Enter Customers from F6 (while in an order)

If a new customer needs to be entered while entering an order, do the following:

At customer ID, hit F6.

Cust ID – Hit enter to the Name field and enter the name (last name first, first name last). Once all information is entered and you have paged down, the system will create a customer ID based on the first four letters.  

Another option is to enter the first four letters of the customers name, hit F2, scroll down till you find the last number of the customer ID sequence, hit F7 to close the look up box, then enter the customer ID (first four letters and two numbers).

Address 1, 2, 3 – Enter the customer’s street address

City/State – Enter the customer’s city and state.

Zip Code – Enter the customer’s zip code.

Country – Enter the customer’s country code or hit F2 and select from the list. (this is not a mandatory field).

Ship Zone – Not a required field.

Attention – Enter the name of the person in charge at this customer.

Phone – Enter the phone number.

Fax – Enter the fax number.

Contact – Enter the contact person for this customer.

Class – Not a required field.

Sales Rep – Enter the sales rep for this customer or hit F2 and select from the list.

Territory – Not a required field.

Terms Code – Hit F2 and select from the list.

Pymt Method – Hit F2 and select from the list.

At this point you can page down to the next required field which is Tax Group.  
Tax Group – Hit F2 to select from the list.

Page down.

Hit F7 to return to the order you were entering.
