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Step-by-Step Guide to the

ConnectlT Create Customer Wizard

The ConnectlT Create Customer Wizard
ConnectIT Create Customer Wizard

the ConnectIT Create Customer Wizard option.

1. Starting...

Click the Create Customer(s) in Sage option from the
QuoteWerks | Tools menu.

This starts the ConnectlT Create Customer Wizard

2. Welcome ...

The ConnectIT Create Customer Wizard guides you
through creating a new customer(s) in Sage.

You will be asked for the following information for the
new customer(s):

» the customer’s name and unique reference code

» the customer’s account preferences

» the customer’s credit and bank details

Not all the above information is mandatory.
Customers can be created with the minimum
information and then further details can be added in
Sage.

utility provides a way to create customers in Sage 200. To start the
application, you can use the Create customer(s) in Sage option from
the QuoteWerks | Tools menu or browse to the Start | All Programs | ConnectlT-Sage200

menu and click
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Welcome to the ConnectiT Create Customer Wizard.

The Connectl T Create Customer Wizard guides you through creating a new Customer record in
Sage 200. The ‘Wizard will azk you for the following information:

- the Customer's name and unique reference code,
- the Customer's address infarmation,
- the Customer's contact and payment details.

Mot all information is required for Connect!T. |F wou wizh, vou can create the Customer in Sage 200
with the: minimum information required and then refine the details later within Sage 200,

Click Mest to continue into the “Wizard or click Create SoldTo, Create ShipTo or Create BilTa to
transfer the Customer information from the curent Quotelwerks Document into Sage 200 with the
default zettings.
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Click Next to continue by manually creating a
customer, or click Create Sold To, Create Ship To or
Create Bill To to transfer the customer information
from the selected QuoteWerks address details into
Sage.

3. Mandatory Information

The following information is mandatory and must be
entered before the ConnectlT Create Customer
Wizard can create a customer(s) in Sage

e Account Reference
*  Short Name
¢ Name

Once the above information has been entered, you
can either click Next to continue adding customer
information into the following ConnectlT Create
Customer Wizard screens. Or you can click Finish to
create the customer in Sage.

4., Customer Address Details ...

On the customer address details screen, information

can be entered or selected for:

* Address

e Postcode

* Country

» Telephone
« Fax

This information is not mandatory.
Either click Next to continue entering information for

the customer or click Finish to create the customer in
Sage.
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Enter the for mandatory information to create the Customer in Sage.
To create a new Customer in Sage 200 you must enter the following details. From this paint in the
‘wizard you can click Finish to apply the default settings and go back to complete the additional
detailz in Sage 200 at a later date or click Next to complete all the details now.

Mote: If you wish to use the Create SoldT o, Create ShipTo or Create BillTo functionality then you
do not need to enter a Mame and Account Reference here - indicated by the highlighted label.

[
[ 1]

Mame |

Account Reference

Short Mame

net> | [ Enish |
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Enter the Customer address details.
Enter the Customer's address, telephone and fax details.

Address 1

Address 2

Address 3

City

County Postcode

Country | GE - Great Britain A |

Telephone | | | | | |

Fa L]l I |

’ LCancel ] [ < Back ] I Next » l ’ Finish ]
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5. Customer Contact Information

On the customer contact information
information can be entered or selected for:

screen,

e Contact Name

e e-Mall

» Telephone
 Mobile

e Fax

*  Website

This information is not mandatory.

Either click Next to continue entering information for
the customer or click Finish to create the customer in
Sage.

6. Complete!

The ConnectlT Create Customer Wizard tells you
that you have now entered all the information for your
new customer.

Click Finish to close the ConnectlT Create
Customer Wizard and create the customer in Sage.

7. Additional Customers

Once you have finished entering information for your
new customer, the ConnectlT Create Customer
Wizard gives you the option to use the details you
have just entered to create another customer in Sage.

Click Yes if you would like to do this. Otherwise click
No to close the ConnectIT Create Customer Wizard.
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Enter the Customer contact information.

Enter the Customer's contact information.

Contact Mame

e-Mail

| |
| |
LIl I |
Mahile | || || |
| |
| |

Telephone

Fax

Website

[ Cancel  |[ <¢Back |[ Mews ||
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Completel

“Y'ou have successfully entered details for your new Customer. Select 'Finish' and the new
Cusztomer will be created in Sage 200,

Click Finizh to create the Customer entered in Step 2 of the “Wizard or click Create SoldTo, Create
ShipTo or Create BillT o to transfer the Customer information on the current Quotetyerks
Drocument into Sage 200 with the entered settings.
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The new Customer was successfully created in Sage.

Would you like to use these details and create another Customer in Sage?

Yes ] ’ Mo
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