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Shipping WorkFlow
As part of the 2021 update an emphasis was placed on improving and automating the shipping workflow in
Printer’s Plan. These enhancements include new tables and data fields that are designed to capture
information relating to a shipment.

Default Shipping Charge

You can now set a default shipping charge for each shipping method. To enter the default charge go to the
Settings section of the program, open the Jobs folder and select Shipping Methods. In the table that appears
there is a new column labeled Default Cost. In this column, for each shipping method you can enter a default
shipping cost.

When selecting a shipping method on a job, the default cost will be applied to the job as long as the job does
not have an existing shipping charge.

TIP: On a customer account you can assign a default shipping method, this default is applied to newly created
jobs. By selecting a shipping method that includes a default cost all new jobs for that customer will
automatically have a shipping charge.

Tracking URL

In the Settings/Jobs/Shipping Methods table there is a new field labeled Tracking URL:
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This field is designed to store the leading part of the tracking url for the shipping carrier. The data in the field
will be used when printing, or generating email messages with a tracking number.

On the email template you can add the <ShipByTrackingURL> field along with the <Tracking> field:

When generating an email message for a shipment, the body of the email will populate with a valid tracking url.
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Shipping Service Table

In the Settings section of the program, under the Jobs folder there is a new Shipping Services table:

In this table you can enter the shipping services for each shipping carrier. The data in this table is used when
creating a shipment record.
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Updated Shipments and Labels Window

The following changes were made to the Shipments and Labels window.

1. All Shipments - Clicking on this button will list all the shipment records for the job.
2. Verify Shipping Amount - Clicking on this button will open the Verify Shipping amount window (see

the Verify Shipment Amount section of this guide).
3. New columns added to provide additional information about a shipment.
4. Right clicking on a shipment record(s) will display a menu with the following new options:

a. Group Selected - Clicking on this option will group the selected shipments as single shipment
number. This grouping is primarily used when integrating with a third party shipping solution.

b. Ungroup Selected - Clicking on this option will ungroup the selected shipments.
c. Open Tracking Webpage - If the shipment has a valid tracking number, selecting this option will

open a webpage displaying the tracking information of the shipment.
5. Create Data File - Clicking this button will create the data file for the shipping label template.
6. Show/Hide Columns - Clicking on this button allows you to select the columns that are visible in the

Shipments and Labels window

Updated Shipment Window
The following changes were made to the Shipment window.
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1. Ship By (Service) - Clicking on this field allows you to select a shipping service for the selected
shipping carrier.

2. Shipping API - Clicking on this field allows you to select the shipping integration partner for the
shipment.

3. Created - This field stores the date the shipment was created.
4. Estimated Delivery Date - This field stores the date the shipment is expected to be delivered.
5. Cost - This field stores the cost of the shipment.
6. Markup (%) - This field stores the markup rate for the shipment.
7. Price - This field stores the Price of the shipment, the value in this field can automatically be applied to

the job.

Verify Shipping Amounts

The Verify Shipping Amounts window is designed to compare the shipping charges on individual shipments
with the overall shipping charge on the job. The sum of the individual shipments should equal the total
shipping charge on the job. To verify the shipping amount, open the Shipments and Labels window and click
the Verify Shipping Amount button. The following window will appear:
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In this window each shipment record and its shipping amount will be displayed. This window has the following
information and options:

● The Added column will reflect if the shipping amount was previously added to the job.
● The Shipment Total row displays the sum of the shipping charges for each shipment.
● The Shipping Amount on Job row displays the shipping charge that is saved to the job. This amount

comes from the Shipping field in the Job Totals window:

● The Difference row displays the difference between the shipping charge on the job vs. the shipment
total from the individual shipment records.

● Update -- Clicking this button updates the shipping amount on the job and sets this amount equal to
the sum of the individual shipment charges.

● Cancel -- Clicking this button closes the Verify Shipping Amount window and does not save any
changes.

Print Tracking Information on Invoice Documents

When printing Invoice documents you can now include shipment tracking information. To enable this option go
to the Settings section, open the Jobs folder and select Job Options. In the window that appears set the
Enable Tracking Information on Invoices field to Yes:
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With this option enabled, when printing an Invoice document, each shipment record on the job that has a
tracking number will print on the document.
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For this information to print, in the print dialog window one of the Item Description print options needs to be
selected:

If an item has multiple shipments, each shipment with a tracking number will print on the document under the
item description field.
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Include Tracking Information on Email Templates

When sending a job related email message you can now include tracking information on the email template.
To include this information add the following merge field to the email template file: <ShipmentAll>.
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The email template files are stored in the Email folder which is located in the Printer’s Plan folder where the
database is stored.  If the shipment record has a tracking number then the <ShipmentAll> merge field will
automatically include the following details of a shipment record:

● Description
● Quantity
● Tracking Number
● Tracking URL

If a job has multiple shipment records the data for each shipment record on the job will be included in the
<ShipmentAll> merge field.

