
Improve communications, reduce errors, and increase 
productivity.

Sage Timberline Office MyAssistant proactively identifies what needs to be done, 
determines who needs to be informed, and automatically performs the task. Fully 
integrated into the Sage Timberline Office Desktop, MyAssistant uses Microsoft® 
Outlook® to deliver essential information, when it’s needed. For example, 
MyAssistant can help with tasks such as:

Identifying vendors with insurance expiring in 30 days and send them a letter. 

Sending past due customers a list of their delinquent invoices. 

Generating and distributing personalized reports on a regular schedule. 

Notifying executives when jobs drop below a profit threshold. 

Sending each project manager a list of costs codes that are over budget 
for their jobs.

Auditing processes such as job, contract, or employee setup to ensure they 
are completed correctly.

Over 1,000 companies rely on MyAssistant to extend the capabilities of 
Sage Timberline Office. For a product demonstration or to learn more about 
MyAssistant, call 800-628-6583.
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MyAssistant

Automatic Alerts, Report Generation, and Document Distribution

 Popular MyAssistant Uses:

Insurance compliance 

Automated alerts 

Human resources 

Tenant statement distribution 

Cost control 

Email reports 

Change management 

Subcontractor communication 

Project documents 

Payroll direct deposits 

Lease management

Work orders, purchase orders,  
and invoices 

Receivables 

Sage Timberline Office setup  
and processing 

Automated letters 

Workflow integration 
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MyAssistant Tasks

Use a simple wizard to create Tasks for MyAssistant. For each 
Task, tell MyAssistant what you want done and when. Use any of 
the prebuilt Tasks or define your own. 

Select one of the more than 330 prebuilt rules, or create your 
own, to identify exactly what should be monitored or occur. 

Schedule a Task to run at specific times, after the completion 
of a Sage Timberline Office task, or run it on demand. 

Identify who will be notified. 

Define the format and content of the recipient’s email 
message. You can even include Sage Timberline Office data 
in the email message itself.

Attach one or more reports to each email, with report content 
specific to the email recipient. 

Attach any documents or files to each email.

MyAssistant is a powerful tool to help your 
business run more smoothly:

Inform project managers of jobs not billed in 30 days and 
with costs exceeding billings. 

Upon receiving a cash receipt, receive a list of AP invoices 
that should be paid. 

Identify terminated employees and send your insurance 
company a letter to remove them from your coverage. 

Receive alerts when working capital drops below a  
certain amount. 

Recognize new vendors and request a W-9 from them. 

Know when invoice discounts are about to expire. 

Send each project manager a list of overdue RFIs, submittals, 
and change requests, with detailed logs attached. 

Learn of invoices not coded to a job but use a job  
account number. 

MyAssistant can take action for almost any scenario. Use a simple Task wizard 
to tell MyAssistant what you want done. Choose from any of the more than 330 
prebuilt rules that come with the software or define your own.

Make sure you’re in the know about critical project details, including cost codes 
that are over budget. The best way to monitor your data and take action.

With so many details, documents, and data that circulate 
throughout your business at any given time, it’s easy to miss 
out on something important. MyAssistant helps keep you in 
the loop on all the information that is important to you—so you 
can act quickly to take advantage of opportunities and avoid 
issues. In many cases, the solution can even take action for you. 
Schedule a demonstration today to learn why MyAssistant is a 
must-have for Sage Timberline Office customers.

For more information, please contact: 
ALLIANCE SOLUTIONS GROUP 
888.559.9540 | www.alliance-sg.com 


