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1. Customers and Suppliers

The Customers and Suppliers (Customer) menu is located at the Folders Panel under the

folder General Data.

Folders

| Documents
* Stock

Customer Cards
= General data

" Products

| Customers and Suppliers |

| Custom data

Image 1. Location of the Customers and Suppliers menu

1.1. Overview

The Customer menu consists of several panels and tabs (marked with different colours on

Image 2).

Wy Login Windows Admin System

T [ customer | 4+ /I X HADP N |»#E S

n = = | ' I : v
1 Docum:::ers Customer Edit ‘ Naw ‘ e |E Al Fasgilt. Re?esh Engule Fepad
“» Stock Customer Customer Group CustomerCard ~ Bank Occupatinnl
% gzrs\t:rranle;a(t::rds Eastfiter | Searchcode v “ vI | ¢{, I v ‘ + ‘ 9 | Discnur.\ls Notes  Other Tasks V-Fields
W Products ~ |Customer Name & Additional |Invoice design A Basic | Addiess Contacts Payment
"\ Customers and Suppliers || | | Searchcode IE
! Custom data = n Name lTestAslvo |
P TestAstro 3 Narme add. | |
' RegNo | | VAT Reg No|1z234567s9]
m Address Raatuse tn 20, Tartu linn
| Gow [ [ ]
L [ — — Discount Gr. : ]
m [ Is Customer — [11s Supplier
| ‘ [J1s Producer [J1s &gency
— Is Partner [J1s Person
i [] One time [] &ll Locations
P ) v [[] Suspended [Joud
Locations: Basic Addiess Contacts Notes  Other
|Searchcode ” Location Name = |Address= Searchcode:’
| S —
Group :l -
Our location [:]
pr— < . ol

Image 2. Overview of the Customer menu
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The main parts of the Customer menu (see Image 2):
e Customer menu tabs - for creating and adjusting different parameters that can later
be used in different fields;
e Customer list - list of all the customers added to NOOM. If the
panel is made visible, then a detailed information is shown about a

selected customer;

The following panels can be hidden or made visible again by clicking the buttons in the

° panel (button Info) - a detailed information about a selected
customer;

° (button Loc.) - can be used if a customer has different locations;

e Fast Filter (button FastFilt.) - a search box for a quick search from the list. The user

can choose between many parameters for conducting a search.

The functionalities of all the buttons in the

Ed" = F4 - activates/deactivates the editing mode; has to be clicked before making any
it
changes to the data;

= F5 - for adding a new customer to the table;

New
e - hides/unhides the panel;
I - hides/unhides the panel;
Infa
J - makes all rows visible in the Customer list (including the ones marked "Old");
£ _hides/unhides the Fast Filter;

FastFilt.
Hetsh - refreshes the contents of the Customer table from the database server;
Y'Y 4

Majandustarkvara



: @t - executes predefined scripts (custom made solutions can be used as well);
®ecuie

— - opens the reports list.
Report

1.2. Customer table

The Customer table includes all the data about the customers and suppliers Your company

interacts with.

The column order can be changed by dragging the column headers.

¥ Login Windows Admin System - & X
1 B customer | - ‘ | 4PN | X K- ", Customers
. = 0D| = €| 6| @®| ¢
o hd = , ® -
Customer ‘ Edit ‘ New ’ Loc. Info All - FastFit. | Refresh | Execute | Report

Customer Customer Group Customer Card  Bank  Occupation

Searchcode= |Customer Name £ |Invoice design  |Invoice interval |Address= |Req. No.~ |Additional | A
_|TEST TestAstro 3 Raatuse tn 20, Tartu linn

v
c 3]
Image 3. Columns in the Customer table
1.2.1. The Owner company
The Owner company is also listed in the Customer table.
Ky Login Windows Admin System - & x
- B
Folders b | L [+ | D] —3 "} = ® ~
- Customer ‘ Edit New | Loc. Info All - FastFit. | Refresh | Execute | Report
|\ Documents
“n Stock Customer Customer Group Customer Card  Bank  Occupation
% g::‘:rra"legaf:'ds | Esstiter |15 Owner company v |+ NIy Other Tasks V-Fields
* Products |Searchcode: ICuslomer Name~ Additional  |Invoice design Basic Address Contacts Payment Discounts Notes
*, Customers and Suppliers | MLOWNER = Searchcode | DwWNER
@ 1 Custom data Name | |
Name add. ‘ ‘
Reg. No ‘ | VAT Reg. Nol ~ |
Address
Group
Discount Gr.
[ Is Customer [J1s Supplier
s Producer [J1s Agency
Is Partner s Person
[] One time [] &l Locations
[] Suspended o
Image 4. The Owner company
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In case the owner needs to make any changes to the data of the company, it can be done by

opening and editing the Owner company information on the panel.

