Customers - Addresses

SALES

CUSTOMERS - ADDRESSES

J The Billing Address(BILL) is the address where invoices are sent to and

there must be one, and only one billing address set up for the Customer.

/ The Shipping Address is where the machine is located or where services

are required. If you are using TechConnect, this is the address where the

Technician goes to render services when he accepts a call.

J The Physical Address is where the company is physically located.

Ribbon Access: Sales > Customers

BPO: Version 2.5.0.0 - Example Company v2.5.0.0 = (B jx
@ | Ewioment/locatons  Conbact  Finance /MR Tnventory i [Projects  Mar s

| Sales | Service  Reporting Utiities
¥ a & 555606 E

Customers| Services Commerdals | POSLite Quotes Orders Invoices Credit Statement
Notes Run

1. The Customer Listing screen will be displayed.

2. Select the Site where the Customer you wish to work with can be loc-
ated.

* The example has Durban selected.
3. Select the Status.

* The example has Active selected.

4. Select the row of the customer to whom you wish to add an address to.

5. Click on the Addresses tile.
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Customers - Addresses
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CustomerCode | CustomerType | Customerame Department  DeptName | SiteDescription  CustomerCreditLimit | CustomerWebSite CustomerPhoneNumber CustomerVATNo
v ol o0 e L L i = 10 o0 0 =
Cusoo01 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
DER0D1 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
TIAO0L RE Titan Group Durban 100,000.00 www.web.co.za 0318529632 123258741369
B0T0001 m Bothas Networking inc Durban 50,000.00 www.web.co.za 031789 4563 9874563201
SAMOOL RE Samanthas Diner Durban 45,000.00 www.samsdiner.co.za 031 123 4567 123456789
DANOO 1 m Danny Storm IT Cafe. Durban 75,000.00 031785 4785 123654789
PANDD1 RE Panda Copiers Durban 50,000.00 031123 4567 123456789
HAC001 m Hack PC - IT Shop Durban 0.00 031789 4561 6654357155
PINOOOL GV Pink Shoes Durban 0.00 031456 7894 1234
HILODDO1 ~ HILLCRESTP  Mary Contrary Durban 0.00 083553 00000
Call History Us001 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
GRE001 RE Green Tea Supplies Durban 75,000.00 031456 7891 123456789
FINOOOL RE Fine Hair Salon Durban 0.00 www.finchair.co.za 031 123 4567 1234
BET0001 RE Betties Summer Shop at .. Durban 0.00 1234
biancad RE North West Branch Durban 0.00 0
DANO02 m Dancing Shoes Durban 10,000.00 031 123 4567 123456789
BIG0001L o Big Bargains Durban 10,000.00 031456 7897 123456789
MANODO1 RE Mandy Norton Durban 0.00 0 S
Open Windows + | User: Juandak | 13/03/2021 | Version: 2.4.0,11 | Example Company

6. The Addresses for Customer screen will be displayed.

ADD CUSTOMER ADDRESS

7. Click on Add.

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

@ | rome | Equpment/locains  Conbact  Finance[HR Inventory [Projects  Manufacting  Procwrement  Ssles  Service  Reportng  Uiities - & x

Oz xO [ &

Add | Edt Delete Back | Savelayout Workspaces | Refresh

— for Customer - SAMO01 - BPO: Version 2.4.0.11 - Example Company -l | x

AddressType Addressiine1
LA #0c
» BLL PO Box 1234
SHIP 147 Tar Road

AddressLine2 AddressLine3 AddressLine4 AddressLine5 PostCode Country LocationSwitchboard LocationFaxNumber
e e e o o 0 o e

New Town 1234

New Town 1234

Open Windows »

User : JulsndsK | 13/03/2021 | Version: 2.4.0,11 | Example Company

8. The Address Maintenance for Customer screen will be displayed.

* Address Type: Click on the drop-down arrow to select the
Address Type.

E/j Note that there can only be one Billing address. You can have
multiple Shipping addresses.

* Address Details: Enter the Address details in Address lines
1-5.

