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Introduction 
 

Attaché Alex is an electronic document delivery service that allows you to 

email or fax business documents and reports created in Attaché PRO  

directl y to receivers ï mainly your customers and creditors , but 

potentially anyone that you need to send information to . Attaché Alex can 

confirm the de livery of each document and perform other reporting tasks 

on the status of documents sent through the service.  

 

Attaché Alex can deliver most  Attaché PRO  reports and the following 

Attaché PRO  documents:   

 

Customer documents Creditor documents  

I nvoices  Remittance advices  
Credit notes  Quote requests  
Packing slips  Purchase orders  
Quotes   

Order  / Back order Confirmation   
Debtor statements   
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About AlexConnect 
Attaché Alex consists of two main parts:  

 

¶ AlexConnect, the client -side software, which is the subject of 
this user guide.  

¶ Attaché Alex website, through which users can manage their 

Attaché Alex account, track document delivery and perform 

other tasks.   About the Attaché Alex website on pag e 50  

discusses the basic website functions. Further information can 

be found on the website itself which is located at 
http://www.attacheonline.com/alex .  

 

AlexConnect is the software that you install on you r computer(s) in order 

to use the Attaché Alex service. The AlexConnect program is used to 

capture documents produced in Attaché PRO  for the AlexConnect Queue 

Manager, called AlexQ, and send them to the Attaché Alex server for 

deli very to the nominated rec eiver.  

 

Installing and using AlexQ is discussed in this guide, as well as the steps 

required within Attaché PRO  to interact with AlexConnect.  

 

About this guide 
This guide is intended for users of the Attaché Alex service  with Attaché 

PRO.  It discusses the  AlexConnect client -side software including:  

 
¶ system and user requirements  

¶ installation and set up of the AlexConnect software  

¶ configuring and setting up information in Attaché PRO  to 
facilitate sending the documents via AlexConnect  

¶ using Alex to send and track documents  

¶ how to manage you r documents  

 

The guide also briefly discusses using the Attaché Alex service and 

introduces the Attaché Alex website; however, users should also refer to 

other resources (listed below) for further information about Attaché Alex.  

http://www.attacheonline.com/alex
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Other resources for Attaché Alex users 
Attaché Software has published many resources to help you use the 

Attaché Alex service. These include resources for implementing electronic 

document delivery, guides and tutorials that are particularly helpful  for 

staff training, and resources for assisting receivers.  Ask your Attaché 

Consultant  for a copy of these resources, or alternatively m ost of these 

resources are availa ble at the Attaché Alex website: 

http: //www.attacheonline.com/alex  

 

Resources for staff training  
Before you introduce electronic document delivery into your workplace, it 

is important that your staff understand how it will affect their workflows 

and feel confident about both using Alex and d ealing with recipients. 

These issues are addressed in the Attaché Alex Implementation Guide . In 

addition, Attaché Software has published a number of training materials 

which are available from the Resources area of the Attaché Alex website.  

 

http://www.attacheonline.com/alex
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Attaché Alex system and user requirements 

 

System requirements 
Pentium PC  

32MB RAM 

32-bit Windows operating system (Windows 95, Windows 98, Windows NT 4.0, Windows 
2000, or Windows XP)  

AlexConnect works with any combination of Windows operating systems 
except Windows 95 on the server and Windows NT on the workstations. 

Windows 95 version A requires installation of the Attaché Resource Kit for 
Windows, which you can download from the Downloads area of the CBP 
Members website (at www.attachesoftware.com/cbpmembers) 

5MB free hard drive space  

version 4 (or later) Internet browser, such as Microsoft® Internet Explorer.  

HTML-capable email program, such as Microsoft® Outlook 98 

Internet access 

User requirements  
In addition to the above system requirements, to use the Attaché Alex service you need to: 

¶ ensure that your Customer Benefits Plan (CBP) membership is up to date 

¶ upgrade to the latest version of Attaché PRO, which you can download from the 
Software Upgrades area of the CBP Members website (at 
http://cbp.attachesoftware.co.nz/) 

¶ establish an email account with an Internet Service Provider 

¶ Ensure ALEX is on your Attache PRO licence. 

