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Basic Info- Adding Prospects/Customers 
 
 
 
 
 
 
 
 
 
 
From the ADVANTAGE main window, click Order Processing then Customer Maintenance. 

 

 

 
 
  
 
  
  
  
  
  
  
  
  
  
 

 

 

 

 

 

 

Note- This information just covers adding NEW customers and 

prospects, not searching for existing customers. More information 

on editing existing customers and prospects comes later in this 

manual. 
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 ADVANTAGE opens a blank customer record on the Basic Info tab: 

 
 Type the new customerôs information into the appropriate fields  

  
 Enter the business name of your customer in the Customer Name field  
 Inactive- this field is used only for existing customers. 
 Enter the customerôs billing address in the appropriate fields ï it will print on the Estimate and Invoice 

templates 
 Purchaser/Specifier Contact ï First and Last Name and any contact information you wish to add. 

Although this is not required to save a prospect/customer it makes it easier to find them later and it will 
be printed on all invoices. 

 Accounts Payable Contact ï This area does not have to be filled out but it can be if you want to. 

Searches done by customer name will look for information based on either the Purchaser/Specifier 
contact or the Accounts Payable contact.  
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 Industry ï (Required information) If the Industry you want is not already on the list, click on the 
Add/Edit button to add a new entry to the list  

 Origin ï (Required information) how the Customer found your business. If the Origin you want is not 
already on the list, click on the Add/Edit button to add a new entry to the list 

 Salesperson ï (Required information) Assign a Salesperson to each new customer 
 Alternate Sales Person ï An Alternate salesperson can be assigned if needed.  
 Referred by - If another customer referred this customer to you and you want to track that information, 

click on Search  next to Referred By to select the referring customer 
 Add/edit the table of states/provinces ï All the US states have already been entered into the 

system. You can click here to add more to the table.  

 

This is a good time to SAVE your work. Click on  to save this information as a new customer.  
Then, if you have to leave this area for some reason you wonôt have to worry about retyping the information. 

 
After saving this information, you will see that ADVANTAGE has assigned the next customer ID to the 

customer that you just created and entered the name of the new customer into your database: 
 
 
 

 
The Basic Info and the Financial/Misc are all you really need to enter to create a new customer. If you want 

to expand on the customerôs information check out the Profile tab. 



 

Activity Advantage Software Documentation - Page: 5 of 21 

© Copyright Miller Commercial Investments LLC. 2004-2007 All Rights Reserved. 

Revised: 3/20/07 

 

 
 
Financial/Misc Tab 

 
Click on the Financial/Misc. tab.  
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ADVANTAGE displays this screen: 

 
 

 

 External Customer # is only used if your customers were imported from another database.  

 This check box is used to block CSRs from entering orders for this customer.  This will only 
be used for existing customers.  (This customer may have been sent to collections or had other issues 
that made you wish to put their account on hold)  

 Click on the down arrow   to select the Terms. 

 
 

 
. 

Security can be placed on this tab in System Setup/Security to 

deny employees the ability to look at and/or edit this information. 

See the System 

Setup document 

for information 

about how terms 

are created. 
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 Check if this is a government agency. That will make ADVANTAGE use the customerôs 

Government item ID code instead of your Product Codes on Invoices and Estimates. 

 Check  if you normally charge Finance Charges but you want this 

customer to be exempt. 
 The Credit Limit and Available Credit areas are used to show whether you have given a customer a 

Credit Level or whether they have been given a refund and have accrued credit on prior purchases.  
 Enter the Discount or Pricing Upcharge you wish to apply to this customer as a percent in the 

appropriate field.  

 
 

 
 

 
 
 
 
 
 
 

A pricing upcharge is often used for customers that are high maintenance and need extra help, to automatically charge them for 
the service. A pricing upcharge does not print anywhere, but it does show on the order entry screen. This replaces the pricing 
upcharge of the salesperson assigned to this customer. 
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 Pricing Level ï choose which pricing group to apply to this customer.  This will only be used by 

people who have different prices for each ñlevelò.  You can have as many levels as you want. Under 
normal circumstances a customer will be on Price Level 1. The levels are only used with Market 

Based Pricing. For more information on setting up Pricing Levels, see the Production Document                    
 The Contract Pricing button allows you to set up special pricing on individual products.  See the 

Contract Pricing section for more details. 

 If the customer is exempt from sales tax, for instance churches or schools, enter the tax exempt 
number in the Tax Exempt ID field AND be sure to select the TAX EXEMPT tax class. Use the drop 
down calendar to select the Tax ID Exp. (expiration date)  

 
 
 
 
 

When you have finished with Financial/Misc area, click on the Save button at the bottom to save this 

information to your now existing customer. It will prompt you about overwriting the Customer Information but 
thatôs ok. The program is supposed to do that.  
 

