Introduction to Customers

SALES

INTRODUCTION TO CUSTOMERS

A customer can be a Debtor or a Cash Sales Customer. You will need to set
up a customer in order to create many of the documents in BPO2, for

example:

* Quotes

* Orders

* Calls

* Invoices

* Contracts

* Credit Notes

By setting up the customer as Is Debtor, BPO will create an account for this
customer in your financial system. You do not need to specify an account

code for the customer in BPO.

If you do not set up the customer as a Debtor, then the customer will be
treated as a Cash Sales customer. You will then need to specify a GL
Account Code for the customer in BPO, in order to post to your Cash Sales

account in your financial system.

You can set up customer credit limits, credit checks and credit terms. Any

changes you make to these, will update in Pastel.
Must Haves:

¢ An Accounts Contact (Pastel account contact)
* A Primary Contact (Pastel account contact if Account Contact is

not set up & Call Notification Contact)
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* An Invoice Delivery method (for contract billing - invoice email-
ing)

* One Billing address (and only 1 billing address)

* At least 1 Shipping address (for Sales Shipping and Machine Loca-
tion links)

Ribbon Access: Sales > Customers

BPO: Version 2.5.0.0 - Example Company v2.5.0.0

@ | coioment/locains  Contract  France /HR  Inventory

[Projects

o

W & EEE L E

Customers| Services Commercials | POSLite Quotes Orders Invoices Credit Statement
No Run

1. The Customer Listing screen will be displayed.

2. From this screen you can view a list of all your customers for the site

and status selected.
3. This screen will open by default in the Active status.

CUSTOMER STATUS

All the customers in the Customer Listing screen are sorted depending on

the Site and Status selected:

e New - CRM

Released

Active
Hold

Inactive
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$ - Customer Listing - BPO: Version 2.5.0.8 - Example Company v2.5.0.8 [ = e lx]
@ | rome | Eupment/Locators Contract Fnance /MR Inventory Mai [Projects  Manufacturi Sdes  Service  Reporting  Utiities - & x
QO 2 | XoE X ol i kR R
Add  Edt D Del View | Savelayout Workspaces | Hold Active E ’ | Export Reparts Print
- tatement
" Format 4 Status Processi a| Stehe A Stobexc Print 4 o
N New - CRM
Links 2 R Released
A Active
CustomerCode  CustomerType  CustomerName Department DeptName | SiteDescripti H Hold CustomerPhoneNumber  Customes
Functions v | e L+ Al Lo o0c L: 3 ; g‘e":;; e e -
» CUS001 RE Cash Sales Account Durban 000 000 0000 0000¢C
HOPOO1 RE Hope Works (Pty) Ltd Durban x /o.za 0311234567 9876¢
DER0O01 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785 98/76
OFF001 RE Office Supplies Unlimited Durban 75,000,000.00 www.cnn.co.za 031789 4561 9874
YES001 <o Young Electric Durban 100,000.00 082555555 2314
WES001 RE Westwood Dynamic Durban 10,000,000.00 wiww.web.co.za 031 789 4561 1234
TIAOO1 RE Titan Group Durban 100,000.00 www.web.co.za 0318529632 1232
BOTO00L m Bothas Networking inc Durban 50,000.00 www.web.co.za 031 789 4563 98744
SAMO01 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567 1234
DANDOL m Danny Storm IT Cafe Durban 75,000.00 031785 4785 1236¢
PANDO1 RE Panda Copiers Durban 50,000.00 031 123 4567 1234¢
HACD01 m Hack PC - IT Shop Durban 0.00 031789 4561 6654
PINOOO1 GV Pink Shoes Durban 0.00 031 456 7894 1234
HILODOO01  HILLCRESTP  Mary Contrary Durban 0.00 083559 0000¢
e SHOD00001  SHONGWENIP Mike Goldwen Durban 0.00 083 559 1234 0000¢
| Jusoo1 RE Just In Time Durban 50,000.00 www.justintime.co.za 031 123 4567 1234
LITO001 RE Little Bee Honey Durban 0.00 www.bee.co.za 031 123 4567 1234
GREDO1 RE Green Tea Supplies. Durban 75,000.00 031 456 7891 1234
FINODOL RE Fine Hair Salon Durban 10,000.00 www.finehair.co.za 031 123 4567 1234
BET0001 RE Betties Summer Shop at t... Durban 0.00 1234
biancad RE North West Branch Durban 0.00 0
DAND02 m Dandina Shoes Durban 10.000.00 031 1234567 1234 ™
‘
| User: Julandak | 05/04/2022 | Version: 2.5.0.8 | Example Company v2.5.0.8

RIBBON ACTION BUTTONS

Customer ribbon action buttons will be available (bold) or unavailable (greyed

out) depending on the status selection.

