Controller Series Ver 7.1 Bulletin 0006
December 3, 2003

Customer Address Entry
Initiated by Specialty Parts and Electronic Components

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

BIBB Customer Setup ~ Maintenance 7.1.57.883
Customer MNumber: [SMIJAM 1
Page 1 of &
Customer Contact Information:
1. Hame 1 [James Smith 1
2. Hame 2 L 1
3. Street Address [1516 Goldeye Drive 1
L i |
L i |
4. GCity [Carson 1
6. State [UT]1 7. Eip Code [84302 1
8. Country [USA 1
2. Main Phone [684-751-3327]1 Ext [ 1 Contact [ 1
18. Alternate Phone [ 1 Ext [ 1 Contact [ 1
11. Fax L 1
12. E-mail Address [ 1
13. E-mail Contact [ 1

Modify field [ 1
Select a field, <Pagelpr>-<PageDown’ to change =screens. <ENTER> to Save.,...
ShipAdd ClkAcces Utils

Clear Flais Delete Ref Reinrts Memo File

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

EIEE Customer Setup ~ Maintenance ?.1.57_ 883
Cuztomer MNumber: [SMIJAM ]

[ Customer Addreszs Entry <1 of 12> 1
1 Address Type L[ 1
2 Mame 1 [Jamez Smith 1
3 Mame 2 [ 1
Street Address [1516 Goldeye Drive 1
[ 1
4 L 1
b City [Carson 1 1
8 State [UT 1
7 F£ip Code [B4382 1 1
18 Country [USA 1 1
1

Modify field [1 1
Enter the type for this primary address....
Addr»T upe

ExitWin Delete MNext

1

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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Bulletin 0005 — Customer Address Entry

Each address can be defined as Home, Work, Business, Shipping, or Billing.

EIEE Customer Setup ~ Maintenance 7.1.57.68083

Customer Mumber:- [SMIJAM ]
[ Customer Address Entry <1 of 12> 1

1 Addre=zs Type [Home 1
2 Mame 1 [Jamesz Smith i |
3 Mam—[ Addreszs Type=s 1 1
Street Addr Home i |
Hork 1
4 Business 1
[ C Shipping 1 1
g .5t Billing ]
]

Modify field [1 1
Enter the type for this primary address,....
Add»T upe
Fi F2 F3 F4 F5 F& F? Fg& F2 Fi@
ExitWin Delete Mext Save

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.

BIBB Customer Setup ~ Maintenance 7.1.57.883

Customer MNumber: [SMIJAM 1
[ Customer Address Entry (2 of 12> 1
NEW
Address Type L[ 1
Mame 1
Mame 2
Street Address

o Do) ke
o

4
6 City
8 State

9 Zip Code
18 Country

P ey e
ol o b

1
UsA 1 1

Modify field [1 1
Enter the type for this secondary address....
Add»T upe
F1i F2 F3 F4 F5 Fb F? F& F2? FiAa
ExitWin Preu

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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Bulletin 0005 — Customer Address Entry

The same principle applies to phone numbers...

EIEE Customer Setup ~ Maintenance 7.1.57.68083
Cuztomer Mumber: [SHIJAM ]
Page 1 of &

Customer Contact Information:
1. Hame 1 [James Smith
[ Customer Phone Mumber Entry <1 of 12> 1

Type [H 1
Phone Mumber [684-751-33927 1
Extenzsion [ 1
Contact [ 1 1
Reference [ 1

Long Distance [Y¥1]
18-Digit Local Dialing [H]

el hd

Modify field [9 1
Enter the type of the customer’'s main phone number....

Fi F2 F3 F4 F5 F6& F? F8& F2 Fi8
ExitWin Delete MNext Save

...and email addresses.

BIBB Customer Setup ~ Maintenance 7.1.57.883
Customer Humber: [SMIJAM 1
Page 1 of 6
Customer Contact Information:
1. Hame 1 [James Smith 1
[ Customer Email Entry <1 of 12 1
Address [Eames.smithPhotmail.com 1
Contact [James 1
Description [Home email 1
Main Phone [684-751-3327]1 Ext [ 1 Contact [
1A8. Alternate Phone [ 1 Ext [ 1 Contact [ 1
11. Fax L 1
12. E-mail Addres=z [james.smithfBhotmail.com 1
13. E—mail Contact [James 1

Modify field [121
Enter the customer’s primary e—mail address....

Fi F2 F3 F4 F5 F6& F? F8 F2 Fi8
ExitWin Delete Next Save
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On the selling screen, new shipping addresses can be added to customer accounts ‘on the
fly’ when you press F2 after totaling the invoice.

Charge Sale [SMIJAM 1 INUOICE FRT 1
Jamesz Smith MNEY
1516 Goldeye Drive GQOH - ThAx: LIN:

Carso [ Customer Address Entry (2 of 12> 1 T
EW 1<A>
— Address Type [Shipping 1
Hame 1 [ 1
Mame 2 [ 1
—|| Street Address [ i |
- Paym L 1
L 1
City [ i |
State [ 1
Lip Code [ 1
Country [USA 1
Amount Due
Enter the first line of the customer name,...
Fi F2 F3 F4 F5 F6& F? F8& F2 Fi8
ExitWin Prev Save .

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.

Charge Sale [SHMIJAN 1 INUOICE PRT 1
James Smith NEY
1516 Goldeye Drive QOH - TAx: LIN:

Carso [ Customer Address Entry <2 of 42 1 T s
— Address Type [Bhipping 1
Hame 1 [Y5 Enterprises 1
Mame 2 [ 1
|| Street Address [#1 — 328 Rodeo Drive 1
r Paym L 1
L i .88
City [Carson 1
State [CH 1 .22
fip Code [98222 1
Countr»y [USA 1
Amount Due
Enter the first line of the customer name....
Fi F2 F3 F4 F& F6& F? Fg& F9 Fi@a
ExitlWin Delete FPrev Next save

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