
 

 

 

   

How Do I Send Promotional 

Messages To My Customers? 
 



Introduction 

There are times when you would like to send out some sort of promotional message or reminder to customers. It 

might be to let them know that there’s a new store opening up or a new service to offer. Regardless of the message, 

there are three different ways in CylTech 2 that help to get that message out to the customer. 

Invoice Printing 

Each time an invoices is printed, the operator has the option of typing in a short message. This could be about a 

product, service, or simply a reminder that the business will be closed for a holiday. The process is simple. Go to the 

Invoice Print program and type in the message 

that needs to be printed on each invoice. This is 

a onetime message and is limited to one line. It 

will only go out to the customers that are being 

sent invoices on that day (printed, emailed or 

faxed). The operator must enter it each time that 

invoices are printed. 

 

Another option for printing a message on the 

invoices is to use the Special Instructions option. The 

Special Instructions file makes it possible to enter a 

message for one or all customers. If you want the 

message to print on the invoices for all customers 

(every invoice that is generated), then use the 

customer number 99999999 (or all 9s). Then select 

the option to print on invoices and type in the 

message. The advantage to this option is that it is 

entered one time and will print on every invoice until 

it is turned off. Note: the message can be changed by 

simply going to the instruction file and modifying the 

message. There are no questions to answer when 

printing invoices, so if you want to make sure that 

the message gets out and that no one forgets, this may be the best choice. 

Statement Printing 

Similar to printing a message on invoices, 

you can also print a short message on 

statements. In the Statement Printing 

program, the operator will see an option to 

enter a message. The message is one line 
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long and must be entered each time that statements are processed. 

Something to keep in mind is that you can use one or more of these options to get the desired message across. For 

example, a onetime message could be added to invoicing and statements. Or the Special Instructions could be used to 

enter a lengthier and more permanent message for invoicing and a shorter message for statements. Regardless of the 

way chosen to use these features, you have full control over them and can change the message as often as is needed. 

 

Have questions? Feel free to send us an email, we welcome the questions! 
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