rated with your current software?

Tired of systems that just don't work?

pending too much time chasing your tail?

1 Customer Centered Business Management Software
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Customers

The customers are the central component of Business Pro on which all other components rely and are linked.
Depending on your organisation, a customer may represent an individual person, a business entity or a

department within a large enterprise.

The Customer component contains two primary screens, the Customer List screen and the Customer Details
screen. Access to the Customer List screen is gained by clicking the CUSTOMERS button on the Main Menu,

followed by the CUSTOMER MAINTENANCE option.

The Customer List Screen:

The Customer List screen provides a snap-shot of information about your Customers. The screen contains

Header, Detail and Footer sections.

Filters available in the Header section include a Customer Name Search, Status filter and a Source Filter. You

can use any combination of Filters to refine your search process.

Opening the Details Screen
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Filtering Records
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Double mouse click on
an underlined Customer
Name to open the
Customer Details screen
(see The Customer
Details Screen:)

By selecting an option
from the Status Filter or
Source Filter, you can
filter the list to show only
those records that match
your selection.



Searching for Records
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The Customer Details Screen:

The Customer Details screen contains the complete history and information pertaining to a Customer. The
screen contains data such as the primary address, contact names and phone numbers, as well as tabs displaying

information on various components, such as the Tasks assigned for this Customer.

The Primary Address
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Setting Option Lists
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Simply type in the text
you want to search for
into the Customer Name
Search and Business Pro
filters the records to find
any that match

The more text you type,
the narrower your search
becomes.

Delete the text to remove
the search and view all
records.

When creating a new
Customer, you can
choose the type of
Primary Address, cither
Street Address or Postal
Address.

In addition, you can also
add multiple addresses
for the Customer using
the ADDRESSES tab.

The list of available
options for fields such as
the Status field, can be
altered using the related
tab in the Settings screen.



The Addresses Tab

=101

A Customer Details

Suburb
Subwrb 1

Postal Suburb

DD 22221111

Save I Drelate | Hew I Cloze

The Contacts Tab
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The Jobs Tab

Flcustomer Details . =0 x|
Detads | Addresses | Cortacts {4055 | Quotes | Orders | Imvaices | Payments | Tasks | Campaigne | Custom Fieks |
Job Mo | Date Due | Description Stahs

1041042007 |dab 1 Daseiption bt =
0000017 1/03/2007 | Job 2 Desciiption Inaclive =
JOnooane 340342007 'JabSDaaDiipiim Eztive j
JON00019 2041042007 | Job 4 Desciption Aclive =l
JO00002F 28/03/2008 Job 5 Desciiption Inactive _':J

The ADDRESSES Tab
contains a list of
addresses this Customer
operates from, such as a
warehouse or distribution
centre.

Double mouse click on
an underlined Address
Name to open the
Address Details screen
(see Customer Address
Details).

The CONTACTS Tab
contains a list of
personnel working for
this Customer who are
relevant to your
organisation.

Select an option from the
Works At list to record
the Address where this
Contact usual works.

Double mouse click on
an underlined First Name
to open the Contact
Details screen (see
Customer Contact
Details).

The Jobs Tab contains a
list of jobs being carried
out, or already carried out
for this Customer.

Select an employee who
will complete this Task
from the Assigned To list.

Double mouse click on
an underlined Job
Number to open the Job
Details screen.



The Quotes, Orders and Invoices Tabs
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The Payments Tab
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The Tasks Tab
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The Quotes, Orders and
Invoices Tabs contain a
list of Sales documents
that have been created for
this Customer.

The documents Invoice
Type determines which
tab the document appears
in.

Double mouse click on
an underlined Invoice
Number to open the
Customer Invoice screen.

The Payments Tab
contains a list of
Payments that have been
made by this Customer.

Double mouse click on
an underlined Payment
Number to open the
Customer Payment
screen.

The TASKS Tab contains
a list of tasks being
carried out, or already
carried out for this
Customer.

Select an employee who
will complete this Task
from the Assigned To
list.

Double mouse click on
an underlined Description
to open the Task Details
screen.



The Campaigns Tab
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The Custom Fields Tab
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The CAMPAIGNS Tab
contains a list of

Campaigns this Customer
has been assigned to.

Select an option from the
Response list to record
this Customer’s response
to a Campaign.

Double mouse click on
an underlined Campaign
Name to open the
Campaign Details screen.

Like most components in
Business Pro, the
Customer Component
can be customised to suit
your requirements with
the use of Custom Fields.

Single mouse click on
the Options button to see
a list of available values
for this Custom Field.

Edit, add New and Delete
Customer Address records
using the Address Details
screen.

Choose an existing
Customer from the
Customer Name list and
enter the required
information in the boxes
provided.



Customer Contact Details
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Customer Options:

Edit, add New and Delete
Customer Contact records
using the Contact Details
screen.

Choose an existing
Customer from the
Customer Name list and
enter the required
information in the boxes
provided.
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¢ (Click the CUSTOMER SETTINGS item on the Company Details screen to view all available Option

lists.

¢ Click either the Marketing Source or Customer Status commands to view a list of options for these

fields.

¢ [Edit any existing values, or add a new value at the bottom of the list.



