RENTAL & SALES
'SOFTWARE SYSTEMS

Lookup/Change/Add Customer Data - RCUSTMNT

Chapter 6 — Lookup/Change/Add Customer Data -
RCUSTMNT

This program is used to lookup, change or add information on a customer. To enter
this program, select the option “Add/Change a Customer Info” off of the Customer
Menu or press the F10 key and at the command line type in “RCUSTMNT". See
Figure 6-1. The first customer maintenance screen you see will look like Figure 6-2.

RTO Cust Menu 1 RS55 12.5 TRAINING

i 28/18/18 2:14 pm

ﬂ. Add/Change Customer Info RCUSTMNT
2. Change Rental Rgreement RTOCSMHT
3. Inguire Closed RAgreements CLOSEING
4. Take Payment on Closed Agree CRP

5. Print Customer History RENTHIST

You have mail!

F1-0OFM F2-MAIL F4-CALENDAR F5-HELP F7-SECURITY FB-Prav

Figure 6- 1 Customer Menu
Lustomer Malntenance R IRLTAL]

Customer Hame/d: M

F1-Address FE-Drvrs Lic F3-55AN F4-Acct Hbr FS-Help FG6-Find by Phone#

Figure 6- 2 Customer Maintenance Screen

At the Customer Name/#: prompt you can enter the customer's name (last name
first), account number, address, driver’s license humber, phone number or social
security number via function keys:

F1-ADDRESS - You may search by partial numeric address
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F2-DRIVERS LICENSE NUMBER

F3-SOCIAL SECURITY NUMBER

F4-ACCOUNT NUMBER

F6-PHONE NUMBER - Type in the entire phone number.

Looking up a customer alphabetically

At the Customer Name/#: prompt you can enter the customer's name (last name
first; full or partial) and press the enter key. At the next prompt, you can enter part
of their first name or press the enter key again. Press enter through the “0” store
number and you will get a listing of customers in alphabetical order. See Figure 6-3.

Lustomer Maintenance He/18/18
Customer Hame/#: SMITH

Loc Acct Hbr Last Hame First Hame Address OL& Or City S5AH
B 165679 SMITH RLESHIA 146 BRADFORD ST  ANYTOMN BEG]
% 114 111318 SMITH RLICIA 2C LILTH FAIR ANYTOWN aaa1
¥ 101 162485 SMITH RMRHDA 123 ABC LANE ANYTOKN Baal1
¥ lag 111586 SMITH RPRIL 116 WASHINGTON 5 ANYTOWH Beal
# 101 160187 SMITH RUDREY 0 RDBIN DRIVE ANYTOWN naa1
¥ 189 186343 SMITH RUTUMH PO BOX 233 ANYTOKH Beal
107733 SMITH BRRBARA 132 MAIN ST ANYTOWN [ ]
# 186 116778 SMITH BEHIAMIN 658 CR 31 ANYTOWN oael
¥ 1ol 189697 SMITH BE THRNY 3 5. DELAKARE UM ANYTOWN aeal
# 101 161382 SMITH CHRRLES BE7 SHERMAN AVE ANYTOKN Baal
111489 SMITH DANIELLE 298 RIDGE STREET ANYTOWH paal
¥ 111 167755 SMITH DAVE BI66 E FLOYD RD ANYTOKN 01
* 183 183329 SMITH DAVID 37 LANCASTER 15T ANYTOWH Beal
* 189 104599 SMITH DAKH 1111 CTY RTE 35 ANYTOKN 1
111858 SMITH DENISE 2PB5S HWY 420 ANYTOWN 0ol

Fl-Hext Page F2-Prev Page F3-AR/RTO Hist F4-Chg F5-Delete FG6-Add

Figure 6- 3 Customer Maintenance Screen (customers alphabetically)

Screen Prompts at the bottom of the screen are as follows:

F1-Will take you to the next page of this search.

F2-Will take you back a page in this search.

F3-Will show you the AR/RTO, ticket history on the customer you have highlighted.
F4-Will allow you to make changes to the customer record you have highlighted.
F5-Will allow you to delete the customer you have highlighted.