1. In this screen, you can Add, Edit, Delete or View, a customer.

2. You can synchronise customers with your financial system.
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$ - m“/o Customer Listing - BPO: Version 2.4.0.11 - Example Company [=J(a){x]
\' @ il Home locations  Contract  Finance /HR  Inventory i /Projects Sales  Service  Reporing  Utiities - & Xx
E———y = 5
= Te BRG &
Add Edit Delete | Sync | view | Savelayout Workspaces +| Refresh | Export Reports Print
e ot Statement
Format 4 s orts 4| Print 4 ol
CustomerCode ' CustomerType C Depthame 1 | CustomerCreditiimit | CustomerWebSite CustomerPhoneNumber CustomerVATNo. cu
v o e 0 0 L e = e e e 2
» CUS001 RE Cash Sales Account Durban 10,000.00 000 000 0000 0000000000
HOPOO1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 987654321
DER001 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785 98/7654321
OFF001 RE Office Supplies Unlimited Durban 75,000,000.00 www.cnn.co.za 031789 4561 987456321
YES001 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
TIA0D1 RE Titan Group Durban 100,000.00 www.web.co.za 031852 9632 123258741369
BOT0001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031789 4563 9874563201
SAMOO1 RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567 123456789
DANOD1 m Danny Storm IT Cafe Durban 75,000.00 031785 4785 123654789
PANDO1 RE Panda Copiers Durban 50,000.00 031 123 4567 123456789
HAC001 m Hack PC - IT Shop Durban 0.00 031789 4561 6654357155
PIN00O1 GV Pink Shoes Durban 0.00 031456 7894 1234
HILO00001 HILLCRESTP  Mary Contrary Durban 0.00 083 559 00000
Calties JUs001 RE Just In Time Durban 50,000.00 www.justintime.co.za 031 123 4567 123456789
LIT0001 RE Little Bee Honey Durban 0.00 www.bee.co.za 031 123 4567 123456789
GREDO1 RE Green Tea Supplies Durban 75,000.00 031456 7891 123456789
FINOQO1 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 0
DANOD2 m Dancing Shoes Durban 10,000.00 031 123 4567 123456789
BIG0001 co Big Bargains Durban 10,000.00 031456 7897 123456789
MAN00O1 RE Mandy Norton Durban 0.00 0
DANO0O3 m Dance Shoes Durban 0.00 123456789 -
. 5

| User : JulandaK = 05/01/2021 = Version: 2.4.0.11 = Example Company QJ

3. You can place a customer on Hold or Release a customer from Hold.

4. You can Approve or Decline a CRM customer account.

® - Customer Listing - BPO: Version 2.4.0.11 - Example Company (=J(a])0x]
| @ | rome | Equpment/locatons  Contract  Fnance /MR Inventory Utiites - & x
OZXGE R e [B[ P
Add Edit Delete Sync View Save Layout Workspaces Hold Active + Refresh Export Reports Print
| v & Statement
Format Current a i Print i a
CustomerCode | CustomerType | CL Deptiame CustomerCreditLmit C c CustomerVATNo cy
e e o 0 e e - o e e .
» CUSD01 RE (Cash Sales Account Durban 10,000.00 000 000 0000 0000000000
HOPOO1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 987654321
DEROO1 RE Derton / Technologies Durban 250.00 www.dertonweb.co.za 031 123 4785 98/7654321
OFFO01 RE Office Supples Unlmited Durban 75,000,000.00 www.cn.co.za 031789 4561 987456321
YES00L co Young Blectric Durban 100,000.00 082555555 2314687641
WES001 RE Westwood Dynamic Durban 10,000,000.00 www.web.co.za 031789 4561 123456789
TIAQ01 RE Titan Group Durban 100,000,00 www.web.co.za 031852 9632 123256741369
BOTOOOL T Bothas Networking inc Durban 50,000.00 www.web.co.za 031789 4563 9874563201
SAM001 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
PANDO1 RE Panda Copers Durban 50,000.00 031 123 4567 123456789
HACD01 ™ HackPC - IT Shop Durban 0.00 031789 4561 6654357155
PINOOO1 o Pink Shoes Durban 0.00 031456 7894 1234
HIL000001 HILLCRESTP  Mary Contrary Durban 0.00 083 559 00000
cal e s001 RE JustInTime Durban 50,000.00 www.justintime.co.za 031 123 4567 123456789
L0001 RE Litte Bee Honey Durban 0.00 www.bee.co.za 031 123 4567 123456789
GREDO1 RE Green Tea Supples 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 [}
History DANO02 m Dancing Shoes Durban 10,000.00 031 123 4567 123456789
BIG00O1 co Big Bargains Durban 10,000.00 031456 7897 123456789
MANOOOI  RE Mandy Norton Durban 0.00 0
‘ ,
Open Windows ~ | User : JulandaK | 05/01/2021 | Version: 2.40,11 | Example Company
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Introduction to Customers

