Edit a Customer
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To edit a Customer, from the main menu, arrive at the Customers list with this path: CRM > Customers.

The Customers list opens. Locate the Customer you want to edit, and then click on the hyperlink in the Customer #
column to open the customer record.

At the upper left of the page is a search field. You can type in the first four characters of either the customer number
or the customer name to locate the record faster.
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e Albert's Antiques

Customer #4378 Commercial + Since 9122123

3500 West Legacy Road Salesperson | Joe Shmoe

AAAIESS | gocion, MA 0210

$2.8

Customer Aging

PONumber

Phone | (88€) 826-8888 LastStatement | July 22,2024

Cell Default Term | Net15

Email | kathyackerman@boldgroup.com

Part Pricing Level
Branch | Default
DeliveryMethod | Print
AutoPay
Delivery RMR Inv
Collections Status

® Comments

Gurrent — 130 Days — 31-60Days — 61-90Days — 91+

The customer opens in edit mode. Make the necessary changes, and then click the Save button at the upper right of
the page when finished.



e Albert’s Antiques

X Cancel
Customer #4378 Commercial + Since 9722123
Residential/Commercial O Commercial Salesperson + | Joe Shmoe M
BusinessName » | Alberts Antigues -] PONumber | PO Num!
Customer Number ¢ | 4378 Default Term « | Net15 M
Address | 3500 WestLeg Recurring Term | Net10 T
Adare Service Invoice Term M
Bo Massachuset v j[e2o Pls ManualInvoice Term | Net30Days x -
Timezone « | (America/New_Yark) (UTC-05:00) Eastern Time (New Yark) M Part Pricing Level M
Email | kathy.ackerman @boldgroup.com Branch + | Default -
Phone | (888) 383-8888 Ext Master Customer | Master Customer S M
CellPhone | (__) Delivery Method + | Print M
Customer Status » | Active v Prevent RMR Delivery
Priority Level » | Normal M NolLate Fees
Customer Type » | Commercia M Late Fee 189.86
Gustomer Since 2023 = No Statements
Do Not Enter Collections Show Open Invoices
Show Contacts On Sites