NOTE: deleting is only possible with proper security and only if this customer has no
ticket history.

F6-Will allow you to add a customer.

Looking up a customer by address

If you wanted to lookup a customer by address, enter all or part of the address and
press the F1 key. In the following example, 1526 was entered at the Customer/#
prompt and F1 was pressed. See Figure 6-4.

Page 2 of 13



RENTAL & SALES
'SOFTWARE SYSTEMS

Lookup/Change/Add Customer Data - RCUSTMNT
Lustomer Maintenance 218/ 16
Customer Hama/#: 162
Loz Acct Hbr Last Hame First Hame Address OL# Or City S5AN
¥ 114. 111963 ROHER GRII 162 BRODKLINE RD RNHYTDWH Baa1
1050849 ROSEBOOM LLOYD 162 DIVISION 5T AHYTOWN Baal
169174 RODED RHHE 168 DIVISION ST ANYTOWN Baa1
# 102 161492 RODRIGUEZ  STEFRNIE 162 DIVISION ST. ANYTOMN Bae1
184871 VAHNDSTRAMD TORRI 162 DIVISION STR ANYTODWH Baa1
¥ 118 187162 TUCKER DOMONEC 162 G THIRD RVE ANYTDHH Baal
163022 SIPF REMEE 162 GUY PRRK AHYTOKH BEGe1
111686 SIPF RENEE 162 GUY PARK ANYTOKN pae1
¥ 189 111345 MILLER MERGRAN 162 LOKER PRARK 5 RANYTDWH Baal
¥ 1856 112193 CLARK cooy 162 MAIN ST APT ANYTOWH Baal
184233 SANBY RRCHEL 162 MAIN ST. AHYTOKH Ben1
166969 BROMNING  DUSTIH 162 MAIN ST. ANYTOKN pant
¥ 183 183219 HORMANDIN  PATRICIA 162 MOHAKE ST AP ANYTOWH Baal
¥ 189 184415 DUDRSH NICK 162 PARK ST ANYTOKN Bgaal
% 113 111659 BRIMSON TINA 162 SHARDH RVE  ANYTOMM nont
Fi-Hext Page F2-Prev Page F3-AR/RTO Hist F4-Chg FS5-Delete Fb-Add

Figure 6- 4 Customer Maintenance Screen (customers by address)

Looking up a customer by drivers license number

If you wanted to lookup a customer by driver’s license number, you would enter a
full or partial driver's license number and press the F2 key. Note that if there is no
Driver’s License is in the customer record or if you do not have proper security to
even view a driver’s license number, the display screen will show City in the
customer record.

Looking up a customer by social security number

To search by last four digits of social security number, enter the last four digits and
press the F3 key. To search by beginning characters of social security number, enter
beginning characters followed by zeros to complete the 9-digit number without
dashes and press the F3 key. To find an exact match on a social security number,
enter the entire social security number with no dashes and press the F3 key.
Customers will be displayed in numerical order by the social security search option
you have chosen. The social security number will not display in its entirety. T

Looking up a customer by account number

If you wanted to lookup a customer by account number, you would enter the full or
partial account number and press the F4 key. In the following example, account
number 200010 was entered and the F4 key was pressed. See Figure 6-5.
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Lustomer Maintenance v/ 18/ 18
Customer Name/#: 103329
Loc Acct Hbr Last Hame First Hame Address DL# Or City S5AN
* 103 l 183329 SMITH DRVID 37 LANCRSTER 15T ANYTOMWN Beal
# 103 183331 ROBINSON  RRYMOND 36 COLUMBIA GARD AHYTOWH BBa1
* 161 183332 MATTISON  SARA 1628 DIX RVE LOT ANYTOWH Bea1
183333 HOREAULT TRBITHA 62 NORTH 4TH ST ANYTOKWN Booal
* 187 183334 MAIER BRRBARA 37 FAIRVIEW 5T  RAHYTOMN Beal
% 104 103335 HEHRY TERRI 251 BELMONT COUR ANYTOWH Beal
103336 BACKUS JUSTIN 1897 5T HHY 868  ANYTOWN Beal
103338 DARROW TRANYA 4 REWAS DR RAHYTOHN eeal
183339 LANGEVIN MEGRN 1845 WASHINGTON ANYTOWH Beal
# 103 103340 WEEKS JOHH 445 BROADWAY AHYTOMH Bea1
103341 SCHRIEVER  LORI 96 HRMILTON HOME ANYTOWN Beal
* 193 103343 CORRALES JESSICA 93 COHGRESS ST  ANYTOWN Beal
* 183 103344 RILEY SHANHON 158 PAINE 5T ANYTOHN Beal
# 103 1083345 SMITH TERRI 114 BGEDRGE ST ANYTOMH Bea1
* 183 103346 CRAKDALL TRACEY 180 LANCASTER ST ANYTOWN Beal
F1-Hext Page F2-Prev Page F3-AR/RTD Hist F4-Chg F5-Delete FG-Add

