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N​EW​ I​NTELLIGENT​ D​OCUMENTS 

Intelligent Documents Overview 

The intelligent documents feature allows you to easily organize and find documents relating to a job, customer or 
vendor. 

When you are in a Job, click the ​Documents​ button to open the Job Documents window: 

 

In the Job Documents window you can view and access all documents connected to the job and customer.  At the top 
left corner of the Job Documents window there are three tabs - ​Job​, ​Item​ and ​PO​.  In parenthesis for each tab Printer’s 
Plan will indicate the number of documents attached:  

 

When you select the ​Job​ tab all documents relating to the job and customer will be listed: 
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When you select the ​Item​ tab all documents linked to an item will be listed: 

 

When you select the ​PO​ tab all purchase order documents linked to the job will be listed: 
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When a file is selected in the Job Documents window a preview of that file will be displayed. You can perform different 
actions by clicking on one of the buttons on the ribbon bar at the top of the screen. 

 

The Ribbon bar at the top of the window has been updated with the following icons and actions: 

 

1. The ​Attach​ button allows you to manually attach a document to the job, item or customer. 
2. The ​Detach​ button will remove an attached document. 
3. The ​Open​ button will open the attached document in its native application. 
4. The ​File Info​ button will display information about the attached file. 
5. The ​Open Folder​ button will open the folder that stores the attached document and display the folder 

contents. 
6. The ​Print ​button will print a screen image.  It is important to note this print button is not printing the actual 

file, instead it is printing what is displayed on the screen.  To print the file click the ​Open​ button to open the 
file in its native application and print from that application. 
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7. The ​Email ​button allows you to select an email template, this template generates an email message that can 
be sent to different recipients such as the buyer, the designer or to the vendor.  Email templates can be 
customized and are stored in the Email folder on the server computer.  The name of the template files have to 
begin with the letters ​Doc​.  For a list of data fields that can be populated in the email message please refer to 
the​ Document Email Fields.txt​ file. This help file resides in the ​Email​ folder which is located in the directory 
where the Printer’s Plan database is stored.  

To set the default tab that is active when you open the Documents window click on the ​Options​ button in the lower 
right corner.  This will open the ​Options ​window, in this window you can select the default tab:  

 

Attaching Job Documents 

Documents relating to a job can be attached automatically or manually.  

Automatically Attaching Job Documents: 

In the ​Print​ window of a job if you click the ​Email PDF​ button a PDF copy of the document will automatically be 
attached to the job. 
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Manually Attaching Job Documents: 

To manually attach a job file, open the Job Document window, select the ​Job​ tab and highlight ​Job Files​.  Click the 
Attach​ button and in the ​Attach a file​ window select the file you wish to attach. 
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Attached job files will be sorted chronologically with the most recent file appearing at the top of the list.  When a job is 
copied as a new job, the attached job files are not copied to the new job. 

Attaching Item Documents 

Documents relating to an item can be attached automatically or manually.  

Automatically Attaching Item Documents (applies to Web2Print integrations): 

When a job is received from from a Web2Print site, artwork associated with that order will be automatically attached 
to the item on the Printer’s Plan job. 

Manually Attaching Item Documents: 

To manually attach an item file, open the Job Documents window, select the ​Item​ tab and highlight the item 
description.  Click the ​Attach​ button and in the ​Attach a file​ window select the file you wish to attach. 

 

 

You can attach multiple files to each item.  When an item is copied to a new job the attached item files are copied to 
the new item. 

Attaching Customer Documents 

Documents relating to a customer can be attached automatically or manually.  
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Automatically Attaching Customer Documents: 

In the A/R section of Printer’s Plan open the ​Send​ folder and select ​Statement​.  In the ​Print​ window click the ​Email 
PDF​ button and a PDF copy of the document will automatically be attached to the customer files. 

 

 

Manually Attaching Customer Documents: 

To manually attach a customer file, open the Job Documents window, select the ​Job​ tab and highlight ​Customer Files​. 
Click the ​Attach​ button and in the ​Attach a file​ window select the file you wish to attach. 
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Attached customer files will be sorted chronologically with the most recent file appearing at the top of the list. 
Because the customer files are linked to the customer account these files will appear in any job created for that 
customer.  

