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1 INTRODUCTION 

The Correspondly  App is designed to enhance your email -sending experience within 

Business Central. It empowers users to generate and send emails using user -defined 

templates, ensuring consistency and professionalism in every communication. With the 

ability to customize te mplates, manage them in multiple languages, and send emails to 

various recipients, the app streamlines communication processes. Users can dynamically 

define the email body, subject, signature, and attachment names, offering a personalized 

touch to each mes sage. Additionally, the app provides a review and edit feature, allowing 

users to ensure accuracy before sending, thereby enhancing the quality of 

communication.  

2 GETTING STARTED 

After installing the 'Correspondly' app through the Extension Marketplace, look for a 

notification in your Role Center. This notification confirms the completion of the installation 

and request for the activation process of the app.  

In the notification, you will see an option labeled 'Activate Now' Click on this option to 

activate your trial subscription.  

Note:  The Correspondly functionality will only be visible to you once the app is activated.  



 

3 CORRESPONDLY WORKFLOW PREREQUISITES 

3.1 Email Setup 

1. Before Using Correspondly, make sure that email is configured  and set as default . 

@^´sq^®k ®~ ê/{^sz "gg~¯|®ë. If there is no email account set up, click ~| êAdd an 

/{^sz "gg~¯|®ëÎ 

 

 

 

 

 

 

 

 

 

 

 

2. +zsgy êN?PJë ^|i ®rk| ê@k¶®ëÎ 

  



 

3. 4szz s| ®rk rsqrzsqr®ki pskzi« ^|i gzsgy ~| ê"§§z· Bppsgk ÁÄÃ Nkª´kª Nk®®s|q«ë ®~ 

automatically populate relevant fields.  

 

 

 

 

  



 

4. Fill in the password for the email address specified.  

 

5. An email  account has been set up. Send a Test email to verify that the email address 

and its relevant information is correct.  

 

  



 

3.2 Correspondly Setup 

3.2.1  Access Correspondly Setup 

i. Nk^ªgr ê+~ªªk«§~|iz· Nk®¯§ë §^qkÎ 

 

ii. Users can specify default CC and BCC email addresses here. However, these are 

only used if not specified on email templates or customer/vendor receiver mail 

setup. 

 

 



 

iii. On the page, you can find the subscription information related to the app . 

 

3.2.2  Correspondly User 

i. Click on Corre spondly User.  

 

 

 

 

 

 



 

ii. Users can assign a "Salesperson/Purch. Code" to a specific user. This code will be 

used to generate the email signature for that  user.  

 

iii. The "Use Doc Salesperson/Purch Code for Signature" option allows users to choose 

whether to use the "Salesperson/Purchaser" Code from the document or the 

"Salesperson/Purchaser" Code assigned to the user for generating the email 

signature.  

 



 

3.2.3  Email Template 

An email template defines the primary use case for a specific email category. For instance, 

you can create a template tailored to a department and document type, with options to 

include CC and BCC email recipients. For example, a "Sales Quote" email templa te would 

specify "Sales" as the department and "Quote" as the document type, allowing you to 

customize and streamline email communications for specific scenarios.  

 

i. Users can access the email templates by searching directly or through the 

Correspondly Setup page.  

ii. The Email Template  page displays all available pre -configured email templates. 

Initially, no templates are displayed, and the user will need to create an email 

template along with its variants.  



 

iii. By clicking on any existing template, its relevant card page will open . 

 

iv. If a required template doesn't already exist, users can create a new one by clicking 

"Create New."  

 

v. A request page opens and prompts the user to create a valid combination using 

department and document type options .  

 

vi. The following Department -Document type combinations are allowed:  

 

 



 

i. Sales Department  

¶ Quote  

¶ Order  

¶ Posted Invoice 

¶ Posted Credit Memo  

¶ Blanket Order  

¶ Issued Fin. Charge Memo  

¶ Pro Forma S. Invoice 

¶ Posted Shipment  

¶ Statement  

¶ Issued Reminders 

 

ii. Purchase Department  

¶ Posted Credit Memo  

¶ Posted Invoice 

¶ Quote  

¶ Orders  

¶ Blanket Orders  

 

 



 

 

vii. Users must choose a unique combination of department and document type that 

i~k«|í® ^zªk^i· k¶s«® s| ®rk «·«®k{Î   

 

viii. After selecting the department and document type, a new email template entry is 

created.  