Figure 6- 5 Customer Maintenance Screen (customers by account number)

Find Customer by home phone number

If you wanted to find a customer by his/her home phone number, enter the entire
home phone number, using no spaces or dashes (include the area code) and press
the F6 key.

Changing customer information

This feature requires proper security to be able to change customer information.
Place the cursor next to a customer on the list and press the F4 key or press the
enter key. The screen will now show the customer data, see Figure 6-6.

Lustomer Change b/ 18/ 18
Customer/0r: EHI1H ,» AMANDA Acct#: 162465
Company Hame:
Contact Hame:
Address: 123 RBC LAHE
Rddress Line 2:
Zip/City/State: 55555-0008 RHYTOWN T  Map Codae:
Home Phone Hbr: (555)555-5555 Work Phone Hbr: (555)555-5555 Ext:
Cell Phone Hbr: (333)333-3333 Pager Phone Nbr:
Fax Phone Hbr: Birth Date: 5/25/1982 Marketing Info
55AN: 000-00-0001 Drivers License Mbr: 1
Taxabla?: ¥ Tax Codes Bill To Humber:
Tax Humber:
Charge Cust: N Retail Discount Level:
Credit Limit: 8 Default Retail Pmt Form:
Status Flag: Default: Salesperson/Acct Mgr: |
Customer Type: L RTD Recw:
Email Address:
Bank/CC Info: pa/ee
Default PO Hbr: Best Time to Call
Enter the customer's last name or leave blank for Company Name
F1-References F2-Employer F3-Landlord F4-2nd Cust FB-Comment F7-Car Info

Figure 6- 6 Customer Change Screen

Using the enter key or arrow key, move to the field(s) you need to change and enter
the new information. When you have made the necessary changes, press the F9
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key. You will be prompted "Any More Changes". When this is answered with an N
for no, you will be returned to the screen listing of the customers. If you need to
make corrections again, answer with a Y for yes, correct your errors and answer with
a N for no, you will be returned to the screen listing of the customers.

Adding a customer

To add a customer to the system, press the F6 key. You will now see a screen as
shown in Figure 6-7. Note: Most customer adds are done while writing up a new
agreement.

Lustomer Hdd g2/ 18/18
customer/or: [J , Rcot:
Company Hame:
Contact Hame:
Address:
Address Line 2:
Zip/City/State: GEEEG-0O00 TX Map Code:
Home Phone Hbr: Work Phone Hbr: Ext:
Cell Phone Hbr: Pager Phone Hbr:
Fax Phone Hbr: Birth Date: Marketing Info
S5AN: BGG-08-0008 Drivers License Hbr:
Taxable?: Y Tax Codes Bill To Humber:
Tax Humber:
Charge Cust: N Retail Discount Level:
Credit Limit: ] Default Retail Pmt Form:
Status Flag: Default: Salesperson/Acct Mgr:
Customer Type: RTD Recv:
Email Address:
Bank/CC Info: 66/00
Default PO Hbr: Best Time to Call:
Enter the customer's last name or leave blank for Company Hame
F1-References F2-Employer F3-Landlord F4-2nd Cust F7-Car Info

Figure 6- 7 Customer Add Screen

CUSTOMER/OR: Enter the customer name, last name first and press the enter key,
then enter the first name and press the enter key. Use all capital letters or if this is
an institution or a business, go to the next line by pressing enter through the
customer name fields.

