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Basic Info- Adding Prospects/Customers

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.

From the ADVANTAGE main window, click Order Processing then Customer Maintenance.

A ctvity

B\ 5 0 F T W AR E

Activity Software Get It All Together

¥iOrder Processing Production .
¥iCustomer Maintenance

Accounting Reports

Marketing System

Human Resources

Technical Support
1-877-237-9478

www.activitysoftware.com support@activitysoftware.com
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ADVANTAGE opens a blank customer record on the Basic Info tab:

Customers and Prospects

Basic Info Profile Financial/Misc. Histony

Parent
Custamer Mame: | | |

Accourt Mumber: Prirt billing sddress

Assinn
[ Imactive MParem ‘ i on child invaices

I_

Billing Address Shipping Address Marketing
Address: | Aceress: | Inelustry: add/edit

| | =l

| | Oiggin: ajedt |
Chy/StiZip: | |AK j| City/SHiZip: | |AK j| Iﬁ

Purchaser/Specifier Contact Accounts Payable Contact

Salesperson:

First hlame: | First Mame: |
Last Mame: | Last Mame:

Al Salezperson:

-

Ext: | Referred by: #h

1
Title: | Tile: |
Fhone: Ex: Phone: |
FAM: Becper: FaX: Beeper:

Cellular; | | Cell: | |

o .. add/edit the table of
E-mail | E-mil: | states provinces

Fird MMty = Shipping Cortact
S 3 = = ) =
MCus‘mmer Custamer n Lakelz = Manager %

Type the new customer6s information into the app!

Enter the business name of your customer in the Customer Name field

Inactive- this field is used only for existing customers.

Ent er t he biingaddess@ithé appropriate fields 1 it will print on the Estimate and Invoice
templates

Purchaser/Specifier Contact i 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 i 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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Custome|

Basic Inf

rs and Prospects

0 Frofile

Financialftdisc

History

,\ CTIVITY

Customer M

Parent

me: |

Account Mumber:

I Inactive

Billing Address

Adress: |

City/Stizi: |

First hame:
Last Mame:
Title:

Phone:

Cellular:

E-mail

Eincd

lDﬁlﬁius‘mmer E

FaX:

s ||

Purchaser/Specifier Contact

3
|
——

——

Bt |

Beeper:

Azsign Print killing adcress
L) Parent 3’ on child invoices L

Shipping Address

Address: |

CityAStiZip: |

Marketing

Industry: add/edit

—

Crigir: addfedit |

s =]

Accounts Payable Contact

First Name: |
Last Mame: |

| =

Salesperson;

Aft Salesperson:

-

Title: |

Phane:

E-mail: |

s My = Shipping Contact
=ijCus‘tnr’ner n @ @

Labels

FAM: Beeper:

Ext: Referred by: &

cell: | [

Manager

F ol E]

addsedit the table of
statesiprovinces

> Exit

EFE + ¥

click on Search ﬁ] next to Referred By to select the referring customer

+

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

This is a good time to SAVE your work. Click on

Then, if you have to leave this are a

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

for

S Ome

Save Az
[Eny

reasao

S O F TWARE

Industry i (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 1 (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 i (Required information) Assign a Salesperson to each new customer
Alternate Sales Person i 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,

Add/edit the table of states/provinces i All the US states have already been entered into the

to save this information as a new customer.

n vy o wtretypingdhe informatian. t o

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

Customers and Prospects

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

t he

customer 6s

nf or mat

i on check

Activity Advantage Software Documentation - Page: 4 of 21

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

Revised: 3/20/07

out

t he

Pr



,\ CTIVITY

S O F TWARE

Financial/Misc Tab

Click on the Financial/Misc. tab.

Customers and Prospects

Basic Info Profile FinancialiMisc. Histany

Parent
Cuztamer Matme: | | |

Account Mumber:

i Prirt billing address
MASSIQH é{; : _QI : -
Bl FEsE Parent on child invoices
Billing Address Shipping Address Marketing
Address: | Address: | Inclustry: izl
| | Jad|
| | g add/edit
CityiStTip: | o =] City/StiZip: | e ~|] | -
Purchaser/Specifier Contact Accounts Payable Contact Salesperson:
First Mame: | First Mame:
Al Salesperson;
Last Mame: | Last Mame: -
Title: | Title:
Phane: [ Ext | Phane: Ext Referred by: ﬂ
Fax: Beeper: Fax: Beeper:
Cellular: | | el |
b ¥ addfedit the table of
E-mail: | E-mail: states/provinces
Find : e = Shipping Contact .
= £ ;
MCustomer E Customer u Lahels = Manager 5 ? EEl ﬂ X el
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ADVANTAGE displays this screen:

Customers and Prospects

-

Basic Info Frofile Financial/Misc.

