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Module 1: Workflow Document Attachment 
This module introduces the new feature in Microsoft Dynamics GP 2015 R2 that enables attached 

documents to be included in Workflow notification e-mails. 

What You Will Learn 
After you complete this module, you will be able to: 

 Configure workflow document attachment  

 Inquire on attached documents that are included in workflow notifications 

 Enable Word Template attachments for batch approval types 

 



Lesson 1: Workflow Document Attachment 
This lesson explains the prerequisites and setup for the workflow document attachment functionality 

that is introduced in Microsoft Dynamics GP 2015 R2. 

What You Will Learn 
After you complete this lesson, you will be able to: 

 Configure workflow document attachment  

In Microsoft Dynamics GP 2015 R2 new functionality was added that lets users include documents 

attached to the business objects (for example timecards, purchase orders, purchase requisitions, 

payables batches and transactions, etc.) in the notification emails that workflow approvers receive.  

This, paired with the Workflow Email Action functionality that was previously included in Workflow, will 

enable an approver to receive a notification email, review the included attachments and approve or 

reject the document directly within the email. 

Configuration 
There are just a few steps you need to complete in order to configure Microsoft Dynamics GP 2015 R2 to 

include document attachments in workflow notification emails. 

1) The Allow Document Attachments check box must be marked on the Document 

Attachment Setup window (Administration – Setup – Company – Document 

Attachment Setup)  



  

Figure 1-Allow Document Attachments Box Marked 

NOTE: The Send Attachments in email check box is for existing functionality to send emails to vendors 

and customers.  This check box does not affect the workflow messages and does not need to be marked 

for the new workflow functionality. 

2) The Include Document Attachment documents check box on Workflow Maintenance 

(Administration | Setup | Company | Workflow Maintenance) is only enabled if you have 

marked Allow Document Attachments in Document Attachment Maintenance and Send 

Message on Workflow Maintenance. 

 



 

Figure 2-Include Document Attachment documents check box 

Note 1: Some windows allow for a document attachment documents at both the header and the line 

item level (for example sales line items, purchasing line items).  When the message is sent, all document 

attachment documents on the window will be sent. 

Note 2: Document Attachments from the Note window will not be sent in the workflow message. 

At this point you have successfully configured the workflow document attachment functionality.  In 

order to test this you can go through the following example.  Be aware that you will have needed to 

enable email for workflow in the Workflow Setup window before you will receive any notifications. 

1) Browse to the Administration area page and go to Setup, then Company, then Workflow 

and then click Workflow Maintenance 

2) Create a simple Purchase Order Approval workflow 

a. Assign a Manager for the type 

b. Create a workflow with a name of your choice.  Also, mark the Allow originator to 

be an approver option, then save the Workflow 



 

Figure 3-Workflow with Allow originator to be an approver checked 

c. Create a Workflow Step called Step 1 where you have marked Action is always 

required for this step.  Make yourself the approver and mark Send Message and 

Include Document Attachment documents, then save the step 



 

Figure 4-Action is always required for this step marked 

3) Highlight your workflow and verify that the Active box is marked, then save the Workflow 

again 



 

Figure 5-Workflow with Active box marked 

4)  Move to the Purchasing area page, then under Transactions click Purchase Order Entry 

and create a Purchase Order using the vendor/item/quantity of your choice.  Then click the 

Attach button in the Action Pane and attach a document of your choosing to the Purchase 

Order 



 

Figure 6-Attach button in the Purchase Order Entry window 

5) After you have attached the document, you can submit your document for approval by 

clicking the Submit button in the Action Pane. 

6) When you receive your approval notification email it will resemble the following.  Note that 

your document has been attached 



 

Figure 7-Sample approval notification email 



Lesson 2: Document Attachment Status Inquiry 
This lesson explains the new functionality in the Document Attachment Status Inquiry window. 

What You Will Learn 
After you complete this lesson, you will be able to: 

 View when an attached document was included in a workflow notification. 

Now that you have setup Workflow for Microsoft Dynamics GP 2015 R2 to include Document 

Attachment documents in your notifications you may have the need to determine when those 

documents were included in a workflow notification email.  To accommodate this information the 

Document Attachment Status Inquiry window has been updated to include a Workflow Message status. 

