Edit Customer Notes

Last Modified on 12/12/2024 1:15 pm EST

To edit a Customer Note, you must first access the customer record.
From the main menu, arrive at the Customers list with this path: CRM > Customers.

The Customers list will be displayed. Locate the customer in the list, and then click on the hyperlink in the Customer

# column to open the customer record.
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Drag a column header and drop it here to group by that column

Address H City : tat H Balarce Due H Total RMR

Holmes Fans 0556 Washington Stree Chagrin Falls
Cactus World 3601 Saguaro Street Tucson
23 Main St Columbus
Aorgan Street Cincinnati
City
345 Main Street Columbus

233 Widmore fve Columbus 5 $30.00

1-100cf78items &5 Refresh

The Customer record will be displayed. Click on the Notes tab. Locate the Note you want to edit, and then click on

the Edit button (pencil icon).

9 Emily Wood

Customer #3703 Residential-Ouner - Since 3/7122

e s fe e Address | “°7 . Salesperson

SO‘DB SU'OE e ’ Last Statement
Phone

Customer Aging Cell Default Term

Email | emilylwood@gmail.cam Delivery Method

Delivery RMR Inv

@ Comments ‘

— Current 30 Days — 31-6

Sites/Systems
mn

Modified
(COL) Called for payment. Left ms e for a call-back. Mar 20. 2022, 8:30:20PM
On 05/01/2022 change the billing address to the Plymouth Mi site address. Mar 20, 2022, 5:09:40PM

Customer lives in Phoenix & manths out of the year. The other § months is at the Plymouth Mi site Mar 20, 2022, 50825 PM
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The Note Edit form will be displayed. Make the necessary changes, and then click the Save button when finished.
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