
 

Setting up Paperless office for a Customer 
 

This will allow emails from Sage to go directly to the customer. 
 

1. Go to Accounts Receivable > Main > Customer Maintenance 
2. Select the Customer 
3. Click the More button in the top-right corner  

a. Select Paperless Delivery Options 
 

 
4. In Paperless Office Delivery Options - Select which document you will set up. 

 



 

5. Select E-mail under PDF Delivery Options for each document you will be emailing out. 

 
6. Select Email Tab which tells the system where to email the document.  

 
7. If you would like to use another email address other than what is in the customer E-

mail address, you can use the Contact Code 
8. The Additional Email Addresses box is used to include additional email addresses in 

that document.  
9. To set up a new Contact Code you will need to go to the main Customer Maintenance 

screen, select Primary Contact hyperlink.  



 

 
10. Fill in all the information in the Customer Contact Maintenance 

a. Once information is entered selected Accept.  

 