E-
External Customer H: | [~ @n Haold commerce

e |Net 30 Days j B EEvETE T R [ Allowy viewving open invoices/estimates

Exempt from Finance Charges? | [ Allowy viewing invoices in histary

Credit Limit | goo0 |\ seethe System
Setup document
Auwailable Credit: | §0.00 for information [ Allow viewing account record
about how terms
are created.
Fricing Upcharge %: | [ Allowy ardering on-ing (shopping cart)

[ Allow viewving payment histary

Dizcount %: | [ &llowy viewing AR halance info

[Zalesperzan's pricing upcharge is [ Al web products

Pricing Level [ Selected Products  select products
[+ 1 {2 {3 |<U$e Marmal Pricing Levels: j Contract Pricing

Tax Rates Custamer's logo artwork:

TaxExempt ID: | &
Tax D Exp: :

Tax 1 Clazs: |State j | 85% Wieh password. |

Tax 2 Clazs: |[3_|r|3[em defaul[] j | 0.00%
Tax 3 Class: |[3_.,J3tem default] j | 0.00% Security can be placed on this tab in System Setup/Security to

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

Total zales tax rate: Iﬁ

Find e == Shipping Cantact Save Az .
il bid = L fat
MCustDmer 'qustomer Labels Manager ? e ﬂ ey X Bl

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

[ ©nHald . . . : o
* """ 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)

4 Click on the down arrow Zl to select the Terms.
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Customers and Prospects

Basic Info Prafile

Financialftisc.
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External Customer #: |

Terms: |Net 30 Days

Exemgt from Finance Charges? [

Credit Limit: | $0.00

A ailable Credi: | $0.00

Dizcount 2 |

Pricing Upcharge %: |

[Salesperson's pricing upcharge is
Pricing Level

[~ On Haold

j | Government Customer

Tax Rates
TaxExempt |D: |

Tax D Exp. :

Tax 1 Class: | 5tate = 9.5%
Taw 2 Class: |[g_|r|3[em default) j | 0.00%
Tax 3 Clags: |[syslem default) j | 0.00z

Total sales tax rate: 8.5%

Find : e =
MCus’:omer '@ Customer n

(+*iq4 (12 (3 |<Use Mormal Pricing Levels> j Contract Pricing

Shipping = Contact

Lakels =

“ Manzoer

E-commerce

[ Allowe viewwing open invoicesiestimates

[ Allowe vieswing invoices in history

[ Allowy viewing paymenrt histary

[ Allowy viewing account record

[ Allowy vieswing AR balance info

[ Allowy ordering on-line (shopping cart)

[ Al web products

[ Selected Products  select products

Customer's logo stwork:

=

Wigh passswar:

P Help

@

——

il

Save Az
[y

> Exit

[ Government Customer
Check

if this is a government agency. That will make ADVANTAGE u s e

Government item ID code instead of your Product Codes on Invoices and Estimates.
Check  Exemetfrom Finance charges? | T if you normally charge Finance Charges but you want this

customer to be exempt.

t

he

cust

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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Customers and Prospects

Basic Info Frofile Financial/Misc

,\ CTIVITY
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The E-Commerce
section is for use with
the Business On-Line
module only. If you do

not use Business On-

External Custamer #: I OnHold

Met 30 Days
Exempt from Finance Charges? [
Credit Limit: $0.00

Terms: | [ Government Customer

Available Credit: $0.00
Discount %:
Fricing Upcharge %

(Salesperson's pricing upcharde is

3 |<Use Mormal Pricing Levels: j Contract Pricing

Pricing Level
{¢11 {12

Tax Rates
TaxExempt ID: |

Tax D Exp.: :

=
Tax 2 Class: |[system default] ﬂ |
T 3Class: | (system defaull] v | | 0.00%

Tatal sales tax rate: 8.5%

Tax 1 Class: |Slale 28%

000

=0 Shipping £ Contact
Lakels Manager

;D e

Customer

#h =

stomer

E-commerce
I Allowe viewing open invoicesiestimates
[ Allowe viewwing invoices in history
I Bllowy viewing payment history
I Allowy viewing accourt record
[ Bllowy viewing AR balance info
I Allowy ordering on-line (shopping cart)

[ Al web products
I Selected Products  select products

Customer's logo artwork:

| @)
—

Wieh passwword:

To see how sales tax is calculated, see
the Sales Tax document.

s SAve AS
ey

= F Help X Exit

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.

