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AIM  

To send digitally signed documents (e.g., invoices and receipts) to designated customers via 

e-mail.  

LEGAL REQUIREMENTS  

Many countries have instated legal requirements for invoices and/or receipts that are issued 

electronically. It is recommended that you consult with a CPA before you begin working with 

e-documents to ensure compliance with any such requirements. Priority's solution complies 

with the following requirements:  

 Customers must consent to receive e-documents.  

 All e-documents must be transmitted together with a digital signature.  

 All e-documents must be clearly marked as "Digitally Signed".  

 All e-documents must be saved at your company together with the digital signature.  

WORKING ASSUMPTION  

Priority's E-Documents module has been installed.  

PROCEDURE  

STAGE ONE: SETUPS  

Note: You will need to use Microsoft Outlook once to define the digital signature. E-

documents may be sent using Outlook, Gmail, or any other email client.  

1. Obtain a digital signature for your sent messages and configure this signature in MS-

Outlook. Note: The following instructions refer to Outlook 2007.  

a. From the Tools menu, select Trust Center and then click E-mail Security.  

b. Under Encrypted e-mail, flag the Add digital signature to outgoing message 

option.  

c. Under Digital IDs (Certificates), click Get a Digital ID. This launches your 

browser and displays information about how to obtain a digital ID.  

d. Once you have received your digital ID, click Import/Export (from the same 

location) to import it into Outlook.  

2. Set up e-documents in Priority.  

a. Enter the Financ. Parameters for Customers form and flag the Receives e-

Documents column for all customers that have consented to receive e-

documents. Tip: You can define a macro to automatically flag all customers 

at once and/or define a rule to automatically flag all new customers that are 

opened.  

b. b. Run the Set Up PDF Document Signature program. Note: Every user that 

sends e-documents must run this program in every company in which they 

work. Users working in the Windows interface must run the program on each 

workstation.  

STAGE TWO: SENDING E-DOCUMENTS  

1. Prepare and finalize the invoice in the usual manner.  
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2. When you are ready to print the invoice, select the Automatic Mail option in the 

Print/Send Options dialog box to send the invoice as an e-document rather than 

printing a hard copy.  

Note: Electronic invoices should not be cancelled, as the original invoice cannot be recalled 

after being sent to the customer. Instead, credit memos should be recorded as necessary. 

Credit memos can be sent as e-documents in the same manner as other customer invoices. 

RESULTS  

 All e-documents will be marked as " - Digitally Signed" and sent to the designated 

customer contact as an e-mail attachment.  

 The e-mail will be recorded in the system automatically as an attachment to the 

original document.  

 The document in question will be marked as Printed.  

 