If you go back to our example Purchase Order from Lesson 1 you can drill down into the attachment 

object as follows: 

1) Navigate to the Purchase Order Entry window and open the Purchase Order That You 

submitted in Lesson 1 

2) Click the Attach button to open the Document Attachment Management window 



 

Figure 8-Click the Attach button to open the Document Attachment Management window 

3) Highlight your attachment, then click the blue expansion arrow by the Date field to open 

Document Attachment Status Inquiry 



 

Figure 9-click the blue expansion arrow by the Date field to open Document Attachment Status Inquiry 

 

4) You should see two entries for this particular attachment: one for Attached and another 

when it was included in a Workflow Message 



 

Figure 10-Document Attachment Status Inquiry window 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Module 2: SmartList Designer View Workflow 
This module introduces the new feature in Microsoft Dynamics GP 2015 R2 that allows users to set up a 

Workflow for SmartList Designer View creation. 

What You Will Learn 
After you complete this module, you will be able to: 

 Configure workflow for SmartList Designer view creation  

 Process and submit a new SmartList Designer view through workflow 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Lesson 1: Workflow Configuration for SmartList 
Designer View Creation 
This lesson explains the prerequisites and setup for the workflow that has been introduced in Microsoft 

Dynamics GP 2015 R2 for use with SmartList Designer view creation. 

What You Will Learn 
After you complete this lesson, you will be able to: 

 Configure workflow for SmartList Designer views 

In Microsoft Dynamics GP 2015 R2, new functionality has been added to allow for the configuration of a 

workflow for use with SmartList Designer view creation.  This will allow for processes to be put in place 

for the approval and rejection of new views that can be used within SmartList Designer or leveraged for 

Excel Reports. 

Workflow Configuration 
The following information will help you with the setup of the new SmartList Designer View workflow 

that has been created for use with Dynamics GP 2015 R2. 

 Setup 

1) The SmarList Designer View workflow option is now available in the Workflow 

Maintenance window (Administration – Setup – Company – Workflow – Workflow 

Maintenance) with the following attributes.  

a. Series – Administration 

b. Workflow Type – SmartList Designer View 

c. Description – Approval process for creating SQL Views 

d. Window – SmartList Designer 

 



2) In the Workflow Maintenance window, assign a Manager to the Workflow Type, click 

Save Type, and then click the New Workflow button. 

 

Figure 11-Workflow Maintenance window 

3) Provide the new workflow with a name in the Workflow Name field, and enter a 

Description if desired.  Make sure that any Option check boxes that need to be marked are 

marked, as well as the action to take under the When a task is overdue: section.  



4) After the settings that you want are marked, click the Save Workflow button. 

 

Figure 12-Save Workflow button in the Workflow Maintenance window 

5) Next, click the New Step button in the Workflow Maintenance window. 

 

Figure 13-New Step button in the Workflow Maintenance window 



6) Provide the new step with a Step Name and Description.  For this example, only the Step 

Type of Approval will be used.  Enter a User or Group in the Assign to: field and set a Time 

limit.  Choose to mark other options, such as Send Message and the Completion Policy.  

Then click Save Step. 



 

Figure 14-Save Step button in Workflow Maintenance window 



7) After the step has been saved, click the Workflow and then mark the Active check box, then 

click Save Workflow.

 

Figure 15- Workflow Maintenance window with Active box marked 

8) The workflow is now available for use within the SmartList Designer window for creating 

SQL Views. 

 

 

 

 

 

 

 



Lesson 2: Submitting and Approving a Workflow from 
SmartList Designer 
This lesson works through submitting and approving a workflow for SQL Views created in SmartList 

Designer. 

What You Will Learn 
After you complete this lesson, you will be able to: 

 Submit a workflow for a SQL View created in SmartList Designer. 

 Approve a workflow for a SQL View created in SmartList Designer. 

Now that Workflow for SQL Views created in SmartList Designer on Microsoft Dynamics GP 2015 R2 has 

been set up, we can work through submitting and approving a workflow from the SmartList Designer 

window. 

Creating a SQL View and Submitting Workflow 

1) Open the SmartList Designer window (Administration – Reports – SmartList Designer).  

You will not see the Workflow Submit button as seen below until you enter a List Name for 



the SmartList view. 

