Customers - Contacts

We are currently updating our site; thank you for your patience.

SALES

CUSTOMERS - CONTACTS

Customers can be debtors (account created in pastel on save) or cash on

delivery clients (customer linked to an account in pastel on save).

(&

Ribbon Access: Sales > Customers

$ - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 —Jla
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TECHMNOLOGSTES

Customers - Contacts

1. The Customer Listing screen will be displayed.

2. Select the Site where the Customer can be located.

* The example has Durban selected.

Select the Status for the Customer.

* The example has Active selected.

information.

Click on the Contacts tile.

Select the row of the Customer for whom you wish to add Contact

Durban

s - Customer Listing - BPO: Version 2.5.0.3 - Example Company v2.5.0.0 —J(aj[x]
| @ | Home | Egupment/locaions  Conract  Finance /[HR Inventory Lim=s = e R e e e e B = = L
s = = m
O © X0 F§ B il > @ _@i“ﬁ'aljxﬁ
Add Edt Deactivate Delete Sync View Save Layout Workspaces Hold Refresh | Export Rer.luﬂs upnn( .
. _ g
Links
e o
CustomerCode | CustomerType Customerhiame Department  DeptName | SiteDescription | CustomerCreditLmit | Cu cu mber  CustomerVATNO
Functions s 0 & ~uf o 0 = o 0 o
Cusoo1 RE Cash Sales Account Durban 10,000.00 000 000 0000 0000000000
HOP0O1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 987654321
DEROOL RE Derton [ Technologies Durban 250,00 wwrw.dertormeb.co.za 031123 4785 s8/7654321
oFF RE Office Suppies Uniimited Durban 75,000,000.00 www.cn.co.za 031789 4561 987456321
01 co Young Electric Durban 100,000.00 082555555 2314687641
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561 123456789
TIAOD1 RE Titan Group Durban 100,000.00 wwww.webco.za 0318529632 123258741369
i BoToo0t I Bothas Networking inc Durban 50,000.00 wwew.eb.co.z3 031789 4563 9574563201
SAMO001 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567 123456789
DANOO1 m Danny Storm IT Cafe Durban 75,000.00 031785 4785 123654789
PANOOL RE Panda Copers Durban 50,000.00 031 123 4567 123456789
HAC001 T Hack PC I Shop Durban 0.00 031789 4561 6654357155
PINOOO1 GV Pink Shoes Durban 0.00 031456 7894 1234
HILO000D1 HILLCRESTP Mary Contrary Durban 0.00 083 559 00000
Call History SHO000001 SHONGWENIP  Mike Goldwen Durban 0.00 083 559 1234 00000
JUs001 RE Just In Time Durban 50,000.00 www.justintme.co.za 031 123 4567 123456789
LIT0001 RE Little Bee Honey Durban 0.00 www.bee.co.za 031 123 4567 123456789
P istory GREOO1 RE Green Tea Supplies Durban 75,000.00 031456 7891 123456789
FINODO1 RE Fine Hair Salon Durban 0.00 www.finehair.co.za 031 123 4567 1234
BET0001 RE Betties Summer Shop att... Durban 0.00 1234
biancad RE North West Branch Durban 0.00 o
DAN0D2 m Dandng Shoes 10,000.00 031 123 4567 123456789
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6. The Contacts for Customer - [customer code] screen will be displayed.

7. Any existing contact information for the Customer will be listed.

ADD CUSTOMER CONTACT

7. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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TECHMNOLOGSTES

Customers - Contacts

% Home | Equipment /Locations

p a7l 5
Oz2XO R
Add Edit Delete Back Save layout = Refresh Export

Contacts for Customer - TIAO01 - BPO: Version 2.4.0.11 - Example Company —J(ajlx
Contract Finance /HR Inventory i | Projects i Sales Service Reporting Utilities - & X

& T

IsPrimaryContact | ContactTypeDesc

v O e

» Yes Accounts Contact
e

C Ce c ContactPreferredName ContactTitle ContactEmai ContactGroupEmail
b o0 [ o0 0 . [

Jackie Sutherland Jackie Sutherland marc.repsold@co3.co.za

James Rowe James Rowe Mr rowej@com |

Open Windows ~

User : JulandaK | 08/01/2021 | Version : 2.4.0.11 | Example Company

8. The Contact Maintenance screen will be displayed.

Contact Type: Type in or click the down arrow to select the
contact type from the menu.

First Name: Type in the name of the contact person.

Last Name: Type in the surname of the contact person.
Preferred Name: Type in the preferred namel for the con-
tact.

Supervisor: Click on the down arrow and to select the super-
visor from the menu.

Title: Type in the title for the contact.

Email Address: Type in an email address for the contact.
Group Email: Type in the group email address? of the con-
tact.

Phone Number: Type in the phone number for the contact.

