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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.

Ticket #632633 - Paperwork &5 @
AllocB <noreply@allocs.io= Maon, Oct 26, 2020, 9:33 AM )j:( -~
tome -

Hi Alloc8 Test Client,

Please download the ABC Demo Company Timesheet and Paperwork for 632633 on 11/01/2021
at 245 Hunter Street, Sydney 2000 here.

Regards,

Acme Traffic



Adding Paperwork Emails to a company

To add new paperwork emails to a company:

allocfk Update Company
Quick Links Email Addresses
D View Companies Add Email o
D View Contacts
A Deshinted Show entries
Search:
Email Address Primary Type Actions
o paperwork@abc.demo Yes Paperwork Fan |
Showing 1 to 1 of 1 entries Previous Next

Phone Numbers

Add Phone Number

Show entries Search:

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.

nary Type Actions

Add Email X

Previc

Emall Pyp

Paperwork >

[ | Primary Email Address

pe - H

No data available in table
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.



Disabling ‘Send Paperwork to Site Contact’

Paperwork is emailed to the nominated site contact on the job.

&  Ordered By

Ei L i

233 Castlereagh Street, Sydney NSW 2000 Australia

Site Contact
John Smith X

Job Start Date Job Duration *

28/01/2021 - 1 Eiita wedidate [ Unconfirmed Date

Job Start Time Job End Time * Length of Shift (hours

Q:00 @ 17:00 8.00 D 24 - Hour Rotation

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.

Update Company

Travel Billing Preference Charge for Employee Breaks Charge for Equipment Breaks Invoice Totalling Preference

Use Rate Card Preference = Use Rate Card Preference  ~ Use Rate Card Preference  ~ Use Rate Card Preference  ~

Batch Invoices

By Purchase Order ~ PDFIr Termplate ~ Llne ltermn Template - o]
Credit Type *

Credit Account v

[ ] Project is Mandatory [ ] Purchase Order is mandatory Email Invoices [ ] Mark as Inactive

Send Paperwork to Site Contact




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.



