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Notices are messages delivered within your aACE system to other users. They can
streamline communications by making it unnecessary to shift to another tool to record
conversations about work tasks. Notices usually include a link back to the record(s) that are
referenced.

There are three screens where team members can work with notices. Depending on user
roles and aACE system configuration, some users may not be able to access all these
screens:

¢ Notices module — Access by navigating from Main Menu > Internal > Notices
e My Notices module — Access via Main Menu link
¢ Notices Viewer — Access via the Notices link on most module headers

Notices Module

This module initially displays a list of all incomplete notices. This listing provides info about
team members currently assigned to each notice and the notice setup that generated it. The
list view allows you to search, sort, filter, and work with batches of notices.

The details view provides additional info and functionality:

[ XoN ] Notices &8
1 . . . . v
Pen-SPF: Honorific Pen Gift Set - Sailor Pro Fountain Pen' has been INCOMPLETE @
Notice Details Notices Emails R Docs @
General Info Setup
Issued On Issued By > Deliver On Team > Notice Setup >
11/30/20 Denise James 11/30/2020 10:15 AM AP Line Ttem Code Ordered A/P
Message Recipients Single User Completion [X|
A purchase order has been placed for the following Line Item Notice Email SMS
Code: Team Member Netice Status ~ Completed X
> aACE Admin [ ] x -
Code: Pen-SPF: Honorific Pen Gift Set - Sailor Pro =
Fountain Pen > Alexis Kohn [ ] X
Quantity: 1 > Denise James O X
PO ID: 50084
Order Date: 11/30/2020
Vendor: PenCo

Link To >
1 purchase order
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1. Issued By — Provides a go-to link to the team member who issued the notice.

Note: Some notices are auto-generated by triggering events. The Issued By team
member for these notices is typically the person who completed that event.

2. Message — Summarizes the purpose for the notice using standard text from the notice
setup template.

3. Link To — Provides a go-to link to the related record(s).

4. Setup — Provides go-to links to the assigned team and the related notice setup.

5. Recipients — Lists all team members who are being notified about the event, including
their active contact methods. Note: The Single User Completion flag enables one
individual to complete the notice for all other recipients. If this flag is not marked, the
notice must be completed by each recipient.

The Actions menu here enables you to update the status for a single notice or a batch.

My Notices Module

This module initially focuses on incomplete notices assigned to you (if any). The list view
allows you to search, sort, filter, and work with batches of notices.

ece® My Notices )

Unsorted

& Date Message Title Team Link To Status

> 11/27/20 Open Invoice #50119 Returns Handling 1 invoice mNcoMPLETE @) A -

Show All Find My Incomplete Notices Related Records v

The details view includes functionality similar to the Notice module, with some additions:
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e0e® My Notices 3
Open Invoice #50119 INCOMPLETE @
Notice Details Notices Emails R Docs @
General Info Message Bc

Issued On Tssued By > Deliver On Invoice ID: 50119
11/27/20 Kristie Hernandez ~ 11/27/2020 11:30 AM

Link To > Notes:
1 invoice
Return Shipment #50106 was processed and generated an
invoice adjustment. Please review it, make any necessary
Other Recipients modifications, and process it.

Team Member Notice Status

1. Message — You can send a response to a message by clicking the Reply icon ( 7). aACE
allows you to send your reply to the team member who issued the notice or to all team
members who received the notice. When you send the reply, aACE automatically

changes the notice status for you to Complete, but changes the status for the other
team members to Incomplete.

2. Comments — You can record ongoing conversations about the event by clicking the
Addicon ( @ ). Note: Entering a comment does not change the notice status.

The Actions menu here enables you to update the status or create a task based on a notice.

In addition, the View Logs option gives extra detail about every activity related to this notice
record.

Notices Viewer

This popover screen displays notice information pertaining to a specific record and enables
you to send a new notice.
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Notices Viewer

Purchase Order: 50084 PenCo 11/30/2020

Date Title Team Member Status
> 11/30/20 Re: 50084 PenCo 11/30/2020 AA INCOMPLETE .
= 11/30/20 'Pen-SPF: Honorific Pen Gift Set - Sailor Pro Fountain Pen' has been ordered. AA COMPLETE
> 11/30/20 Re: 50084 PenCo 11/30/2020 AK COMPLETE
Send New Notice
Subject Delivery Date Time Select Team Members from Group
Re: 50084 PenCo 11/30/2020
Message Delivery Options
B Team Members CCMe |X|Notice Email SMs %

O i

In the list, click on a notice to open the Notices module and view details.

Sending a New Notice

You can create a new message about the record. aACE enables you to specify the date and
time when the message should be delivered. This allows you to create 'reminder' messages
that stay in Pending status until aACE automatically sends them later.

You can also specify an existing team or search for other team members that should receive
your message. The Delivery Options flags let you select which way(s) the notice should be
sent out. (Note: Email and SMS text messages can only be sent to team members or contacts

who have valid contact information recorded in aACE.)
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