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Customer Setup 
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Customer SetupTasks 

Customer Options: 
• Setup Customer Templates 

• Setup Customer 
Classification Types 

• Setup Customer 
Classifications 

• Customer Setup: 

• Lookup Customer 

• Add & Edit Customers 

• Setup & Edit Customer Contacts 

• Setup Customer Discounts 

• Assign Sales Reps 

• Customer Briefcase 

• Assign Related Customers 

• Assign Preferences 

• Assign Classification 

• Assign Tax Exemptions 

• Setup Customer Website 
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Open Customer Templates 

AR 

Module 

Menu 

Standard Customer 

Template 

Submenu Option 

Customer 

Template 

Submenu 

3 Customer 

Templates 
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Standard Customer Template 
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Form Continues 

on Next Slide 
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Standard Customer Template 
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Continued from 

Previous Slide 

Click Save 
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Cash Customer Template 

6 

Form Continues 

on Next Slide 
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Cash Customer Template 
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Continued from 

Previous Slide 

Click Save 
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One Time Customer Template 
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Click Save 
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Open Customer Classification Types 

Administration 

Module Menu 

Classification Types 

Submenu Option Customer 

Classification 

Submenu 
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Customer Classification Types Page 

Popup 

Menu 

Click 

Add New 

Popup Menu: 

Edit: Edit Customer Classification Type 

Deactivate: Deactivate classification type 

Activate: Re-activate classification type 
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Add Customer Classification Type 

Click 

Save 
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Open Customer Classification Page 

Administration 

Module Menu 

Classification 

Submenu Option 

Customer 

Classification 

Submenu 
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Customer Classification Page 

Click 

Add New Popup Menu: 

View: View classification information 

Edit: Edit Customer Classification 

Deactivate: Deactivate classification type 

Activate: Re-activate classification type 

Delete: Delete classification (any child levels must be deleted first) 

Add Child: Add child level classification 

Popup 

Menu 
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New Customer Classification 

Click 

Save 
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Add Child Level 

Select 

Add Child 

Click Save 
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Open Customer List Page 

A/R 

Module 

Menu 

Customer List 

Submenu 

Option 
Customers 

Submenu 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

17 

Lookup Customer 

Enter Search 

Criteria 

Click Lookup 
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Customer List Page 

Popup 

Menu 

Click 

Add New 

Popup Menu: 

View: View, edit and add contact information for 
customer (address/email/phone) 

Edit: Edit customer information 

List Contacts: View, edit and add customer contacts 

Sales Reps: View, edit and assign sales reps to 
customer 

Briefcase: View and schedule events for customer 

Related Customers: View, edit and add related 
customers 

Preferences: View and edit customer preferences 
(statements/shipping/etc) 

Classification: View, edit and assign customer 
classifications 

Tax Exemptions: View, edit and add tax exemptions to 
customer 

EDI Setup: View and edit customer EDI preferences 

Website: View, edit and add customer websites 
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Add New Customer 

Click 

Save 

If ‘No’ Will 

Need to Setup 

Password 

(Preferences) 

Company 

Default 

(Param Setup) 
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Edit Customer: Address, Phone, Email 

Select 

View 
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Edit Customer: Address, Phone, Email 

Tabs: Select to View 

 

Add New: Address, Phone, Email 

Click to Return 

Customer List Page 
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Shipping Schedule 

Popup 

Menu Add 

Shipping 

Schedule 

Return to Previous Page 

 
Select 

‘Scheduling’ 

Click to Return Customer List Page 
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Add Shipping Schedule 

Click 

Save 

Only Appears if 

Route 

Assignment is 

Mandatory for 

Carrier 
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Edit Customer Information 

Select 

Edit 
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Edit Customer Information 

Click 

Save 
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Open Customer Contact List Page 

Select 

Contacts 
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Customer Contact List Page 

Click Add 

New 

Popup 

Menu 

Return to 

Customer List Page 

Popup Menu: 

View: View, edit and add contact information for customer 
contact (address/email/phone) 

Edit: Edit customer contact information 

Briefcase: View and schedule events for customer contact 
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Add Customer Contact 

Click Save 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

29 

Edit Contact: Address, Phone, Email 

Select 

View 
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Edit Contact: Address, Phone, Email 

Tabs: Select to View 

 

Add New Entry 

Click to Return to 

Customer 

Contact List Page 

 

Show Active & Inactive: Addresses, Phones, Emails 
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Edit Customer Contact Information 

Select 

Edit 

Click Save 
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Customer Contact Briefcase 

• Briefcase for the selected customer contact. 