Attaching PO Documents 

Documents relating to a Purchase Order can be attached automatically or manually.  

Automatically Attaching Purchase Order Documents: 

In the Job window right click on a service and from the menu that appears select ​Purchase Order…  

 

 



Printer’s Plan ​2020 What’s New and Improved Page ​10 
 

  

In the Purchase Order window click the ​Email PDF​ button and a PDF copy of the purchase order will automatically be 
attached to the PO files for that item. 
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Manually Attaching PO Documents: 

To manually attach a purchase order file, open the Job Documents window, select the ​PO​ tab and highlight the item 
description.  Click the ​Attach​ button and in the ​Attach a file​ window select the file you wish to attach. 

 

Set the Location of the JobDocuments Folder 

To utilize the full benefits of the intelligent document feature there needs to be a central location on your network 
where the documents are stored.  By default, on your server computer, in the directory where your Printer's Plan 
database is located there is a ​Documents ​folder.  Inside this folder there is a ​JobDocuments ​subfolder -- this is the 
parent folder that is designed to store all the documents:  
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If you are running the Cloud Hosted version of Printer’s Plan, or one of our web integration solutions, the 
JobDocuments folder is located in the ​C:\Inetpub\wwwroot\PlanWeb\JobDocements folder: 

 

On each workstation computer that runs Printer’s Plan you will want to make sure that the path of the JobDocuments 
folder is set to the correct location.  This allows the attached documents to be viewed from each workstation.  To set 
this path do the following on each workstation computer:  

1. From the​ Printer’s Plan Main Menu​ select ​Change Data Source Folders​ (as shown below).  
2. In the ​Data Source Folders​ window, click the ​Job documents​ option.  
3. In the ​Browse ​window, find and select the ​JobDocuments​ folder. 
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Folder Structure 
Inside the JobDocuments directory there should be a sub folder for each customer, the name of the folder for each 
customer is their Printer’s Plan customer number: 
 

 
 
Inside the customer’s folder there are subfolders to store the Printer’s Plan documents:  
 

● The​ _Customer​ folder is designed to store customer related documents.  
● The ​_Job ​folder is designed to store job related documents such as Quotes and Invoices.  
● The ​_POs​ folder is designed to store purchase order documents.  

 
These folders are created automatically when you attach a document using an ​Automatic​ file attachment method. 
 

Enable Intelligent Documents 

To enable the Intelligent Documents feature go to the ​Settings Tab​, open the ​General Settings​ folder and select ​Shop 
Options​.  In the menu that appears, in the ​Enable Intelligent Documents​ field select ​Yes​. 
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L​ARGE​ F​ORMAT​ P​RINTING​ I​MPROVEMENTS 

Overview 

In the 2020 version of Printer’s Plan the large format layout window has been redesigned.  New fields have been 
added to this window to assist with cost and price calculations for large format print jobs.  There is also a new field 
called ​Multiple Parts​, this field is designed to enable the calculations for large format paneling jobs.  A paneling job 
would consist of an item where the final document size exceeds the dimensions of the printable material.  

New Fields of the Large Format Layout Window 

When creating a large format job, after selecting a large format material, the large format layout window will appear. 
This window has been updated with the following changes: 
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1. Multiple Parts​: ​ ​This field is used to enable paneling jobs and will automatically be set ​Yes​ if the document size 
of the item exceeds the available dimensions of the material. 

2. Panels​:​ ​On Multiple Part items this field will be enabled and display the number of required panels. 
3. Print...: ​This field has been updated to include the following options: 

○ No-Print: ​This option should be selected if you are not printing on the material.  
○ 1 Side: ​This option should be selected if you are printing a single sided document. 
○ 2 Sides (double sided printing):​ This option should be selected if you are printing a two sided 

document and you are printing on both sides of the material. 
○ 2 Sides (single sided printing):​  This option should be selected if you are printing a two sided 

document and only printing on one side of the material (An example of this selection can be seen in 
the next section:  ​Example of Printing 2 Sides (single sided printing)​. 
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4. Machine Margin:​  This field is used to calculate the available printable width.  For example, on a roll material 
that is 54 inches wide, if the ​Machine Margin​ field is set to 1 inch Printer’s Plan will adjust the available width 
from 54 to 52 inches.  

