E-mail Inventory Availability Feature

Feature Overview:

The E-mail feature allows you to instantly send your customers a spreadsheet attachment of available products. This feature has been incorporated in the Report area of your Inventory Sales Sheet-Availability and works directly within the Plant Partner program. Each time you send a spreadsheet, you will have the option to send the attachment to specific customers or entire mailing lists. The spreadsheet can also function as an order form. Your customer can fill in the quantities they want to order of each item and E-mail the spreadsheet back to you. The E-mail feature also includes an area for you to type your own personal message.

Prerequisites to Run the E-mail Feature:

· You must have a working version of Microsoft Excel

· You must have E-mail access

· You must have customer E-mail addresses listed in the Contact screen of Plant Partner (See How to Input Customer E-mail Addresses)

· You must have a pre-existing Excel spreadsheet template saved (See How to Use the E-mail Feature, Part One)

How to Input Customer E-mail Addresses

By adding E-mail addresses to customer information you will be able to set up a distribution list to send your E-mail availability. You can select from either Ship To contacts or Bill To contacts when you are creating your distribution list. For example, you may want to send a spreadsheet attachment specifically to Ship To customers. 

1. Select Sales in Plant Partner.  

2. From the Sales menu select Enter/Look up Customers. 

3. Look up the customer you want to include E-mail information about.

4. In the lower button area of the customer screen click on Contact.

5. In the Contact screen click New.

6. Type in the contact’s First Name, Last Name, and Title in the corresponding columns. 

7. In the Number column type the contact’s E-mail address and in the Type column drop down box select


E-mail.
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Note: If you want to specify a select group of people to consistently send availability E-mail, you can assign them to a mailing list. To do this go to the Mailing Lists area of the Customer screen and create an E-mail list by right clicking on the text and replacing it with a title such as “E-mail.” Once you have created the title, look up each customer that you want to assign to this mailing list and check the box next to the title and save. 
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How to Use the E-mail Feature

Creating a Spreadsheet Template

1. Open Excel and create a new spreadsheet. 

2. Type your Company Header—use as many rows as you need. Below is a sample header.
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3. One row below the header, type the following column titles: Column A-Size, Column B-Variety, Column D-Qty. Needed(if you want them to return the order quantity to you), Column E-Price, Column F-Qty. Avail., Column I-Comments/Description, Column J-Item Number  
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Note: Columns C, G, and H are for your own information titles. If you do not need the extra columns, right click on the letter of the specific column and select Hide.

*Be sure to note the total number of rows the header and column title row fill 
4. From the File Menu select Save As and save the spreadsheet.  We suggest that you save the spreadsheet in your Plant Partner directory, however, you can save the file in any directory you choose.

5. Close Excel.

Note: You can create different styles of templates for specific customers by changing the header and column titles.  

Setting Up and Using the E-mail Feature

1. Open Plant Partner and select Inventory. From the Reports menu select Inventory Sales Sheet-Availability.

2. In the Calendar screen, type the desired availability date in the Beg Date box, or select the date with the mouse and click Ok.

3. On the Report screen select the desired options from the Options drop down box.

4. Select the desired Location(s) in the Location scroll box. To select more than one, press the shift key while clicking. 

5. If you want to show items with a certain availability, select the desired amount of items using the Only Include checkbox, and type the minimum amount of availability in the text box.

6. If desired, impose limits using the Limit button.

7. Select the E-mail button and the E-mail Inventory Availability screen will display.

Note: If instead of the E-mail Inventory Availability screen, the system displays a dialog box asking you for an ocx file, it means the computer cannot find the necessary dll files to integrate with your E-mail. These files are generally installed by default when Windows is installed on your workstation. To correct this problem, have your system administrator install Windows Exchange on your workstation.
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8. In the E-mail Inventory Availability screen choose the E-mail addresses you would like to view using the Filter and Mailing List drop down boxes. For example, you may only want to send the spreadsheet to people on a certain mailing list that are Ship To customers. By doing this you choose and limit what addresses will show up in the E-mail Inventory Availability screen. 

Note: The customer’s E-mail address must already be in the Plant Partner system in order for the addresses to show up. (See How to Input E-mail Addresses)
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9. To E-mail a customer a spreadsheet, move their name from the left hand scroll box to the right hand scroll box using the arrow buttons. You can select more than one address by pressing the shift key while clicking, and then using the arrow button to move your selections. You can also move all the addresses simultaneously by clicking the double arrow button.
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 10. In the Start Row scroll box type or select the number rows you used in your original spreadsheet template (remember to include the title row when calculating this number). Anything below the specified Start Row will be filled with Excel data. 

11. Click on the Prepare Spreadsheet button. The first use of the E-mail feature will bring up a dialog box prompting you to direct the program to Microsoft Excel. Excel is usually located in the Start menu under Programs. You will only need to direct Plant Partner to Excel during the first use of the E-mail feature. Subsequent use of the E-mail feature will prompt a dialog box that opens where you have saved your template(s).
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12. Open Excel and in the File menu select Open. If you saved your template in Plant Partner go to the Look in drop down box, open Plant Partner, and double click on the file that contains your spreadsheet template. If you saved your template in another directory, locate and open the file.  

13. A confirmation box stating the spreadsheet will be mailed after Excel is closed should appear. 
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14. Once the spreadsheet has been calculated, you may change the numbers in any column or row by simply typing. Once you are satisfied with your data, save the changes, and close Excel. 

15. In Plant Partner, type your personal message to the customer in the Introductory Comment text box. Anything typed in this box will serve as the E-mail message. 
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16. Click on the Send E-mail button 

and your spreadsheet attachment and 

message will be sent.

17. You should find confirmation from your E-mail program that message and attachment has been sent.  

