Customers & Accounts

This system can be used to enter customer information and keep it on file. The Customer
information can be used to set up pre-paid, house, and offsite sales accounts. The customer
information can also be used for future orders and the delivery function.

Before adding customers to the system, set up defaults for your area. Defaults are not required,

but facilitate quicker and more accurate entry of customer information.

Cities

Zones

Streets

Phone Prefixes

oukrwNE

Entering customers at the register

Entering customers using the back office application

Cities

One hundred cities can be established. Once cities are added they can be linked to phone
prefixes, states, zip codes, and zones.

1. select cities from the customers drop-down list

Employees

nFocus

(iGN Inventory  Printers  Order Entry  Locations  Reports

Menu  Miscelaneous  Close Day  Help

E W w e A B

Blackboards Checks Reports Messages Imvoices Inventories

Accounts

Coupons
Customers
Gift Cards

Loyalty
Phone Prefixes

Plans
Streets
Zanes

highlight a line that is not being used

enter city name

select save and close

%

Cities X Cities

Cities Name Cities Mame
Scottdale ~ ICny 4 Scottdale A~ IGIenda\e
Phoenix W | Phoenix |

Ternpe Tarnps

City 4 =

City 5 City 5

City 6 City b

City 7 City 7

City B City 8

City 9 City 8

City 10 City 10

City 11 City 11

City 12 City 12

City 13 City 13

City 14 City 14

City 15 City 15

City 16 City 16

City 17 | City 17 R |

Close | Egave | ® Qance\l Cloze | K cancel
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Zones

One hundred zones can be established. Once zones are added they can be linked to phone
prefixes, cities, states, and zip codes. Zones are used for delivery. Zones can be set
numerically, by distance, by town, or as fees.

1. select zones from the customers drop-down list

File Employees NOEGIGEEN Inventory  Printers  Order Enktry  Locations Reporks  Menu  Miscellansous  Close Day

" Accounts -
i e 3  El e
Employees Coupons iules Blackboards Checks Reports Messages Imvoices
Custamers
nFocus Gift Cards
Lovalky
Phone Prefixes

Summary
M Plans

Strests

Zones

highlight a line that is not being used
enter zones
select save and close

Zones |z| Zones £|
Zones Mame fones Marne
m IZnne 1 within & miles rs |$5 fee

Zone 2 il G- 10 miles il

Zone 3 11 - 15 miles

Lone 4 = Free L8

Zone b §2 fee

Zone b §3 fee

Zone 7 ¥5 fee

Zone 8 Zone B

Zone 9 Zone 8

Zone 10 Zone 10

Zone 11 Zone 11

Zone 12 Zone 12

Lone 13 Zone 13

Lone 14 Zone 14

Lone 15 Zone 15

Zone 16 Zone 16

Zone 17 V3 Zone 17 3

Close Ggave x Cancel Close | x Qancell
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Streets

One hundred streets can be established. Once zones are added they can be linked to phone
prefixes, cities, states, and zip codes. Zones are used for delivery. Zones can be set
numerically, by distance, by town, or as fees.

1. select streets from the customers drop-down list

File Employess BEVESEGEEN Inventory Printers  Order Entry  Locations Reports  Menu  Miscellaneous  Close Day  Help

Accounts ¥
¢ r R 4
i = ) % @ & H P
Employees Coupons jules Blackboards Checks Reports Messages Imvoices Inventories

Customers
nFocus Gift Cards

Layalky
Phone Prefixes

Summary
.:. Plans

Streets
Zones

2. select add

X

Streets

Strests Mame

Street 1

Minimum Maximum
Address Address

Iu |9999

City State Zip Code
[cottdale | [az ~| |'
Delivery Zane

Iwithin 5 miles L'

Address 2

Directions

ol Add | = Delete

Close Ega\re 3 cancel

E—&,Impoﬂ
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Tip:

enter street names to associate with delivery zones
enter minimum and maximum address numbers
adjust default city and state if needed

enter zip code

select delivery zone

enter address 2 field if necessary

enter comments if necessary

Streets [’x\
Streets Hame

E.%ia de Ventura |E Via de Ventura

Street 1

Minirmum Maximum
Address Address

Q9000 9500

City State Zip Code
| Scotidale > | |az v | [ss288
Delivery Zone

within & miles -

Address 2

Directions

Clase

R cancel

e Add ‘ &= Delete

;&a—ﬁ\mpnn

Streets can be imported from the customer information; enter the address when

adding customers then go to streets and select import; select a zone for each street,

then select import

Street iImport

Streets
FRANK LLOYD WRIGHT City
MICHIGAN AVE Scottdale -

M. CACTUS State Zip Code
SNAPDRAGON DR 55260

Delivery Zone

<Mones -
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Phone Prefixes

The city, state, zip code and delivery zone can be associated with each phone prefix. The first

eight phone prefixes will be displayed on the customer search window.

