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Overview 
This feature allows greater control over where Paperwork gets sent to. 
 
When a Timesheet is submitted, the Timesheet and accompanying paperwork can now be sent to 
email addresses you nominate at a company level, as well as the site contact on the job. You can 
also choose to disable sending to the site contact on jobs for specific companies. 

When is the Paperwork email sent? 
The Paperwork for a job is emailed when the Timesheet is submitted for the first time, or when it 
is edited and resubmitted. 
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Adding Paperwork Emails to a company 
To add new paperwork emails to a company: 

 
Edit the company to add Paperwork emails 
 

1. Go to View Companies > Edit the Company you wish to add the email to 
2. Scroll down to Email Addresses and Click ‘Add Email’. This will open a new dialog. Enter 

the email address and select ‘Paperwork’ as the email type. 

 
3. The email will now appear in the listof email addresses. You can add multiple paperwork 

email addresses. Every ‘Paperwork’ email address will receive the Paperwork email. 
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Disabling ‘Send Paperwork to Site Contact’ 
Paperwork is emailed to the nominated site contact on the job. 

 
The ‘Site Contact’ selected on a job is emailed the paperwork when a Timesheet is submitted. 
 
There is a checkbox on the company page in Alloc8 that says ‘Sent Paperwork to Site Contact’. By 
default, this is checked ON for all companies, and any new companies you create.  
 
If you do NOT wish to send the Paperwork emails to the Site Contact, simply uncheck this box. 
This will not send the paperwork email to the site contact on any job you do for that company. 
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Important note if you have Paperwork Emails disabled in your portal: 
There is a configuration option in Alloc8 to disable sending Paperwork emails entirely. If you are 
using this option, the ‘Send to Site Contact’ checkbox will still not send the Paperwork emails if it 
is checked, nor will Paperwork be sent to the nominated Paperwork emails at an individual 
company level. If you are not sure whether you are using this option, please speak to your 
Customer Success Manager. 
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