Adding Customers

Overview

A customer is needed to generate a Sales Order. If a customer contacts
you for a Sales Order, Quote, or you just want to add them as a Lead, the
system allows you add a customer quickly and easy to your database.

Adding a New Customer

1. To add a customer, click on the side menu.

2. Select Create New.
3. Select Customer from the drop down menu.
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Complete the following information under each of the sections below:
General

e Enter Customer's Name. This will be the name represented on all the
customer's invoices.

e Enter Company's Name.

e Select the Lead Status from the drop down menu. The Lead Status
will point out the Customer's Lead progress (i.e. Discussion,
Prospecting).

Other

e |f the customer has a proxy, check the Proxy* box and select the
proxy customer.
e Use the drop down menu to select the Price Level.

Primary Contact



Enter the appropriate prefix: Mr., Mrs. or Ms.
Type the Primary Contact First Name.

Type Middle Initial (M.L.).

Type Primary Contact Last Name.
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Enter Customer information on each tab:

Address

Under the Address tab, enter the Primary Billing Address and Primary
Shipping Address.

‘ Remember this information will be used to create your customer
database, it is essential the information is as accurate as possible. The
system also allows you to edit the information at any time during the

sales process.



Address Defaults Notes Custom

Primary Billing Address Primary Shipping Address copy billing sddress

Name/Company Name/Company
Street Strest
Floor/Suite Floor/Suite
Careof Care of

City City
State/Prov./Reg. State/Prov./Reg.
ZipfPostal code Zip/Postal code
Country Country
Contact Contact

Alt. Contact Ale. Contact
Phone Phone

Alt. Phone Alt. Phone

Fax Fax

Email Email

Defaults tab

Under the Defaults tab, specify the customer shipping preferences,
payment terms; select the sales rep working on the lead, FOB shipping
point, discounts associated with the customer, customer's tax code and
tax item to identify tax location.

Address Defaults Notes Custom

Type v Tax Code

Ship Method v Tax Item

Payment

Under the Payment tab, set up your customer's payment parameters. This
will be an important section that will need special attention for it will affect
all aspect of your sales payment structure.The following parameters can
be set for your customer under the Payment tab:

e Account Number

e (Credit Limit

e (redit Card No Information (i.e. Expiration Date, Credit Card Address,
Name on Card, Credit Card Zip)

You also have an option to Hold Order feature for all the orders
generated for that customer.



Address  Defaults Notes  custom
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Credit Limit

Preferred Payment Method

Payment Method v «

Credit Card No,
Expire Month
ExpYear

Credit Card Address
Name on Card

Credit Card Zip

Notes

Under the Notes tab, type relevant information to your customer's
account.

Customs

Under the Custom tab, you can build/customize additional customer
information. These fields can be activated to ensure they are required.

Address Defaults Motes Custom

UPS #
Ty v
New []
HH

Shipping Account | 33332-5525

*Proxy set up

For customers, vendors and items, Order Time allows you to use 'Proxies'
(a.k.a Aliases). A proxy is a record in Accounting that will be used by
Order Time to record a transaction. For example, you have a website but
you do not want to create every customer in Accounting. You first set up
a customer called 'Web Customer' which is in both Accounting and Order
Time. When you create a new customer in Order Time, you select 'Web
Customer' in the Proxy drop down. When an invoice is generated in
Accounting, you will not see the name of the customer but rather 'Web
Customer'. The same approach can be taken with items and vendors.

Select Save when the information and parameters have been entered in



the customer screen.

Now that the Customer has been entered, you can begin to process
customer by creating New Sales Orders, Quotes, etc.

1. To create a New Sales Order, click on the side menu and select Open
Full List.

2. Form the Open Full List drop down menu, select Customers.
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3. Select a customer.

Sales » Customers

Customers

s B8
Full Name v Search Customer Q

© New Customer
ID | FULL NAME ~ COMPANY BILL ADDRESS STREET BILL ADDRESS CITY  BILL ADDRESS STATE/PROV./REG. TYPE  SALES REP CLAsS
4 ABCCom Comp1
Bell Inc.

SHIP METHOD ACTIONS
123 Miami FL

Service Provider 1 Ship 01
4

Zz O
Bell Inc. 45th El Paso X

Zz O

4. On the Customer screen, click the +New Sales Order button located
at the bottom right hand corner.

Sales » Customers » Customer

Customer - ABCCom [E13

General Primary Ship Address Bill Address Other
Company Comp1 COMP1 COMP1 Price Level Promos
Primary Contact Mr. Jack Frost 123 123 Terms Due on receipt
Email abccom@email.com = s Type
MIAMI, FL 45778 MIAMI, FL 45778
Website Us Us Sales Rep Service Provider 1

Note ()

Sales Order Addresses Ship Docs/Returns Quotes Contacts Attachments Custom Open Activities Activity History Items Sold
s 8 =

No. DATE ~ PROMISE DATE CUSTOMER PO TOTAL AMOUNT STATUS ACTIONS

2 3/8/2018 3/8/2018 20.10 Processing Z ©

1 1/29/2018 1/31/2018 ab001 0.00 Processing @z ©

© New SalesOrder

5. Follow Creating a new Sales Order procedures.

More about Order Management with Order
Time