Shipping API Integrations

Printer’s Plan is now able to integrate with third party shipping software solutions. This integration allows
shipment data originating in Printer’s Plan to be captured and sent to the shipping software solution. Likewise,
shipment data generated from the shipping software, such as tracking numbers and shipping charges, can
automatically be added to the Printer’s Plan job.

The integration with third party shipping software solutions requires the latest version of the Printer’s Plan API
(Web2Plan).

For a listing of shipping software solutions that currently integrate with Printer’s Plan please contact the Print
Reach servicing team at support@printreach.com or call us at 888-581-3100.

mailto:support@printreach.com
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Payments

Processed By (New Field)

When entering a payment in Printer’s Plan you can now capture the name of the employee that records the
payment.

In the Deposit and Quick Sale payment windows, the Processed By field is located at the top of the screen:

In the A/R payment window, the Processed By field is located under the Ref. field:
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The list of employees available in the Processed By drop down menu is generated from the Service Reps
table. This table can be found by going to the Settings section, opening the Employees table and clicking
Service Reps.

When entering a payment, the Processed By field is initially set to the computer’s default CSR:
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In the A/R section, when generating a list of payments, the program will now display the name of the
employee that entered the payment:

Set Payment Due Date on Invoice Printed

In the Settings/Jobs/Job Options window there is a new option labeled, Set Payment Due Date When
Invoices is Printed and Shipped Date Assigned. If this option is set to Yes, when printing an invoice (if the
Shipped Date is assigned to the job) Printer’s Plan will automatically set the job’s payment due date. If this
option is set to No, the payment due date is set when the job is posted.
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With this option enabled you can automatically have the payment due date appear on the invoice and in the
body of the email message.

Include Payment Terms on Invoice Documents
To include the payment terms on the printed invoice, add the merge field <DatePayDue> in the Memo To
Customer field of a job:
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When printing an invoice, if the job has a payment due date assigned then this data field will be populated on
the document:

TIP: In the Settings/Printing/Document Options window you can add this merge field in the Default Note or
Memo field for the invoice document. By including this field as a default note you would not need to include
the merge field on individual invoices.

Include Payment Terms on the Body of an Email Message
To include the payment terms on the body of an email message, edit the email template for the invoice and
add the merge field <DatePayDue>:
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When this field is on the email template, if the job has a payment due date assigned then this data field will be
populated in the body of the email sent to the customer:
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Payment Processing Integration - Print Reach Pay

As part of the 2021 update we are introducing a new and enhanced payment processing integration solution
called Print Reach Pay. By creating this solution under the Print Reach umbrella we are able to offer
competitive transaction rates along with a robust feature set.

Once enabled, the Printer’s Plan - Print Reach Pay integration allows you to enter credit card payments directly
into Printer’s Plan giving you a single point of data entry. Additionally, an email message with a payment link
can be generated from Printer’s Plan allowing the customer to pay for an invoice online. Transactions entered
using this integration are PCI compliant because Printer’s Plan does not store credit card data.

To use this feature you will need a Print Reach Pay merchant account. For information about obtaining this
account please visit the following link: https://printreach.com/printersplan-printreachpay or contact us at (888)
581-3100.

The sections below outline recent enhancements to the payment processing solution included in the 2021
update as part of the integration with Print Reach Pay.

Default Payment Processing Method
When processing a payment, in the Authorize Payment window you can set a default processing method. To
set this option, go to the Settings section, open the Print Reach Pay folder and select Payment Processing. In
the window that appears there is a Default Processing Method field:

The selection in this field will be applied when processing a new payment, this menu includes the following
options:

https://printreach.com/printersplan-printreachpay
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● Card on File then Swipe - With this option selected, in the Authorize Payment window if the contact
has a card on file then this processing method will be selected by default. If the contact does not have
a card on file, then the Swipe processing method will be selected by default.

● Card on File then Authorize Manually -- With this option selected, in the Authorize Payment window if
the contact has a card on file then this processing method will be selected by default. If the contact
does not have a card on file, then the Authorize Manually processing method will be selected by
default.

● Swipe -- With this option selected, the Authorize Payment window will default to the Swipe Card
processing method.

● Authorize Manually -- With this option selected, the Authorize Payment window will default to the
Authorize Manually processing method.

● ACH -- Reserved for future use.

Save Card on File when Processing a Payment
In the Authorize Payment window, when processing a credit card payment using the Authorize Manually
method,  you now have the option to save this card on file. To do this, in the Authorize Payment window
select the Authorize Manually method and in the Save Card field select Yes:

When the payment is processed, a PCI compliant token that captures the credit card information will be saved
to the contact. When entering a deposit this token is saved to the Job’s buyer contact record, when entering
an AR payment this token is saved to the Customer’s default payer contact record.

