Customers

Customers view allows the user to manage the
company’'s customers records. Below actions are
available under “Customers”:

=) C(Create new customer; update, delete, view

and search for customer details

&= Import and export of Customers data

1. Export to CSV file
2. Import from CSV file

Customers X
Customer Channel: | < Select All » vl Partner Group: | < Select All > ~! [H Create Customer
Grouping Account: | < Select All > | Sales Representative: (< Select All > v BE
Customer Code & Customer Name. T TaxMumber | ReferenceCode | Cuency | Sales ym : Status [
4110.011/8HO01 BHG | 000751395 SGD 30D-EOM - 30 Days E...| Confirmed A~
4110.011/C0001 Cold Storage - HQ. | 52486139 SGD 300-EOM - 30 Days E...| Confirmed
4110.011/6U001 Guardian - HQ 65436785 SGD 5§132,683.59 Dr|60D-EOM - 60 Days E...| Confirmed
4110.011/LU001 Luxola 76346698 |s6D EM13 - Mandy Starr €.0.D.-COD. Confirmed
4110.011/MEOOT Metro 87643682 SGD 589,122.49 Cr| 60D-EOM - 60 Days E...| Confirmed
IR NE N Lo Il i SR PR C Ol SC DR [Consened
4110.011/R0001 Robinson 75267478 SGD 5$4,696.02 Dr|60D-EOM - 60 Days E... | Confirmed
4110011758001 Sasa - HQ | 55754334 SGD EMOS - Eivy Ee 541,542.24 D 60D-EOM - 60 Days E. | Confirmed
2110.011/58002 Sasa - Gateway 55754334 SGD |60D-EOM - 60 Days E...| Confirmed
4110.011/5A003 Sasa - Changi [ 55754334 SGD 50D-EOM - 60 Days E...| Confirmed
4110.011/5A004 Sasa - Bugis 55754334 56D EMD3 - Jessica 5§13.38 Cr|60D-EOM - 60 Days E...| Confirmed
|2110.011/5E001 Sephora 65879987 |s6p 581,070.00 Dr|60D-EOM - 60 Days E...| Confirmed
4110.011/TA0D1 Tang's Dep Store 65347545 SGD $5208.39 Dr|60D-EOM - 60 Days E...| Confirmed
4110.011/TA002 i 35676432 SGD twa-eom-woaysau Confirmed
4110.011/WA001 Watsans - HQ 53575326 |sGo '585,215.97 Dr|0D-EOM - 60 Days E...| Confirmed
4110.012/MADOT Marc Anthony Cosmetics Inc. L UsD $226.90 Dr|Net 30 Days - Net 30| Confirmed.
PR-BGD Prime Stores [ PR-EGDO UsD EMD1 - Chris $19,363.50 Dr|30D-EOM - 30 Days E...| Confirmed
2 ! [Drafted / Confirmed v] K <Gl 6]
Customers List | Customer Details
l! Customers X
[ Customer | Assi | Chart | Notes / 1
med@O
Customer Name Customer Code Reference Code Tax Number
f 1T ] 1
a o :]
Currency Grouping Account Credit Used Language
SGD - Singapore Dollar ][ v [ ] [ v
Settings

[Permanent

P Terms Account Settings Rl one Customer Type
v ~! ~| [ Trade Debtor -
a a a
Sales Representative Payment Collector Flat Discount % Defautt Bank Account
v v/ 0 v
Payee Customer i Priority Commercial Note
' [After Delivery ~ ] [Medium ~]
Inter Company Organization M Risk Price List T
AA - Non Inter Company ~! ~! v | [ Trading Terms
Minimum Shelf Life (Days) Customer's Vendor Code Manage Store Sal
0 ! [ Not Applicable | [ Price Includes Tax
() 1s Payment Party () Requires Pracf of Delivery
Address
Contact
Credit Terms
FromOate & | To Date et rutl] Credit Ter Type Gz