IThis field is not compulsory and can be left empty if a preferred name is not

required.

2This is normally a company email address e.g. hopeinfo@company.co.za
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TECHMNOLOGSTES

Customers - Contacts

» Fax Number: Type in the fax number? for the contact.

» Mobile Number: Type in the mobile number? for the con-

tact.

¢ Address: Click on the search icon to select the contact

address3 from the menu.

* Credit Limit: Type in the credit limit of the new contact.

* Primary Contact: Click on this check box if this is the

primary contact# for this Customer.

9. When you have finished adding the new Contact details, click on Save.

O X
Save Back Delete

@ | tome | Eaipment/locatons Contract Fiance/[FR  Inventory  Maintenance /Projects  Marufocturing  Procurement  Sales  Service  Reporting  Uities - =

Contact Type Standard Contact
First Name  Lucinda
Last Name Rowe
Preferred Name | Lucy
Supervisor  James Rowe
Title Ms
Email Address | rowel@noemail.co.za
Group Email hopeinfo@noemail.co.za
Phone Number 012 3456789
Fax Number 012 3456789
Mobile Number 012 3456789

Address | 658 Dime Road
South Riding

Credit Limit

Primary Contact [ |

10000

Open Windows ~

Contact Maintenance - BPO: Version 2.4.0.11 - Example Company —|Cox

User : JulandaK | 08/01/2021 | Version : 24.0.11 | Example Company

1This field is not compulsary and can be left empty if no fax number exist for

the contact

2This field is not compulsary and can be left empty

3This address will be the Company address where this contact can be located
4A Primary Contact person must exist for the Customer and only one
primary contact person can be created for the Customer.
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Customers - Contacts

10. When the Contact Processing message display, informing you that;
* Contact maintenance for customer; [customer code] com-
plete.
11. Click on OK.

$ - Contacts for Customer - TIAOO1 11 = lLalmx
e Home | Equipment/Locatons  Contract  Finance /fHR  Inventory /Projects  Mar Procurement  Sales  Service  Reporting  Utilities - &
p al ¥ =
L ) ) !
OZXO B & MW
Add Edit Delete Back | Savelayout | Refresh | Export
Y

IsPrimaryContact  ContactTypeDesc ContactFirstame: ContactSurname: ContactName ContactPreferredName ContactTitle ContactEmai

ML +0: [l ol L A0 ol A

> Yes Accounts Contact Jackie Sutherland Jackie Sutherland marc.repsold @co3.co.za
No James Rowe James Rowe Mr rowej@com
No Standard Contact Lucinda Rowe Lucinda Rowe Lucy Ms rowel@noemail.co.za

Contact Processing 4—@ X

e
o Contact maintenance for customer: TIADDT complete.

O—— [ ]

| User: Julandak | 08/01/2021 | Version:2.4.0.11 | Example Company

Open Windows ~

12. The new contact can be viewed in the Contacts for Customer screen.
13. Click on Back, to return to the Customer Listing screen.
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Customers - Contacts

$ - Contacts for Customer - TIAOD1 - BPO: Version 2.4.0.11 - Example Company O LG
| @ | rome | Equpment flocaons  Contract  Finance [HR  Inventory i [Projects b Sales  Service  Reporting  Utiities - & x
O X0 @ & ™
Add  Edt Delete | Back | Savelayout | Refresh | Export
,,,,, a
IsPrimaryContact  ContactTypeDesc ContactFirstName  ContactSurname ContactName ContactPreferredame ContactTitie ContactEmail
+ ol e e e e s e
> Yes Accounts Contact Jadkie Sutherland Jackie Sutherland marc.repsold@co3.co.za
No James Rowe James Rowe Mr rowej@com
| Standard Contact Lucinda Rowe Lucinda Rowe Lucy Ms rowel@noemail.co.za I
< 7
Open Windows v | User:luandak | 08/01/2021  Version:2.4.0.11  Example Company

EDIT CUSTOMER CONTACT

1. From the Contacts for Customer - [customer code] screen will be dis-
played.

2. Select the row of the Contact whose details you wish to change.

3. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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Customers - Contacts

$ - o._——pcmvaasfornmmer-owom»mvmmn»wmm ==l x
| e \ Home: ‘ Equipment /Locations ~ Contract  Finance /[HR  Inventory i /Projects N Sales  Service  Reportng  Utilities - & X
OO B & T
Add Edit |Delete  Back Save Layout | Refresh | Export
a
IsPrimaryContact  ContactTypeDesc ContactFirstName: ContactSurname ContactName ContactPreferredName: ContactTitle ContactEmail
v o o o ol B e ol e
Yes Accounts Contact Samantha Times Samantha Times snenhlanhlandwalane @g..
No Standard Contact Jimmy Jones Jimmy Jones
[+ ]vo Standard Contact Angie Srmith Angie Smith snenhianhlandwalane @g
»
Open Windows ~ | User:luandak | 08/01/2021  Version:2.4.0.11  Example Company