Display Card Info
In the Authorize Payment window, if the contact has a card on file, the last four digits of the card will be
displayed with the contact name.
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Payment Receipt Fields
The payment receipt that is generated after processing a payment now includes the following data fields:

● Processed By
● Card Type
● Last four digits of the credit card.
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Advanced Payments
Printer’s Plan can now process advanced payments using the integrated payment processing solution. This
advanced payment will create a credit on the customer’s account. To enter an advanced payment go to the
A/R section and open the payment window for a customer account.

In the payment window enter an amount without selecting an invoice and click the Process Credit Card
button.

An alert message will appear, click Yes to continue and in the Authorize Payment window process the
payment.

Once approved, this payment amount will be added as credit to the customer’s account.
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Email Fields
When generating an email message for a payment transaction you can now include the name of the employee
that processed the payment. To include this information the following text needs to be added to the email
template: <ProcessedBy>



Printer’s Plan 2021 What’s New and Improved Page 23

Formula Fields on Email Templates
On email templates you can now create a formula field to perform calculations on an email message. To create
a formula, on the email template use the following syntax:

[Formula]<Field1> operator <Field2>[/Formula]

Here is a description of this syntax:

○ [Formula] - This text block signals the start of the formula.
○ <Field1> - This is the first field of the formula. This field can be a number, or a Printer’s Plan

merge field. When using a Printer’s Plan merge field, the merge field has to be a numerical
value.

○ Operator - supported operators are + - * /
○ <Field2> - Same requirements as Field1.
○ [/Formula] - This text block signals the end of the formula.

Example: On an email message you would like to display %50 percent of the job balance. To achieve this
result on the email template you would add the following formula:

[Formula]<Balance>*.50[/Formula]
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Rules: You can use multiple formula blocks on an email template, however a formula block can only have a
single equation. Additionally, formula blocks cannot be stacked, meaning you can’t have a formula within
another formula.

Vendors
In the 2021 update you can now create/edit Vendors in the Customers section of the program.

Previously vendors could only be accessed in the Settings section, which was often password protected at a
high security level.

In the properties window of a vendor there is a new Type field -- this field allows you to set if the vendor is a
Paper vendor, or an Other vendor:
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There is also a new View PO Documents button.
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Clicking on this button will open a window displaying a list of all PO Documents linked to the vendor:
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In this window, clicking on the Open File button will open the selected document:

Tax Table
The Tax table was previously limited to 255 records, in the 2021 version of Printer’s Plan this limit has been
increased. To access this table, navigate to the Settings/Accounting/Taxes Table:
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QuickBooks Online Invoice Integration
The Printer’s Plan - QuickBooks Online integration allows you to send invoice data from Printer’s Plan to
QuickBooks Online.

Because QuickBooks Online does not have a direct import utility, the use of a 3rd party tool, Transaction Pro,
is required. For pricing information and licensing options relating to this software please contact Transaction
Pro at https://www.transactionpro.com

The process for integrating Printer’s Plan with QuickBooks Online can be found in the following article:

QuickBooks Online Invoice Integration

https://www.transactionpro.com/
https://support.printreach.com/hc/en-us/articles/1500000289482
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New Reports
The following reports were added to Printer’s Plan.

Services By Last Date Used
In the Reports section, under the Production folder there is a new report labeled Services By Last Date Used.
This report will list all the services and the last time the service was used on a job:
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Shipment History
In the Reports section, under the Sales By folder there is a new report labeled Shipment History. This report
will list details of the shipments created in the Shipments and Labels window:

TIP: Because the data in this report is based on shipment data, to filter the report run an Advanced Filter to
filter by the shipment data fields:
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Improvements and Fixes
Business Types - New NAICS Column
In the Settings/Customers/Business Types table a new NAICS column has been added:
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In this column you can enter the North American Industry Classification System code for each business type.
The following link provides detailed information on NAICS codes: NAICS Codes

API (Web2Pan) - Discount Field
On an order originating from a web2print site, such as My Order Desk, if the web order has a discount amount,
this discount can now be included on the Printer’s Plan job. In the Order Request Header of the cXML file
generated from the web2print site, the discount amount has to be included as an Extrinsic data field and
requires the following format:

<Extrinsic name="Discount">-10.0000</Extrinsic>

NCR Pricing
● In isolated scenarios, there was a pricing issue on multipart NCR jobs where the number of Up was

greater than one. In these scenarios sheet count was rounded up by a single sheet -- this issue is now
fixed.

Printer’s Plan SMTP Client
● If you manually typed an email address in the recipient, cc or bcc fields and then added an attachment,

the email addresses that were manually entered were removed. This is now fixed and the email
addresses will no longer be removed in this scenario.

● When attaching multiple files, if the file name of the attached files exceeded a certain length the email
failed to send, this is now fixed.

https://www.census.gov/cgi-bin/sssd/naics/naicsrch?chart=2017
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Find by Item
● In the Find by Item window, if you attempted a search filtering the data by both a Product Type and

Service Name criteria the search failed, this is now fixed.

Barcodes

Scanning an Item Barcode while in a Job window failed to add the item to the job. This is now fixed.

Printer’s Plan 2021

Upgrade Guide
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