%] (56D - Singapore Dollar

Credit Limit Grace Days

HI ss1.00 [0 ]

: ~
(_Confirm Customer ) | Crestelew | | Save [ Revet  (__ Delete )

[ Contormen (| customer Dt



https://samooha.org/table-of-contents/16-2/03-01-account-masters/customers/
https://samooha.org/wp-content/uploads/2015/02/Samooha-icon2.png
https://samooha.org/wp-content/uploads/2015/02/Samooha-icon2.png
https://samooha.org/wp-content/uploads/2015/02/Customers.jpg
https://samooha.org/wp-content/uploads/2015/02/Customers-new-record.png

Field Name

Customer Name

Customer Code

Reference Code

Tax Number

Currency

Grouping Account

Language

Payment Terms

Account Setting

Analytical Group

Customer Type

Sales Representative

Payment Collector

Flat Discount

Default Bank Account

Payee Customer

Invoice Rule

Priority

Commercial Note

Inter Company

Organization

Entity Type

Description

Name of customer

Custom code for the customer

Reference Code

Tax Number

Currency used by the customer

Account Group of the customer,

i.e. Trade / Non-Trade

Self-explanatory

Payment rules as per agreement

with the customers.

Which account setting to use for

sales transaction postings

Analytical group of the customer
(see Accounts — Analytical Group:

Channels)

Types of customer, i.e. Trade

Debtor / Other Debtor

Internal representative to liase

with the customer

Assign staff as payment collector

Flat rate discount to be applied
for sales transaction with the

customer

Default company’s bank account
for receiving payment from the

customer

Another customer that will pay

for the customer

After Delivery or Immediate

Level of priority: Low, Medium,

or High

Additional note added at
footnote of documents to this

customer

Entity type of the customer (see
Accounts — Analytical Group:

Entity Types)

Mandatory Information

Y



Risk Category

Price List Type

Minimum Shelf Life
(Days)

Customer’s Vendor Code

Manage Store Sales

Price Includes Tax

Is Payment Party

Requires Proof of

Delivery

Address — Location

Address — State

Address — Country

Address — City

Address — Postal Code

Address — Address

Address — Phone/Phone2

Address — Fax

Address — Email

Address — Website

Address — Shipping
Address

Self-explanatory

Type of the price list of items
to use for sales transaction with
the customer, i.e. (Sales) Price

List / Trading Terms

Products’ Minimum Shelf Life
requirements from the customer
(in Days); Default value 0 if not

specified by customer

Vendor Code given to the company

from this customer

Whether the company track /
manage Store Sales for the
offtake customer; Default option

is “Not Applicable”

Whether the price list for the

customer to include tax

Whether the customer can be
payment party for another

customer

Whether the customer requires
proof of delivery for their sales

orders

Location name or code for the

address

A nation or territory considered
as an organized political

community under one government.

Self-explanatory

Self-explanatory

A series of letters and/or digits
appended to a postal address for

the purpose of sorting mail.

Self-explanatory

Contact number

Fax number

Email address of the company for

this location

Company website for this location

Whether this location address is

for shipping / delivery



Address — Billing Whether this location address is

Address for invoicing / billing

Contact — Name Name of the contact person Y

An official name, description, or
Contact —Designation
title in the company

Contact — Phone Contact number N
Contact — Alt Phone Alternate phone number N
Contact — Fax Fax number N
Contact — Email Email address N
Contact — Comments Self-explanatory N
Contact — Link to Which address (above) is the

Address location of this contact person §
Credit Term Type Types of credit term Y
Currency Currency used by this customer Y

The amount of credit extended to
Credit Limit

this customer

Allows payment to be received for
Grace Days a certain period of time after N

the actual due date

Start date of credit term

From Date Y
agreement

To Date End date of credit term agreement Y

Create New Customer

1. Click “Create Customer” link on top right of
“Customer List” tab to create another customer
record, it will open “Customer Details” tab with
empty form