Do NOT click on  or it will try to resave all this information as another New Customer. 

To see how sales tax is calculated, see 

the Sales Tax document. 

You can list up to 3 tax classes on this screen but you can have as many tax Classes as you need. For instance, you 

can have separate tax classes for state, county, school District, etc. The 3 rates on this screen are accumulative in 

the Total sales tax rate box. 

The E-Commerce 

section is for use with 
the Business On-Line 
module only. If you do 

not use Business On-
Line you do not have to 
check off any of these 

features. If you have 
purchased E-
Advantage and use the 

Web products, this 
area will allow you to 
give each individual 

customer access to 
features in Business 
On-Line that allow 

them to communicate 
with you via the 
Internet. 

 
The password 
generated here can be 

merged into a 
marketing letter and 
sent out to your 

customers with 
instructions on how to 
access their online 

account.  
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Basic Info ï Editing Customer Information 

After a Prospect has purchased from you they become a Customer.  As you go along you will find the need to 

change or add to some of the Customer Information. ADVANTAGE uses the same Basic Info tab to edit 

customer information as entering Prospect information. 

To edit customer information: 

 Click on Order Processing then Customer Maintenance. 
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 Click Find Customer in the lower left hand corner of the Customers and Prospects screen 
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This will bring up the search screen: 

 

 

 

 

 

 

 

 

 

 

 

 

As you can see there are several areas you can use to aid in your search for a Customer or Prospect. If you 

type in a partial name, address, phone number, contact name, city, state, or zip and hitting <enter> it will bring 

up all customers and prospects that have that information in their data file. For instance, if you use the global 

search symbol % in the Customer Name area and hit <enter> it will bring up all customers and prospects in 

your database. 
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Notice how some of the dollar symbols are Red and some are Green.  

The Red dollar symbols mean that the name in this line is a Prospect. They may have been giving an 

Estimate but they have not yet purchased from you. 

The Green dollar symbols show you that this company has purchased from you and now have Invoices in 

History. 
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By double-clicking on the name you wish to look at it will bring that information back into the Basic Info 

screen, ready to be studied or edited if necessary. From this screen you can edit or add to the Customerôs 

information and save it for future use. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Inactive checkbox  is used when you donôt want to delete the customer but you want to be 

able to exclude them in the Marketing module.  For example, you may want to mark customers that have 

gone bankrupt or have moved without a forwarding address as inactive.   
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Parent - Child Relationships  

You can create a parent-child relationship between customer records in ADVANTAGE. Use this option if you 

have one company with multiple contacts or locations and you want a different account for each 
location/contact. 

 
 For example, a large real estate company might be a ñParentò record and each Sales Office location 

of the company is entered as a ñChildò record. The Parent will receive a consolidated statement for 
all of the Child locations, but all of the invoices stay with the Child recordôs history. 

 You can also use this relationship in the Marketing Module to filter out the child records when doing 

mailings. 
 If you want you can have ADVANTAGE print the billing address for the Parent on the Childôs 

invoices. 

   
Creating a Parent/Child Relationship  

 
 Using the instructions in the Editing Customer Information section, Find the customer record that 
you want to be the ñchildò.     

 Click on the Assign Parent button: 

 

 
 
 
 
 
 
 
 

 Find the desired customer record that you want to be the ñparentò. Double click on it.  
 The parent recordôs account number and name are now shown in the Parent area. 
 Click on Save.    

 
 
Removing the Parent/Child Relationship  

 
If you find the need to remove the parent from a child record for some reason: 

 
 Select Customer Maintenance 
 Open the customer record that needs to have a parent removed.  
 Click on Remove Parent. 
 Click on Save to save your changes.  
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The Profile Tab 

After searching for a customer that you want to edit or add information to, you can click on the Profile tab and 

enter any miscellaneous information about the customer.  This can be personal or business related. This is an 

excellent way to learn more about your customerôs needs and preferences. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The Grey label fields are used to assign common features for every customer such as Birthday, Kidôs 

names, Banner size or substrate they always choose, etc. Double-clicking on a grey box opens a 
comment area for that line. This comment area will show up on EVERY customerôs profile. 

 The Pink label fields are used as a Marketing tool. The contents of the pink areas will show up as 
Profile Fields when you click on Profile in the Marketing Module.  Some suggestions for this area 
would be Number of Employees, Service Dates on Billboards, and any date or numeric field you wish 
to track in marketing your products to existing customers or prospects.   

 What you enter for each customer in the White areas in either label field apply only to this customer 

 

 
 

This Yellow area is 
used to store 

confidential 
information. Anything 
in here is encrypted in 

the database and will 
not show up on any 
invoice or other 

paperwork. 

 

This White area on 
the right of the 
screen is one place 

used to keep notes 
on a customer. 