Please be sure that the company data are up-to-date and correct. Information from these

fields are used on document print forms, invoices, etc.

1.2.2. Customer menu tabs
The Customer menu tabs are meant for creating and adjusting different parameters that can

later be used in different fields (for example, giving customer group based discounts, etc).

¥y Login  Windows Admin System - & x
LR IEX X

Folders 1 j } ':' € ﬁ ® "¢
QUStomer ‘ Edit ‘ New ‘ Loc. Info Al FastFit. | Refresh | Execute | Report
# 'y Documents
@ |» Stock I Customer Customer Group Customer Card ~ Bank Occupationl
@ [l Customer Cards Searchcode= |Customer Name = Additional Invoice design | Invoice interval |Req. No.= A

= T General data

Image 5. Customer menu tabs

1.2.2.1. Customer
The list of all the customers is located on the Customer tab. In order to make any changes to
the data of a customer, it can be done by opening and editing the company information on

the panel (button Info).

¥ Login Windows Admin System - 8 x
XN IEX X

Folders ‘ v = € 6 ® X
Customer ’ Edit ‘ New Loc. Info Al FastFit. | Refresh | Execute | Report

B |\ Documents
@ % Stock CustomerGroup CustomerCard  Bank Occupation
& Q Customer Cards Searchcode= |Customer Name= Additional Invoice design | Invoice interval |Req. No.=  |Address= A
= T General data

" Products

", Customers and Suppliers

® Custom data

Image 6. Customer menu tabs - Customer
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1.2.2.2. Customer Group

Customer groups can be used to make discounts to the customers by the group.

Ky Login Windows Admin System - & X

1K XK~

® (V4

Folders

A

Customer Group

-~ Edit Info  Refresh | Execute Rep[:rt
® |\ Documents
® % Stock Customer |Customer Group | Customer Card ~ Bank  Occupation
® ,l,__l_ Customer Cards D7 Name= Priceclass |Discount  |Revenue Account |Parent Group=
= 7 General data

" Products

", Customers and Suppliers
® Custom data

Image 7. Customer menu tabs - Customer Group

In order to add a customer to a customer group, the group has to be defined first on the

Customer Group tab.

To edit the existing Customer groups, click Edit, make the changes on the Information panel

(button Info) and Save by clicking ¥ (or F9).

To add a new Customer Group, click Edit and + (or F5), then insert the data of the new

Customer Group and Save by clicking ¥ (or F9).

1.2.2.3. Customer Card

A simple customer card manager.

Ky Login Windows Admin System - &8 X
LK r€ 6
Folders 1 = ® X
- Documents Customer Card ‘ Edit ‘ Info Al Refresh | Execute Report
@ % Stock Customer Customer Group Bank Occupation
& g Customer Cards Card No 7 Type Name = Bloct Valid Begin  Valid End | Cust. Group
= 71 General data
Products
", Customers and Suppliers
& Custom data
Image 8. Customer menu tabs - Customer Card
If the Customer Cards module is activated, please use the module instead of the simple
Customer Card manager in the Customer menu tabs.
MNAYYNM 7
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Legin  Windows Admin System

Folders

# 'y Documents

= Stock

1§ customer cards
Add new card
Cards
Card transactions

! General data

Image 9. Customer Cards module

1.2.2.4. Bank

In order to link a customer or an account to a certain bank, the bank data have to be

inserted first on the Bank tab.

Ky Login Windows Admin System - &
i \ X X"
Folders i — R ® ~
_ ¢ Bank ‘ Edit ‘ Al Refresh | Execute | Report
@ |\ Documents
& . » Stock Customer Customer Group Customer Card Occupation
n Customer Cards Bank Name = Basic  Other
= T General data 1
Ml Products Bank Namne
Customers and Suppliers
@ 1 Custom data Local Code
SWIFT code
Address
Additional
Ood

Image 10. Customer menu tabs - Bank

To edit the data of a bank, click Edit, make the changes and Save by clicking ¥ (or F9).