ACCT#: Press the enter key and the system will automatically assign the next
available account number to this customer.

COMPANY NAME: Enter the company name. Note: Use customer name or
company name but not both. Press the enter key.

CONTACT NAME: If this is a company account, enter the name of the contact
person here.

ADDRESS: Enter their primary address.

ADDRESS 2: Enter additional address information in here.

ZIP/CITY/STATE: Enter the zip code and the city and state will fill in based on zip
code. If the city and state do not fill in call or email RSSS support. You can change

City and State if necessary; i.e. several cities in this zip code.
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HOME PHONE NUMBER: This is a required field. Enter the primary phone number
here. If they do not have a home phone number enter 1.

MAP CODE: For Canada. Enter the Canadian postal map code here if applicable.

WORK PHONE NUMBER: This is a required field. Enter the work phone number
here. If they do not have a work phone number enter 1.

CELL PHONE NUMBER: You may enter a cell phone number here or press enter to
proceed to the next field.

PAGER PHONE NUMBER: You may enter a pager phone number here or press
enter to proceed to the next field.

FAX PHONE NUMBER: You may enter a fax machine phone number here or press
enter to proceed to the next field.

BIRTH DATE: This is a required field. Enter their birth date here. Note format
MM/DD/YYYY (See Customer Reports for the birthday report).

MARKETING INFO If you have this feature, you will be required to gather
marketing information from the customer when you are adding a new customer after
you enter the birth date, otherwise, you will be taken on to the social security
number field. See Figure 6-8.

Lustomer Hod B/ 19/10

Customer/Dr: SMITH , DON Rcctd: 112449
Company Hame:
Contact Hame:
Rddress: 123 PRRIRIE
Rddress Line 2:
Zip/City/State: TB475-8000 CORPUS CHRISTI TX Map Code:

Home Phone Hbr: (361)555-5555 Hork Phone Hbr: (361)993-1796 Ext:
Oun or Rent Home: [§ Date: 1/01/18 Education: 2
Miles From Store: 2 Gender: M
Marital Status: 5 Raca: W
Rented Before: H Bankruptcy: H
Referral Cust #: Referral Date:
Referral Hame: Adv Source Code: FL
Marketing OptOut: ¥ Nbor Mthly Bills: 5
Bank Account Hbr: 5555555555555 Bank Hame: B
Branch Location: AMERICAN BANK CC Rcct Type: B
Cell Phone Cmpny: SPRINT Date Verified: 2/19/18

(0)un or (R)ent Home

F1-References F2-Employer F3-Landlord F4-2nd Cust Fi-Car Info

Figure 6- 8 Adding Marketing Information Window

OWN OR RENT HOME (O)wn or (R)ent Home

DATE Date Moved Into Current Address

EDUCATION 1) High School 2) Some College 3) Trade School 4) College Graduate
MILES FROM STORE 1) Less Than One 2) 2-3 3) 3-5 4) Over 5

GENDER (F)emale or (M)ale

MARITAL STATUS (S)ingle, (M)arried, (D)ivorced, or (W)idow
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RACE (A)sian, (B)lack, (H)ispanic, (O)ther, or (W)hite

RENTED BEFORE Rented From Another Company? (Y)es or (N)o

BANKRUPTCY Filed Bankruptcy? (Y)es or (N)o

REFERRAL CUST If Referred By Someone, Enter Their Name and a window will pop up
for you to select the referral customer from.