 

Figure 16-SmartList Designer window with a List Name entered 



2) Create a SmartList view.  The view created below will pull all accounts with the Account 

Type of Posting Account in the company.

 

Figure 17-SmartList Designer with a Filter set to Posting Account 

3) Next, click the Submit button.  Enter any needed Comments in the Workflow Action 

dialogue box that is presented and then click Submit.

 

Figure 18-Workflow Action window with comments 



4) Then click the SmartList Designer View Pending Approval navigation pane option under 

the Administration area (this will require you to be signed in to Dynamics GP as the user 

set up to approve the workflow). 



 

 

Figure 19-SmartList Designer View Pending Approval 



5) Check the check box next to the workflow that you want to approve, and then click 

Approve/Complete. 

 

Figure 20- Workflow Approve/Complete box 

 

6) Enter Comments as needed into the Workflow Action dialogue window and then click 

Approve. 

 

Figure 21-Approval button in Workflow Action window 

7) The list view will now be available in the SmartList window (Administration – Reports – 

SmartList) under the path set in SmartList Designer. 



Try This: Setup and Submit a new SmartList View Workflow 
Take what you have learned in Lessons 1 and 2 and try to create a new SmartList Designer View 

workflow, and then create a new SmartList view to submit and approve. 

1. Start by setting up a new SmartList Designer View workflow in the Workflow 

Maintenance window. 

2. Next, go to the SmartList Designer window and create a new list using a new List 

Name. 

3. Finish by submitting the workflow for approval and then approve the view. 

 



Module 3: Self Service User Type 
This module introduces the new feature in Microsoft Dynamics GP 2015 R2 that enables users to 

perform very limited self-service types tasks such as entering payroll time.  

Before You Begin 
Before starting this module, you should: 

 Have a working installation of Microsoft Dynamics GP 2015 R2. 

 Understand Security Roles and Security Tasks. 

What You Will Learn 
After you complete this module, you will be able to: 

 Explain what the Self Service user type is. 

 



Lesson 1: Self Service User Type 
This lesson explains the new Self Service User Type in Microsoft Dynamics GP 2015 R2. 

What You Will Learn 
After you complete this lesson, you will be able to: 

 Have access to a Microsoft Dynamics GP 2015 R2 install. 

 Understand User Types. 

 Have knowledge of Security Roles and Security Tasks. 

Self Service User Type 

Functionality Described 
With the release of Microsoft Dynamics GP 2015 R2, the Self Service User Type was added. The Self 

Service user type was created for users who require very limited access to the system. This is a less 

expensive option which enables users to perform tasks such as entering payroll time, entering project time 

and expenses, and/or creating a purchase requisition.    

 

 Note: 
Self Service Users Types are available with the Perpetual Licensing model.  
  

For more information on Licensing click the link below: 
  
https://mbs.microsoft.com/partnersource/northamerica/pricing-ordering/licensing-

policies/perpetual-licensing 

 

 Note: 
Previous to Microsoft Dynamics GP 2015 R2: 

With the release of Microsoft Dynamics GP 2013: Full and Limited User Types were 

added.  

 

In Microsoft Dynamics GP 2013 R2 and 2015: The foundation was laid to enable self-

service type functionality, which previously was available only in the Business Portal.  

 

Self Service Users may have access to the following Self Service features (depending on security access 
granted): 

Microsoft Dynamics GP 2013 R2: 

 Purchase Requisition 

 Payroll Timecard 

 Project Timesheet 

https://mbs.microsoft.com/partnersource/northamerica/pricing-ordering/licensing-policies/perpetual-licensing
https://mbs.microsoft.com/partnersource/northamerica/pricing-ordering/licensing-policies/perpetual-licensing


 Home Page Parts 

Added with Microsoft Dynamics GP 2015: 

 Employee Profile 

 Paystubs 

 W4 

 Benefits 

 Direct Deposit 

 Skills and Training 

 Project Expense 

 Added with Microsoft Dynamics GP 2015 R2: 

 W2 

  



 

Changes to Windows 
Some windows were updated to accommodate the new Self Service User Type. The following are 

those windows: 

User Setup window 

The Self Service User Type has been added to the User Setup window with the release of Microsoft 

Dynamics GP 2015 R2. To open the User setup window: On the Administration area pane, select 

Setup, and then click User under System. 