+ Pricing Level i choose which pricing group to apply to this customer. This will only be used by
Yoo can leavea$ manyl lewelsad 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

people who have diffe r e nt pr i

Contract Pricing section for more details.
+

ces

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)

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.

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

t hat &'kse pmdeam is supposed to do that.

v Save Az
Pesy

Do NOT click on

or it will try to resave all this information as another New Customer.
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Basic Info i 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.

A cnvity

VRN

Activity Software Get It All Together

Order Processing Production
Customer Maintenance

Accounting Reports

Marketing System

Human Resources

Technical Support
1-877-237-9478
www.activitysoftware.com support@activitysoftware.com
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4+ Click Find Customer in the lower left hand corner of the Customers and Prospects screen

Customers and Prospects

BasicInfo Frofile Financial/Misc. History

Parent
Customer Mame: || | |

Accourt Mumber:

I Inactive

Assign Print hilling address
#h Parent ‘ ‘3’ on child invoices L

Billing Address Shipping Address Marketing
Address: | Address: | Inclustry: add/edit

| J =
| | Crigin: addfadit

City/StiFip: |Da||as |T}( j| City =t |Da||as |T}{ j | -

Purchaser/Specifier Contact Accounts Payable Contact Salesperson:
First Mame: First Mame:
Al Salesperson:
Last Mame: Last Mame: -
Title: Title:
Phane: - - Ext: Phore: - - Ext: | Referred by: ﬂ
FAX: - Besper: Fils: - Beeper:
Cellular - |9?2-_- Cell: - - |9?2—_—
" . add/zdit the table of
E-mail: E-mail: states/provinces
Find My =1 Shipping Cortact ;
rl E i, R £ = ]
MCustomer @ Customer u Lahelz = Manager é ? Help ﬂ X Ext
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This will bring up the search screen:

Search for Customer/Prospect

Contact Hame Alt Contact S alezperzon

Ea = Custamer Ea = Prozpect

#-E @ X oEm

ustomer

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.

Activity Advantage Software Documentation - Page: 11 of 21
© Copyright Miller Commercial Investments LLC. 2004-2007 All Rights Reserved.

Revised: 3/20/07



Search for Customer/Prospect

er Mame: (B3]

Account #:

Phone Mumber:

Contact Last Name:

Stabuz| Customer Mame

Contact Mame Alt Contact

Phone

,\ CTIVITY

City

S O F TWARE

Salesperson

Aaron's Auto

Wb, Aaron

214-513-7501

Dallas

Activity Software

Miller, K.athy Beale, Robin

972-635-5632

Lewizville

Angelus Pacific Co

W addell, Tim

434-333-6785

Fullertan

Qwrer

Colby Poster Printing Co

Colby, Glenn

Loz Angelez

Wiolf Blizzard

Diamond Chase Co

O'Hilg. Ermie

Irvine

In Town Suites

Mermmweather, Lee  Jenking, Mary

217-444-6E33

Arlington

Owrer

JCGury Co

Kinda, Joe

LaHabra

Lara Enterprizes

Lara, Albert

214-564-5675

South El Monte

Lucky Star Resturant

Ha, Quan

585-667-7842

Loz Angeles

toorestown High School

Miller, Termy

214-522-772d

Dallaz

Facifica School

Johnzon, Ben

9435551212

Laguna Miguel

214-667-5678  Dallaz
214-111-68855  Dallaz

Ruffing's [talian R esturant
W ally W arld

Saprano, Tony

TR A TR R A R e R

Janes, Hal

Ea = Cuztamer

F Help # Exit

#h c Find

uskomer

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 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. Fr o m
information and save it for future use.

