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Office 365 Sage Contact process 

 

Step Client Process 
Sage Consultant 

Process 
Backend 
Process 

Screen 

1 
Client must already have an Office 365 
Business Premium subscription. 

   

2 
Client contacts Sage sales to request 
Sage Contact. 
 

Sales consultant will 
invoice Sage 
Contact and register 
the serial number on 
Netadmin. 

Netadmin sends 
onboard request to 
Cloud Enablement. 
 

 

3   

Cloud Enablement 
completes request 
and sends a 
welcome email to 
the client. 

 

4 
Client receives the email and clicks on the 
Get Started button.  
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Step Client Process 
Sage Consultant 

Process 
Backend 
Process 

Screen 

5 

Client is directed to the Sage Business 
Center where the client clicks on the Give 
Permission button to grant permission to 
integrate to Sage Pastel and Office 365. 

  

 

6 
Client downloads the Sage Office 365 
Adapter file and runs the installation. 
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Step Client Process 
Sage Consultant 

Process 
Backend 
Process 

Screen 

7 
Once the Sage Office 355 Adapter is 
installed, client clicks on the shortcut on 
the desktop. 

  

 

8 
Client clicks on the Office 365 button and 
logs into Office 365 with their Office 365 
login credentials. 

  

 

9 
Client is returned to the Sage Office 365 
Adapter and clicks on the Pastel 
Application Adapter button. 
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Step Client Process 
Sage Consultant 

Process 
Backend 
Process 

Screen 

10 
Client adds the Pastel V18 datafile path 
and saves the path. 

  

 

11 Sage Pastel and Office 365 sync.   

 

12 Client opens Office 365 and logs in.    
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Step Client Process 
Sage Consultant 

Process 
Backend 
Process 

Screen 

13 Client clicks on the Mail app.   

 

14 
Client clicks on the New button and enters 
the customer or supplier email address. 

  

 

15 
Client clicks on the Sage Connector 
button at the bottom right corner of the 
screen. 
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Step Client Process 
Sage Consultant 

Process 
Backend 
Process 

Screen 

16 
Sage Contact opens.  Click on the Sign in 
with your Office ID button. 

  

 

17 
The customer or supplier will display. 
Click on the customer or supplier link. 
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Steps Client Process 
Sage Consultant 

Process 
Backend 
Process 

Screen 

18 
The customer or supplier account details 
will display. 

  

 

 