4. The Contact Maintenance screen will be displayed.
5. Make the changes to the Contact information as required.
* In this example, the Phone Number and Fax Number have
been changed.
6. Click on Save.
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Customers - Contacts

$ e——pwmmmmwmww — Lo jlx]

e Home | Equipment/Locations  Contract  Finance /HR  Inventory i /Projects  Manuf Sales  Service  Reportng  Utilities - & x
Back Delete
Contact Type Standard Contact -

FirstName  Angie
Last Name |Smith
Preferred Name
Supervisor -
Title
Email Address | snenhlanhlandwalane @gmai.com  *

Group Email | snenhianhiandwalane @gmail.com

Phone Number 0112345678

T
Fax Number 0112345677 e

HMobile Number

Address 674 Nightwish Ave P
Forest Hils

Credit Limit 0.00

Primary Contact [

‘ Open Windows ~ | User:JulandaK | 08/01/2021 | Version: 2.4.0.11 | Example Company 1
A

7. When you receive the Contact Processing message to confirm that;
* Contact maintenance for customer: [customer code] com-
plete.
8. Click on OK.
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Customers - Contacts

$ - Contacts for Customer - OFF001 - 5P 0: Ve 2.4.0.11 - Example Company =3 x
L e | Home | Equipment/Locations  Contract  Finance /HR  Inventory /Projects  Mar Sales  Service  Reporting  Utiities - & X
< al e
» \ |
O X0 B & m
Add Edit Delete  Back Savelayout | Refresh | Export
2
IsPrimaryContact  ContactTypeDesc ContactFirstName: ContactSurname ContactName ContactPreferredName: ContactTitle ContactEmail
.t ol B e B e o e
» Yes Accounts Contact Samantha Times Samantha Times snenhlanhlandwalane @g..
No Standard Contact Jimmy Jones Jimmy Jones
No Standard Contact Angie Smith Angie Smith snenhlanhlandwalane@g..
Contact Processing d—e X
=
0 Contact maintenance for customer: OFF001 complete.
| Open Windows ~ | User:luandak | 08/01/2021  Version:2.4.0.11  Example Company

9. You will return to the Contacts for Customer - [customer code] screen.
10. Use the scroll bar to move across the screen to view the edited cus-
tomer details.

11. Click on Back to return to the Customer Listing Screen.
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Customers - Contacts

@ - H(mmhnmr-mn»mvmmu»wmm O LG
| @ | rome | Equpment flocaons  Contract  Finance [HR  Inventory i [Projects b Sales  Service  Reporting  Utiities - & x
O XIO| B & @

Add  Edt Delete | Back | Savelayout | Refresh | Export

Processing 4| Format .| N 4| Print . D

ContactSumame  ContactName Contac ContactTitle | C ] Contac Contac b ContactFaxNumber | ContactMobie
L3 s e s o e e Al e
» Times Samantha Times snenhlanhlandwalane@g... snenhlanhlandwalane@gm... 031 789 4561 031 789 4545 083 789 6541

Jones Jimmy Jones group@Office Supplies Unli... 031789 4561

Smith Angie Smith snenhlanhlandwalane@g. ..  snenhlanhiandwalane@om . (011234 5678 011234 5677 |

A

Open Windows v | User:luandak | 08/01/2021  Version:2.4.0.11  Example Company

DELETE CUSTOMER CONTACT

1. The Contacts for Customer - [customer code] screen will be displayed.
2. Select the row of the contact you wish to delete.
3. Click on Delete.

@ Short cut key: Right click to display the Process menu list. Click on Delete.
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Customers - Contacts

@ - Contacts for Customer - HOPOO1 - BPO: Version 2.4.0.11 - Example Company =13 ] x
| @ | rome | Equipment /Locatons  Contract  Fnance [FR  Inventory i [Projects N Sales  Service  Reporting  Utiities - & x
© X0 R & @
Add M Delete | Back | Savelayout | Refresh | Export
IsPrimaryContact  ContactTypeDesc ContactFirstName: ContactSurname ContactName ContactPreferredName: ContactTitle ContactEmail
* | e R "B o L Rk LG e
Yes Accounts Contact Mandy Jefferson Mandy Jefferson Mandy Mrs snenhlanhlandwalane @g..
No Meter User Jane. Alrich. Jane. Alrich. B Miss snehlanhlandwalane @gm ...
No Standard Contact Contract Person Contract Person
No Standard Contact Kelly Jones Kelly Jones
No Primary Contact Primary Contact
No Accounts Contact Accounts Contact
Matthew Thompson Matthew Thompson Matt
No Simon Richardson Simon Richardson Simon Finandial Manager
m No Standard Contact Julia Ritson Julia Ritson Julie Ms
No Standard Contact Tim Matthews Tim Matthews
No Management Tim Matthews Tim Matthews snenhlanhlandwalane@g.
No Standard Contact Mary Jackson Mary Jackson
No Meter User Jackie Samuels Jackie Samuels
No Meter User Sammy Hope Sammy Hope
No Management Stewart Hope. Stewart Hope snenhlanhlandwalane 8g
No Standard Contact Tom Watts Tom Watts
No CRM Contact CRM Contact
No Standard Contact larry king larry king snenhlanhlandwalane @g..
»
Open Windows ~ | User:luandak | 08/01/2021  Version:2.4.0.11  Example Company

