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Step by Step guide: Mass invoicing
With SAP Crystal Server 2020
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CREATE A MASS INVOICE DOCUMENT
This highly formatted invoice has been generated with SAP Crystal Reports. Please refer to our additional 
step-by-step guides to learn how to create a pixel-perfect invoice: www.crystalreports.com/guides.

We are going to use this report as the base report to create our invoices. To do so, we need to replace one by
one the account number, name, address of our customers, and of course, information related to the invoice
for each customer for this period.

Note: When combined with Crystal Server 2020 publication capabilities, you can reduce your total cost of 
ownership through automated data refresh, report building and distribution, less infrastructure and lowered
licensing costs.
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We will use this report to feed the 1st report in term of customer information. We will pass the customer ID, 
customer last name, customer first name, customer email address.

1. Right click on Your Invoice and choose Properties.

2. Click on Summary, then general Properties

3. Select Source Documents
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4. Click on Enterprise Recipient, then Dynamic Recipients

Note: Personalized information is distributed via email in common formats such as pdf. Publishing to common
formats reduces the need for viewing licenses for consumers. In this step by step, because we don’t have a
real customer base to hit, we will send this document to the BI Inbox. But other forms of distribution are
available (email, send to an FTP site, etc.).

5. Recognize your 2 previous documents: one will be used as the result invoice, the other will be used to feed
the 1st.
• Enterprise recipients: in case you want to send it to BI for users
• Dynamic recipients: If your recipients change dynamically, a dynamic recipient list can be created using

SAP Crystal Reports against Outlook Exchange or any database or spreadsheet or text file containing
contact information.

Note: SAP Crystal Server users can also be added as recipients for the same publication.

6. Make sure the dynamic recipients map fields from the source documents are properly set up.  If they are
not set up as the screen shot, please set it up properly:
• Recipient ID = Customer ID
• Full name = @custname
• Email = @genEmail address.

7. Click on Formats and click on Invoice. In our case, we will choose Adobe PDF.
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8. Click Destinations. Click on BI Inbox.

9. Now, let’s have a look at the scheduling options As well here, we have several options for scheduling
this invoice. Again, right click on Your Invoice then, Schedule. Click Recurrence and select Now.

Note: Recurrence can be based on several timing options, from the most simple, to the most complex.

10. Again, right click on Your Invoice then, Test mode
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11. You can test your publication, before sending it out to the real world.

Note: When right clicking, that users can choose to subscribe or not, if they are allowed to, and if the
publication is not mandatory for them to receive.

• Enterprise recipient: If Enterprise mechanisms are chosen to receive the final publication.
• Dynamic recipient: If Dynamic recipients mechanisms are chosen to receive the final publication.

12. Click test. In test mode, publications are sent to your inbox. The publication will take a minute or two to
execute.  Once done, you will receive a ‘success’ flag.

13. Click on refresh to refresh the page regularly.

14. You are done. All your PDFs have been sent to the selected inbox, as requested by the test mode.
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No part of this publication may be reproduced or transmitted in any form or for any purpose without the
express permission of SAP AG or an SAP affiliate company.

SAP and other SAP products and services mentioned herein as well as their respective logos are
trademarks or registered trademarks of SAP AG (or an SAP affiliate company) in Germany and other
countries. Please see https://www.sap.com/about/legal/trademark.html for additional trademark
information and notices. Some software products marketed by SAP AG and its distributors contain
proprietary software components of other software vendors.

National product specifications may vary.

These materials are provided by SAP AG or an SAP affiliate company for informational purposes only,
without representation or warranty of any kind, and SAP AG or its affiliated companies shall not be liable for
errors or omissions with respect to the materials. The only warranties for SAP AG or SAP affiliate company
products and services are those that are set forth in the express warranty statements accompanying such
products and services, if any. Nothing herein should be construed as constituting an additional warranty.

In particular, SAP AG or its affiliated companies have no obligation to pursue any course of business
outlined in this document or any related presentation, or to develop or release any functionality mentioned
therein. This document, or any related presentation, and SAP AG’s or its affiliated companies’ strategy
and possible future developments, products, and/or platform directions and functionality are all subject
to change and may be changed by SAP AG or its affiliated companies at any time for any reason without
notice. The information in this document is not a commitment, promise, or legal obligation to deliver
any material, code, or functionality. All forward-looking statements are subject to various risks and
uncertainties that could cause actual results to differ materially from expectations. Readers are cautioned
not to place undue reliance on these forward-looking statements, which speak only as of their dates, and
they should not be relied upon in making purchasing decisions.
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