¶ test that your email and Internet access are operating correctly, you can 
do this in Attaché PRO by selecting System | Alex Control Centre | Utils 
and clicking begin, if your system is operating correctly and ready for 
Alex you will get a message to say that mailforalex.com is an accessible 
mail server. 

 

Before you begin 
Attaché Software also recommends that you undertake the following: 

¶ notify your customers and creditors that you intend to use a new method of 
distributing business documents 

¶ verify the email addresses or fax numbers of your customers and creditors 

 

 

 

http://www.attachesoftware.com/cbpmembers


 

AlexConnect for Attaché PRO / June 2009 9 
Introduction 

 

Ò
 
A
t
t
a
c

Getting assistance and support  

Application Help 
Attaché Software products include extensive Help systems that provide 

information about how to use the software:  

Menu Help Press F1  on your keyboard or click the Help  button (on the 
menu bar) while a menu item is selected to display 
inf ormation about the selected item (task?).  

Field Help Press F1  on your keyboard or click the Help  button (on the 
menu bar) while the cursor in a field to display information 
about the field.  

 

Attaché Consultants 
If you are unsure about how to use your Attaché Software products, 

contact your Attaché consultant. Attaché consultants provide expert 

assistance in all aspects of setting up and using Attaché Software 

products including on -site support, t raining and trouble -shooting.  

 

Getting immediate assistance  

If your Attaché consultant is not available, call the Attaché Helpline. Calls 

to the Helpline are charged directly to your phone bill at a flat rate for one 

issue (as explained prior to accepting the call charges). Note that the 

Helpline does not provide support for software other than Attaché 

products or for networking or hardware issues:  
 

Attaché Helpline  

New Zealand  

0900 56442 (8:30am to 5.30pm, Monday to Friday)  

 

Australia      

1902 969 002 (8:00am ð6:00pm Sydney time, Monday to Friday)  
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Part 1 
Installing the software 
 
AlexConnect is the ñclient-sideò software component of the Attach® Alex 

service. AlexConnect captures documents that you p roduce in Attaché 

PRO and uses your Internet connection to send them to the Attaché Alex 

server for delivery to the nominated receivers.  

 

AlexConnect has  an AlexConnect Queue Manager , called AlexQ , which sends 

document s via the Internet to the Attaché Ale x server for delivery to recipie nts.  

 

To use the Attaché Alex service, you need to install AlexConnect. In 

addition, you will  need to configure the AlexConnect Queue Manager 

(AlexQ) as discussed in Configuring AlexQ  on page 13 . 
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Setting up AlexConnect 
Ther e are four tasks in the process of installing and configuring 

AlexConnect to work with Attaché PRO :  

 
¶ Install AlexConnect  

¶ Configure the AlexConnect Queue Manager (AlexQ)  

¶ Start the AlexConnect Queue Manager  

¶ Configure Attaché PRO  for use with AlexConnect  

 

Installing or upgrading AlexConnect 
You can install or upgrade AlexConnect for Attaché PRO  either from the 

latest Attaché PRO  CD-ROM or by downloading the AlexConnect 

installation program from the Attaché Alex website at 

http://www.attacheonline.com/alex . 

 

Installing or upgrading AlexConnect from a CD -ROM 

To install or upgrade AlexConnect from a CD -ROM:  

 

1  Ensure that no one is using Attaché PRO .  

2  Place the Attaché PRO  CD-ROM in the CD -ROM drive.  The installation menu starts 

automatically.  

Note  

If the installation menu does not start, in Windows choose Start | Run . Type the 
name of your CD -ROM drive  followed by \ setup .exe and choose OK . (For example, 

on many computers you should type D: \ setup .exe)  

3  From the installation menu choose Install AlexConnect for Attaché PRO . 

4  Choose Next  until the program asks you to nominate the Installation Directory . 

5  The installation directory defaults to C: \ ALEXCONNECT . You can choose OK  to 

accept the default or you can install the software in a different directory.  