REFERRAL DATE The date the customer was referred

ADV SOURCE CODE How Did You Hear About Us? (?? To Display Selection Window for
choices)

Customer Wants to Opt-out of Receiving Marketing Info? (Y)es or (N)o
NBR MTHLY BILLS Number of Bills the Customer Pays Monthly
BANK ACCOUNT NBR Bank Account Number
BANK NAME Bank: 1) Bank of America 2) JPMorgan/Chase 3) Wells Fargo 4) US
Bank 5) WAMU 6) Wachovia 7) Countrywide 8) Other
BANK BRANCH LOCATION Bank Branch Location

ACCT TYPE Bank Account Type (C)hecking (S)avings or (B)oth
CELL PHONE COMPANY Type in the cell phone company name the customer uses.
DATE VERIFIED Last date the customer’s information was verified.

SSAN: This is the social security number field. This is required and protected by
security settings. If you do not require a social security number enter a 1 here.

DRIVERS LICENSE NBR: This is a required field and protected by security settings.
If you do not require a driver’s license number enter a 1 here. If 1 is entered for the
driver’s license number, the system will display this customer’s city in that field on all
customer search functions.

Note: If a Driver’s License number or Social Security number other than 1 has been
entered and that number is already on a customer record, the system will display the
following message on the bottom of the screen: Social Security Number or Driver’s
License Number already on File; Continue: N, see Figure 6-9.

Customer Hdd g 1d,av

Customer/0r: DOE + JOHHN Acct#: 10012237
Company Hame:
Contact Name:
Address: 123 ABC LANE
Address Line 2:
Zip/City/State: 11111-0000 CORPUS CHRISTI TX Map Code:
Home Phone Hbr: (555)555-5555 Hork Phone Hbr: (555)555-5555
Cell Phone Hbr: Pager Phone Hbr:
Fax Phone Hbr: Birth Date:
S5AN: (‘155—00—0001) Drivers License Hbr:
Taxable?: Y Tax Codes Bill To Humber:
Tax Humber:
Charge Cust: H Retail Discount Level:
Credit Limit: ] Default Retail Pmt Form:
Status Flag: Default: Salesperson/Acct Mgr:
Customer Tupe: RTO Recwv:
Email Address:
Bank/CC Info: 00/00

: A 4 5
{gucjal Security Acct Hbr Already On File;Continue: !Bcnunt Humber

[@-rReferences FEE-Employer EE-Landlord @-2nd Cust [-Car Info

Figure 6- 9 Customer Add Screen SSN already on file message

Press the enter key to accept the default of N for no. This will take you back to the
“Customer Name/#” prompt. Type in the number that was “already on file” and use
the appropriate function key (F1 or F2) to find out which customer already has this
number.

TAXABLE If this account is taxable, enter a Y for yes. If this is account is tax
exempt, enter an N.
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TAX CODES Enter to accept the default. If you have a unique tax situation, consult
with your company management or ask an application support specialist at RSSS. |If
you use the Service Department module you will be prompted to enter a default tax
code here.

BILL TO NUMBER Only use this field if another party is to be billed for any
accounts associated with this customer or company. For example, ABC Company
purchase orders are paid by Jones ABC Enterprises, Inc. so you would enter ABC
Enterprises, Inc. account number here.

TAX NUMBER If you answered N to the Taxable field above, enter the Federal Tax
Id number here. If you do not know the federal id number, enter a 1 here. If the
account is taxable leave this field blank.

CHARGE CUSTOMER Will this customer have a charge account at point of sale?
(Y for yes or N for no). If left at no, employees will not be able to set up an AR
charge account for this customer. They will however be able to set up a layaway or
special order account.

RETAIL DISCOUNT LEVEL You have the ability to insure this customer or company
gets a discount on every sales transaction. Leave blank for no discount or choose
one of the following options:

Left blank = No discount

C = Cash only

D = Discount

O = Discount is set at MOP Price (Manager Override Price).

A = Discount is set at MAP price (Minimum Acceptable Price).

In the next field you will be prompted to enter the discount percent if C or D was
selected. See the Sales Control Record to determine if the discount will be off the
List Price or Regular Price, and to set maximum discount percentage you will allow.
Note: List, Regular, MAP, and MOP pricing are found on the model number of the
items being sold.

