Emailing an Invoice from FYDO

You can now send invoices directly from FYDO using your Microsoft 365 email account. This feature
uses a secure integration via a Microsoft Enterprise Application called FYDO_EmailSender.

For this functionality to work, your Microsoft 365 tenant must allow the required permissions, which
may need assistance from your IT department. To find out how to set up your email, see our Setting

up to Email from FYDO user guide.

Once successfully set up, you can email an Invoice Copy from the Episodes screen.

1. Under the Invoice Options Drop down in the Episodes screen, select ‘Invoice Copy’

| Invoice Options v |

Adjust Invoice

Combined HC21 & Inv
; | Deposit Copy

HC21 Left

HCZ21 Right

HC21 Back

Invoice Copy @

Invoice Status

Reverse Invoice
Statement Copy

2. Select the Invoice options as usual and click on the ‘Email Invoice’ button

Invoice Copy X
Adm Date Invoice No Billed To Balance Due
17/12/2025 524 Patient $86.00

Send Invoice To = Patient v
Template Invoice e
Invoice Note  Payment of Account v

call 07) 4567 1234

3. Select who you'’d like to email, whether it be the Patient or Fund, modify the Email
Subject and Body of the email if necessary and click on the ‘Send Email’ button

To make a payment towards this account please ‘



https://wiki.fydo.cloud/emailing-an-invoice-from-fydo/
https://wiki.fydo.cloud/
https://wiki.fydo.cloud/
https://wiki.fydo.cloud/wp-content/uploads/2026/01/image-5.png
https://wiki.fydo.cloud/wp-content/uploads/2026/01/image-6.png

Email Invoice
[v] Patient Email
EggMan{@gmail.com
Fund
Subject
Your Receipt.f\nvoice|

Body

Hi Humpty
Please find attached your Receipt/invoice #524

4. If the email is successful, you should see a message at the top of the FYDO screen like
below

| Email sent successfully X |

[ Important: The email will appear to the recipient as being sent from the shared mailbox (e.g.
reception@hospital.org.au), but will still be sent using your personal Microsoft 365 account.
The message will be saved in your Sent Items, not the shared mailbox’s.
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