 

  



 

 

ix. Upon creating a template, the system automatically generates a Template Code 

based on the combination of department type and document type.  

 

x. Users can add multiple email recipients as Cc e -mail and Bcc e-mail fields, separated 

by comma or semicolon.  

 

 

 

 

  



 

 

xi. The first email variant created by the user is set as the Default Email Variant. Users 

g^| gr^|qk ®rk ikp^¯z® f· «kzkg®s|q ^|~®rkª ´^ªs^|® pª~{ ®rk zs«®Î 7p ^ ´^ªs^|® s«|í® 

found in the customer/vendor Recipient  email addresses or in the 

g¯«®~{kªÛ´k|i~ªí« z^|q¯^qkÏ ®rk «·«®k{ µszz §ª~{§® ®rk ¯«kª ®~ ¯«k ®rk ikp^¯z® 

variant. 

 

xii. If a template with the same department and document type already exists, the 

system will alert the user with an error message, preventing duplicate template 

creation.  

 



 

 

 

xiii. Note that certain document types are exclusive to either the Sales or Purchase 

department. Attempting to create a template with an invalid department -document 

type combination will result in an error.  

 

3.2.4  Email Template Variants 

Users can define multiple versions of email template variants based on document type, 

department type, and language code, allowing for highly customized and targeted email 

communications.  



 

i. The Email Template Variants section links to a list of email variants filtered by the 

specific template code, providing a clear overview of all related variants.  

 

 

 

ii. The configuration allows users to customize the email subject, incorporating details 

such as the document number or customer/ven dor information based on the defined 

setup. Users can also add text to precede these numbers, offering flexibility in how 

information is presented.  

 

 



 

 

iii. Users can specify the file name for document attachments in the preferred language, 

ensuring consistency and clarity across different languages.  

 

iv. Q«kª« g^| 7{§~ª® >~q~ ^|i Mk{~´k >~q~Î ê"ii >~q~ s| Nsq|^®¯ªkë µszz s|gz¯ik ®rk 

imported logo in the email signature.  

 

 

 

 



 

 

v. The body editor enables users to add and customize content for the email body. Tags 

can be used to dynamically insert data, allowing for personalized emails that adapt to 

specific recipients or scenarios.  

 

 

vi. Tags act as placeholders in the email body or signature, which are replaced with 

actual data from the related table during email generation. Tag values used as 

placeholders in the email body/signature. The field name specified against Tags with 

their values at the time of email creation.  

 

 



 

 

vii. Like the email body, the signature editor allows users to add dynamic information to 

the email signature. Tags can be used here as well, making the signature adaptable 

based on the recipient or document.  

 

viii. Users also have the option to copy an existing email template variant. By providing a 

new variant code and clicking "OK," a new variant is created, making it easier to 

manage and create similar templates without starting from scratch.  

 



 

 

4 RECIPIENT EMAIL ADDRESSES  

Users can configure multiple recipient email addresses for each customer or vendor, 

tailored to specific document types such as Sales Orders, Invoices, and Quotes. For sales 

documents, the recipient email address can be set up through the Customer Card, 

and for purchase documents, it can be set up through the Vendor Card.  Users can 

define To, CC, and BCC email addresses, ensuring that all relevant contacts receive the 

necessary communications. The app also enables associating specific email templates and 

their variants with specific document types, offering a seamless and personalized email -

sending experience.   

  



 

i. Navigate to the specific Vendor Card page.  

 

ii. Click on the  Recipient  Email addresses  Action to open Recipient email addresses.  

 

iii. The email template and its variant on the Recipient email addresses correspond to 

the Vendor Variant Group if specified on the vendor card. These can also be updated 

manually if needed.  



 

 

 

iv. If defined here these CC and BCC email addresses will be concatenated with the 

email template addresses for CC and BCC.  

 

v. If the To email addresses are not defined here then the email address from the vendor 

card will be used.  

vi. If the Send Without Request feature is enabled, the email editor will not open. User 

also has the option to control the visibility of the email preview for the listed document 

before sending.  



