OSAS

ACCOUNTS RECEIVABLE/SALES ORDER

ENTERING CUSTOMERS version 7.5
1. To enter a new customer or change information for a customer go to Accounts Receivable or Sales Order.

2. Go to File Maintenance.

3. Go to Customers.

4. Customer ID-Enter the new customer ID or if the customer already exists, hit F2 and look up from the list, then hit enter.

5. If this is a new customer ID, a field “Copy from” will appear.  If you would like to copy information for this new customer from an existing customer then enter the existing customer’s ID and hit enter.  If you do not want to copy from another customer ID then hit enter to skip this field.
6. General Information-Enter Y for yes.

7. Email Addresses-Enter Y for yes.

8. Credit and Balance Information-Enter Y for yes.

9. Credit Card Information-Enter Y for yes.

10. History Information-Enter Y for yes.

11. Ship to Addresses-Enter Y for yes.

12. Customer Comments-Enter Y for yes.

13. User Defined fields-Enter Y for yes.

14. Documents-Enter Y for yes.

15. Page down.
               General Information

1. Name-Enter the customer’s full name.
2. Status: Select A for active or I for inactive.  You can not enter an invoice for an inactive customer.

3. Address 1-3-Enter the customer’s street address.

4. City/State-Enter the customer’s city, hit enter then enter the state.

5. Zip/Country-Enter the customer’s zip code.  The country code for US does not need to be entered.  You may wish to enter any other country code.

6. Ship zone-Enter a code for the customer’s shipping zone.  This is not a mandatory field.  Hit enter if you wish to skip this field. Can be used in RW.
7. Attention-Enter the name of the person or department you send invoices and statements to.  This name will print on the invoices, statements, and mailing labels.
8. Phone-Enter the customer’s phone number.

9. Fax-Enter the customer’s fax number.

10. Contact-Enter the person you usually contact for payment or billing questions.

11. Class-Enter a code to classify this customer.  This code can be used later to sort some history reports.  Hit enter to skip this field if you do not want to enter a class.

12. Sales Rep 1-2-Enter the customer’s sales rep or hit F2 and select from the list.

13. Territory-Enter the territory location of this customer.  This is not a mandatory field.  Hit enter to skip this field.

14. Terms Code-Enter the terms code for this customers or hit F2 and select from the list.

15. Group Code-This is used for recurring billing.  Enter 0 as the default. A group code can identify groups of customers that have the same periodic billing requirements.  Enter C credit card sales are sent to a cc company and paid later.
16. Stmt/Inv Delivery-Enter one of the prompts at the bottom of the screen, N-None, P-Paper, or F-Fax,  that explains the customers statement and invoice needs.

17. Cust Level-This is used in inventory to classify your customers into groups for similar pricing calculations.  If you are not ready for this hit enter to skip, otherwise enter the customers level code.

18. Acct Type-Enter one of the prompts at the bottom of the screen, B-balance forward, or O-open invoice.  Open invoice customers can become balance forward customers, but balance forward customers can not become open invoice customers. 

19. Dist Code-Hit F2 and select from the list.

20. Partial Ship?-If this customer will accept partial ships enter Y for yes, otherwise enter N for no.  A warning message will appear if you try to ship partial ship an order to a customer with N in this field.
21. Tax Group-Enter the tax state this customer will be allocated to.

22. Taxable-If this customer is taxable, enter Y for yes, otherwise enter N for no.

23. Exempt-If the customer is tax exempt enter their tax exempt number.
24. Email address-Enter the customer’s email address if known.

25. Website-Enter the customer’s website address if known.

26. Page down.
E-Mail Addresses

1. Hit A to add an email address

2. Type:  Select (I) nvoice, (S)tatement, or (O)ther.

3. Email/Fax: Select (E)mail or (F)ax.

4. Name: Enter the email address or fax number

5. Name: Enter the contacts name.

6. Description: Enter the company name.

7. Page down.
8. N for next page.

                                              Credit and Balance Information

1. Pymt Method-Hit F2 and select from the list.

2. Finance Charge?-Enter Y for yes if you want the system to calculate finance charges for this customer, otherwise enter N for no.

3. Fin Charge Code-If Yes was entered for finance charges, enter the finance charge code for the rate and minimum charge that applies to this customer.

4. Credit Limit-Enter the credit limit for this customer if known.

5. Credit Hold-Enter Y for yes to put the customer on credit hold; otherwise enter N for no.  A customer on credit hold can not have an invoice entered.
6. Balance Information-This information comes from finance charge calculation (New Finance Charge) and daily sales order postings.  Do not change any information.

7. Page down.
                                                  Credit Card Information

1. Validate Credit Cards?-If you want to validate credit card numbers you enter in cash receipts or transaction payments against the list of credit cards on this screen,  enter Y.  If you want to allow any credit cards entered for this customer, enter N.

2. Page down.
3. Use the prompts at the bottom of the screen to add credit cards.  Hit F2 to select Payment Methods for the list.

4. Hit N to continue to the next page.

                                       History Information

1. All history information is updated from sales order postings.  Do not change the history.  Page down to continue.

2. Credit Status is read as follows:  First character represents the current period then the previous 11 periods (ie:  August is the current period, then July, June, etc.)  For each period a value can be from 0-4.  

0-All invoices, if any, were paid in 30 days

1-An invoice was 31-60 days overdue

2-An invoice was 61-90 days overdue

3-An invoice was 91-120 days overdue

4-An invoice was over 120 days overdue

                                                   Ship to Addresses

1. Use the prompts at the bottom of the screen to add ship to addresses for this customer.  A-is used to add a ship to address.  Ship to addresses can be accessed during order entry.

2. Hit D by a ship to address to set it as the default Ship-to address for this customer.

3. Hit N to continue to the next page.

                                                   Customer Comments

1. Enter the reference ID you would like to view comments for.   If you wish to view comments for all reference ID’s blank out the field.  Use the prompts at the bottom of the screen to add and edit comments.

2. The comment line does not wrap to the next line.  You must hit A to add another line or continue from the line above.

3. Hit N to continue to the next page.

                                                    User Defined Fields

1. Enter information for the user defined fields set up.  User-Defined Fields are setup in Resource Manager, Date File Maintenance, User-Defined Field Setup.
2. Page down to continue to the next page.

                                                     Documents

1. Documents saved to files are shown.  Use the prompts at the bottom of the screen to edit/view/etc the documents.  This can only be used with Windows.
2. Hit N to start over with another customer.      

