
Paperless
Email fi nancial documents to suppliers and customers 
straight from Sage and store copies online

  Plain and simple black ink only 
print-outs of your fi nancial documents

  Creating corporate stationery 
to print on

  Printing individual documents and 
then posting to customers or suppliers

  Digging out copies from 
a fi ling cabinet. 

Paperless is a tool that gives you more options to customise, send and 
save everyday documents you create in Sage. Use templates to add 
corporate branding and messages to invoices, credit notes, statements 
etc. and then print or email to the recipient. Each document can be saved 
as a PDF in an online storage area that you can easily access in Sage. 

  Simple to use with very 
little training needed

  Customise the templates 
yourself and change 
the messaging to suit 
the audience

  Adds a more 
professional look 
and fi nish to your 
documentation

  The email function 
saves your people 
time when it comes to 
sending documents

  No need to print 
additional corporate 
stationery and it reduces 
postage costs

  The storage feature 
makes it quick and easy 
to fi nd documents

  Another step 
closer to being a 
paper-free offi ce.

SOME OF OUR FAVOURITE FEATURES
Once a document has been created, you can email it 
directly to the customer or supplier. 

This bypasses the need to print and post individual documents. 
Saving your people a considerable amount of time and reducing 
your overall business’s postage costs.

Of course, you still have the option to print. And with the ability to 
isolate long print runs to allow other documents to be prioritised 
through the system.
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COMPATIBLE WITH SAGE LINE 500 AND SAGE ERP 1000
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Paperless DocStore 
eliminates the need 
for fi ling paper 
copies and increases 
effi ciency 

Add your corporate branding and messages to fi nancial 
documents. Without Paperless, options are restricted to 
simple black font on an A4 page. Companies historically 
invested in pre-printed letterhead paper.

With Paperless, a library of templates can be designed that include the 
branding and messages you require. The information from Sage is simply 
laid over the top when the document is being produced. A single user 
for Crystal Reports is included so it’s easy to edit the templates yourself 
giving you more control and fl exibility.

You also have the ability to vary the messages on a template depending 
on the audience. For example, you may have a template for customer 
invoices, but the need to vary your bank account details depending on 
the recipient. Using a few simple rules, the templates can automatically 
insert the right details for the right customer.

Paperless DocStore is an easily accessible document 
archiving system that eliminates the need for fi ling paper 
copies and increases effi ciency. 

Users can store PDF versions of the fi nancial documents they have 
produced in an online archive. These documents are quick and easy 
to access from the relevant transaction within Sage. You can also add 
additional information to documents that are not usually stored in Sage 
such as different terms and conditions for certain sales for example.

DOCUMENT 
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Using a few simple 
rules, the templates 
can automatically 
insert the right details 
for the right customer
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