(e

(B customer Channet: [ < Select All > v Partner Group: [< Select All > Create Cusmmrl
Grouping Account: [ < Select All > | Sales Representative: | < Select Al > m

I ——— [ Telomber | RefeenceCode | Curency | SseRepeene | CedtUsed | Popmentlems | Sl |9

2. Fill up customer’s information header and
settings. Mandatory information is marked with x on
the text field. For more information on each field
please see the description table above.
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[ Customer | Assigned Branches | Chart | Notes  Attachments |

AEze® |8 Q

Customer Name Customer Code Reference Code Tax Number

: : 1 [ 1
o ] B

Curency Grouping Account Credit Used Language

(56D - Singapore Dollar ~ 'L v [

Settings

Payment Terms Account Settings Analytical Group Customer Type

[ vl [ v [ ~! [ Trade Debtor v]
o ] ]

Sales Representative Payment Collector Flat Discount % Default Bank Account

! ~! v

Payee Customer Invoice Rule Priori Commercial Note

I ! [After Delivery ~| [Medium v v]
Inter Company Ot Entity Type Risk Category Price List Type

[AA - Non Inter Company v [ ~ [ ~| [ Trading Terms v
Minimum Shelf Life (Days) Customer's Vendor Code Sales

0 | [ Net Applicable ~] [ Price Includes Tax

[ 1s Payment Party (L) Requires Proof of Delivery

*Note: User must select either “Outright” or
“Consignment” option in the “Manage Store Sales”
list for the customer to be available as selection

for “Customer” in “Sales — Sell Out module”.

module is for tracking
the customer.

[ L] Customers x|

Sell Out

and managing offtake sales of

[Customer | Assigned Branches | Chart | Notes / Attachments |

=49 |80

Customer Name Customer Code Reference Code Tax Number

Watsons - HQ (Consignment) | [4110.011/Wa001 | (53575326 | ]
Currency Grouping Account Credit Used Language

SG0 - Singapore Dollar | [4110.011 - Trade Debtors - SGD v/ $51,220.34 Cr | v|
Settings

Payment Terms Account Settings Analytical Group Customer Type

R

60D-EOM - 60 Days End Of Month ! [Sales Third Party - SGD ! (B01/0101 - Watson ! [ Trade Debtor ~]
Sales Payment Collector Flat Discount % Default Bank Account

f ! v | 0! (401001 - Bank - HSBC v
Payee Customer Invoice Rule Priori G

[ ! [After Deivery v [Medium ~| v
Intes Company Organization Entity Type Risk Category Price List Type
[AA - Non Inter Company ! V[ ~] [[Price List ~
Minimum Shelf Life (Days) Customer's Vendor Code 'Manage Store Salcs
] | [wan2a [ Price Includes Tax

() 1s Payment Party. () Requires Proof of Delivery
Address
[ Location & [®] Location

Under each of the “Address”,

Term” section,

“Contact” and “Credit
click the “Add” button at each section

after filled up the details to save the entry and

create new empty form for the section. User able to
enter multiple entries for “Address”, “Contact” and
“Credit Term” for each customer record.

s e
[EEr—y ] Location Address
A o
Country:
[ v [ vl
'%_ng Postal Code:
N v)
% Phone: Bronez Fax
1 Wl [ ]
Email Website
[ 17 1
o] 0 Shipping Address # Billing Address
by

I( add ] Bevert
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3. Click “Save” button at the bottom of screen when
done

4. Click “Confirm Customer” button and click “Yes”
button to confirm the customer record

Update Customer Details

1. On “Customer List” tab double click on customer to
be updated, it will bring up the details on “Customer
Details” tab for the selected customer

2. Make change(s) on the customer’s information

3. Click on “Save” button at the bottom of screen
when done

4. Click on “Revert” button at the bottom of screen
or refresh icon at the top of the screen to roll back
the changes

Delete Customer

1. On “Customer List” tab double click on customer to
be deleted, it will bring up the details on “Customer
Details” tab for the selected customer
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2. Click on “Delete” button at the bottom of screen

