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The standard Customer Setup / Maintenance screen normally displays the customer’s
primary address:

Entering any of the address fields brings up a data entry window:

The top line of this window indicates how many addresses there are for the account. Entry 1
is the primary address. Each entry can be assigned an Address Type.
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Each address can be defined as Home, Work, Business, Shipping, or Billing.

When you are on the last (or only) address, pressing F7 (or hitting return past Country) clears
the window in preparation for entering a new address.

You can add as many addresses as you like (up to 999). The F6 and F7 keys can be used to
navigate through the addresses.
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The same principle applies to phone numbers...

...and email addresses.



Bulletin 0005 – Customer Address Entry

Page 4 of 4

On the selling screen, new shipping addresses can be added to customer accounts ‘on the
fly’ when you press F2 after totaling the invoice.

When processing a quote, special order, work order/sales order, or invoice, press F2 after
totaling to attach one of the stored shipping addresses to the transaction. You can scroll
through the available ‘Shipping’ addresses with F6 and F7.

If your print program supports it, an attached shipping address will print on the quote, order,
or invoice.