Note  

If you are running Attaché PRO  on a network, we recommend installi ng 
AlexConnect in a network location availab le to all Attaché PRO  workstations -  
preferably the Attaché PRO  Program Directory.  

6  To continue the installation, choose Next . 

7  When the installation is c omplete, choose OK  and remove the CD -ROM from the 

drive.  

http://www.attacheonline.com/alex
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Installing or upgrading AlexConnect from an Internet 

download  

The AlexConnect software can be downloaded from the Attaché Alex 

website at http://www.a ttacheonline.com/alex . The site includes 

information on how to download and then extract the downloaded files.  

To install or upgrade AlexConnect from an Internet download that you 

have extracted:  

 
1  Ensure that no one is using Attaché PRO . 

2  In Windows Explorer, locate the folder in which you extracted the AlexConnect 

download.  

3  To start the AlexConnect installation, double -click SET UP.EXE. 

4  Choose Next  until the program asks you to nominate the Installation Directory . 

5  The installation directory defaults to C: \ ALEXCONNECT . You can choose OK  to 

accept the default or you can install the software in a different directory.  

Note  

If you are running Attaché PRO  on a network, we recommend installing 
AlexConnect in a network location available to all Attaché PRO  workstations  -  
preferably the Attac hé PRO Program Directory.  

6  To continue the installation, choose Next . 

7  When the installation is c omplete, choose OK . 

http://www.attacheonline.com/alex
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Configuring AlexQ 
AlexQ, the AlexConnect  Queue Manager, is the part of AlexConnect that 

sends documents over your Internet connection. Because Attaché PRO  

can create documents more quickly than an Internet connection can 

typically send them, a queue of documents can develop. AlexQ manages 

the qu eue of documents that are waiting to be sent.  

 

AlexQ needs to be  configured for use with your Attaché PRO  system  after 

AlexConnect has been installed.  

Note 

You must set up an AlexQ queue manager on one of the computers with Internet 
access.  

 

Setting up AlexQ using the wizard 
The AlexConnect software, which includes AlexQ, contains a wizard which 

guides you through the process of setting up an AlexQ queue manager 

and creating a desktop shortcut so that you can easily start AlexQ 

whenever you wish to use i t.  

 

You can use the AlexQ Desktop Shortcut Wizard  to create a shortcut to 

AlexQ. Typically, you do so when you set up a dedicated AlexConnect 

queue server.  

 

When you use the AlexQ Desktop Shortcut Wizard  to create a shortcut to 

AlexQ, one of the properties of the shortcut specifies the directory in 

which you store the documents before they are delivered by Alex.  

 

Only one computer need s to do the following:  

 
¶ run the AlexQ Desktop Shortcut Wizard  

¶ run AlexQ  

¶ connect to the Internet to send documents  

 

On the AlexConnect queue server, you need to install AlexConnect, but 

you do not need to install or run Attaché PRO . 

 

 

Creating an AlexQ shortc ut  

1  Using Windows Explorer or My Computer, browse to the folder in 

which you installed AlexConnect.  

2  To start the AlexQ Desktop Shortcut Wizard, double -click on 

ALEXQ.EXE.  

3  To proceed with the wizard, choose Next .  
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4  Type the full name of the AlexQ folder or use the browse button      

(  ) to locate the folder.  This must be the same folder that you 
specify in the Alex Control Centre for  Attaché PRO , see page 19 . 

5  Complete the rest of the wizard.  

6  To start AlexQ, double -click on the shortcut. (If you do not start 
AlexQ, no Alex documents are processed.)  

Tips 

The wizard creates a sh ortcut on the desktop. If you want to start AlexQ every time 
you start Windows, copy or move the shortcut to the Start  Menu \ Programs \ Startup 
folder. To find the folder, choose Start  | Find  | Files  or Folders  and search for 
the name Startup .  

As with any com puter running Windows, Attaché Software recommends that you 
periodically restart the queue server to keep it running efficiently. For example, you 
might restart the computer once each day or once each week.  
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Run AlexQ 

Start the AlexQ from the shortcut cre ated by the AlexQ Desktop Shortcut 

Wizard (page 13 ) ï this will manage the queue of documents in the 

location you specified when you created the shortcut.  