 

 

vii. When a user selects a template variant code for a customer/vendor with a language 

code different from that of the customer/vendor, a g~|psª{^®s~| êPk{§z^®k >^|q¯^qk 

code is different form Vendor Lang uaqk +~ik -~ ·~¯ µ^|® ®~ g~|®s|¯kÕëÎ Nkzkg® 

ê·k«ëÎ 

 

 

 

 



 

 

viii. B| ®rk êMkgs§sk|® /{^sz "iiªk««k«ë §^qkÏ gzsgy ~| ê5k|kª^®k Nk®¯§ k|®ªsk«ë ®~ 

automatically create lines for each possible usage type (Document type) which falls 

under a particular Department i.e. Sales or Purchase. Users can then manually provide 

the email addresses information, the Template and relevant variant information for 

the generated entries.  

 



 

ix. If the email template and its variant is not defined here, then the variant that matches 

the customer/vendor language will be used. if there is no variant in customer/vendor 

language then the default variant will be used for that specific template . 

5 CUSTOMER AND VENDOR VARIANT GROUPS 

The Customer/vendor Variant Groups feature allows you to efficiently manage email 

templates and their variants by assigning groups to multiple customers. These groups 

automatically update the receiver mail setup, eliminating the need for manual updates for 

each customer/vendor.  

i. Go to the Customer Variant Groups page by searching or through Correspondly Setup 

Page. 



 

ii. On the Customer Variant Groups page, you will see a list of existing groups.  

 

iii. To create a new group, click on New and assign a unique code and description to the 

group . 

 

 

 



 

iv. For each template that you wish to include in the group, choose the appropriate variant.  

 

v. Repeat this process for as many templates as needed.  

Note: All the steps are same for vendor variant group.  

Customer : through variant groups:  

1. Navigate to the specific Customer Card page. In the Address and Contact FastTab, 

locate the Customer Variant Group field.  

 



 

2. Select the desired variant group from the dropdown list.  

 

3. After assigning a variant group, go to the Recipient Email Addresses  page.  

 

4. You will see all email templates and their assigned variants corresponding to the 

chosen usage type.  

 

 

  



 

 

5. Provide the necessary To, CC, and BCC email addresses.  

 

6 CORRESPONDLY WORKFLOW 

This workflow guides you through the process of sending documents via email using 

Correspondly. The process involves selecting the appropriate document related to a 

customer/vend or for which email addresses, templates, and variants are correctly set up, 

before  sending the email.  



 

i. Open the document associated with the customer for which you have assigned 

recipient Email addresses, template and its variant on the customer/ vendor Recipient 

email addresses either through variant groups or manually . 

 

 

ii. +zsgy ~| êNk|i ´s^ /{^sz Ý+~ªªk«§~|iz·Þë. 

 

 

iii. Depending on your receiver mail setup, an email editor may open, allowing you to 

review the email before sending.  



 

 

iv. "p®kª ªk´skµs|qÏ gzsgy ~| ê«k|ië ®~ «k|i ®rk k{^szÎ 

 



 

 



 

7 QUICK ACCESS TO RECENT COMMUNICATION 

The previous Correspondly workflow guides you through the process of sending 

documents via email using Correspondly. Once the emails are sent, you can easily access 

the latest emails sent to customers or vendors via Fact boxes on the respective card or lis t 

pages. Additionally, you can view communications related to specific document types.  

7.1 Adjustable Email View Period 

By default, emails from the past 7 days are displayed. You can customize this view by 

setting a starting date on the Setup page to see emails from that date up to today, as shown 

below. Simply select the preferred date range to adjust the emails displayed.  

 

7.2 Communication of Customer and Vendor 

After sending an email to a customer or vendor, you can view the most recent emails in 

the list and card pages of customers, as demonstrated below.  



 

 

 

 

 



 

Note:  For communications related to vendors, the process is the same. You can view 

emails on the vendor's list and card pages, just as with customers.  

7.3 Communication Based on Document Type 

To view recent communications based on document type, navigate to the relevant 

document. B| ®rk i~g¯{k|® §^qkÏ ·~¯ízz ps|i ^ 4^g®-box displaying emails that are 

relevant to the document, as shown below.  

 

7.4 Sent Emails  

Users can also quickly access recent communication by using the 'Sent Emails' page. The 

steps to view recent communication are as follows:  

i. Use the Tell Me  feature to search for "Sent Emails" and select the relevant page . 



