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Menu Plate: BIBB

The new Customer Setup/Maintenance program encompasses all of the features of the 
previous (version 6.3 and earlier) customer programs, as well as new features. It is organized 
in a less crowded, more efficient and intuitive format. 

Previous access to customer setup required the user to enter three separate programs from 
three separate menu options (Customer Master, Customer Credit, and Customer Sales). The 
new Customer Setup/Maintenance program has combined this access into one program with 
six pages.  

The new Customer Setup/Maintenance program allows you to determine which clerks can 
view credit information, which clerks can add customers, and which clerks can modify 
existing information. It is clerk security aware across all pages. The clerk would enter their 
passcode identifying themselves to the program using SF8 ClkAcces.  Once entered, it does 
not need to be entered again unless the clerk exits the program.  Without authorization, the 
lowest level of access is set, allowing clerks to view and edit contact information, but no sales 
and customer account information.  Also, customer reports (F7 Reports) are unavailable.
 
You may scroll through the customer file (with the up- and down- arrow keys) while on any of 
the six pages.  Using SF3 LoadCust also allows the loading of a new customer straight to the 
currently viewed page.
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Bulletin 0002 – Customer Setup/Maintenance Program continued

Page 1 – Customer Contact Information

This screen covers the primary address/phone/email address for the customer.  You may 
now input multiple addresses, phone numbers and emails.  A number of fields now 
appear with pop up windows to ensure that only valid inputs can be made. If no customer 
number is entered when adding a new customer, the next available customer number is 
automatically assigned.

Creation of a new customer requires filling out this first screen only. After this, an F10 ‘File’ 
option appears, giving the clerk the choice to complete and save a new customer account 
with a minimum of information. Creation of new customers uses the defaults set in plate 
BFNDBJ.

For addresses in the US, the fields change from ‘Province/Postal Code’ to ‘County/State/Zip 
Code’. It is now possible to set tax levels based on County.

The page down key takes you to the next page...
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Bulletin 0002 – Customer Setup/Maintenance Program continued

Page 2 – Personal and Business Information

Page 2 separates Personal Information from Business Information. We now allow for multiple 
Credit Cards and Banking information. Credit card numbers are validated (just like at Point-
of-Sale). New fields for shipper’s name and account number have been designated.
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Bulletin 0002 – Customer Setup/Maintenance Program continued

Page 3 – Account Setup Information and EPD Status

Page 3 contains information regarding the account setup for credit and billing.  It also 
includes the lookup name.  Choice lists are available for many fields.

Early payment discount controls are now on this page. You can set early payment discounts 
by customer. You can set them to expire a number of days after the invoice date or a number 
of days after the end of the month. 

Customer Flags are set up in the flag window (F2 Flags).
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Bulletin 0002 – Customer Setup/Maintenance Program continued

Page 4 – Customer Sales, Customer Discounting, and Miscellaneous 
Information

The Customer Sales section of this page displays sales related information. The Customer 
Discounting section allows you to set discounting by customer. The Miscellaneous 
Information section allows you to designate a clerk as a sales representative, and to set a 
commission rate for sales to the customer.
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Bulletin 0002 – Customer Setup/Maintenance Program continued

Page 5 – Account Credit Status and Payment Status

This page contains the account credit /status information.
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Bulletin 0002 – Customer Setup/Maintenance Program continued

Page 6 – Finance Charges and Billing/Statement Status

This page contains Finance Charge and Billing information.
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Bulletin 0002 – Customer Setup/Maintenance Program continued

F7 – Customer Inquiries and Reports Options

This function key is available from all screens provided the clerk has proper authorization.
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Bulletin 0002 – Customer Setup/Maintenance Program continued

sF10 – Util – Utilities Choice List 

This function key is also available from all pages provided the clerk has proper authorization.
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