* Postal Code: This line has been reserved for the postal code
only.

* Country: The country is a non-mandatory line and you may
choose to exclude it from your address.

* Tel No: Enter the telephone number for the Customer.

* Fax No: Enter the fax number for the Customer.

* GPS Longitude and GPS Latitude: Enter the GPS details for

the Customer if available.
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9. When you have finished filling in the address details, click on Save.

‘ . e__"Mdrﬁsm‘lltwmfwcustomrSAMWl-mvmm»mmmnmv?.m - a x
| Home Equipment / Locations Contract Finance /HR Inventory [Projects  Manufal Sales Service Reporting Utilities - & x
-
Address Type Shipping - .

Address 1 | 1Trichenham House
Address 2 2London Road
Address 3 | Westriding
Address 4 Durban
Address 5 Kwazulu Natal
Postal Code 3625
Country | South Africa
Tel. No. 03334778777
FaxNo. 03334739778
GPS Longitude 0

GPS Latitude 0]

Open Windows ~

| User: Julandak | 28/05/2021 | Version: 2.5.0.0 | Example Companyv2.5.0.0

10. An Address Processing message box will pop up informing you that;
* The address : [address] for customer [customer code] has
been saved.
11. Click on OK'to proceed.
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Customers - Addresses

$ - Addresses for Customer - SAM001 - 6P0: Version 2.4.0.11 - Example Company

(=J(B]E)
| @ | tome | Equoment/lowstons  Conact  Fmance/HR  Inventory  Mai [Projects Sdes  Sevie  Reporting  Utities - & x
= - :
OuXO ® &
Add  Edt Delete Back | Savelayout Workspaces | Refresh
Processing 3 Format al Cor... 4 ad
AddressType Addresstine 1 AddressLine2 AddressLine3 Addressline4 AddressLineS PostCode Country Le umber
¢ o 0 ol o o e e o oOc o
» BILL PO Box 1234 New Town 1234
SHIP 147 Tar Road New Town 1234
SHIP 1Trichenham House 2 London Road Westriding Durban KwaZulu Natal 3625 South Africa 03334779777 03334799778
@/y Address Processing X
R The address ; 1 Trichenham House for customer SAMODT has been
saved.
4 5
Open Windows + | User : JuiandaK | 04/03/2021 | Version: 2.4.0.11 | Example Company .

12. The newly added address can now be viewed in the Addresses for Cus-
tomer screen.
13. Click on Back to return to the Customer Listing screen.

‘ v Addresses for Customer - SAMO001 - BPO: Version 2.4.0.11 - Example Company -8 x
| e | Home | Equpment/locaons  Contract  Finance /HR Inventory i [Projects i Sales  Service  Reportng  Utiities - & x
o X0 &

Add  Edit Delete | Back | Savelayout Workspaces | Refresh

Processing 3 Fort | cur. 4 a

AddressType Addressline1 Addressline2 Addressline3 AddressLined Addresslines PostCode | Country  LocationSwitchboard LocationFaxhumber
v o ol ol I ol e o ol e o
» BILL PO Box 1234 New Town 1234

SHIP 147 Tar Road New Town 1234

I SHIP 1Trichenham House 2 London Road Westriding Durban KwaZulu Natal 3625 South Africa 03334779777 03334799778 I

p 7

Open Windows v | User : Julandak | 04/03/2021 | Version:2.4.0.11  Example Company
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Customers - Addresses

EDIT CUSTOMER ADDRESS

1. From the Addresses for Customer screen,
2. Select the row of the address you wish to edit.
3. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
a £ Addresses for Customer - SAM001 - BPO: Version 2.4.0.11 - Example Company = 8 x_
e | Home | Equipment/Locations  Contract  Finance /HR  Inventory i | Projects i Sales  Service  Reporting  Utiities - & X
[ =71 = .
O|z2|XO X &
Add | Edt |Delete Back | Savelayout Workspaces | Refresh
6&7
AddressType Addresstine 1 AddressLine2 AddressLine3 AddressLine4 AddressLineS PostCode Country LocationSwitchboard LocationFaxhumber
L S e e e e a0 e L e e
BILL PO Box 1234 New Town 1234
SHIP 147 Tar Road New Town 1234
E]SHIP 1Trichenham House 2London Road Westriding Durban KwaZulu Natal 3625 South Africa 03334779777 03334799778
;
Open Windows ~ | User ; JulandaK | 04/03/2021 = Version: 2.4.0.11 Example Company 4