EXPORT

5. Export allows you to export a Customer List to Microsoft Excel.

REPORTS

6. Reports allows you to print Customer Reports e.g. Invoices, Credit
Notes, Debit Orders, Performance, etc. For more information on select-

ing and running a report refer to Introduction to All Reports - Run a

Report.

PRINT STATEMENT

7. Print Statement allows you to print and/or email a Customer State-

ment directly from this screen.

® - Customer Listing - BPO: Version 2.4.0.11 - Example Company (=J(oJ(x]
| @ | rome | Equpment/locatons  Contract  Fnance /MR Inventory : [Projects i Sees  Service  Reportng Utiites - & x
OQXGE ®| B P»O - R BO|R|, g
Add  Edit Delete Sync  View | Savelayout Workspaces = Hold  Release  Apmro Adive +| Refresh | Export | Reports Print
S Nt ~ | stetement
g Format Current a Reports A 4| Print . [ad
= : o
Pl stomercode | GustamerTyee [ Depthlame ) CustomerCredittimit  CustomerWebSite  CustomerPhoneumber  CustomerVATNo cy
Functions v e 0 ' 0 e e = o e e
» cusoot RE Cash Sales Account Durban 10,000.00 0001000 0000 0000000000
HOPOO1 RE Hope Works (Pty) Ltd Durban 5,000.00 www.hopeworks.co.za 031 123 4567 987654321
DER001 RE Derton / Technologies Durban 250.00 www.dertonmeb.co.za 031 123 4785 58/7654321
OFFO01 RE Office Supples Unlmited Durban 75,000,000.00 www.cn.co.za 031789 4561 987456321
YES00L 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
TIA0O1 RE Titan Group. Durban 100,000.00 www.web.co.za 031852 9632 123258741369
Ak BOTOOOL T Bothas Networking inc Durban 50,000.00 www.web.co.z 031789 4563 9874563201
saMo01 RE Samanthas Diner Durban 45,000.00 www.samsdner.co.za 031 123 4567 123456789
DANOO 1 m Danny Storm IT Cafe Durban 75,000.00 031785 4785 123654789
PANDO1 RE Panda Copers Durban 50,000.00 031 123 4567 123456789
HAC001 m HackPC - IT Shop Durban 0.00 031789 4561 6654357155
PINOOO1 o Pink Shoes Durban 0.00 031456 7894 1234
HIL0000O1 HILLCRESTP  Mary Contrary Durban 0.00 083 559 00000
Calnee s001 RE JustIn Time Durban 50,000.00 www.justntime.co.za 031 123 4567 123456789
L0001 RE Litte Bee Honey Durban 0.00 www.bee.co.za 031123 4567 123456789
GRE0O1 Re Green Tea Supples 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 at .. Durban 0.00 1234
biancad RE North West Branch Durban 0.00 [}
DANO02 m Dancing Shoes Durban 10,000.00 031 123 4567 123456789
BIG00O1 co Big Bargains Durban 10,000.00 031456 7897 123456789
MANODOI  RE Mandy Norton Durban 0.00 0
S .
Open Windows + | User s Julandak | 05/01/2021 | Version: 2.4.0.11 | Example Company Q[
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Introduction to Customers

FUNCTIONS AND PROCESSING TILES

On the left side of the View Customer screen is the Links panel which con-
tains the Customer Functions and Processing tiles. Each tile, when clicked
on, will take you to further information concerning the selected customer.
For the purpose of this manual, we are reviewing each tile from the Cus-

tomer Listing screen.
These tiles can be accessed from the following screens:

e Customer Listing

View Customer

Customer Maintenance
Add Customer
Edit Customer

Important Note: If you are working from the Customer Listing screen, ensure that you

have selected the correct customer before you click on any tile.