 

 

ii. After opening the Sent Emails  page, you will have various options, including:  

¶ View the source of the email  

¶ Resend the email  

¶ Edit and send the email  

 

iii. Select an email to view detailed information on a new page.  On this page, all actions 

available in Step 2  æ Edit , Resend , and Source  æ can also be performed.  

 

 



 

 

8 EMAIL TEMPLATE AUTOMATION 

The Email Template Automation  feature in Correspondly enables automatic email sending 

to customers and vendors upon document posting, without requiring user intervention. 

This feature is limited to specific email templates.  

 

The following Email templates can be automated:  

i. Sales Department  

¶ Posted Invoice 

¶ Posted Credit Memo  

¶ Posted Shipment  

¶ Isued Fin. Charge Memo  

 

ii. Purchase Department  

¶ Posted Invoice  

¶ Posted Credit Memo  

 

For this functionality to work as intended, the following conditions and processes must be 

followed:  

 



 

i. The relevant email template and its variants must be properly configured, with the 

ê"¯®~ Nk|i /{^szë pskzi «k® ®~ True . 

 

 

ii. The 'Send Without Email Preview' field in the Recipient  email addresses for the 

customer or vendor must be set to True . This field can also be enabled for manual 

email sending when the user wants to send emails without a preview . 

 

 

iii. Upon posting the document, an email will be automatically sent to the designated 

customer or vendor.  



 

 

iv. 7p ®rk êNk|i Ws®r~¯® /{^sz Jªk´skµë pskzi s« «k® ®~ False, an email preview will open 

after selecting the Post  action, and the user will need to manually send the email by 

clicking on the Send Email  action.  

 

 

 

 

 

 

 



 

v. Once the user selects the Send Email  action, the email will be sent to the relevant 

customer or vendor.  

 

 

9 REMINDER 

Users can send individual as well as bulk reminders via email. Additionally, they have the 

option to send the email immediately or configure a job queue entry for sending later.  

9.1 Issue & send reminder  

This feature opens the request page of issued reminders report where users can select the 

posting date and choose between previewing the email or scheduling it for later using the 

job queue. Alternatively, they can send the reminder immediately upon confirmation.  

9.1.1  Issue & send reminder (via job queue) 

i. +zsgy êMk{s|ikª«ë ®~ ~§k| ®rk zs«® ~p Mk{s|ikª« gªk^®ki p~ª ´^ªs~¯« +¯«®~{kª« r^´s|q 

overdue amount.  

 

 

 

 

 



 

 

 

 

 

 



 

ii. P~ «grki¯zk k{^sz p~ª ^ «s|qzk Mk{s|ikªÏ gzsgy ~| ê7««¯k ^|i Nk|i Mk{s|ikªë ^g®s~| 

¯|ikª ê6~{këÎ  

 

iii. " ªk©¯k«® §^qk ~§k|«Ï «kzkg® ®rk êJª~gk«« µs®r <~f L¯k¯kë ®~qqzk ®~ «grki¯zk ®rk 

«kzkg®ki ªk{s|ikª ^|i gzsgy ê~yëÎ 

 

iv. A pop -up message appears asking for confirmation to run the job queue immediately. 

+zsgy ~| êYk«ëÎ 

 

 

  



 

 

v. Ns|gk ®rk ªk{s|ikª s« fks|q «grki¯zki ´s^ x~f ©¯k¯kÏ ®rkªk µ~|í® fk ^|· k{^sz 

preview, and it would be sent to the To -email address defined on the receiver mail 

setup. If the To-email is not defined on the Recipient  email addresses for the 

customer, then the email defined on the customers card will be used.  

 

vi. The email received would have a structure like the one defined in the template variant 

that has been assigned to the customer as part of the Customer variant group of the 

customer.  

 



 

 

9.1.2  Issue & send reminder (with email preview) 

i. Wrk| ®rk ªk©¯k«® §^qk ~§k|«Ï ®¯ª| ~pp ®rk êJª~gk«« µs®r <~f L¯k¯kë ®~qqzk ^« µkzz 

^« ê6sik /{^sz is^z~që ®~qqzk ®~ «k|i ®rk «kzkg®ki ªk{s|ikª ^|i gzsgy ê~yëÎ 

ii. The email preview opens. Users can change any detail if required here before sending 

the email.   










