  

To send the documents from Attaché PRO , just connect to the Internet  

and run the AlexQ . After AlexQ  has sent the documents, you ca n 

disconnect from the Internet.   However, for most users the AlexQ and 

internet will be running constantly.  

 

If you need to stop the AlexQ from sending documents you can open the 

AlexQ and select stop.  
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Upgrading AlexConnect 

About upgrades 
Attaché Software is continually working to develop the Attaché Alex 

service and add new features and enhancements. From time to time new 

versions of the AlexConnect software are released and made freely 

available to all Alex users ð you nev er have to pay for upgrades to Alex.  

Attaché Alex users are notified by email when upgrades become available. 

The upgrades can then be obtained from the Attaché Alex website or the 

latest Attaché PRO  CD-ROM together with detailed instructions on how to 

carry out the upgrade.  

 

Identifying your current version of AlexConnect  

To identify your current version of AlexConnect  
1 Open AlexQ . 

2 Click the About button in the bottom - left corner.  

 

The v ersion number is displayed shown on the AlexConnect screen.  
 

 

 

Fig 1  The current version of the AlexQ is shown on the AlexConnect screen. 
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Part 2 
Setting up Attaché PRO to send 

documents 
 

After AlexConnect has been installed, y ou are ready to set up your 

Attaché PRO  system to send documents. Itôs worth taking the time to set 

up complete delivery details for every document type and recipient ð 

correct setups make for quick and easy document sending.  

 

To set up your system:  

¶ Speci fy your settings in the Alex Control Centre , as 

described on page 19  

¶ Set up your sender details , as described on page 20  

¶ Set up delivery addresses for each recipient and 
document type , as described on page 24  

 

The first time you send a document, you will r eceive an email from 

Attache Alex asking you to complete a simple registration process to 

establish your Alex Account. After you complete the registration, your 

documents will be sent.  

Note 

If you currently only print text style documents please contact yo ur Attaché 
Accredited Installer for advice regarding switching to graphical Attaché PRO  style 
documents. Attaché PRO  text based (Windows or Legacy) printing cannot support 
the graphical capabilities required when sending documents electronically.  
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Setting up Document Delivery Address 
information in Attaché PRO 
Overall, you need to undertake the following tasks:  

¶ Set your system settings to activate Attaché Alex  

¶ Set up your sender details  

¶ Set up each customerôs (receiverôs) details  

¶ Set up each creditorôs (receiverôs) details 

 

Each of these tasks is discussed below.  
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Specify your settings in the Alex Control 
Centre 
Before you can begin sending documents from Attaché PRO  using Attaché 

Alex you need to setup your Alex Control Centre.  

 

1  Choose System | Alex Con trol Centre.  

2  Enter the domain name for Alex, as ómailforalex.comô 

3  Specify the Document folder (the folder is the one you specified 
when Setting up AlexQ using the wizard  on page 14) .  

4  Specify the Inclusions Network Share ï this is the location that al l 

inclusions will be created and saved to, see page 34 for more details 
on inclusions  

5   Click OK/F9  

 

Note: Information on setting up the Sender Details are on page 20  
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Setting up sender details 
Sender details consist  of a name (such as a personôs name or a 

department name) and an email address.  These details are displayed on 

documents sent via email and when tracking a document at the Attaché 

Alex website.  Sender details are set up separately for customer 

documents (Sales and Receivables), for credi tor documents  (Purchases 

and Payables) and for general reports and apply for all users in each 

company .  You cannot activate AlexConnect for Attaché PRO  until this 

information has been stored.  

Note 

If any of your senderôs email addresses differ from the email address you registered 
with Attaché Alex, you need to use the features on the Attaché Alex website 
(www.attacheonline.com/alex ) to link the different email addresses to the 
registered email address. For  more information see Changing your senderôs email 
address  on page 56 . 