3. Click on “Yes” button on the pop-up window to
confirm record deletion

View and Search for Customer

Details

1. On “Customer List” tab enter search parameter to
filter the result, i.e. type in name of the sales

representative in the “Sales Rep” textfield box or
select from drop-down list

Customers %

B} customer Channel: [« Select All > v Partner Group: | < Select All > ! B Create Customer
Grouping Account: | < Select All > | Sales Representative: | < Select Al » “ 18 8

[< T TOReme TIeme, L T e T " Status £
14110.011/BHO01 BHG 000751395 SGD 30D-EOM - 30 Days E... | Confirmed -~
14110.011/C0001 Cold Storage - HQ 52486139 SGD 30D-EOM - 30 Days. L..ECnnﬁrmed -
14110.011/GU001 Guardian - HQ 65436786 SGD 55132,683.59 Dr|60D-EOM - 60 Days E...| Confirmed
4110.011/LU001 Luxols 76346098 SGD EM13 - Mandy Starr C.OD.-COD. | Confirmed
4110.011/MEDOT Metro 87843682 SGD 55912243 Cr/60D-EOM - 60 DaysE... Confirmed |
410.01/MUO0T | Mustala | 34684368 SGD __SHE.7DrCOD.-COD. _ |Confirmed
4110.011/R0O001 Robinson 75267478 SGD ! 554,696.02 Dr|60D-EOM - 60 Days |
4110.011/5A001 Sasa - HQ SGD |EMOS - Elvy Ee SS‘I,S&Z.Z" Dr|60D-EOM - €0 DaysE..|
4110.011/54002 Sasa - Gateway SGD 60D-EOM - 60 Days E... Confirmed
4110.011/54003 Sass - Changi SGD 60D-EOM - 60 Days E...| Confirmed
4110.011/5A004 Sasa - Bugis 56D EMO3 - Jessica 551338 Cr/60D-EOM - 60 DaysE... Confirmed
4110.011/5A005 SaSa - Orchard 56D ~ [Net 30 Days - Net 30 ... Drafted
AI00TVSE0 [Sephora s6D I $51,070.00 Dr 600-EOM - 60 Days ... Confirmed
{4110.011/TADDT Tang's SGD | $5208.39 Dr 60D-EOM - 60 Days E... Confirmed
14110.011/TA002 i Fs@ i Confirmed
4110.011/WA001 Watsons - HQ SGD 5§5,215.97 Dr| 60D-EOM - 60 Days E...| Confirmed
4110.012/MAO01 Marc Anthony Cosmetics Inc. B [usD $226.30 Dr| Net 30 Days - Net 30 ...| Confirmed
PR-BGD Prime Stores Bangladesh |PR-BGDO1 [usp EMO1 - Chris $19,363.50 Dr 30D-EOM - 30 Days ... Confirmed

e

2 | [orafted / Confirmed

v

v
K9 1eni|e]

Customers List | Customer Details |

2. Result can be sorted alphabetically
columns.

the fields’

by clicking

3. Double click on customer to view full details of
the customer, it will bring up the details on
“Customer Details” tab for the selected customer

4. The “Chart” tab under “Customer Details” tab shows
sales records & chart for the selected customer
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Customers List | Customer Details

Import and Export of Customer Data

1. Click on “Customer List” tab at the bottom of
screen

2. Click “Export to CSV” Ed button to export listed
customer data, user can filter the list to only show
data to be exported.

3. Click “Import from CSV” Ed putton to import
customer data. Use “Export to CSV” feature to get the
file template with example.

T Customers =
(Il Customer Channet: [« Select All > ~! Partner Group: | < Select Al > v |_[§] Create Customer
Grouping Account: |« Select All > | Sales Representative: | < Select Al > v] BB

[ Customer Code s | Customer Name. [ ToxNumber | ReferenceCode | Cumency | Sales Representative | Credt Used Payment Terms | Status
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