 

        Figure 22: User Setup window 

 

 Note: 
The POWERUSER role must be unmarked in the User Security Setup window prior to 
assigning the Self Service User Type.  

        

If POWERUSER is marked in User Security Setup when you change a user to the Self Service user 

type, the following error will occur, “This user has been assigned access to POWERUSER security role 

and cannot be defined as a Self Service user typ. Review the security that has been set up for this 

user.” 



       

Figure 23-Error message if POWERUSER is marked in User Security Setup when you change a user to the Self Service 
user type 

    

                      

User Summary window 

The Active Self Service Users field has been added to the User Summary window. Users can see how 

many Self Service users are currently logged into the system and also how many Self Service users 

are allowed in the system at one time.  In addition, the Self Service user type will display 

appropriately in the Type column for any Self Service users. To open the User Summary window: On 

the Administration area pane, select Setup, and then click User under System, and then click the 

Summary button. 



 

Figure 24: User Summary window showing number of Active Self Service Users 

  



User Security Setup window 

The User Type field has been updated to reflect the Self Service User Type for any Self Service users 

in the User Security Setup window with the release of Microsoft Dynamics GP 2015 R2. To open the 

User Security Setup window: On the Administration area pane, select Setup, and then click User 

Security under System. 

 

Figure 25: User Security Setup window 

 Note: 
The POWERUSER role will be removed from the list of available roles to select from 
when a Self Service Type user is displayed in this window. 

 Note: 
The following Security Roles exist in Microsoft Dynamics GP for the Self Service User 
Type: 

 ESS EMPLOYEE MANAGER*  



 ESS EMPLOYEE*  

 ESS PURCHASE REQUESTER* 

 ESS EMPLOYEE-BSS*  

 ESS PTE EMPLOYEE* 

 

Security Task Setup window 

The User Type field has been updated to reflect the Self Service User Type which allows users to filter 

results based on user type in the Security Task Setup window. To open the Security Task Setup 

window: On the Administration area pane, select Setup, and select Security Task under System. 

 

Figure 26: Security Task Setup window with User Type of Self Service 

 Note: 
When the User Type is Self Service in this window, only resources that are available to 
self-service users will be displayed. 



When the User Type is Limited in this window, only resources that are available to 
limited users will be displayed. 

When the User Type is Full in this window, all available resources will be displayed. 

 

The following are Security Tasks assigned by default to each Self Service Security Role ID in Microsoft 

Dynamics GP 2015 R2: 

 

ESS EMPLOYEE MANAGER Security Role ID – Employee Self Service Manager 

Task ID Task Name 

DEFAULTUSER Default User 

EMP_PROFILE_MANAGER_01* Approve Employee Profile 

EMP_SKILLS_MANAGER_01* Approve Employee Skills and Training 

EMP_TIME_MANAGER_01* Approve Timecards 

 

ESS EMPLOYEE Security Role ID – Employee Self Service Employee 

Task ID Task Name 

DEFAULTUSER Default User 

EMP_BENEFITS_EMPLOYEE_01* View Employee Benefits 

EMP_DIRECTDEP_EMP_01* Update Direct Deposit information 

EMP_PAYSTUBS_EMPLOYEE_01* View Employee Paystubs 

EMP_PROFILE_EMPLOYEE_01* Update Employee Profile 

EMP_SKILLS_EMPLOYEE_01* Update Employee Skills and Training 

EMP_TIME_EMPLOYEE_001* Enter Payroll Time and View Reports 

EMP_W2_EMPLOYEE_01* View Employee W2 

EMP_W4_EMPLOYEE_01* Update W4 information 

 



ESS PTE EMPLOYEE Security Role ID – Project Time and Expense Self Service 
Employee 

Task ID Task Name 

DEFAULTUSER Default User 

PADEFAULTUSER* Project Accounting default user 

PTE_EXPENSE_ENTRY_001* Self-Service employee project expense entry 

PTE_TIME_ENTRY_001* Self-Service employee project time entry 

 

ESS PURCHASE REQUESTER Security Role ID – ESS Purchase Requester 

Task ID Task Name 

DEFAULTUSER Default User 

ADMIN_PURREQ_021* Purchase requisition tables 

INQ_PURREQ_005* View purchase requisition transactions 

TRX_PURREQ_026* Enter purchase requisition transactions 

 

 

  



Changes to Reports 
Some reports were updated to accommodate the new Self Service User Type. The following are those 

reports: 

Company Access Report 

The Self Service User Type has been added to the Company Access report. To open the Company 

Access report: On the Administration area pane, select Setup, open the User Access window under 

System, and then click the printer icon . 