 

Set ting  up sender details for customer and creditor documents  

 
1  Choose System | Alex Control Centre . 

2  Enter the sender details ï display name and email addres s for AP and AR .  Please 

note that you cannot use the ñ&ò character in the sender name. 

3  Click OK/F9 . 

 

Tip 

To avoid having to change your sender details if a staff member leaves your 
compan y, use a generic email address (such as accounts@company.co.nz) rather 
than the email address of an employee.  

http://www.attacheonline.com/alex
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Setting up sender  details for Reports  

This is the default name for all reports that are sent from Attaché PRO  

and applies to all users in each co mpany.  

 
1  Choose System | Alex Control Centre.  

2  Enter the display name and email address  for General Sender Details . Please note 

that you cannot use the ñ&ò character in the sender name. 

 

3  Click OK/F9 . 

 

Tip 

The Sender Details for Reports being sent by Alex can be changed at the time of 
sending.  You can also select Save As Default for each report and the system will 
remember the details you have entered for that repo rt for next time (for that User 
in that Company).  
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Modifying sender details 
If you need to change your sender details (Sender Name or Sender Email 

Address) remember to  make the changes for Creditors, Customers  and 

General Reports .  

To change your sender det ails  

1 In Attaché PRO  choose  System  | Alex Control Centre .  

2 Make the changes as required  to the Sender Details for AP, AR or 

General . (If changing the Email Address field see below).  

3 Click OK .  

 

Changing your Sender Email Address 

Registration of a Sender Email Address with Attaché Alex is totally 

automated and is controlled by the sender, not by Attaché Alex. Users 

create and control Attaché Alex accounts based on the Sender Email 

Address from which documents are sen t. Each user must manage their 

own account(s) on the site. This includes multiple accounts and changes 

of email address.  If you change your email address, you need to carry out 

the following tasks . 

To change your send email address  

1 Modify your sender details  (as described above) .  

2 Send a document to register your new email address   

After you have changed the Sender Email Address in your software, 

send a document (this can be a test docume nt that you send to 

yourself if you wish). Alex recognises a new Sender Email Address and 

sends you an email asking you to complete the registration wizard (as 

described on page  53 ). After completing the registration wizard, your 
document will be sent.  

3 Link your old address to your new address  

During the registration process, you will be asked if you want to link 

addresses (accounts). You can link addresses for billing  so that you 

only receive one Alex monthly invoice coveri ng all your Alex accounts 

(old and new). You can also link addresses for document management  

so that you can view documents sent from both your old and your new 

accounts. For more information see Linking Accounts  on page 53 .  
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Telling Attaché PRO that the interface to 
AlexConnect is operational 

Activ ate Alex in Attach é PRO 

1  Choose System | Alex Control Centre.  

 

 
 

2  Tick A ctivate Alex.  

3  Click OK/F9.  
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Setting up receiver details (document delivery 
addresses) 
AlexConnect needs to know the delivery details of where you want to 

deliver documents and the document types that you want to send. Use 

Attaché PRO  customer and creditor maintenance functions to set up email 

and/or fax details for each of your customers and c reditors.  

 

AlexConnect needs to know which documents you want to send, and 

where and how you want to send them. This information is recorded as 

document delivery addresses  under the documents tab for customers and 

creditors.  

Notes 

If you do not set up doc ument delivery addresses for some customers, creditors, 
and/or document types, Attaché PRO  prints the related documents to your 
nominated printer in the normal way.  

If you want to override the document delivery address that you have set up 
through customer  or creditor maintenance, or if you want to send a document 
without setting up a document delivery address for the customer or creditor, you 
can set up a ñone offò delivery address on the document itself. For information 
about doing so see Specifying a document delivery address on a document  on page 
31 . 

 

Setting up a receiverõs delivery details 

To set up the delivery details for a receiver (customer or creditor):  

 

1  Choose Accounts Re ceivable | Customer | Document or Accounts Payable | Creditor | 

Document.  

2  Use the Add button (F4)  to add a document delivery address.  

 

Tip 

Check the Attaché Alex 
Implementation Guide 
for advice about 
collecting recipient 
details.  