4. When you receive the Address message confirming;
* Are you sure you want to edit the address, [address], for
[customer]?
5. Click Yes to proceed.
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Customers - Addresses

‘ i Addresses for Customer - SAMO01 - 0P0: Versian 24001 - Fxamp any =Bl x
| @ | tome | Equoment/lowstons  Conact  Fmance/HR  Inventory  Mai [Projects Sdes  Sevke  Reporting  Utities - & x
= 4 i :
] . |
OZXO ® G
Add  Edt Delete Back | Savelayout Workspaces = Refresh
o
AddressType Addresstine 1 AddressLine2 AddressLine3 Addressline4 AddressLineS PostCode Country d Le umber
* e o ol o o e o o e o
BILL PO Box 1234 New Town 1234
SHIP 147 Tar Road New Town 1234
» SHIP 1Trichenham House 2 London Road Westriding Durban KwaZulu Natal 3625 South Africa 03334779777 03334799778

Address 4—9

z-
Are you sure you want to edit the address, 1 Trichenham House, for
Samanthas Diner?

00— [ = 1 m

| Open Windows ~ | User : JulandaK | 04/03/2021 | Version:2.4.0.11  Example Company

6. The Address Maintenance for Customer screen will be displayed.
7. Make the required changes to the Customer Address.
* The example has the Tel No. and Fax No. highlighted to be
changed.
8. Click on Save.
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Customers - Addresses

a ¥ Address Maintenance for Customer SAM001 - BPO: Version 2.4.0.11 - Example Company - a
% | Home | Equipment/Locaions  Contract  Finance /HR  Inventory i | Projects i Seles  Service  Reporting  Utilities - &
=16
Save Back

Address Type Ehppng
Address 1 1 Trichenham House
Address 2 2 London Road
Address 3 |Westiding
Address 4 Durban
Address 5 KwaZulu Natal

Postal Code 3625
Country |South Africa

Tel. No. 03334778777

Fax No. 03334799778

GPS Longitude |0
GPS Latitude 0

| User : Julandak | 04/03/2021 | Version: 2.4.0.11 | Example Company 4

Open Windows v

9. When you receive the Address Processing message to confirm that;
e The address: [address] for customer [customer code] has

been saved.
10. Click on OK.

$ - Addresses for Customer - SAMO01 - ¥ o P, (=
) e _|| Home | Equpment/Locatons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procsrement  Sales  Service  Reporting  Utiiies - &
G A == S
©OZzXO H &
Add  Edt Delete Back | Savelayout Workspaces | Refresh
Processir Format 2]
AddressType AddressLine 1 AddressLine2 Addressline3 Addressline4 Addressine5 PostCode Country LocationSwitchboard LocationFaxMumber
v A0 L3 e 3 3 0 A 3 e -3
BILL PO Box 1234 New Town 1234
SHIP 147 Tar Road New Town 1234
» SHIP 1 Trichenham House ~ 2London Road Westriding Durban KwaZulu Natal 3625 South Africa 0600800123 0600800124
Address Processing 4—@ X
L
The address: 1 Trichenham House for customer SAM001 has been
saved.
‘ 5
Open Windows | User:JulandaK | 04/03/2021 | Version: 2.4.0.11  Example Company
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Customers - Addresses