 

If you want this Profile to display 
every time this customer places 
an order, check this box. This will 

come in handy if the customer 
needs special handling or you 
want your CSRs to remember to 

ask about something from this 
customer. 
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The History tab 

When a Prospect or Customer is given an Estimate or an Invoice it will automatically show up in the Customer 

Info History tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The areas on this screen are for information only- for this one customer. If you want to look at an 

Estimate or Invoice from this screen double-click on the Invoice or estimate number and ADVANTAGE 

will bring up Quick View. This is a great way to take a quick look at an Invoice or Estimate. 
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The Contacts tab 

 
Click on the Contacts tab to enter a contactsô billing address, shipping addresses, or job address.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select one of the buttons, Billing Location, Shipping Location, or Job Location.  

 
 Billing Locations are for people that are at the same address and company as what is on the Basic 

Info tab. 
 Shipping Location is used to list a different company name and address to which you will be shipping 

your products.  Enter the correct Sales Tax for that location 
 Job Location is only used by a few of our customers and requires special printer templates in order to 

be used.  This usually means that the job is shipping to a second location and being used in a third 
location. 

 If you want to edit an existing contactôs information highlight that contactôs name. Be sure to click Save 
Contact when you have finished editing the contact. 

 
 
 

 

If you want to add a new contact, click 

here after you choose the appropriate 

location. When you have finished entering 

information, click Save as New Contact 

The toolbar at the bottom of the Contacts tab applies to the contacts only.  You are not saving the 
entire file as a new customer.  Using the Delete Contact icon on this tab deletes the current contact 
only, not the entire account.  
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Toolbar 

The ñtoolbarò at the bottom of the Customer Maintenance tabs has icons that you can click on to perform 

different functions in the Customer Maintenance screens: 

 Find Customer ï Used to search for any customer or prospect in your database. You have to use this 

method to do a search. 

 Delete Customer ï Used to get rid of customers or prospects from your database. CAUTION: you can 

not delete customers if they have any Invoices or Estimates assigned to them.  

 New Customer ï If you want to create a brand new customer without exiting you can click on this 

button. If any changes have been made to the Customer the Overwrite screen will appear. 

 Save ï This is the normal button to use if you make and change or enter information and want to save 

it before going on in the system 

 Shipping Labels ï You can use this to create a shipping label or send a mail merge letter strictly for 

this one customer. 

 Contact Manager ï This is ADVANTAGEôs method of setting up reminders and making appointments 

with your Customers while you have their information on screen.  You can use this to create follow-ups 

for invoices, call backs, appointments, etc. You access two areas when you click on Contact Manager 

here. Please see the following pages for more information on Contact Manager. 

 Print - You can print this Customer Information. 

 Help- This takes you to the Electronic Manual included with each ADVANTAGE installation. 

 Save As New ï It is VERY IMPORTANT that you know about this button when you are attempting to 

save Customer Information that you may have changed. If you choose Save as New INSTEAD of 

Save on the toolbar it will prompt you with this notice asking if you want to save this as a ñChildò of 

the current customer. Make sure you really want to do this before clicking yes. 

 

 

 
Note: You can also use the Save As New icon if you want to clone the existing customer & save it as a new 
account. This button does not save Profile, Notes, or History information onto the new file.  It is assumed 
that those tabs have private and individual information that should not be duplicated. If this is not what you 
want to do click Cancel and click the other SAVE icon. 

 
 Exit ï This can be used to exit Customer Info if you are completely finished. 
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If you make any changes to this or any other screen in Customer Maintenance it will warn you, before you 

exit Customer Maintenance that changes have been made and ask if you want to save the information. If 

you are sure the changes you made were what you wanted for this customer click YES.  But, if you are not 

sure, click NO just to be safe. 

 

 

More on Contact Manager 

When you click on Contact Manager in the Customer Maintenance toolbar, the first screen you see is: 

 

 

 

 

 

 

 

 

 

Here you can set the time and date of the follow-up, add to the customerôs notes and/or change the 

Employee you want to make the contact. 

 

 

After you fill this in and click OK the following screen appears:  
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 This screen, by choosing a date on the calendar, will show you any outstanding appointments.  

 You can also use this to make sure a follow-up is scheduled and kept.   

 As you may notice you have several other options to use in looking for Appointments or Auto 

Scheduled Follow-ups by Employee, Customer, and/or Keyword.  

 You can also Purge Current Contacts if you choose to from this screen. 
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The Notes Tab 

 
Click on the Notes tab for any notes that need to be Time and Date stamped.  This tab also shows the 
automatic notes made by ADVANTAGE. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:  This screen is also accessed through the Notes shortcut in the toolbar which is not associated with 
customer maintenance. This can be used for sales, marketing, or accounts receivable purposes.  
  