FUNCTIONS TILES

- The Notes tile will direct you to the Customer Note Listing
-| where you can Add, View and Modify customer notes.
Refer to Customers - Notes

The Contacts tile will direct you to the Contacts for Cus-

tomer where you can Add, Edit, Delete and View the con-

tacts for the Customer e.g. Account contact, Primary
contact, etc. Refer to Customers - Contacts

The Addresses tile will direct you to the Addresses for Cus-

tomer where you will be able to Add, Edit and Delete the

Shipping and Billing Addresses for the Customer. Refer to
Customers - Addresses
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Call History |

Project History

Equipment

—
—
(—

Contracts

Locations

Invoice Delivery

The Documents tile will direct you to the Documents for

Customer screen where you can Add, Edit Delete and View

digital documents for the customer. Refer to Customers -
Documents

The Call History tile will direct you to the Calls for Cus-
tomer screen where you can Add, Edit, Close or Complete

a Call, as well as Release, put a call on Hold or Pending
status. Refer to Customers - Call History

The Project History tile will direct you to the Project List-
ing for Customer screen where you can Add, Edit, Apply a
Project Methodology or Adjust Project Baseline, as well as

maintain the Employee and Project Time. Refer to Cus-
tomers - Project History

The History tile will direct you to the History Listing for the
Customer displaying a data grid of the historical changes
made for the Customer. Refer to Customers - History

The Equipment tile will direct you to the Machine List

screen where you can Add,View, Edit and Delete all seri-

alised items (machines) that are linked to the customer.
Refer to Customers - Equipment

The Contracts tile will direct you to the Contracts for Cus-

tomer screen which will allow you to View the Contracts
linked to the Customer. Refer to Customers - Contracts

The Locations tile will direct you to the Functional Loca-

tions for Customer screen where you can create a Main

Location, Parent and Sub-Locations. Refer to Customers -
Locations

The Hold History tile will direct you to the Hold Listing for

Customer screen where you can be view hold information
for the customer. Refer to Customers - Hold History

The Invoice Delivery tile displays how invoices will be
delivered for the Customer. From the Invoice Delivery
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Commerdal Details

Statement Run

-l
—

Methods for Customer screen you can Add, Edit, View and

Delete an Invoice Delivery Method. Refer to Customers -
Invoice Delivery Method

The Commercial Exceptions tile will display the Commercial
Exceptions for the customer you have selected. You can
Add, Edit and Delete the Commercial Exceptions for this
customer. These are the parts, labour and/or services that
are excluded from the commercial details set up on the cus-

tomer. Refer to Customers - Commercial Exceptions

The Commercial Details tile will display the Commercial
Maintain information for the Customer. You will only be

able to view the Commercial information and not changes

or additions can be made. Refer to Customers - Commercial
Details

The Statement Run tile will display the Statement Run for

Customer screen to generate Customer Statements and/or
Invoices. Refer to Customers - Statement Run

PROCESSING TILES

Journals

Quotes

Orders

18

The Journals tile will direct you to the Accounts Journals

for Customer screen. From here you can view all trans-

actional information on the Customer's account in Sage
Evolution that has a transaction balance and an outstanding
balance. Refer to Customers - Journals

The Quotes tile will direct you to the Sales Quotes for Cus-

tomer screen. You have to option to create a sales order

from a quote, raise a Quote against a Customer on Hold or
Clone a quote. Refer to Customers - Quotes

The Orders tile will direct you to the Sales Orders for Cus-

tomer screen where you will be able to convert a Sales
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Invoices

Contract Invoices

Credit Notes

Contract Credit

&
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Quote into a Sales Order, or create a Sales Order. Refer to
Customers - Orders

The Invoices tile will direct you to the Sales Invoices for
Customer screen, where you can view, add, edit and reprint
invoices. Refer to Customers - Invoices

The Contract Invoices tile will direct you to the Contract

Invoices for Customer screen will be displayed. Here, you

can Add and View contract invoices for this customer. Refer
to Customers - Contract Invoices

The Credit Notes tile will direct you to the Sales Credit
Notes for Customer screen. Refer to Customers - Credit
Notes

The Contract Credit Notes tile will direct you to the Con-
tract Credit Notes for Customer screen. You will be able

to Add, View, Delete and Release or Remove or Reject a
contract credit note for this customer with Auto Re-Invoice
or without Auto Re-Invoice. Refer to Customers - Contract
Credit Notes

Related Topics

¢ Customers - Credit Limit, Terms and Check

BPO.MNU.061
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