• Information (events/tasks/multimedia files) for the contact will be setup and 
maintained from here. 

• Events assigned to the contact will also appear in the Briefcase to Do of the 
employee being assigned the event. 

• Pending events should be closed from the assigned employee’s Briefcase to Do. 

 

Select 

Briefcase 
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Customer Contact Briefcase 

Customer Contact Briefcase Tasks 

•Schedule an Event 

•Close an Event 

•Customer Contact Multimedia 

•Add Customer Contact Multimedia 

Click 

Add New 

Tabs: Select to View 

 

Return to 

Customer 

Contact List 

Page 

Owner of 

Briefcase 
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Schedule an Event 

Click 

Save 

Schedule the 

Event & Attach a 

Multimedia File 

•Employee 

assigned to the 

event 

 

•Event will appear 

in the employee’s 

Briefcase to Do 
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Close an Event 

Click Close Event 

•This Event is being closed from the Contact’s own Briefcase. 

Click Event Date 
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Customer Contact Multimedia 

Click Add New 

Popup 

Menu 

Multimedia Tab 

Popup Menu: 

View: Open multimedia file. 

Edit: Edit file (upload new file). 

Edit Description: Edit description of file. 

Delete: Delete file from system. 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

37 

Add Customer Contact Multimedia File 

Click 

Save Browse 

Computer for 

Multimedia File 
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Customer Contact Alerts 

Click Add 

New 

Alert Tab 
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Customer Contact Alerts 

Click Save 
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Open Customer Discounts List Page 

Select  

Discounts 
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Customer Discount List Page 

Click Add 

New 

Click Save 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

42 

Open Customer Sales Rep List Page 

Select  

Sales Reps 
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Customer Sales Rep List 

Click Add 

New 

Click Save 
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Open Customer Briefcase 

Select  

Briefcase 
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Customer Briefcase 

Customer Briefcase Tasks 

•Schedule an Event 

•Close an Event 

•Customer Multimedia 

•Add Customer Multimedia 

Click  

Add New 

Tabs: Select to View 

 

Owner of 

Briefcase 
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Schedule an Event 

Click Save 
Schedule the 

Event & Attach a 

Multimedia File 

•Employee 

assigned to the 

event 

 

•Event will appear 

in the employee’s 

Briefcase to Do 
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Close an Event 

Click Close Event 

•This Event is being closed from the Customer’s own Briefcase. 

Click Event Date 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

48 

Customer Multimedia 

Click Add New 

Tabs: Select 

‘Multimedia’ 

 

Popup Menu: 

View: Open multimedia file. 

Edit: Edit file (upload new file). 

Edit Description: Edit description of file. 

Delete: Delete file from system. 
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Add Customer Multimedia File 

Click 

Save 

Browse 

Computer for 

Multimedia File 
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Customer Alerts 

Click Add 

New 

Alert Tab 
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Customer Alerts 

Click Save 
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Open Related Customers List Page  

Select  

Related 

Customers 
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Related Customers List Page 

Popup Menu: 

View: View related customer’s address book. 

Delete: Delete related customer from customer’s list 

Click Add 

New 

Click Save 

Note: 

A customer can be related to only one other customer 
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Open Customer Preferences Page 

Select  

Preferences 
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Customer Preferences Page 

Form Continues 

on Next Slide 

Can be Snail Mail and ONE of three: Email, Fax or EDI 
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Customer Preferences Page 

Click Save 

Continued from 

Previous Slide 
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Open Customer Classification Page 

Select  

Classification 
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Assign Customer Classification Page 

Save 

Assigned Classification 

Classification 

Type 

Assigned 

Classification 
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Open Customer Tax Exemption Page 

Select  

Tax Exemptions 
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Customer Tax Exemptions List Page 

Popup Menu: 

Edit: Edit exemption (Number, Effective-Expiration Dates, Exempt Reason, 
Default Reason). 

Delete: Delete exemption from customer’s list. 

Multimedia: Add multimedia file to exemption. 

Click Add 

New 

Click Save 
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Tax Exemption Multimedia 

Click Add 

New 

Click Save 
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Open Customer Website Page 

Select  

Website 
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Entity Website List Page 

Popup Menu: 

Edit: Edit website info (Website Name, URL, User Name,  Password) 

Delete: Delete website from customer’s list. 

Assign Employee: Assign employee to website (website info will appear in 
Employee’s Briefcase To Do under the Websites tab). 

Click Add 

New 

Click Save 
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Assign Employee to Website 

Assign Employee Select Employee to Assign 

Assigned Employees 

Select ‘Assign Employee’ 
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END Customer Setup Overview 