5. Lead Margin:​  This field captures the amount of material required at the beginning of the job before the initial 
print. 

6. Trailing Margin: ​This field captures the amount of material required at the end of the job after the final print. 
7. Bleeds (Top, Bottom, Left, Right):​  The values in these fields will extend the amount of area that needs to be 

printed for each document. 
8. Save Default Options…: ​ This button allows you to set the default values for the Margin, Spacing and Bleed 

fields.  To set the defaults, create a large format job and navigate to the layout window.  Enter default values 
in the ​Margin, Spacing ​and ​Bleed ​fields then click the ​Save Default Options…​ button. The default values are 
automatically applied to new large format jobs. 

Example of Printing  2 Sides (Single Sided Printing):  ​ Item Quantity = 10, Sides = 2, Document size = 24 x 36.  This 
document is printed on a roll material and mounted to foam board.  In previous versions of Printer’s Plan, to 
accurately calculate this type of job two items needed to be created — one for the roll material, the other for the 
foam board.  In the 2020 version this type of job can be created in a single item using the 2 Sides (single sided print) 
option. 

When selecting the roll material, in the ​Print… ​field of the layout window select the ​2 Sides (single sided printing) 
option.  This selection will increase the amount of material required on the job to account for both sides of the final 
document being printed on a single side of the material. 

 

The foam board material calculations are still based on the item quantity and document size: 
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When we price the item, Printer’s Plan will reflect the correct amount of materials required to produce the document: 

 

New Paneling Job Option 

When the document size exceeds the dimensions of the large format material Printer’s Plan will set the ​Multiple Parts 
field in the layout window to ​Yes​.  When the Multiple Parts field is set to ​Yes​, the ​Panels ​field in the layout window is 
enabled and the program will calculate the optimal number of panels.  The width of the document will be distributed 
equally between each of the panels.  

Example of Paneling Job on Roll Material: ​ Item Quantity = 1, Document Size  = 108” x144” printed on a 54” roll 
material.  When we select the material, Printer’s Plan will display an alert indicating the document size is larger than 
the material width and the ​Multiple Part​ field will be set to ​Yes​. 
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In the Large Format Layout window Printer’s Plan will calculate the minimum number of panels.  The width of the 
document will be distributed equally between the panels.  In this example, since there are two panels, each panel has 
a width of 54”. 
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Adjustments made to the ​Margin ​and ​Bleed ​fields can impact the calculation of the number of panels.  If the job is set 
to 2 panels, and a ​Machine Margin​ of 1”  is applied to the job, Printer’s Plan calculates that the item can no longer fit 
on two panels. The panel count is increased to 3 and each panel has a width of 36” 

 

Please note, changes to the ​Bleed ​and ​Margin ​fields are not diagrammed in the Large Format Layout window on panel 
jobs.  The program currently will only display the final document layout.  Additionally, ​Lead ​and ​Trail ​values are 
applied to each panel. 

Based on the number of panels, and the size of the document, Printer’s Plan will calculate the total amount of printed 
area and materials used. 
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The detailed information relating to the number of panels and the panel size is printed Work Order document. 

 

Example of Paneling Job on Flat Material: ​Item Quantity = 1, Document Size  = 108” x144” printed on a 48” x 96” 
substrate using a flatbed printer.  When using a flat material Printer’s Plan will calculate the number of panels by 
distributing the printed size of the final document equally among each of the panels: 
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Adjustments made to the ​Margin ​and ​Bleed ​fields can impact the calculation of the number of panels.  Please note, 
changes to the ​Bleed ​and ​Margin ​fields are not diagrammed in the Large Format Layout window on panel jobs.  The 
program currently will only display the final document layout. 