To add a new bank to the list, click Edit and + (or F5), then insert the data of the new

bank and Save by clicking ¥ (or F9).
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1.2.2.5. Occupation
Customer Occupations can be defined on the Occupation tab and later added to the

customer contacts.

Ky Login Windows Admin System - & x
\ MIEX K-
Folders 0 ” ® | X
Occupatlon ‘ Edit Refresh | Execute | Report
® \\ Documents ~
# |» Stock Customer Customer Group Customer Card  Bank

@ [} customer Cards

Occupation  Occupation Grou
= T General data P B B

Products D% Name = Older Group name | Basic  Names
", Customers and Suppliers PAC Accountant
% | Custom data CA Cashier D |AC

=) Consultant Name |Accountant
DR Driver Occup. Group
MA Manager ’
ME Maintenance engineer CJold
MY Maintenance worker
Phd Personnel Manager
SM Salesman

Image 11. Customer menu tabs - Occupation

To edit an occupation, click Edit, make the changes and Save by clicking ¥ (or F9).

To add a new occupation to the list, click Edit and + (or F5), then insert the information

about the occupation and Save the changes by clicking ¥ (or F9).

1.2.3. Adding a new customer to the table

To add a new customer to the table, click Edit and New , then insert the data of the new

customer to the tabs of the panel and click Save (F9).

When adding a new customer to the table, please use the button New | notthe + on the

Data Processing Panel.

To edit a customer's data, open the tab Customer, click Edit, make the changes on the tabs

of the panel (button Info) and Save by clicking ¥ (or F9).

WY Ym 9
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1.2.3.1. Basic

When entering a new customer to the Customer table or editing an existing one, start with

the Basic tab.

¥y Customer O X
New Customer ‘ E?;c SES |:anxce|
Address Contacts Payment Discounts MNotes Other  Tasks  V-Fields
Searchcode |:
Name \ ‘
Name add. l ‘
Reag. No ‘:’ VAT Req. Nol ‘
Address
Discount Gr. :
Is Customer [J1s Supplier
[11s Producer [J1s &gency
Is Partner [J1s Person
[C] One time [C] &l Locations
[] Suspended [Jod

Image 12. Customer - Basic

The most important fields on the Basic tab are the following:

10

e Searchcode - each company in the Customer table has to have a unique searchcode
consisting of Latin letters and/or numbers;
e Name - name of the company;
e Reg. No and VAT Reg. No;
e Address (can be changed on the Address tab);
e Group - for giving discounts or special prices by the group;
e Is Customer - has to be ticked in order to use it on invoices.
M YYNM
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1.2.3.2. Address

On the Address tab, please fill out the address fields of a customer. Information from these

fields are used on invoices, print forms, etc.

¥y Customer O X

‘Gﬁx

Exec Save | Cancel

New Customer

Basic Contacts Payment Discounts MNotes Other  Tasks  V-Fields
Address| |
Address 2 l |

County : | State | I

Language

Wi aadr. l

ABC sales ABC margin

Image 13. Customer - Address

1.2.3.3. Contacts

The Contacts tab includes all the data about the contacts of a customer.

The column order can be changed by dragging the column headers.

¥¥ Customer m] X
® H | X
New Customer ‘ Exec Save | Cancel
Basic Address Paymenl Discounts MNotes Other  Tasks  ¥-Fields
Salesman :]
Namej Person name Title Title before name | Title after name | Salutation EMail |Phone |PaymentAccountant |Occupation |Mobile Phone |Phone2 |Fax |Location
]

< >

Image 14. Customer - Contacts

Please pay attention to the the following field on the Contacts tab:
e Payment Accountant - if the field is ticked, then the Summary Invoices will be sent

to this person's e-mail address.
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1.2.3.4. Payment

All the payment details about a customer can be managed on the Payment - Basic tab.