CREDIT LIMIT If you answered Y for yes to allow this customer to charge, enter
the credit limit here. NOTE: Proper security is required. A zero here indicates the
customer has an unlimited credit limit. If you are using the Sales AR system and
have a revolving payment form, you may set up the credit limit here.

DEFAULT RETAIL PMT FORM To ensure an customer, institution or business
charges always go to the correct payment form for retail sales you may enter it as a
default here, or accept the blank default and enter to the next field.

STATUS FLAG This is a two-character free form field. Information entered here will
not appear on any report.

DEFAULT SALESPERSON/ACCT MGR Entering a salesperson number in this field
will populate this salesperson field on all new rentals and sale transactions and
agreements for this customer as a default. Entering an account manager nhumber in
the next field will also populate all future rental and sales transactions with this
number as a default in the account manager fields.
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CUSTOMER TYPE Default customer type for future transactions. Customer type can
be overridden in the Sales AR and RTO programs when adding new transactions for a
customer. Customer type will help you with your reporting and marketing.

RTO RECV This field gets updated automatically by RTO Receivable transactions.
EMAIL ADDRESS If the customer has an email address, you may enter it here.

BANK/CC INFO You can store customer’s credit card or debit card information
here. Enter the type of card as noted at the bottom of the screen and then enter the
card number. You will also be prompted to enter a valid expiration date for this card
number. This information is used in the AUTOPAY program. If you plan to use this
feature, consult with RSSS support to assess what additional programming may be
necessary. Proper security is required to access and view this field.

CREDIT CARD TYPES:

VS = Visa

MC = Mastercard

DI = Discover

AM — American Express

OT = Other

DB = Bank Draft

DEFAULT PO NBR You may enter an open purchase order number for this
account’s future sales accounts receivable (AR) invoice (ticket). Enter the word
“HOLD” to prevent any billing on this account until a purchase order number is added
to the individual AR invoice (ticket).

BEST TIME TO CALL: Enter the best time to contact this customer by phone.

SCREEN PROMPTS at the bottom of the screen you will see screen prompts:
F1-References
F2-Employer
F3-Landlord
F4-Second Customer
F6-Comments
F7-Car Information

Following are examples of the screen prompts and optional additional information for
this customer.

F1 - Adding areference

While at the Customer Add Screen, you will see prompts on the bottom of the
screen. Press the F1-References key to add references on this account. You will see
a screen similar to Figure 6-10. You can enter up to six different references.

NOTE: Screen Prompts are at the bottom of the screen; you must press the
F9 key through both pages of references to save additions or changes.
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]
tame: [OUGH » JAKE -
Customer/Dr: SMITH Add: 127 RABC STREET
Company Hama: Rdde:
Contact Hame: City: CORPUS CHRISTI TX 11111-
Rddress: 123 PRAIRIE Ph: (333)333-3333 Map Code:
Rddress Line 2: Rel: HEIGHEOR
Zip/City/State: TB475-0000 Hame: .
Home Phone Hbr: (361)555-555 Add:
Call Phone Hbr: (361)444-444 Add2:
Fax Phone Hbr: City: TX 0606606-
S5AN: GOG-00-0001 Ph: Map Code:
Taxable?: ¥ Tax Rel:
Tax Humber: Hame : .
Charge Cust: N Rdd:
Credit Limit: ] Rdd2:
Status Flag: Defaul || City: Tx BA6e6-
Customer Tuype: L Ph: Map Code:
Email Address: Rel:
Bank /CC Info:
Defsult PO Nbr: I
Last name for this reference
FB-Backout F9-Second Page Fle-Exit ENTER-Hext Field

Figure 6-10 Adding a Reference Window

F2 - Adding an employer
Press the F2-Employer key and you will be able to add their employer information,
see Figure 6-11. Payday information you enter here will appear in the Take

Payments (RP) screen for the customer. Best time to call information will also
display in Take Payments (RP) screen for this customer.

