Document Management in Adjutant – Email Instructions

All AP Invoices can be sent to ap@yourdomain.com.  There are no tags needed for this address; all attachments will be moved into the AP Voucher folder.

All other files can be sent to inbox@yourdomain.com with the following tags in the body (not the subject) of the email:

	RECORD IN ADJUTANT
	EMAIL TAG
	EXAMPLE

	AR INVOICE
	ARINVOICE[INV NO.]
	ARINVOICE[IN5009876]

	BILL OF LADING
	BOL[BOL NO.]
	BOL[12345]

	COIL
	COIL[LOT NUMBER]
	COIL[12345]

	ORGANIZATION
	ORG[ORG ID]
	ORG[C23491]

	EXPENSE REPORT
	EXPENSE[EXPENSE RPT #.]
	EXPENSE[1061]

	GL BATCH
	GLBATCH[BATCH NO.]
	GLBATCH[000309]

	ITEM MASTER
	ITEMMASTER[ITEM CODE]
	ITEMMASTER[0367]

	PROJECT
	PROJECT[PROJECT NO.]
	PROJECT[1134-11]

	PURCHASE ORDER
	PO[PO NO.]
	PO[12345]

	OPPORTUNITY
	OPP[OPPORTUNITY NO.]
	OPP[2098]

	PRODUCTION WO
	PWO[PWO NO.]
	PWO[12345-1]

	QUOTE
	RFQ[QUOTE NO.]
	RFQ[12345]

	SHIPPING EVENT
	SE[SE NO.]
	SE[1299]

	SALES ORDER
	SO[SO NO.]
	SO[12345]

	TASK
	TASK[TASK NO.]
	TASK[12345A]

	CARTON
	CARTON[CARTON ID]
	CARTON[C12345]


You can send multiple files in one email.

You can also use multiple tags in one email.  All attachments will get copied into the corresponding document vault folders per the tags you used in the body of the email. 

You can specify multiple records within one tag by using commas. For example, if you wanted to attach a file to multiple coils, you could enter the tag as COIL[123,124,125,126]. This will attach everything in your email to coil numbers 123, 124, 125, and 126.
You can specify a folder within the root record by using the FOLDER[] tag. For example, if you need a file attached to PO 12345, but it’s supposed to go into a sub-folder called “Receivers,” you should use the PO[12345] tag and the FOLDER[Receivers] tag. Adjutant will create the Receivers folder if it does not already exist. 
You can use the FOLDER[] tag with any other email tag.

In addition to attaching files to specific records in Adjutant, you can also create notes by sending an email to notes@yourdomain.com.  For more information on creating notes from email and the different tags you can use, go to the Adjutant Wiki: http://www.abiscorp.com/AdjWiki/Email-Tags.ashx 