4. When you receive the Inactivate Contact message to confirm that;
* Are you sure you want to inactivate this customer con-
tact?
5. Click on Yes if you are certain about your selection.
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Customers - Contacts

$ - Contacts for Customer - HOPOO1 - B°0: Version 2.4 (=JCaJx]
‘7 377‘ Home | Equipment/Locations  Contract  Finance /HR  Inventory il /Projects  Mar Sales  Service  Reportng  Utilities - & X
< al \ e
O X0 B & m
Add Edit clete  Back Save Layout | Refresh | Export
a a
IsPrimaryContact  ContactTypeDesc ContactFirstName: ContactSurname ContactName ContactPreferredName: ContactTitle ContactEmail
* e R "B o L Rk LG e
Yes Accounts Contact Mandy Jefferson Mandy Jefferson Mandy Mrs snenhlanhlandwalane @g..
No Meter User Jane. Alrich. Jane. Alrich. B Miss snehlanhlandwalane @gm ...
No Standard Contact Contract Person Contract Person
No Standard Contact Kelly Jones Kelly Jones
No Primary Contact Primary Contact
No Accounts Contact Accounts Contact
No Matthew — I— —
No T Inactivate Contact <—° Financial Manager
» No Standard Contact Julia o Ms
No Standard Contact Tim A
0 Are you sure you want te inactivate this customer contact?
No Management Tim snenhlanhlandwalane @q.
No Standard Contact Mary
No Meter User Jackie
No Meter User Sammy °_> No
No Management Stewart HopE STEWaTTHOpE snenhlanhlandwalane @g
No Standard Contact Tom Watts Tom Watts
No CRM Contact CRM Contact
No Standard Contact larry king larry king snenhlanhlandwalane @g..
Open Windows ~ | User:luandak | 08/01/2021  Version:2.4.0.11  Example Company

6. Use the scroll bar to move across this screen to view the deleted cus-
tomer contact status.

7. The status has changed to | (Inactive).

8. Click on Back to return to the Customer Listing screen.
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‘ ¥ Contacts for Customer - HOP0O1 - BPO: Version 2.4.0.11 - Example Company =llal x]
E{ Home | Equipment/locations  Contract Fiance /HR  Inventory i [Projects N Sales  Service  Reporting  Utiities - &8 x
O X0 B & m
Add Edit Delete | Back || Savelayout | Refresh | Export
Processing 4 4| L. 4| Print 4 ad
ContactPhoneNumber | ContactFaxNumber  ContactMobile AddressLine1 AddressLine2 AddressLine3 PostCode ParentContactName ContactAuthLimit Status
¥ L3 Qe 3 A8 " L: 3 Qe aQc = [ 3
031555 1234 031 123 4545 083 555 1234 Plot 91 Leaf Road Leaf Hills Pink Town 1234 Simon Richardson 0A
2om.. 03112345671 031 123 45451 083 456 78911 Plot 91 Leaf Road Leaf Hills Pink Town 1234 Mandy Jefferson 1000 A
ty)L... 0311234567 01
ty)L... 0311234567 031 123 4545 083698 4561 Plot 91 Leaf Road Leaf Hills Pink Town 1234 0 A
ty)L 0A
ty)L.. 0311234567 0aA
ty)L.. 0311234567 031 123 4545 083 123 4567 PO Box 7452 Forest Hills New Town 1234 01
ty)L... 0311234567 031 123 4545 083 123 4567 01
» ty)L.. 0317689876 0312345678 0812 345 678 1Postal Address postal 3 postal code  Kelly Jones ofr
ty)L.. 0311234567 0A
gmail... 031123 4567 0 A
ty)L... 0311234567 0 A
ty)L.. 0311234567 0A
ty)L.. 0311234567 0A
Pgm.. 0311234567 0 A
ty)L.. 0311234567 0 A
L. Plot 91 Leaf Road Leaf Hills Pink Town 1234 0 A
Igm.. 0311234567 0 A
. o .
Open Windows v | User:Julandak | 08/01/2021 | Version: 2.4.0.11 Example Company v
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