Run the Expedite Process and Send
Emails
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Start Expedite Process

Expediting is done in a global sense, not from within each project. You can of course choose to expedite only one
project, but the function is accessed from the high level menu under the logo.
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Choose Projects to Expedite

Once on the Expedite Projects screen, you will see all projects which are ENABLED for expediting.
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1. Filter the list to show a subset of available projects.

2. Choose which projects you want to preview/expedite.

3. See which targets are configured for expediting. If yes, how many documents qualify?

4. Jump to the expedite settings of a specific project. Or, disable expediting for the project overall.

5. When you have chosen your projects, click to see the preview of the expedite requests.

Preview Reports and Emails

On clicking view, you will be taken to a summary page showing EVERY expediting email which will be issued to your



customers. You can preview the reports, and the actual emails.
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6 Send Email to Customer

1. Eachtargetis grouped into its own tab.
2. Summary of the data on screen.
3. Directly navigate to Expedite - Options and Settings screen.

4. Generate and review the expediting report. Note that if you edit the setting on the project, the report will
immediately re-generate the new report (no screen refresh required). The report is designed to open in the
web browser (HTML) but it can be opened in Excel also. Just save the file to your computer, then open Excel,
click on 'File' > Open > and browse for the saved HMTL file. It is also possible to save it as PDF. Once the
report is opened in the web browser > right mouse click > Print > Print to PDF.

5. Preview the actual email to be sent to the customer.

6. This button will send an email to the Target (Customer, Sub-Supplier, Internal/3rd Party, Outstanding
Actions - depending on which tab you are on).

*Some additional information about the data included in the reports:

For due dates: If there is no expected return date in the system, DocBoss will populate the value with the Customer
Due Date value.

If the Card is Order Level by default, the Sub-Supplier it’s set to the internal company (even if there is only one Sub-
Supplier). So, if the report has to be sent to one Sub-Supplier, the Sub-Supplier has to be Overwritten on the Card.

There are several options to overwrite the Sub-Supplier on the Card List:


https://support.docboss.com/hc/en-us/articles/360059122413
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1. Choose the Sub-Supplier from the "Sub-Supplier Override" column drop down.

2. Change the Sub-Supplier Override data on the CSV and upload it using "Add/Edit Data via CSV". For more

information about editing cards via CSV please check out the article: Edit Cards via CSV file.

3. Overwrite the Sub-Supplier on the Edit Card pop-up.
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- Click Edit icon under Tools column.

- Select the Sub-Supplier from the "Document Sub-Supplier Override" drop down.

Log of sent emails
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To see the history of sent expedite emails, click on the inbox icon under Tools. This icon will only show if thereis a

record of sent emails.


https://support.docboss.com/hc/en-us/articles/360001434133-Edit-Cards-via-CSV-file

Expedite Projects

Select Project filter n

X Name © R [ arsiiate G sortby Customer ST ey [ Tools
[]  Chemical Company Expansion Wolfe CA Submittal DocNo. (Customer) O: O« Qc Qo &0
[]  Compressar Example Wolte Instruments Submittal Doc NG (Customer) O: (] [~] Q- s 0 E
[ | nstrumentsroject wolte nstruments J— Doco. Customen ©- o © 'Y PX-) H
[ Larse Facility Upgrade Wolte Instruments Submittal DocNo. (Customer) Qo o [\ Qo s 0 -
[ tevelTransmitters Wole Instruments Submittal DocNo. (Customer) O: O (V13 Qo #$Q
[ | meterstor racty s Woite nstruments submittal Doc N, (Customen) o o [ o X}
[ PTreplacement Wolfe Instruments Submittal DocNo. (Customer) O [n] [~] O &0
[ Pumes-General Wolfe Instruments Submittal Doca. (Customer) O: [n] [~] Qo $ 0
O simpleproect walte nstruments submita Doctio (Customen o ) © 0o Er )
[ systemFor PlantY Wolfe Instruments submittal DocNo. (Customer) [ H [n] [~] Qo &0

Select Page: |Chemical Company Expansion -System For .~ | | £[* | Showon Page: |10« | | itemson page:10  Total Found: 12 [ setect Al this pazz only) | [] select All (all pages)

Let's Get Started

Sample log:

Email log x

Created at Target Company User Recipients. Status Error
2023-06-29 12:11:00 Customers ACME Engineering Alina Sonks TO: | John Smith success

2023-06-29 12:07:18 Customers ACME Engineering Alina Sonke TO:  John Smith success
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