INSTRUCTIONS TO EMAIL INVOICE SENDER

Sending email invoices is very simple at its shortest: You only need to type the email address and

attach the invoice to the message. More detailed information below.

EMAIL ADDRESS

Enter the address that the receiver has provided to ‘“To’ field. Only the address of the receiver
should be placed in this field and nothing more.

Email Invoice addresses use @docinbound.com as the domain. The account name comes from the
invoice receiver. For example: FI.P.123456-0@docinbound.com. In case it is uncertain of which
address to use, contact the invoice receiver. Make sure to type only one receiver in ‘To’ field. If
you wish to send copies of the message, do not use ‘To’ field. Add the recipients in the ‘Cc’ or ‘Bec’

fields instead.

Do not use “-marks around the email address. For example “FI1.P.123456-0@docinbound.com”

EMAIL SUBJECT

This field is left empty because the subject will not be sent to the receiver.

MESSAGE FIELD

This field is left empty because the message will not be sent to the receiver.

ATTACHMENTS
e Add the invoices as attachments in PDF or TIFF format.
e  One attachment file should include all documents related to one invoice.
e Do not use encrypted or password protected PDF files.
e Remember to embed fonts to the invoice PDF if special fonts are used in the invoice.
e Do not use picture taken by phone and convert them to PDF files.
e Colored images are grey when converted to TIFF form. Prefer black and white images.
e Add maximum 10 invoices as their own attachment files.
e Maximum size for one attachment is 10 Mb.
e Maximum layout size for an attachment is A3 (no minimum size limitation).

e Maximum page limit for one attachment (one invoice) is 500 pages.

TALENOM

Toisenlainen tilitoimisto



GENERAL
Secure connection is supported (SSL/TLS).

By default it is not notified if the invoice email is received successfully. You may receive an email

acknowledgement upon request. Check your email client program for instructions for the request.

You may use one of the following languages as the invoice language: Finnish, Swedish or English.

IN CASE SENDING E-MAIL INVOICE FAILS

In case there appears to be an error in sending invoice email you will be sent a notification with

instructions how to fix the problem in the invoice.

In case the email message is faulty you will also receive a notification email. The error notification

will refer to the first attachment.

If any of the attachment files is faulty, one notification email is sent per one faulty attachment file,
which means multiple notifications may be sent back to you. You will be requested to resend the

email with all of the attachments.

IMPORTANT: You will not be notified if the invoice email you have submitted is otherwise valid,

but missing the attachment files.

IN CASE YOU HAVE SENT AN UNFINISHED EMAIL BY MISTAKE

If you sent the email without attachments, resend the invoice email with all of the attachments.
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