 

Figure 27: Company Access Report showing Self Service User Type 

 

User Security Report 

The Self Service User Type has been added to the User Security report. To open the User Security 

report: On the Administration area pane, select Setup, open the User Security window under 

System, and then click the printer icon. 

 

Figure 28: User Security Report showing Self Service User Type 

 

 Note: 
The following Note will appear when the User Security Report is generated for a Self 
Service User Type, “Note: Self Service users are restricted to employee self-service 
tasks.” 



 

Security Task Setup Report 

The Security Task Setup report has been updated to show which resources are associated with the 

Self Service User type. To open the Security Task Setup report: On the Administration area pane, 

select Setup, open the Security Tasks window under System, and then click the printer icon. 

Figure 24: Company Access Report 

 

 Note: 
 ^ Indicates resources that are available to Self Service users. 

 * Indicates resources that are available to Limited users. 

 

Registration Report 

The Number of Self Service Users Allowed field has been added to the Registration report. To open 

the Registration report: On Help (question mark in blue circle) in the upper-right corner of Microsoft 

Dynamics GP, select About Microsoft Dynamics GP, click the Options button, and then click the 

printer icon. 

 

Figure 29: Registration Report showing number of Self Service Users Allowed 

 

  



Script Available - Change Limited Users to Self Service User Type in 
Microsoft Dynamics GP 2015 R2 When Appropriate 
The Self Service User Type was available for purchase before it was implemented into the product 

with the release of Microsoft Dynamics GP 2015 R2.  

Before 2015 R2, Self Service users were set up as Limited users with the understanding these users 

would only have access to the ESS Security Roles and Tasks. 

Now in Microsoft Dynamics GP 2015 R2, Self Service users originally created as Limited users can be 

switched to the Self Service user type appropriately.  

Development created the UpdateESSUserType.sql script to let users easily change the user type for 

self-service users originally created as Limited users to the Self Service user type in mass.  

Click HERE to download the UpdateESSUserType.sql script. 

 Note: 
The User Type can be changed manually in GP in the User Setup window.  

 

This script is meant for scenarios where multiple users need to be updated to the 

Self Service user type. 

 Note: 
This script should ONLY be run on Microsoft Dynamics GP 2015 R2 or later 

versions. The script will produce an error if run on a earlier version. 

 Note: 
IMPORTANT: Verify that Registration Keys include Self Service users prior to 

running the script.  

 

Self Service User Type MUST be registered in order to successfully utilize Self 

Service User Type functionality. 

 

Note: If script is processed while not registered for Self Service users, all users 

changed to Self Service user type on the back-end will be unable to log on to 

Microsoft Dynamics GP successfully. 

 Note: 
The script will update users who have the user type of Limited that are assigned to one 

or more of the following ESS security roles, and not assigned to any other security 

roles, to a user type of "Self Service." 

      ESS Security Roles: 
 

 ESS EMPLOYEE MANAGER*  

 ESS EMPLOYEE*  

 ESS PURCHASE REQUESTER* 

 ESS EMPLOYEE-BSS*  

 ESS PTE EMPLOYEE* 

https://mbs.microsoft.com/Files/customer/GP/Downloads/ProductReleases/UpdateESSUserType.sql
https://mbs.microsoft.com/Files/customer/GP/Downloads/ProductReleases/UpdateESSUserType.sql
https://mbs.microsoft.com/Files/customer/GP/Downloads/ProductReleases/UpdateESSUserType.sql


 

 

Try This: Set Up A Self Service User  
Take what you have learned and try to set up a Self Service User and view the users Employee Profile in 

Fabrikam: 

1. Start by logging into Microsoft Dynamics GP 2015 R2 as ‘sa’. 

2. Navigate to the User Setup window (Microsoft Dynamics GP >> Tools >> Setup >> 

System >> User Setup), and create a new Self Service user: 

a. Next to ‘User ID’ enter a new User ID. 

b. In the ‘User Name’ field, enter a name for the new user. 

c. The ‘Status’ field should be marked as ‘Active’. 

d. Select ‘Self Service’ for the ‘User Type’ 

e. Enter and confirm a password for the user (make note of it). 

f. Click Save, and close the window. 

