Customer/Vendor Contacts
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Vendors are identified within the customer record. Use the vendor checkbox to identify your customer as a
vendor, then proceed to add contacts as below.

Name & Address

Customer Code AGET Hide/Disabled
Name TECH AGENCY 1009
Address I 345444

State
Country Zip Cod
Email (= wee

2

Customer Type Customer s Vﬂi‘lr_____

Within the Customer Record, maintain a list of associated contacts. The contact need only be set up in the
database once and can then be linked with many customers/vendors if needed. New contacts can be added
from within a customer record and/or existing contacts can be linked to the customer as outlined below.

Use the customercontact | and g Paymentcontact | Checkboxes (Fig 1.1 below) against any contact record to
identify the contact associated with that role in the company

Fig 1.1

Name & Address

Customer Code WATBUS Hide/Disabled ° °
Name Waterloo Business Solutions
Address |2255 Dundas Strest West, E]
Mississauga State Ontario
Country |Canada Post L5K 1R6
Code

Email Web

m | ¢ |
Customer Type Customer s Vendor

Contacts Postal Address Phones Notes Fields Financials Account Details Others Insurance Attachments
Find s Conoc T Y I

First Name Last Name Position Mobile/cell Landline #1 #2 Email Address

Teresa Agozzino

Walter O'Reilly dd

Customer |Walter O'Reilly Payment Teresa Agozzino Default Booking Walter O'Reilly

Contact Contact Contact

Customer Contact Payment Contact Default Booking Contact

Default Booking Contact:


https://dyzz9obi78pm5.cloudfront.net/app/image/id/62b5e2960c0f0f3fb061f76c/n/1656087191255.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f174cf18e121c32268db64d/n/1595362544425.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f174cd26e121c891575a9eb/n/1595362513635.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/68ba0d3368a3825ea3025786/n/1757023538197.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f17429c8e121cbb208db628/n/1595359900207.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f174317ec161cbf0f687f95/n/1595360022867.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5f17438d8e121c891d8db9a0/n/1595360140635.png

e |f a customer is selected for a booking that does not already have a default booking contact, the customer

contact will be added as the booking contact instead
¢ If the customer default booking contact is blank, it needs to be set in Customer Properties by the user in

order to be used in bookings
e The 'Booking Contact' field in each booking will be set to the Customer Default Booking Contact when a

booking is saved ONLY IF the booking contact is left blank by the user.

Use the options in Fig 1.2 below to search for an existing contact record to link to this customer.

Fig 1.2

Search on name, address,
MNotes

| = Edit |

Contacts Postal Address Phones

email address, mobile/cell
number, then press <tab>

Find and link Contact

Search for

Once located, use =+|. to add the contact to the list of contacts for this customer OR | ¥ I to clear the search
(Fig 1.3 below)

Add contact to list

Find and link Contact | 1 _ jo¢ soap 777-999 € ¢ + | &¢] x | [R][+ 204 ][ Eai ]

If added, the contact will appear on the grid (Fig 1.4 below)

Fig 1.4
Contacts Postal Address Phones Financials Account Details Notes
Find and link Contact [o_. o o i + Add
First Name Last Name Position Mobile/cell Landline #1 #2 Email Address
Joe Soap 777 777-399 757 549-3549 676 Independence Parkway Suite 100 Chesapeake 23320
Support Test 654 1236548 905 693 9457 support@rentp.com 2255 Dundas Street West Mississauga L5K 1R6

Unlink or remove a contact from the list associated with this customer

Add a new contact to the database and link it to this customer

Edit an existing contact associated with this customer
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