Customers and Prospects

Basic Info

Profile

t hi

S screen

Contacts

,\ CTIVITY

S O F TWARE

Billing Addr,

Customer Name: |Activity Softweare

Account Mumber:

056
[ Inactive

BES

Address: |1

23 Anywhere Street

Fir=t Mame:

Title:

Cellular

E-mail

City/BHZip: |Lewisvile

Last Name:

Phone:
FaX:

|7

Purchaser/Specifier Contact

v 75287

: |activity

|Soﬂware

B |Ownen'CEO

7 T-237-9475

Bt

Beepet:

o

|a72

: |adivﬂymain@verizon.net

E

Prirt kiling sddress r
on child invoices

Shipping Address

Address: |

arketing

Inciustry: add/edit
Unassigned -

Ciriggin: addfedit

City/=tiZi: |Dallas

[« ~|l

Accounts Payable Contact

|Not Referenced v |

Salesperson:

Fir=t hame: |

Last Mame:

Title: |
a7z
72

Phone:

FAX:

Bt|

Beeper:

Cel; [a72

|a72

E-mail:

add/edit the table of
states/provinces

Reterred by:

Find Delete ey = =hipping g contact . Jop DAVE AT ;
MCustomer @ Customer Customer m e Lakels Manager % DT ? LIS ey ‘x i
. [ Inactive . A
The Inactive checkbox isused when you donét want

you

can

t o

del

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 |l arge reabParentdot acteocdmpady emic@phiSab:
of the companyise nt e r e €Childs rae dio Patent will eeeive a consolidated statement for
all of the Child locations, but all of the invoices stay with the Childr ecor dés hi story.

+ 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 Parentonthe Chi | d 6 s
invoices.

Creating a Parent/Child Relationship

+ Using the instructions in the Editing Customer Information section, Find the customer record that
you want d¢hivddobe the A
+ Click on the Assign Parent button:

Customers and Prospects Cust 1D
Marme:
Basic Info Frafile Financial/tisc. Histary Caontacts Motes
Parent
Customer Mame: |Ac‘ti\-"rty Software p |
Account Mumber: 5086 — Loion Prirt hilling address
M Parert ‘X’ on child invoices L

Billing Address Shipping Address Marketing

£« Find the desired
+« The parent record
4+ Click on Save.

ust omer parem®.r dDdbhlalte yolui ova nd n

c
6s account numbBaeentar@an d name ar e

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
customer 0s

excellent way to |l earn more about your

Customers and Prospects  CustID:

Marne:

Prafile FinancialMisc.

S O F TWARE

SOME TEXT |

If you want this Profile to display

This White area on
the right of the

screen is one place

every time this customer places
an order, check this box. This will
come in handy if the customer Overall Notes on this Customer:

used to keep notes
on a customer.

needs special handling or you —
want your CSRs to remember to
ask about something from this

customer. Secure Data (data in this box is encrypted in the database
/ and does nat appear with ather profile information):

[~ Display this profile and notes during order entry?

n e

(Fields in light red
color are awailable
Bz filter selections
in the harketing
hiodule)

used to store
confidential

= 2] [ [ | r
|f | ] r
! | =l [ R r
[ | RaIER | [E 8 r
| ] | E r

Fincl ey = Shipping Cortact Save As
il E W =5 £ L ; &
MCU @ Customer n Labels L Manager é ? gl ey

¥ Ext

paperwork.

invoice or other

This Yellow area is \

information. Anything
in here is encrypted in
the database and will
not show up on any

/

+ The labelfieldsar e used to assign common features f
names, Banner size or substrate they always choose, etc. Double-clicking on a grey box opens a
comment area for that | ine. This commenile. area

+ The 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
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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.

Customers and Prospects

Basic Info T Fraofile T Financial/tisc. History Contacts

Sales History

D) St 000 2005 Sales: $0.00
Tahulste Sales
WARNING: Sal ¥TD Sales: §0.00 2005 Sales: $0.00
: Sales _ _
figures may not be ToFaI Sales: §0.00 2004 Sales: $0.00
current unless you first Last Invoice D ate: 4/21/2007  2003Sales [ s000

press the 'Tabulate

S ales’ button. Last Invoice Number 005 2002 Sales $0.00

Payment History (number of invoices)

[ 030
[ o 0 Retuned checks: I_D

Inveice List

Showy Last 25

1003 452152007 $19.54

Irvoice Ma. | Crder Date | PickedUp Date Total Balance | Description i‘
(estimate) | 1/2202007 F11.595

§19.54 | Grand Cpening Banner
§11.95 | Grand Opening Banner

Finc Delete ey == Shipping Contact . Save Az .
[=2F
MCustomer @ Customer 'qustomer Labels ﬁru1anag|er @ T ? G ﬂ ey X i

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 contactsébilling address, shipping addresses, or job address.

Customers and Prospects  CustiD: B
Mame: Angelus Pacific Co

Basic Info Profile FinancialiMisc. Histony Contacts

Contact Information Address

" Biling Locstion (* Shipping Location ¢ Job Location Company Mame: |Angelus Corp.

