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

SALES
CUSTOMERS - HISTORY

The History tile can be found in both the Customer Listing and the Customer 

Maintain screen. This tile will direct you to a data grid of historical changes 

made to the Customer or Commercial Details when you Customers - Add Cus-

tomer or Customers - Edit Customer frames for a specific customer.

Ribbon Access: Sales > Customers

 1. The Customer Listing screen will display.

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

 l The example has Durban selected.

 3. Select the Status for the customer whose history you wish to view.

 l The example has Active selected.

 4. Click in the row of the customer for whom you wish to view the His-

tory. 

 5. Click on the History tile.

 If the  tile you are looking for is not visible in the list, hover over the Links panel 

until the up and down arrows appear. Use these arrows to navigate through the tile list 

or use the track ball/wheel on your mouse to scroll through the tile list.
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 6. The History Listing for Customer: [customer code] screen will display.

 7. All historical changes made in the Customer Details or Commercial  

frames linked to the selected Customer will be listed, with the most 

recent information at the top of the data grid.

  You will not be able to modify the information on this screen as the this fea-

ture provides the History listing for the customer only.

 8. The scroll bars at the bottom and the side of the data grid indicates 

that more information is available. Use the scroll bars to navigate to the 

right and further down the screen.

SEARCH FOR SPECIFIC HISTORY PERIOD

 9. If you wish to search for a specific period of history for a customer, then 

you can utilise the filter search row. For a detailed handling of this topic 

refer to BPO2 Data Grid Filtering. For this example, we will search for 
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all the historical information for 2020.

 10. Click on the [=] in the Time Stamp column to display the filter options 

menu.

 11. Select > - Is greater than.

 12. Click on the down arrow in the  Time Stamp column to display the Cal-

endar function.

 13. Scroll to January 2020.

 14. Click on 1st  January to update the filter search row with your search 

parameters.
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 15. The Time Stamp column reflect your search parameters and all the his-

torical data from the 1st January 2020 until the current date will display 

in the data grid.

 16. Clear the search filter by deleting or back space over the text in the fil-

ter row of the TimeStamp column or click on the  Delete icon in the 

Edit Filter row. 

For a detailed handling of this topic refer to BPO2 Data Grid Fil-

tering.       
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MODIFYING  SCREEN LAYOUT

You may need to work with the column information that appear off the 

screen by dragging those columns to the view area of your screen.

 For more information about editing the rows and columns refer to BPO2 Data 

Grid Filtering.

HISTORY LISTING RIBBON TOOLBAR

 1. If you wish to keep any changes that you have made to the data grid lay-

out, click on Save Layout.

 2. Click on Back to close the History Listing for the Customer and to 

return to the Customer Listing screen
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