Creating customer contacts

Before an order can be entered for a customer, the customer record must be created. Because Xebra will
allow multiple contacts to be associated with a shipping or a billing customer, give careful consideration
to how you set your customers up in the system.

Customer Contacts can be created for the first time from either the customer shipping screen, or
the customer billing screen. Once a contact has been created in the system from the shipping
screen you should be able to find them and add them to the billing screen (and vice versa):

Customer Shipping | Create New
ship Code:  EXAMPLCUST Phone #: 8004569874
Affiliate: AAA  Sales Rep: AAA Q Phone Ext.:
Billing: Same As Shipping = Fax
Company Name: Exarmple Custormer Company Master Customer: EXAMPLCUST @
Address Line 11 123 Main Street YTax Code: MO amm
Address Line 21 Sute 10 Tax Exempt: Q
Address Line 3:

City: Springfield

&)

ST/ZipiCountry: MO Q65801 USA

tmail: infoexampleco.com

From the “Customer Shipping” screen, click the “Add Contacts” button.

Enter the name of the contact person in the search field. If there is another contact with that name, you
will be able to see them in the search results and you can select or edit their information. If you need to
create a new contact, click the “Create New” button.

Customer Shipping | Create New The “Salutation” field allows
you to add a salutation if
necessary. The “Notes”

Contact | Create New

1D: 289606 Affikate: AAA

Name: Example Contact salutation: Mr. section can be used to record
Notes: general information about

e 15 the owner of the comparnyy,

the contact. There is no need
to enter contact information
here since it can be added by
clicking the “Add Info”

Default : ? Delete button.




To enter the contact information, select the type of contact details from the drop down list under the
column “Type”. Then type the actual details (email address, phone number etc.) in the column titled
“Value”. If you need to add any additional information about the contact information, you can add it in
the notes section under the column “Notes”.

In order to designate default contact information, click the corresponding radio button under the column
“Default”.

*This is recommended for email address info

If you would like to delete a contact, click the trash can icon under the column labeled “Delete”.

Default Type $ Value ¢ Notes § Delete
This is the office phone number

0O Phone |» 800-456-9874 D
This is the office emall addrr::{

=) Email examplecontact@exampleco.com D

Once you have completed entering your contact information, click the “Close” button in the bottom right-
hand corner.

An Add Contacts button is also available from the billing screen:

Customer Shipping | Create New

Main 8illing Tab

#ill Code: TESTCOMPAQ [ERRL I e &
Affilate: AAA Sales Rep: AAA Q Phone Ext.:
Company Name: Test Company Fax#:
Address Lime 1: 14 Dover Street Terms: 30 Q
Address Line T Tax Exempt Q
Address Line ¥ Tax Exempt #:
city: Boston Customer Since: 07/26/16 73
ST/Tp/Country: MA Q 02121 USA aQ Lock Box: 75312-2419 Q Dallas TX
tmaik:  Infoltestcompany.com & Add Contacts
CC Emair

Default Name ? Summary § Dedink