1. select phone prefixes from the customers drop-down list

Filz  Employees Nt

P Accounts
+

pr Cities
Employees Coupons
Customers
nFocus Gift Cards

Lovalky

Flans
Streets
Zones

dules

&M Inventory Printers  Order Entry  Locations Reports  Menu  Miscellaneous  Close Day  Help

i F eSS

Blackboards Checks Reports

highlight a blank field
enter prefix in area code field

select city and state from the drop-down lists
note: the cities listed are the ones that you built in the cities section

Phone Prefixes

X

Phaone Prefixes Area Code  Exchange
(E02) ~| |B23 |
[4s0) | city
T —
-  [Scottdale ~
() EM_
- Tempe =
- Glendale T
i) City 5
L) City B
£ City 7
[ City 8
( :] Cit},l' g
() City 10
City 11

() City 12
- City 13
(1 City 14
i) M city 18 ~

Cloge Gﬁave x Cancel
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5. if delivery, select zone from drop-down list

Phone Prefixes

Phone Prefixes

(523)

P e
L L

Close |

X
Area Code  Exchange
|40 |

City

IScnttdaIe ;I
State Zip Code
|AZ =1

Zone

“PMone= - I

within & miles A
G- 10 miles —
11 - 15 miles
Free

§2 fee

§3 fee

fa fee

fone 8

Lone @

fone 10
Lone 1
fone 12

fone 13 L

6. select save
7. select close
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Customers

Customers can be added using the back office program or the register program while
helping customers. If entering customers at the time of an order connect a keyboard to the
register. This will speed up the customer data entry.

Back Office

1. select customers from the customer drop-down list

File Employess Nl J&8 Inwventory  Printers  Order Entry  Locations Reports Menu  Miscellaneous  Close Day  Help
fcoounts -
£ ra—
by "
P - % @ & B

Employees Coupons dules Blackboards Checks Reporis Messages Imvoices Inve

nFocus Gift Cards k

Loyalty
Phone Prefixes

a5 of W't

Summary
NetSales [AAGAS

Streets
Zones

select add

enter customer information

Customers |Z|
Customers (3} First Mame Last Name
Carp, Kahala [ahala |com
Customer, Mike Phone # Account # Picture File Mame
JOMES, DAVE [y - [ =
Address Apt/Suite

[9311 East via de Ventura [

Crby State Zip Code  Delivery Zone
|Scotidale x| |z v | |ss5258 | zone 3 |
Delivery Instructions FPhone #2
[y -
Fax#
[cy -
Comments

[T Do Mot Deliver ¥ Allow Charge 7 Returned hiail

™ Bad Check [~ vIP ™ Require Approval
E-mail Address Cornpary
Birth Date Anniv. Date Charge Limit  Balance
[14 [ry [ 50.00 |

Loyalty Plans

1.1 Plant 3.7 Plan3

2. [ Plan2 4. [ Plan4

Close [ s=ve

1 Add | &= Delete

k_;"Eind | ﬁlums \Lovalm| K cancel
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4. account # can be set to a phone number, last name, etc.
a. NrGize locations enter health club card number for the account #
5. select city and state from the preset drop-down list
6. set delivery zone if using delivery
7. select allow charge if setting up house accounts
8. enter a charge limit if setting up house accounts
Customers rz|
Customers (4) First Mame Last Mame
|::::u':5:t|:|'rr"|é.r; Mike IMike !Customer
Fhone # Account # Picture File Mame
512 304-9280 |1 =
Address AptiSuite
|1 0421 Snapdragon Dr. I
|
iy State Zip Code  Delivery Zone
|Scotidale > |az v | [ss260  |<None» |
Delivery Instructions FPhone #2
[y -
Fax#
[ty -
CGomments
|
[~ DoMotDeliver W Allow Charge | Returned Mail
[ Bad Check ™ WP ™ Require Appraval
E-mail Address Carmpany
Birth Date Anniv. Date Charge Limit Credit Balance
|07r2001 264 i | $0.00 | $65.00
Lovalty Flans . Discount {Instant)
1.1 Plan1 3 [ Plana |<N0ne> A:“!
. 2. [ Planz2 4. 1 Pland
Cloge | Ggave | e Add | i Delete | tukEind l ﬁlools ‘ \ Lovalty b 4 Qancel'

9. enter any additional information
10. select save
a. customer is now added

11. select close
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Register

1. touch customers from function bar
2. enter search criteria

a. the help desk can help you set default search methods
3. touch ok

¥ customer Search
Search Method: @ Phone # ® Company @ Last Name @ Account#

Match: @ Begins With @ Contains @ Exact Only

Search
1- ‘480’ 4803624800 |

(602)

4. touch yes for new customer

Confirm (163)

Customer not found. New customer?

o) )
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5. complete customer information
a. entering customer information can be done by connecting a keyboard or opening
the on-screen keyboard
3% Edit Customer

Phone # Account #

First Name Last Name
Address 1

City State Zip Code
Scottdale -

Comments

E-mail Address

Company

Touch keyboard icon to
open on-screen keyboard

|

Start Order Cancel }

account # can be set to a phone number, last name, etc.
NrGize locations enter health club card number for the account #
select city and state from the preset drop-down list

®© oo o

enter any additional information

6. touch start order
a. the customer is now added
7. ring item(s)
a. any item that is rung in and tendered will be linked to the customer account
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