Lustomer Hod g2/ 19/ 18
Customer/Or: SMITH » DON Aooté: 112449
Company Hame:
Contact Hame:
Address: 123 HWork Information
Address Line 2:
Zip/City/State: TB4T Company: ®YZ CORPORATION
Home Phone Hbr: (361 Add: X¥Z BLVD
Cell Phone Hbr: (361 Add2: STE 1111
Fax Phone Hbr: City: CORPUS CHRISTI TX 11111-
55AN: B08- Map Code:
Taxable?: Y
Tax Humber: PayDays: FRIDAY Frequency: B
Charge Cust: N Income: 2,500,600 Full/Part Tima: F
Credit Limit: shift: B-5 Date Employed: B/02/06
Status Flag: Position: SHIPPING CLERK
Customer Tuype: L Supervisor: SAKS
Email Address: Comment : I
Bank/CC Info:
Default PO Mbr: L
Miscellaneous nutasfdapartmant.suparvisnr,axt&nsiun.&t:.J
FB-Backout FO9-Update Record Fle-Exit ENTER-Hext Field

Figure 6-11 Adding an Employer Window
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F3 - Adding alandlord

Press the F3-Landlord key and you will be able to add landlord information. You can
add information about the customer’s residence or the landlord he rents from or if he
owns a house, mortgage information or other information related to the customer’s
dwelling. See Figure 6-12. This information will now show up on the contact list in
the enhanced collections (optional) module.

Charge Cust: H

Credit Limit:

Status Flag:
Customer Type: L

Lustomer Hod B2/19/18
Customer/Or: SMITH » DON Root#: 112449
Company Hame:
Contact Hame:
Address: 123 P Landlord Information
Rddress Line 2:
Iip/City/State: 78475 Apt:
Home Phone Hbr: (361) Mgr:
Cell Phone Hbr: (361) Or Landlord's Hame
Fax Phone Hbr: Hame: BRKER » MARY
55AN: 000-8
Tawable?: ¥ Monthly Pmt: BoG. Ba
Tax Humber: Mortgage Co: HOHE

Add:
Rdd2:
City: CORPUS CHRISTI TX 11111-

Ph: (361)777-7777 Map Code: i

129 PRAIRIE

Email Address:
Bank/CC Info:
Default PD Hbr:

Best Time to Call:
Landlord's map codes

FB-Backout

F9-Update Record

F1e-Exit

ENTER-Mext Field

Figure 6-12 Adding a Landlord Window

F4 - Adding a second customer

Press the F4-2" Cust key and you will be able to add spouse, roommate, co-
applicant information and their mailing address, if required. See Figure 6-13.

Eusrumer Eﬁange B3/38/18
Customer/0r: SMITH , LORETTR Rcotd: 4848673
Company Hame: i
Contact Hame: Customer Mailing Address
Rddress: 1625 W
Address Line 2: Rdd: 123 PRAIRIE
Zip/City/statfR55555-| Add2:
Home Phone Nbr: (555)5| City: ANYTOWN TX 55555-1234
Cell Phone Hor:
Fax Phone Hbr: Second Customer Info
55AN: BOG-86
Taxable?: ¥ Hame: SMITH . FRRLEY
Tax Humber: Rdd: 123 PRAIRIE
Charge Cust: Rdd2:
Credit Limit: City: RNYTOWN TX 55555-1234
Status Flag: Ph: (361)555-5555 Map Coda:
Customer Type: D W Ph: (614)444-4444 Ext: poB: 3/11/1936
Emzil Address: 55AN GOG-G0-8661 DLH: 1
Bank/CC Info: Rel: BRDTHERI
Default PO Nbr:
Relationship to the first customer
FB-Backout F9-Update Record F1e-Exit ENTER-Hext Field

Figure 6-13 Adding a Second Customer Window
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F6 - Adding a comment

Press the F6-Comment key and you will be able to add comments to this customer’s
record. See Figure 6-14.