 

Tip 

Ask your Attaché 
Consultant to use Alex 
KickStart to get the 

existing fax details from 
the general tab to your 
Alex document tab for 
each Customer / 
Creditor and each 
document type. 
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3  Enter the required information:  

¶ Select the Type of document  this address relates to from the list 
of options.  

¶ Choose the Delivery Method .  

¶ Requires printed  means the customer/creditor specifically 

requests a hard (printed) copy in addition to the emailed/faxed 

copy. (Note: we recommend that you do not tick this fie ld as 

you will be paying twice to send your documents ï via Alex and 
via mail.)  

¶ Notification . As the normal way of monitoring sent/received 

mail is via the Alex Website, this should only need to be used if 

you need notification that the specific receiver h as opened the 

specific document. If you prefer to manage documents using 

the Attaché Alex website, leave the Delivery notification 
required  unchecked.  

¶ The Recipient name  is always needed . Please note that you 

cannot use the & character.  

¶ Fax numbers must be  specified as international numbers, but 

with out the +. For example, +6493029391 or 09 302 9391 

should be entered as 6493029391. For example, for a company 

in Wellington, type 64  4 followed by the rest of the fax number.  

¶ Documents addressed to incorrect  or incomplete email or fax 

addresses will be listed as undeliverable by Alex.  

4  Click OK/F9.  

Modifying a receiverõs delivery details  

If you need to change the delivery details of a customer or creditor:  

 

1  Select Accounts Receivable | Customer | Document  or Accounts Payable | 

Creditor | Document . 

2  Use the First , last , next , previous  buttons or function keys to locate the document 

delivery address.  

3  Make the required changes. For information about doing so, see the steps beginning 

at step 3 in Setting up a receiverôs delivery details as above . 

Deleting a receiverõs delivery details 

You can delete unwanted delivery addresses to permanently r emove 

them.  To delete a document delivery address:  

 

1  Select Accounts Receivable | Customer | Document or Accounts Payable | Creditor | 

Document.  

2  Use the First , last , next , previous  buttons or function keys to locate the document 

delivery address  

3  Use the Delete  button or F3  function key and confirm deletion of the record.  
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Specifying a document delivery address on a document 
Specifying a document delivery address o n a document at the time it is 

printed lets you over -ride the receiverôs usual document delivery address 

or quickly send a document by email or fax without setting up a 

document delivery address for the receiver. That is, you can quickly send 

a ñone offò document to a customer who does not normally have their 

documents sent via Alex.  

 

Specify ing or changing a document delivery address on a 

document  

1  Locate the original transaction for the document  (open the document or use the 

transaction manager) , for example a customer invoi ce -  Sales  | Transaction Manager 
|  search by customer if required |  double click invoice to view.  

2  Use the print  button to request an invoice print, and select Alex  or choos e Window 

or Printer as the destination and Send copy via Alex . 

Note 

This function is only available in Attaché PRO  when you edit or view the specific 

document from Sales / Purchases menu or transaction manager. Any batch printing 
or reprinting of documents will revert to any saved document delivery addresses 
only.  

 

 

 

3  Enter or override the receiver details in the Alex Options as required.  

 

4  Click OK/F9 .    
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Part 3 
Sending and tracking documents 
 

On t he whole, creating and sending documents is no different from 

creating and printing documents. You simply follow your usual procedure 

to create documents and then process them (by batch or at time of 

entry*) just as if you were going to print them. If a de livery address has 

been set up for the relevant customer  or creditor , Alex sends the 

document accordingly. If no delivery address is set up, the system prints 

the document as usual.  

 

In this way, sending documents via Alex is no different from printing 

documents ð Alex works ñin the backgroundò and is simply an alternative 

ñoutput deviceò. 

 

As well as automatically sending documents for which you have set up 

delivery addresses, you can send ñone-offò documents to recipients 

without a delivery address and yo u can also send batches of documents 

to a sing le email address or fax number.  