¥y Customer ] X
® | H
New Customer ’ Exec Save | Cancel
Basic Addiess Contacts Discounts Motes Other  Tasks  V-Fields
Bank accounts
Payment [] No credit
Balance limit :] [[] Balance limit not blacking
Payment term :l Fine for delay [:]
Warn days :’ Block days ‘:I
Summary days :l Terms of delivery I:]
Currency D
Default sale type
Payer
Image 15. Customer - Payment - Basic
¥y Customer O X
® | H| X
New Customer ‘ Exec | Save | Cancel
Basic Address Contacts Discounts Notes Other  Tasks  V-Fields
Bank Account No|Bank Name IBAN Name |Reference No. Default Older |Location
| O O

Image 16. Customer - Payment - Bank accounts

Please make sure that the the following fields on the Payment (Bank accounts) tab are
filled:
e Bank Name (to add a new bank, click on the field to make the button for opening the

predefined Bank list visible);

e [BAN

WY Ym 12
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1.2.3.5. Discounts

Customer's special prices and discounts can be managed on the Discounts tab.

¥y Customer [m} X
® = X
New Customer ‘ Exec | Save | Cancel
Basic Address Contacts Payment Notes Other  Tasks  V-Fields
Priceclass
Default discount \:I
Special prices using |A|| vl
Special prices and discounts | — |
Prod. Searchcode~ |Product= |Price | Discount
< >

Image 17. Customer - Discounts

To add a discount to a product, click on the field to make the button for opening the

Product table visible.

1.2.3.6. Other

On the tab Other, additional customer data can be added.

¥y Customer ] X
® H | X
New Customer ’ Exec | Save | Cancel

Basic Address Contacts Payment Discounts Notes Tasks V-Fields

Add report

Reference No[ I

0ld searchcode l I

Cost text l I

Cost account [ I

[]Person
SEPA Creditor ID l |

Image 18. Customer - Other
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1.2.4. Customer Locations

Many customers have several addresses and departments with different contact persons. In

NOOM, they can be managed on the Locations panel (button Loc.).

| = = 4
d = W ® £
QUStomer ‘ Edit ‘ New ‘ Loc. Info Al FastFilt. ‘ Refresh | Execute | Report
Customer Customer Group CustomerCard  Bank  Occupation  Terms of Payment
Searchcode~ |Customer Name © |Invoice design  [Invoice interval |Address = A || Discounts  Notes  Other Tasks  V-Fields
700 RUDOLF TEUBL 3 2 GROSSPESENDOR Basic Address Contacts Payment
4002 RKP IT-Solutions GmbH 3 2 Schildbach 111 Searcheod
1709 RKP BUSINESS CONSU 3 2 SCHILDBACH 111 earcheods |5568
16 RIEGLER KERSCHEAU! 1 2 SCHILDBACH 111 Name [Rath BelriebsgmbH |
1410 REINHALTEVERBAND | 0 2 PREBENSDORF 170 | ame add.| ‘
251 REINHALTEVERBAND 3 2 PREBENSDORF 17( e e
~|2000 RATH GMEH 3 2 GROSSPESENDOR =20 | | 2| |
~ |OWNER Rath GmbH Grosspesendorf 41 Address Schemerhoehe 5 LASSNITZHOEHE 8301
29 RATH GASTRO GMBH 0 2 SCHEMERLHOEHE Group
11050 Rath BetriehsgmbH 0 2 Schemerlhoehe 5 . E I:
»|5568 Rath BetriehsgmbH 0 2 Schemerlhoghe 5 scountGi
1020 RASCH GASTRO 0 2 GROSSPESENDOR Is Customer [11s Supplier
5582 PTT PUTZ-& THERMO™ 3 2 REICHENDORF 189 ClisFroduosr | [JisAgency
~ |5582 PS Peintinger Group Gmt 3 2 Gewerbepark 1
5569 PS - Peintinger Verputze 3 2 Gewerbepark 1/1 Is Partner (s Person
110 PREM 1 2 NEUDORFBERG 36 [[] One time [] &Nl Locations
v
e & [J Suspended [Joid
I__ocations: Basic Addiess Contacts Notes  Other
Searchcode’” |Location Name= |Address= |City= Sales rep.

|

Name I

Our location :‘

o

Image 19. Customer Locations

To add a new customer location to the table, click Edit and New (F5), then insert the data

of the new location and click Save (F9).
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