Firat Wame: |R0ber1| Address: |'I 500 Maountain Yiew
Last Mame: [addsl |

Title: |
Phone: [434-333-6785 Ext: | ity =tiZi: |Fredrick |CA j|9283‘|-453

Fk: |__ Beeper: Fill with Biling sddress Fill with Shipping address

|
Taw 1 Class: |State j
Tax 2 Clags: |[s_|,lstem default) j
Tax 3 Class: |[s_|,lstem default) j

Contzct Phone CompEny Adddress City State
Wizddell, Rokett 494-333-6785 - - Angelus Corp, 1500 Mourtain Wiew Fredrick Lo}

Cellular: | n5%

I Tatal zales
|

E-mail |robywidangeiuspacitic com %
| Eanelsp 0.00% ta rate:

0.00% 8.5%

If you want to add a new contact, click

here after you choose the appropriate

o[ | location. When you have finished entering
information, click Save as New Contact

Tl Delete Contact | Mews Contact (o]

Mcuﬁind .@. Delete ; ey n Shipping = Cortact @ print ? Help Jop SEVE LS X Exit

stomer Customer Customer = | abels  Maracer e

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.

+ | f you want to edit an heixghsltiignhgt ctomata ca cdnst a @avéosr mM
Contact when you have finished editing the 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 #fAtool bar 0 tha Custbrhee Maintehanae tabsdds icons that you can click on to perform
different functions in the Customer Maintenance screens:

MCuEtigi'uer m CE;tI?;er . Cuhsl,teu:%'uer n =i SI::EE:QQ = h%;ll:iagztr % s ? iR . 5?‘1\;;&3 x =

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

method to do a search.

+ Delete Customer i 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 i 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 i 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 i You can use this to create a shipping label or send a mail merge letter strictly for

this one customer.

+ Contact Manager i ThisisADV ANT A Giethal 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 i Itis 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 thisasafi Chi df d 0
the current customer. Make sure you really want to do this before clicking yes.

-+ F

Do vou want to save as a child of current customer?

Wes | Mo | Canicel |

Note: You can also use the Save As New icon if you want to clone the existing customer & save it as a hew
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.

+ EXxit 1 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.

ACTIVITY

<2

. ,r/ This will overwrite the existing customer record. Continue?

More on Contact Manager

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

Schedule Contacts

Contact Customer

[~ Auto Scheduled
Time/D ate of Contact Follaw-up

Start: [0300PMI[Y] [04/22/2007 [-| | [ Add to Customer's Motes

End: 0330 PM : Type of note:

Contact Maotes

Customer:  |[Aaon's Auto

Employee |Wolf Blizzard

Here you can set the time and date of the follow-up, add t o the customer s not e
Employee you want to make the contact.

After you fill this in and click OK the following screen appears:
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Scheduled Contacts

08:00 A

08:30 A

09:00 A

09:30 &M

10:00 &M

10:30 A

11:00 &M

11:30 &M

12:00 PM

12:30 PM

01:00 PM

01:30 PM

02:00 PM

02:30 PM

032:00 PM

032:30 PM

04:00 PM

W Auto Scheduled O Appointments

Purge Current Contacts |

,\ CTIVITY

S O F TWARE

Al
Mon| Tue|Wed Thu
23|45
g 101112
16| 17| 18 | 19
23| 24|25 26
30

A ]
“iew Contacts
[~ Appaintments
[~ Auto Scheduled Fallow-ups

Emplayee? | Al Employees) -
Cusgtomer: chooze all
Keyward: Find!

Print Optionz
[~ ByDate Range

| Ll ta] L

v Current Date

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.

Activity Advantage Software Documentation - Page: 20 of 21

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

Revised: 3/20/07



,\ CTIVITY

S O F TWARE

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.

Customers and Prospects
wh High School

Basic Info Frofile Financial/tisc. Contacts MNotes

Date/Time  |Employes Memao 5. Date/Time  [Type  |[Amount
442172007 | Allie Katt The School Administrator is very particular about colors Fegular |$0.00
10:07:23
Pk

New Note: Employes: ’W‘
Type of note: ’m Edit Maote Types
Date: :
Time: ’7
Commitment Amount:
Invaice Mumber:

dhsearch botes ] 1Y Mew Mate

MCUEmd @ Delete eﬁ n Shipping Qontad @ Print ? Help an ¥ Ext

stomer Customer Labels ’ Manager

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.
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