
  
 

Job Aid – Go Paperless! 
1. Click this option to switch from receiving paper invoices and viewing your 

invoices online.   
Notes:   
• If you sign up for paperless invoices, you will get an e-mail when your next 

new invoice is available.   

• You should not choose “Go Paperless” if you want to continue to pay by 
check. Payments by check require the remittance stub from the paper invoice 
that is mailed to you.    

• The “Go Paperless” menu item disappears after you have selected to go 
Paperless.  

• You must have an email address to Go Paperless.  
• The “Go Paperless” screen will only display the groups that are assigned to 

you.   
2. If you have not accepted the Terms and Conditions:  

a. Click Terms and Conditions to see the requirements for using this feature.  
b. Click I have read and accept the Terms & Conditions.  

3. Click Enroll/Go Paperless to enroll all the groups that display on the Go 
Paperless screen.  

                 



Note: If there are some groups you do not want to go paperless, and you are a 
super user, you can click on Unenroll on specific groups after you enrolled them 
all.   

 
  
 

  

  