          

Figure 30-User Setup for Self Service User Type 

3. Give the new Self Service user access to appropriate company databases in the User 

Access Setup window (Microsoft Dynamics GP >> Tools >> Setup >> System >> User 

Access): 

a. Highlight the appropriate user in the ‘Users’ column. 

b. Mark the box under ‘Access’ for the appropriate company. 

c. Click OK, and close the window. 



 

Figure 31- User Access Setup window for a Self Service User 

4. Assign ESS Security Roles to the new Self Service user in the User Security Setup 

window (Microsoft Dynamics GP >> Tools >> Setup >> System >> User Security): 

a. Next to ‘User’ enter appropriate User ID. 

b. Select appropriate company in the ‘Company’ drop-down field *Note: User 

Type will automatically populate as ‘Self Service’. 

c. Under ‘Roles’, scroll down and mark the boxes next to ESS EMPLOYEE 

MANAGER*, ESS EMPLOYEE* , ESS PURCHASE REQUESTER*, ESS 

EMPLOYEE-BSS* , and ESS PTE EMPLOYEE*. 

d. Click Save and close the window. 



 

Figure 32- User Security Setup window for Self Service User with Security Roles 

5. Associate the new Self Service user with employee Pilar Ackerman (Cards >> Payroll 

>> Employee): 

a. Next to ‘Employee ID’ in the Employee Maintenance window, enter 

ACKE0001, and tab off the field. 

b. Click the Additional Information button to open the Employee Additional 

Information window. 

c. In the ‘GP User ID’ field, enter the new Self Service User ID. 

d. Click OK, and close the window. 

e. Click OK in the Employee Maintenance window, and close it. 



 

Figure 33- GP User ID field in the Employee Additional Information Maintenance Window for Self Service User 

6. Log on to Microsoft Dynamics GP using the new Self Service users User ID and 

password. 

7. Click Cards >> Self Service >> Employee Profile. 

Verify that you are able to successfully view Pilar Ackerman’s Employee Profile. View other Self Service 

windows to verify what the user does and does not have access to. 

Lesson Review 
Topics that are covered in this lesson include the following: 

 Self Service User Type was added with the release of Microsoft Dynamics GP R2. 

 Self Service User Type is a less expensive option compared to Limited or Full User 

Types. 

 Scripts are available to assist with changing self-service users currently in the 

system as Limited Users to Self Service User Type in mass. 

 
 

 



Module 4: Enable Email for all Sales/Purchasing 
Forms (Short, Long, Other) 
This module explains the new functionality added to GP2015 R2 involving the ability to email additional 

formats for the SOP and Purchasing Modules.   

Before You Begin 
Before starting this module, you should: 

 Enable the new functionality in the desktop client 

 Have access to Microsoft Dynamics GP2015 R2. 

 Have customers and vendors that are set up with an email address. 

What You Will Learn 
After you complete this module, you will be able to: 

 Email SOP and Purchasing documents in the new formats added in R2.  



Lesson 1:  Enabling the New Formats in GP2015 R2 
This lesson explains how to enable the functionality in Microsoft Dynamics GP2015 R2.  The functionality 

will automatically work in the Web client, but changes need to be made to the Dex.ini file for the 

desktop client. 

What You Will Learn 
After you complete this lesson, you will be able to: 

 How to enable the email options for the new formats.  

How to Enable 
To enable this new feature, follow these steps:  

1. Open the Dex.ini file from the GP2015 R2 code folder.   This is usually found here:  

C:\Program Files (x86)\Microsoft Dynamics\GP2015\Data 

2. In the Dex.ini, add the following line:  

IsWebClient=True 

 

Figure 34-Dex.ini file with IsWebClient=True added 

3. Save the file. 

4. Start Microsoft Dynamics GP 

The new formats will be available options when you print SOP and POP documents.  

