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To access the Customer List, navigate to CRM > Customers.
The Customer List is comprised of three tabs: Customers, Sites, and Systems.

These three tabs are available to locate and open a customer record, based upon the information you have available.
If your customer is calling and provides their customer number, the easiest way to locate the customer is from the
Customers tab.

At the top of each tab are function buttons, and will be discussed within this article.

Customers Tab

The default view in the grid area of the Customers tab displays the customer number, customer name and address,
the total balance due on their account and the total monthly RMR for all sites and systems. There are many other
columns available to include in the grid area.
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Q = Add Customer h Export to Excel Mo Master Customers w0 Terminated Customers | Custom Grid Layout
Drag acolumn header and drop it here to group by that column
Customer # + % : Adress : City : Stata  : Balarca Due : Total RMR

Bast Sacurity 514 E Washingtor Chagrin Falls

Jake's Garage 24393 Sprague Rd Codumbia Station

Most, Ben 4156 Hinsdale Rd South Euckd

Watson, Gearge 32551 Lexington Flymouth

Wiood, Emilky Chardlar Flymouth

Flymauth Bakery #4 £1225 Sheldon Rd Plymouth

Plymaouth Bakery # 20515 Ford Rd Canton

Flymauth Bakery # 0447 Ann Arbor Rd Plymouth

Flymauth Bakery 408 N hain Plymouth

Steve’s Snow Blowing 23 Main St Chatham
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Custom Grid Layout

Users have the ability to customize the grid layout. Clicking on the ellipse button on any of the column headers will
display a list of options.
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Q h Export to Excel Mo Master Customers wo - Terminated Customers | Custom Grid Layout

Drag acolumn header and drop it here to group by that column

Customer # + : MName \ddress : City : tate i Balanca Due i Total RMR
Bast Sacurity 514 E'Wazhington Chaqgrin Falls S0.00

Jake's Garage 24393 Sprague Rd Codumbia Station 51220

Most, Ben 4156 Hinsdale Rd South Euckd S0.00

1-100cf195items g Refrash

Once you have made selections, you may save the layout so that you do not have to repeat this process every time
you open the Customers List.

In the example below, we want a view of the Customers List that shows the customer aging by each aging bucket, and
want to save this layout for future use.

To save this layout, click on the Custom Grid Layout button at the upper right of the page.
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o | ST B Exportto Exce MO Master Customers Custom Grid Layout

Drag a column header and drop it here to group by that column
City H 5 Balance Due H H H 51-90Days £
A Business Compary Columbus o 31713 $0.00 50.00 $0.00
Aacott, Alice Columbus §1.257 32.57 $33B.69 S272.74 S0.00
Aaron's Rentals Columbus [ 5 53 S0.00 $0.00 $500.63 $0.00
Justin Chagrin Falls 92.9 53,62194 S0.00 54,899.46 S0.00 ($91.27)
S0.00 50,00 5000 s0.00 £0.00
All Electronics. New Yark K $15.348.48 3,069.45 $23125 $13,000.88 $6,546.90 S0.00 {$7,500.00)
Allen Automotive Sarvices Cincinnati [a] $568.58 g I §3257 S24793 57 £0.00 £0.00
Amar, Bill Wall Al SB6.40 S0.00 S0.00 $0.00
Auto Warehouse Dallas L4 S0.00 £0.00 £0.00 £0.00
Banin, Bucky Chagrin Falls $0.00 $0.00 5000 $0.00

Barry’s Bicycles Columbus [ £2,326.41 §450.27 S11257 S . £765.2 £0.00 £0.00

" --2 L 1-100cf195items £ Refresh

A dialog box will be displayed to enter the Name of the layout. There are two options for saving:

e Save Layout - If this option is selected, the custom layout will only be available to the logged in user that

created the layout.
e Save As Global Layout - Selecting this option will make the layout available to all users. Keep in mind, if other
users have access to this layout, they are able to make changes to the original layout.
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If the user leaves the page displaying the Custom Grid Layout, and then returns, the default grid view will be
displayed. To open a Custom Grid Layout, click on the Custom Grid Layout button at the upper right of the page.

The Custom Grid Layouts dialog box will be displayed. Click on the drop-down arrow in the “Choose an existing
layout” field to locate the desired layout for viewing, and then click the Apply Layout button.

Once the grid is loaded, click on the Refresh button at the lower right of the page to refresh the data within the grid.
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Customer Search

At the upper left of the Customers List is a search field. Users can search by any criteria available. Type in your
criteria for the search into the search box. You must enter at least four characters to trigger the search engine. The
search engine will look for the criteria entered in any of the columns displayed in the grid.

In our example below, we typed the word bake into the Search Customers box. The software found four customers
containing that string of characters. To open the customer record, click on the hyperlink in the Customer # column.

Customers

= Add Customer h Export to Exce

Drag a column headar and drop it here to group by that calumn

Customer # E Customer # 1 Name B City B State
3706 3708 Prymouth Bakery Plymiouth Ml
3707 3707 Prymouth Bakery #2 Plymouth Ml

3708 3708 Phymouth Bakery #3 Cantan Mi

Fymouth Bakery #4 Plymeouth KAl

Customers List Function Buttons
At the top of the Customers List are five function buttons, each of which is described below.

e Add Customer - Clicking this button opens the New Customer Wizard. This topic is covered in a separate
article.

e Export to Excel - Clicking on this button will export the current page of data displayed in the grid area. An
Excel file icon will be displayed on your task bar to open the file for viewing.

e Master Customers - Setting this toggle button to Yes will display a list of Master Customers only.

e Terminated Customers - Setting this toggle button to Yes will display a list of all customers where the
customer status has been set to Terminated.

e Custom Grid Layout - Allows users to create, update, and retrieve custom grid layouts. See the topic on this
feature earlier in this article.
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Drag acolumn header and drop it here to group by that column
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