
Paperless Invoicing Enrolment Process 
 
Enrolling in the option to eliminate paper invoices requires that all those requesting 
and viewing invoices on-line must have Unionline Access. 
 
After signing onto Unionline, navigate to your invoice screen (Direct Purchase, 
Distribution or S&T). At the bottom of the invoice screen, you will find a link to the 
Paperless Invoice Election Form. 
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Paperless Election Form functionality 
 

1. Check this box for enrolment in paperless invoicing eliminating the need for the 
mailed copy including a monthly email notification of when your invoice is ready to 
view. 

2. Check this box for Cancellation of previously enrolled paperless invoicing, resuming 
the mailed paper copy 

3. During your enrolment an effective date will be displayed indicating when you can 
expect the paperless invoicing to begin.  If the request is received 5 business days 
prior to the end of the month the request will take effect the first day of the next 
month. 

4. All of the contracts that you have access to will be displayed allowing you to select 
specific contracts to associate with different company contacts for the email 
notification.  

5. Add a new company contact to receive the email notifications 
a. You will be able to assign specific contracts to each of your company contacts. 
b. When selecting “Add a New Contact” a dialogue box will pop up for you to add 

the company contact information including the email address for notification 
of the availability of the invoice for viewing on Unionline.  Once the 
information has been entered please click on the “Save Contact” button to 
save the information.   

6.  Edit, Remove or review the Detail for each of your employee contacts 
a. Edit will allow you to update the employee contact information 
b. Remove will cancel the email notification of employee contact 
c. Detail presents the contracts that are associated with the employee contact 

7. You must click Save Enrolment to save the contact/invoice relationship information 
before you click Submit.  If you do not click the Save Enrolment button your 
contact/invoice relationship information will be lost. 

8. Clicking the Submit button notifies Union Gas to take appropriate action to enrol you 
in Paperless Invoicing, including a return email notifying you of the successful 
completion of your request. 

 
You are now enrolled in Paperless Invoicing and together we are building a greener business 
environment. 

 