11. The changes can now be viewed in the Addresses for Customer
screen.

12. Click on Back to return to the Customer listing screen.

$® - Addresses for Customer - SAMO001 - BPO: Version 2.4.0.11 - Example Company (—J(ajx]
| @ \ Home | Equipment/Locatons  Contract  Finance /HR  Inventory i | Projects i Sales  Service  Reporting  Utiities - & x
| a7 =
) = Q)
© X0 & &
Add Edt Delete | Back | Savelayout Workspaces & Refresh
[~
AddressType AddressLine 1 AddressLine2 AddressLine3 AddressLine4 AddressLineS PostCode Country LocationSwitchboard LocationFaxNumber GPSLongitude
L 3 e Al 3 3 L3 e 3 lc -3 =
BILL PO Box 1234 New Town 1234
SHIP 147 Tar Road New Town 1234
» SHIP 1Trichenham House 2 London Road Westriding Durban KwaZulu Natal 3625 South Africa IUEDDSMLB 0600800124 I
N F]
Open Windows ~ | User; JulandaK | 04/03/2021 = Version: 2.4.0.11 Example Company 4

DELETE CUSTOMER ADDRESS

1. From the Addresses for Customer screen,
2. Select the row of the customer address 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 - Addresses

$ - e._—yw@sfwcuh:m»mpmwm-mcmm = (B ][ x
@ | Home | Equipment/Locations  Contract  Finance /HR  Inventory i [Projects i Sales  Service  Reportng  Utiities - & x
‘-_-___[7\ [~
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© 22X = &
Add  Edt |Delete | Back | Savelayout Workspaces | Refresh
o
AddressType Addresstine1 AddressLine2 AddressLine3 AddressLine4 AddressLineS PostCode Country L i L \umber g
LA e . o 3 L3 L3 o L3 e
BILL PO Box 1234 New Town 1234
SHIP 147 Tar Road New Town 1234
E]SHIP 1Trichenham House 2 London Road Westn\ing Durban KwaZulu Natal 3625 South Africa 0600800123 0600800124
:
Open Windows v | User : JulandaK | 04/03/2021 = Version: 2.4.0.11 Example Company 4

4. When you receive the Delete Address message to confirm;
* Are you sure you want to remove this address from this
customer?

5. Click on Yes if you are certain about your selection.

$ - Addresses for Customer - SAMO01 - 0 sior : =l () (2%

$ Home | Equipment/Locations  Contract  Finance /HR  Inventory  Mair [Projects M P Sales  Service  Reporting  Utiiies - & x

OZX0 R &

Add  Edit Delete Back | Savelayout Workspaces | Refresh

|®

AddressType AddressLine1 AddressLine2 AddressLine3 AddressLine4 AddressLine5 PostCode Country Locati i d LocationFa; ber GPSLongitude
v 0c o0 e o0c #0c e W0 e o0 o =

BILL PO Box 1234 New Town 1234

SHIP 147 Tar Road New Town 1234
» SHP 1Trichenham House 2 London Road Westriding Durban KwaZulu Natal 3625 South Affica 0600800123 0600800124

Delete Address 4—9

P
0 Are you sure you want to remove this address from this customer?

06— [

‘Omwn\‘bm' | User: JulandaK | 04/03/2021 | Version: 2.4.0.11 = Example Company
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Customers - Addresses

6. The address has now been deleted from the Addresses for Customer
screen.

7. Click on Back to return to the Customer listing screen.

$ - Addresses for Customer - SAMO01 - BPO: Version 2.4.0.11 - Example Company —Jojbx
| @ | Home | Equpment/Locations  Contract  Finance /MR Inventory i [Projects L Sales  Service  Reportng  Utiities - & x
|l & AL =

O X O X &

Add  Edt Delete | Back | Savelayout Workspaces | Refresh

g o

AddressType Addressline1 AddressLine2 AddressLine3 AddressLine AddressLineS PostCode Country LocationSwitchboard LocationFaxhumber
LR 13 e 3 e a0 L3 3 3 -3
»| BILL PO Box 1234 New Town 1234

SHIP 147 Tar Road New Town 1234

T .7

Open Windows ~ | User : JulandaK | 04/03/2021 | Version: 2.4.0.11 | Example Company -

MNU.061.003
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