Based on the number of panels, and the size of the document, Printer’s Plan will calculate the total amount of printed 
area and materials used. 

 

The detailed information relating to the number of panels and the panel size is printed Work Order document. 

 

New Pricing Formulas 

To accommodate the new fields in the Large Format layout window the following pricing formulas have been added to 
the properties window of a service: 
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Total Printed Area with Bleeds​ -- This value is equal to the (Document Width +Bleeds) x (Document Length+Bleeds) x 
Item Quantity x Sheets x Sides 

Example:  Document Width = 12, Document Length = 18, Quantity = 10,  Sides = 1, Sheets = 1, Bleeds = .5 (all 
four sides). 

Calculation = (12 + 1) x (18 +1) x 10 x 1 x 1 

Total Printed Area with Bleeds =  2470 

Total Printed Perimeter ​-- This value is equal to the (Document Width + Document Height) x 2 x Item Quantity x 
Sheets x 2 (if the document is 2 sided and printed on a single side of the material).  

Example:  Document Width = 12, Document Length = 18, Quantity = 10,  Sides = 1, Sheets = 1, Printed 2 sides 
using the single sided print option. 

Calculation = (12 + 18) x2 x 10 x 1 x 2 

Total Printed Perimeter =  1200 

New Display and Print options 

When a large format job is set to print on two sides, the ​Sides​ field of the ​Item Specs ​page will now reflect this 
information: 

 

On the ​Specs ​window of a large format item, Printer's Plan will display the margin and bleed values for large format 
material services. 
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On the Work Order document, additional information relating to the large format material is now printed: 

 

On the Invoice and Quote documents, if the ​Print... ​field on a large format material is set to ​No Print​ this text is no 
longer printed.  Previous versions of Printer’s Plan always printed this text. 

HTML E​MAILS 

Overview 

Using the Printer’s Plan SMTP client you can now create and send email messages in the HTML format.   When an 
HTML template is selected, the HTML controls in the email window will be enabled. 

 



Printer’s Plan ​2020 What’s New and Improved Page ​24 
 

 

The HTML controls include the following options: 

Clicking the ​B ​button will make the selected text appear in ​Bold. 

Clicking the​ I​ button will make the selected text ​italicized​. 

Clicking the ​U ​button will ​underline​ the selected text. 

Clicking the ​Advanced Font Controls​ button open a ​Font ​window allowing you to make additional changes to 
the selected text: 
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To enable the HTML controls you will need to select an HTML template when generating an email message.  In 
Printer’s Plan there are two primary methods of creating an email message: 

1. Via a form letter, with this process an email template is manually selected. 
2. Using the Email PDF button in the Print dialog window.  With this method an email template is automatically 

selected. 

HTML Emails Using a Form Letter 

When sending an email message via a form letter Printer’s Plan prompts you manually select a template: 

 

 

Selecting a template file with a .html file extension enables the HTML options in the Printer’s Plan SMTP client 
window. 
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If you select a template with a .txt file extension then the email message will be in plain text and the HTML menu 
buttons will be disabled. 

HTML Emails Using the Email PDF option. 

In the Print Dialog window click the Email PDF button: 

 

When the ​Email PDF​ button is clicked Printer’s Plan will automatically select the template file that populates the body 
of the email message.  Printer’s Plan uses the template file that has the exact file name as the document title.  
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In the example above, Printer’s Plan will use the template with a file name of ​Invoice​.  The program first checks if 
there is an .html version of this file (​Invoice.html​), if the HTML version of the file does not exist then Printer’s Plan will 
use the .txt version of the file (​Invoice.txt​).  When the .txt template is selected the email message will appear in plain 
text and the HTML buttons will be disabled.  

Template files that are designed to work with the Email PDF button must reside in the ​Email​ folder, this folder is 
located in the directory where the Printer’s Plan database is stored.  

Creating HTML Templates. 

