightly Auto-Send Receipt Notifications automation
schedule.
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Preventing Receipt Notifications

If you have a customer who should not receive receipt notifications, you can update the
Send Docs Via field to N/A in their company record > Customer Details tab.

[ JON ] Companies a

Company: Full STEAM Charter School (50006) ACTIVE @
‘ ,m‘ ‘ 4 Notices Tasks % Emails N Docs @

Billing Address Q Sync with Office |V Billing Setup * Shipping Setup Blind Shippi *
Billing Salutation (Company Name) Billing Terms A/P Contact > Carrier Carrier Service Account #

Full STEAM Charter School Tina J Rivera Q

Address Shipping Terms Ship Point
804 Rene Rd. in§.rivera@fullsteam-aacedemo.edu 4
Invgjce Printout  Rate Card > Disc % Shipping Rate Type Shipping Rate Value
City State / Prov Postal Code
Kingston CA 90310 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 usb 1/15/2025 0.00
[ salesHistory | Orders (17) Invoices (16) Receipts (24)
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 > 50250 | Full STEAM Charter 03/19/21 46.24
* Cancel Save

If a receipt notification for the company is included in an automated email batch, aACE will
update the Notification Status to VOID and will not email a receipt notification.
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