 Note: 
When enabling IsWebClient=True, the Blank format templates that are being used will 
now convert to the Template Generator reports that the other formats use.   

 



 Lesson 2:  Emailing SOP Documents 
This lesson explains which formats are added to the SOP module and which document types can use the 

new formats. The Print Options for Sales documents currently only supports email for ‘Blank’ document 

formats.  This feature is supported when printing from the Transaction Entry Window, Navigation Lists, 

and Print Sales Documents window. 

What You Will Learn 
After you complete this lesson, you will be able to: 

 Identify the new formats made available in GP2015 R2.  

 Email a SOP document by using the new formats. 

Formats 
There are 3 new formats available for SOP documents when sending an email:  

 Short 

 Long  

 Other 

Now, when a user goes into the Print Sales Document Options or Print Sales Document windows, the 

new formats will be available options when selecting documents to be emailed.  In earlier versions, only 

the Blank format was enabled.   

SOP Documents  
The new functionality will support all SOP Document Types, Packing Slips and their related reports; 

Blank, Short, Long and Other.  

 

 
 

Try This: Email a SOP Invoice Using the Long Format 
Take what you have learned and try to send a sales document using a new format.  

8. Start by creating an invoice for a customer who has an email address entered.  

9. After this invoice has been created, click the print icon to display the Print Sales 

Document Options window(Sales >> Transactions >> Sales Transaction Entry >> 

File >> Print) 



 

Figure 35-Sales Document Print Options with Send Document in E-mail selected as the Destination 

In earlier versions, the Send Document in Email option would be disabled when 

selecting a format other than Blank.  

10. Finish by selecting the print option at the top.  Currently, the template is created and 

emailed to the specified address.   

You should see an email that contains the SOP Invoice Other Word template in the inbox for the 

customer.  

Lesson Review 
Topics that are covered in this lesson include the following: 

 The new formats available for emailing in GP2015 R2 and the SOP documents that 

can use them 

 How to email an invoice using the new formats 

Answer the following questions to confirm your understanding of lesson topics. 

1. Which formats have been made available for emailing SOP Documents in GP2015 

R2?  



Other, Long and Short 

 

2. Which SOP documents are able to utilize these new formats?   

All SOP Document Types, Packing Slips and their related reports 

 



Lesson 3:  Emailing POP Documents 
This lesson explains which formats have been added to the POP module and which document types can 

use the new formats.  The Print Options for Purchase Orders currently only support email for ‘Blank’ 

document formats.  This feature will support email for any document format for all Purchase Order 

documents. 

This feature is supported when printing from the Transaction Entry Window, Navigation Lists, and Print 

Purchasing Documents window. 

What You Will Learn 
After you complete this lesson, you will be able to: 

 Identify the new formats made available in GP2015 R2.  

 Email a POP document using the new formats. 

Formats 
There is 1 new formats available for POP documents when sending an email:  

 Other 

Now, when a user goes into the Purchase Order Print Options or Print Sales Document windows, the 

new format will be an available option when selecting documents to be emailed.  In earlier versions, 

only the Blank format was enabled.   

POP Documents  
The new functionality will support the Purchase Order document; Blank and Other.  

 

 
 

Try This: Email a POP Purchase Order Using the Other Format 
Take what you have learned and try to send a sales document using a new format.  

1. Start by creating a Purchase Order for a vendor that has an email address entered.  

2. After this PO has been created, click the print icon to display the Print Purchase 

Order Document Options window(Purchasing >> Transactions >> Purchase Order 

Entry >> enter or select a purchase order >> Choose File >> Print) 



 

Figure 36- Send Document in E-mail marked 

In earlier versions, the Send Document in Email option would be disabled when 

selecting a format other than Blank.  

3. Finish by selecting the print option at the top.  At this time, the template is created 

and emailed to the specified address.   

You should see an email containing the Purchase Order Other Word template in the inbox for the 

Vendor.  

Lesson Review 
Topics that are covered in this lesson include the following: 

 The new formats available for emailing in GP2015 R2 and the POP documents that 

can use them 

 How to email a PO using the new format 

Answer the following questions to confirm your understanding of lesson topics. 

1. Which format has been made available for emailing POP Documents in GP2015 

R2?  

Other 

 

2. Which POP documents are able to utilize these new formats?   

The Purchase Order 

 