Lookup/Change/Add Customer Data - RCUSTMNT

Customer/0r:
Company Name:
Contact Hame:
Address:
Rddress Line 2:
Zip/City/State:
Home Phone Hbr:
Cell Phone Hbr:
Fax Phone Hbr:

SMITH

123 PRAIRIE

7B475-8080 CORPUS CHRISTI
(361)555-5555
(361) 444-4444

Customer Change

+ DON

™
Hork Phone Hbr: (361)993-1798 Ext:
Pager Phone Nbr:

Birth Date:

BES19/16

Rocotd: 112449

Map Code:

Marketing Info

Cus

THIS IS THE COMMENT BOX YOU CAN ENTER COMMENTS IN ABOUT THIS CUSTOMER.
¥YDU CAN ADD UP TD 5@ LINES OF COMMENTS.
C|f DISPLAY IN THE CUSTOMER SCREEH RRER UHDER FB-COMMENT KEY RHD ARE
Cr| RVAILABLE IN OMSCREEN COLLECTIONS (TICKDUE) MODULE UHDER REFERENCE
5| THFORMATION.

=}

THESE COMMENTS WILL OHLY

Ban

Enter Comment, and press F9 when done
Enter the customer's last name or leave blank for Company Hame

Fi-Fwrd F2-Back F9-Done F18-Abort HOME-Top PG OH-Del Line PG UP-Ins Line

Figure 6-14 Adding Customer Comments Window

You may enter any comments about the customer here. When you have finished
entering your comments, press the F9 key. There is room here for 50 lines of
comments. They will only be displayed in the Customer Maintenance (RCUSTMNT)
program and available in On Screen Collections (TICKDUE) under reference
information.

F7 - Adding car info

Press the F7-Car Info key and you will be able to add information on the customer's
vehicle, if required. See Figure 6-15. You may enter information for two different

vehicles.
Customer Change B2/ 19/ 18
Customer/0r: SMITH . DOH Rcotd: 112449
Company Hame:
Contact Hame:
Rddress: 123 PR Car Information
Address Line 2:
Zip/City/state: TB475- License: 123REC
Home Phone Nbr: (361)5 VIN Hbr: AR12456BCFA034I0MI99999
Cell Phone Nbr: (361)4 Year: POGO
Fax Phone Hbr: Make: FORD
53AM: oee-88 Model: MUSTANG
Taxable?: Y Desc: RED GT
Tax Humber:
Charge Cust: N Lien: HOHE
Credit Limit: Phone #:
Status Flag: Pmt Amt: per
Customer Type: L Purchase Date: I
Email Address:
Bank/CC Info: L
Default PO Nbr: Best Time to Call:
Date Purchased
F8-Backout F9-Second Page F1B-Exit ENTER-Hext Field

Figure 6-15 Adding Car Information Window
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Lookup/Change/Add Customer Data - RCUSTMNT

Once the information has been entered, the prompt "Any More Changes:" will be
displayed, see Figure 6-16.

Lustomer LChange B2/19/16

Customer/Or: SMITH , DOH Rcoté: 112449
Company Hame:
Contact Hame:
Address: 123 PRARIRIE
Rddress Line 2:
Zip/City/State: 7B475-0008 CORPUS CHRISTI TX  Map Code:

Home Phone Hbr: (361)555-5555 Work Phone Mbr: (361)993-17906 Ext:
Cell Phone Hbr: (361)444-4444 Pager Phone NHbr:
Fax Phone Hbr: Birth Date: Marketing Info
S5AN: DRR-BE-BAR] Drivers License Hbr:
Taxable?: Y Tax Codes Bill To Humber:
Tax Humber:
Charge Cust: ¥ Retail Discount Level:
Credit Limit: 10,000 Default Retail Pmt Form: 26
Status Flag: Default: Salesperson/Acct Mgr: 1
Customer Type: L RTD Recwv:

Email Rddress:

Bank/CC Info: MC 2RPRRRERRRRRRRRRRERRRRR2ER 02/13
Default PD Hbr: Best Time to Call:
Any More Changes: H

F1-References FE2-Employer F3-Landlord F4-2nd Cust Fb-Comment F7-Car Info

Figure 6-16 Customer Add Screen with data
If you need to go back and make changes, enter Y for yes. If not, press the enter

key to accept the default of N for no. Press the F9 key when you are done and you
will be taken back to the Customer Maintenance Screen, Figure 6-2.

Page 13 of 13