 

This section also discusses:  

¶ controlling the sending of documents over the Internet (AlexQ)  

¶ printing and resending documents  

¶ creating and adding inclusions  

¶ tracking sent docume nts   

¶ managing undelivered documents  

 

* Print at time of entry is recommended only if you have a permanent Internet connection. If you have a 
dial-up connection, see Sending documents with a dial-up Internet connection on page 44. 
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Creating and sending documents 

Producing documents 
Once you have set up your sender details and the delivery details of at 

least one customer or creditor you can start using Attaché Alex. You do 

not need to wait until you have set up delivery details for all your 

customers and cr editors.  

 

It is also possible to specify a document delivery address on the actual 

document. This lets you override the delivery address set up for the 

receiver and also allows you to quickly send a document by email or fax 

without setting up a document d elivery address for the receiver. For 

information on doing so, see Specifying a document delivery address on a 

document  on page  31 . 

 

To create and then send a business document via Attaché Alex 

from Attaché PRO  

1  Make sure that you are connected to the Internet.  

2  Ensure that you have set up delivery details for the relevant customer(s) or 

creditor(s). For more information, see  Setting up receiver details  on page  24 .  

3  Enter transaction details in the normal manner.  

4  Choose to produce documents as you usually do. For example, you might choose the 

appropriate batch printing process from the Reports men u in Attaché PRO  or opt to 
print an individual transaction document.  

Note  

This feature is ONLY available in the graphics based Attaché PRO  style reports. It is 
not available in Text / Legacy text style reports.   
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Batch runs of Documents 

When printing cus tomer statements, creditor remittance advices, 

invoices, packing slips, quotes or other documents that can be sent via 

Alex:  

¶ If you wish to send documents via Alex but not to print for non -

Alex, you can select Window  as the destination  and Send Alex 
Pages via Alex .  

 

¶ If you wish to print documents for non -Alex 

customers/creditors, plus send via Alex the electronic 

documents, check the Send Alex pages via Alex  box and 
select the printer  destination:  

 

 
 

 

 

¶ If you do not wish to send anything via Alex during th e print 
run, leave the box Send Alex pages via Alex un checked .  
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When printing, if a delivery address exists, the document will be sent via 

Attaché Alex using the Attaché PRO  style graphical layout. If no address 

exists then the document will be printe d in the normal way.  

  

1   For 2 column statements or remittances (that is, 1 part file copy, 1 
part customer/creditor copy) formats, the output will be:  

¶ For a non -Alex customer, a 2 column statement/remittance will 
print no rmally.  

¶ For an Alex customer plus a required printed copy, a 2 part 

statement/remittance will be printed and a copy sent via Alex. 

(Note: we do not recommend this set up.)  

¶ For an Alex customer (no printed copy), a single part statement 
will be sent via Ale x.  

¶ At the end of the run, a query will ask you if you wish to print a 

file copy for documents sent only via Alex. These will reprint as 
a single part statement/remittance.  

2  For 1 column remittance advices, invoices, quotes, del ivery advices, 

order confirmations etc. the output will be:  

¶ For a non -Alex customer/creditor, the document will print 
normally.  

¶ For an Alex customer plus a required printed copy, a copy will 

be printed and sent via Alex. (Note: we do not recommend this 
set  up.)  

¶ For an Alex customer (no printed copy), a copy of the document 

will be sent via Alex.  

¶ At the end of the run, a query will ask you if you wish to print a 
file copy for documents sent only via Alex.  

 

Note  

If you select to schedule a batch print of doc uments and some will be sent by Alex, 
Attaché PRO  will automatically print any copies that have been sent by Alex to 
destination specified (e.g. the printer)  after the non -Alex documents have printed . 
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Single Transaction Prints for Documents 
 

1  When editing or viewing a document (quote, order, invoice, credit, purchase order, 

quotation request) that you wish to send, click the Print button (Ctrl  +  P) and select 
the Print document option .  