HTML template files to be used with the email functions in Printer’s Plan can be created and customized using a third 
party HTML editor.  Please refer to the ​Email Help.txt​ file for further naming conventions and a list of Printer’s Plan 
data fields that can be used to populate data in an email template.  The ​Email Help​ file is located in the ​Email ​folder, 
this folder is located in the directory where the Printer’s Plan database is stored. 

Additionally, HTML templates can be designed to include an image file.  For this to work the image has to be located at 
a publicly available url address. 

TIP:  Make duplicate copies of the existing Printer’s Plan email templates changing the extension of the file from .txt to 
.html.  Using the third party HTML editor you can customize the appearance of the text in the email message.  

SMTP C​LIENT​ C​HANGES 

Change/Add Email Addresses 

In the Printer’s Plan ​SMTP window​ when you click the ​To… ​button Printer’s Plan will now open the ​Contacts​ window 
for that customer account.  From the ​Contacts​ window you can select a different contact, this will update the email 
address in the ​To... ​field of the email message. 

 

In the ​SMTP window​ when you click the ​CC… ​button Printer’s Plan will now open the ​Contacts​ window for that 
customer account. From the ​Contacts​ window you can select a contact to add their email address to the ​CC…​ field of 
the email message.  Repeat this step to add more than one email address to the ​Cc… ​field. 
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Add/Remove Multiple Attachments 

In the SMTP window you can now Add or Remove multiple file attachments.  Click the ​Add ​button to add a file to the 
email.  Click the ​Remove​ button to remove the selected file from the email.  Click the ​Remove All​ button to remove all 
attached files from the email. 

 

 

For a detailed explanation that outlines how to enable and configure the SMTP client please refer to the following 
guide: ​SMTP Client Guide  

 

W​EB​2P​LAN​ (M​Y​ O​RDER​ D​ESK​ I​NTEGRATION​) ​STATUS​ ​UPDATES 

Send Status Updates 

When an order that originated from a Web2Print site is assigned a ​Shipped Date​ in Printer’s Plan, this status update 
can automatically be sent to the Web2Print site.  To enable this option go to the ​Settings ​tab, open the ​Third Party 
Integrations​ and select ​Web2Print​. 

 

https://printreach.com/printersplan/_docs/UserGuide/SMTP_Client.pdf


Printer’s Plan ​2020 What’s New and Improved Page ​29 
 

 

In this window check in the ​Enable Web2Print​ Integration option. 

In the​ Posting URL​ field, enter the posting address of the Web2print website, this is the address where Printer’s Plan 
will send that status update data.  You must contact your Web2print provider to obtain this address. 

In the ​Secret Key​ field enter the secret key text, the text in this field is case sensitive.  The Web2print site should have 
the same secret key information -- this ensures the security of the communications between Printer’s Plan and the 
Web2print site.  

Set the ​Send a status update when you mark an order as being shipped​ field to ​Yes​ and click ​OK​. 

Your Web2print site will also need to be configured to receive status updates.  Please check with your Web2print 
provider to obtain this information.  If you are connecting Printer’s Plan to My Order Desk the configuration page on 
the website would look something like this: 
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Here is an example of this workflow, in Printer’s Plan the Order is marked as being Shipped. 

  

This status update is automatically sent to the Web2Print site and the status of the job is updated from ​In Production 
to ​Shipped​: 
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The Web2Print site can be configured so that an email is automatically sent to the customer when the status of the job 
is changed. 

 

 

 

N​EW​ R​EPORT 

Sales by Customer + Postage Details. 

This report provides a detailed list of all the jobs during the selected time period that had a postage amount greater 

than zero: 
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S​HIPMENTS​ ​AND​ L​ABELS 

Open Office Compatibility 

The Shipments and Labels module is now compatible with Open Office.  Previously this feature was only compatible 

with Microsoft Word.  

When generating a shipping label, after clicking the Print Labels button Printer’s Plan opens a window allowing you to 

select a template.  In this window you can now select template files with a file extension of ‘​.odt​’ (Open Office 

Templates), or ‘​.dot​’ (Microsoft Word Templates) 
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P​ASSWORD​ M​ASKING 

 

Password Settings 

In the Settings/General Settings/ Password table the password values are now masked. 
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In the Settings/General Settings/ SMTP Settings window the text in the Passwords field is now masked. 

