
Step 1. Log into Sage Online 



Step 2. Editing registered address on invoice
Select Sales -> New invoice



Step 3. Customising invoice
Select Customise -> Templates and Logos



Step 4. To view or edit the business details
Select ‘View or edit business details’



Step 5. Enter detail into Registration address.
Enter detail into Registration address section -> Confirm



Step 6. Check if details updated on invoice.
Select ‘Preview’



Step 7. Updated registered address
The updated registered address will appear at the bottom of the preview invoice (as indicated by the highlighted section)
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