When  saving a new or current transac tion you will get the following 
options -  you need to tick the óPrint Invoice/Creditô option:  

 

 

If you select print from the options screen upon saving the new 

transaction or if you select print from the transaction manager or 
document the print dialogue w ill appear :  

 

 

 

¶ The destination  and report style  will default based on your 

user document preferences; if no user document preferences 

are set for that document they will default to the save as 
default options  
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¶ Send copy via Alex  will default to be ticked if the customer 

and document combination have a document delivery address 

specified; if no document delivery address is specified you can 

select to send a copy via Alex and enter the details for this one 

time  

 

¶ The  Password (Optional)  can be set on single p rint 

transactions that are sent by email ï this will need to be 

entered by the recipient before they can open and view the 
document that has been sent to them  

 

2    All of these settings can be over ridden at the time of print.   

3  Select Print (or schedule) and the document will be sent to the 

specified recipient address and the destination you specified ï 
printer or screen.  

 

Note 

If you select the destination as the printer, you will get a printed copy for your 
records.  If you select the destination as the window, you will see a printed copy of 
the document on your screen.  If you select the destination as Alex, you will not get 

a printed copy to the printer or the screen.  
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Attaché PRO Style Reports 

When creating any Attaché PR O style report in Attaché PRO  you can 

select to send it by Alex or send a copy of the report via Alex.  

 

1  Select the report that you want to send  

2  The Report Options will appear and default to the settings that were  

speci fied when save as default was last selected for this report by 
this user  

3  Choose Alex  as the destination if you only want to send the report 
by Alex to a fax or email address.  

4  Specify each of the Alex options:  

¶ The From Name and Address will default to t he general sender 

details from System | Alex Control Centre, but can be over 
ridden and saved  as a default for this report.  

¶ The To Name and address will need to be entered, but can also 
be saved as a default for this report to be used next time.  

¶ The Passwo rd can be set on reports that are sent by email ï 

this will need to be entered by the recipient before they can 

open and view the document that has been sent to them  

 

 
 
5  Select Print or Schedule  

6  The document will be sent to the intended recipient by Al ex and the 
specified destination  

Note 

If you select schedule the document will not be sent until the scheduled time, if you 

select print it will occur immediately.  



 

AlexConnect for Attaché PRO / June 2009 34 
Part 3  Sending and tracking documents 

 

Ò
 
A
t
t
a
c

Creating and Adding Inclusions 
 

Using the Alex document formatter you can covert documents from any 

Windows application (like MS Word) and attach them to reports  or 

documents  when yo u send them using Attaché Alex.  

 

This allows you to send your terms and conditions with invoices or this 

monthôs special offers with your Debtor Statements. The new Alex Control 

Centre makes it easy to define groups of inclusions which can be easily 

selected to be sent with any report. For system documents such as 

invoices, statements and purchase orders, you can define the default 

inclusion and that will be sent ever y t ime that document type is sent.  
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Making Alex Inclusions 

Attaché Alex can send additional files with your reports. Within Attaché 

PRO this is very easy as once the files are made you can group them into 

a named inclusions  group ready to send with any report.  

  

Inclusions need to be created using the Attache Alex Document formatter. 

This is a virtual printer that will reformat documents to a format t hat Alex 

can transmit. Each document created will make a unique file for each 

page and a special summary file.  Each document MUST be created in its 

own folder. Usually these will be located in a sub folder of the Alex 

Connect install for example \ \ server01 \ AlexConnect \ Alex \ Includes . 

 

To Create an Alex Inclusion  

1  Open or create the file that you want to include in the program it was created in (e.g. 

a specification letter or price list)  

2  Select Print and in the print dialogue of that program choose Attaché Alex Document 

Formatter from the list of Printers.  

 

Note  

If the Attaché Alex Document Formatter is not available in the list of prin ters please 
ensure that you have the latest version of Attaché Alex installed, see page 16 for 
more details.  

Note  

The Attaché Alex Document Formatter only runs on Windows NT, Windows XP and 
later Windows operating systems, but not on Windows 95 or 98.  

3  When you click Ok in the print dialogue box, you will be prompted for the name of a 

folder where it will format a copy of the file ready to created as an inclusion group.  

 

mk:@MSITStore:C:\Prophet\2500\prophwin.chm::/Alex/Alex_Control_Centre_-_Inclusions.htm
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