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PURPOSE:   Sprinting PDFs of Customer Statements for emailing in support of collections 

 

1. Sales Menu 

2. Click Sales Orders Inquires & Reports

 
 

 

 

3. Select Customer Statement Printing 

 
 

 

 

 



4. Input Beginning Customer 

5. Input Ending Customer 

6. Change Output to PDF 

 

 
 

 

7. Go to you Email client and you will receive PDF in your email that can then be forwarded to 

Customer. 

 

 

 
 