 

O​THER​ C​HANGES​ ​AND​ I​MPROVEMENTS 

 

Jobs Section 

Optional alert message.  If the ​Print As​ field on a digital jobs is not set (blank value) Printer’s Plan will alert you to set 
this field: 
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To enable this alert, go to ​Settings/Jobs/Job Options​ window.  In this window set the option ​‘On digital jobs alert me 
if the Print As Method is Blank?’ ​ to ​Yes.  
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Database 

The ​Vendors ​table was previously limited to 255 records, in the 2020 version of Printer’s Plan there is no limit to the 
number of vendors that can be created. 

The length of ​Email​ field in contact record was increased from 50 to 100 characters. 

In the ​Payment​ window, the field length of the ​Reference​ field was increased from 16 to 50 characters. 

In the ​Products Types​ window, the field length of the ​Product Name​ was increased from 20 to 30 characters. 

The ​WebOrderID ​field now accepts text characters, previously this field only allowed numeric values. 

Printing and Display 

When printing the cutting diagram the Job and Item number will now print on this document. 

When printing a Delivery Ticket for a history job the company address no longer prints at the bottom of the document. 

When printing an Invoice using the Letter Style, if the Item Price option is not selected the ​Price​ column header will no 
longer print.  Previously this column header was always printed. 

The job list for WebOrders and WebQuotes will now display the following data columns: Subtotal, Discount, Shipping, 
Postage and Tax. 
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Other Fixes 

When a vendor was added to a service there wasn't a way to remove the vendor -- you could only replace the vendor. 
Now you have the option to remove the vendor from the service. 

In a History Job when you pressed ​CTRL+B ​the  selected item was duplicated.  This would occur even if the job was not 
in ​Edit​ mode.  This is now fixed, the job has to be in edit mode to duplicate an item. 

When sending an invoice to QuickBooks, the QuickBooks Invoice Due Date is now set to the Printer’s Plan Payment 
Due Date.  Previously this date was set to the Printer’s Plan Job Due Date. 

When marking a group of non consecutive jobs as ready to post only the first group of selected jobs was updated. 
Now all selected jobs will update.  

QuickBooks IIF Import Special Characters 
When creating an IIF file for import to QuickBooks if the Printer’s Plan data contained a ’ character, or the ; character then the 
export file potentially failed.  These characters are now captured and replaced to prevent a failure in the export file. 

QuickBooks Invoice Import - Sales Rep Field 
In the Settings/Employees/ Sales Reps table there is a new column​ Integration ID​.  

 

The value in this field is used when importing invoice data from Printer’s Plan to QuickBooks.  There are two methods to import 
Printer’s Plan invoices to Quickbooks -- Direct Connect method, or via an IIF file.  These methods are outlined in the following 
guide: ​https://printreach.com/printersplan/_docs/UserGuide/QuickBooks_Integration.pdf 

If you are using the Direct Connect method the IntegrationID field should be populated with the initials of the matching 
QuickBooks Sales Rep.  

 

https://printreach.com/printersplan/_docs/UserGuide/QuickBooks_Integration.pdf
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If the IntegrationID field is blank then the sale rep data will not be sent to QuickBooks. 

If you are importing invoice data via the IIF method the IntegrationID field should be populated using the following format: 
Employee Name​: Employee:​Employee Initials ​ In this format the Employe Name and Employee Initials are established in 
QuickBooks: 

 

In this example the IntegrationID field in Printer’s Plan would look like this: 
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If the IntegrationID is blank then the value in the Name field will be used in the IIF export file. 

 

Canadian Tax Option 
In the Settings/General Settings/Shop Options there is a new Enable Canadian Tax Detail option: 

 

This setting applies if your Printer’s Plan license is linked to an address in Canada. The value in this field should be set to Yes if the 
invoice needs to display both the GST and PST tax amounts. 

 

 

Printer’s Plan 2020 

Upgrade Guide 

(Revised February 12, 2020) 
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