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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

B Customer Maintenance (365) 5/1/2024

Customer No, AEC QE MK 4 PN E
Name |Arkansas Electric Cooperatives, inc. ] Contacts
1. Main 2. Addi 3. Statisti a y 5. History 6. Invoices  7.Transactions 8. 5/0s 9. InstaDoes|  Ship To Address
Country m% United States Residential [] ~ TermsCode —F‘% Net 30 Terms code
Address P.0.Box 192810 (%3] Primary Contact Q,
1 Cooperative Way Ship Code HANDDELVER (@
Primary Ship To Q
ZIP/Postal Code |72209
city Litle Rock | stateprovince (AR | creqttios [ @
Telephone (501) 570-2200 Ext | | [work ~ Cred# Limd [j}[j
Fax (501) §70-2923
E-mail Address | ciaccipay@aeci.com |9 | One Emai per invoice Batch O
URL Address ®

Salesperson  [LH Q, Lewis Hodge

ion and imprc

Tax Schedule méix j% TAX EXEMPT Exemptions...

ae ESEEIEZE S 0
4. In Paperless Office Delivery Options - Select which document you will set up.
B Paperiess Office Delivery Options O e

Customer No. |4EC | Arkansas Electric Cooperatives, Inc.
Document - %

AR Invoicd g
AR Statemant
S0 Invaice
POF Delivery Og S/0 Order

v

1. Main . Fax

PDF Document

Pazsword

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

B paperiess Office Delivery Options o X
Customar No. |AEC Arkansas Electric Cooperatives, inc.
Document | A/R Statement - |%
2 E-ILQ;I 3. Fax
POF Delivery Qplions
Print [ ] E-mai Fax []
PDF Document
Password |

6. Select Email Tab which tells the system where to email the document.
B raperiess Office Delivery Options O x

Customer No, AECI Arkansas Electric Cooperatives, Inc,
Documeant AR Statement - |9

1. Main 2. Fax

E-mail Options

[use Customer E-mai Address ). ciacctpayi@aeci.com ]
Customer Contacts 2

[ Contact Code Contact E-mail Address Recipient '_/3
q I

Additienal E-mail Addresses

il

E-mail Address | Recipient |
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.
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. Customer Maintenance (865) 5/1/2024

Customer No. AECI % \r" 44 0 Copy From.. F
Name |ark Electric Cooperatives, Inc., ]
[ 1. Main 2. 3. Statisti 4 Y 5. History 6. Invoices 7. Transactions 8. S8/0s H
Country UsA (@, united States Residential []

Address P.0.Box 192810 @
1 Cooperative Way

ZIP/Postal Code |72209

Ciy Little Rock | staterrovince cresttos [ @

Telephone (501) 570-2200 Ext [ ] Work Credt Limd
Fax (501) $70-2923

E-mailAddress | ciaccipay@aeci.com }3@ One Email per lnvoice Batch ~ []

URL Address ]e

Salesperson Q Lewis Hodge

Tax Schedule |NOTAX % TAX EXEMPT Exemptions...

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

a. Once information is entered selected Accept.
B Customer Contact Maintenance ? X

Contact Code  JAME Q14 49 b o primary [ ]

Name Jamie McCrilis] J

Country USA IG% United States

Address P.0.Box 192810 %)
1 Cooperative Way

ZIP/Postal Code |72209

City Little Rock State/Province

Telephone 1 (501) 570-2321 Ext Work v | Prmary []
Telephone 2 Ext Work ~ | Primary []
Fax
E-mail Address | jamie.mecrilis@aeci.com A
Notes

I
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