Customer Maintenance

Customer maintenance includes adding a customer record, changing information for an existing
customer, and making a customer’s record inactive. The three maintenance tasks are covered in detail
on the following pages, including QBO windows.

Add a Customer Record - Quick Reference Table

Step

Box or Other Location

Procedure

A

QBO Navigation Bar

+ Create - Add customer to open the customer listing.

Company name*

Type the customer’s name.

Email, Phone, Mobile,
Fax, Other, and Website,
etc. boxes*

Type the customer’s various contact and website information, to the
extent available.

Addresses section

Complete the Billing address information. If the shipping address is
different, uncheck the Same as billing address check box and complete
the Shipping address information.

Primary payment
method**

If the customer has a primary method of payment (check, ACH, credit),
select the method.

Terms**

Select the default payment terms for the customer.

Customer type***

Select the customer type, if applicable.

Opening balance***

Type the customer’s opening balance, even if itis 0

As of ***

Select the date of the opening balance for the customer.
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Customer window (all
sections)

Review the information in all sections of the Customer window to
verify that it is correct.

(K

Save button

Save the new customer record and close the window.

* Name and contact section.
** payments section.
*** Additional info section.
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Add a Customer Record
QBO windows

(D quickbooks ~ Jackson Supply Co...

|Q Search for transactions, contacts, repq

Erents Customers Vendors Team
D Invoice Expense Payroll
poolanar... Receive payment Check Time entry
m Statement Bin Add contractor
- Estimate Pay bills
# Sales order Purchase order
Feed
Credit memo Vendor credit
u Sales receipt Credit card credit
Roports
Recurring payment Print checks
Lk Shipping label Add vendor
My npps
Refund receipt
PINNED
Delayed credit
. Delayed charge
hocountin. - -
© (" Add customer [ (N
-

Other

Task

Bank deposit
Transfer

Journal entry

Inventory gty adjustment

Pay down credit card

Add product/service

Customer Window - Name and contact section

Customer

{E)

{i] Name and contact s
l1'rt|e l [Fir:rt name l l||||iud|-: name \| i.ast name | I&rrﬁx l
Company name l [Gu_stun‘_rer display name - l

Emall Phone number
[ | |

Mobile number Fax

| |

Other

|

Name to print on checks

|

I:‘ Is a sub-customer

@
Leirises)
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Add a Customer Record
QBO windows (continued)

Customer Window - Addresses section

o @ Addresses ~

Billing address

Street address 1 Street address 2 \

[ J | l

City State

ZIP code Country

Shipping address

p |i| Same as billing address
J

Customer Window - Payments section

o E3 Payments A
Primary payment method Terms
el Select a primary payment ... | v ] le h ]
Sales form delivery options Language to use when you send
l invoices
~
l English v l
Credit Limit
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Add a Customer Record
QBO windows (continued)

Customer Window - Additional info section

o ) Additional info ~

Customer type

‘ Select @ V.

Taxes

Exemption details

Opening balance (&)

Opening balance As of

l m l [ MM/DD/YYYY c B8

Privacy
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Change Information in an Existing Customer’s Record - Quick Reference Table

Step

Box or Other Location

Procedure

A

My Apps menu

Click Customer Hub - Customers to open the customer listing.

Customer List

Locate the customer you want to edit and click the customer’s name to
open the customer’s individual page.

Customer Details tab

If the Customer Details tab is not the default open tab, click the
Customer Details tab to open detailed information for the customer.

Edit button

Click the Edit button to open the Customer window for the customer.

Customer window

Change appropriate information in the window. Review results for

completeness and accuracy.

Q@ W 0 0 0O

Save button

Save the revised customer record and close the window.

Change Information in an Existing Customer’s Record
QBO windows
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®

Create

0

68

PINNED

MY APPS =,
° Accounting ™
e Expenses & Bills v

© sales & Get Paid v

o . Customer Hub ”~

Overview
Leads
o
Estimates
Contracts
Appointments

Reviews
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Change Information in an Existing Customer’s Record
QBO windows (continued)

-

$0

$0

0 estimates Unbilled income

Customers Check out the new view with filters

$0

0 averdue invoices

$9,825

Naw customar hd

2 open invoices and credits 0 recently paid

-~

-

Transaction List

Batch actions

DATE v TYPE

l @ 1t you're managing sub-customers as projects, convert the ones any into Convert now b4
C| MNAME T COMPANY NAME 3 FHONE OPEN BALANCE 3 ACTION
[ airport Inn (614) 896.1000 $0.00 Creato invoice | v
|| Ameristay International (614) 8944500 $9,825.00 Rocolve payment |~
[ | Ansen Lodge Ly (814) 894-5000 50.00 Create invoice | +
| | Bestway Motor Lodge (814) B95-4000 30.00 Create invoice | v
[]  Bronson Hotel (440) 556.2700 $0.00 Croatoe invoica |~
7] Cash Custamer $0.00 croato Involee |
|_| Inn Bed & |M3’ 524.7TBOO 20.00 Create invoice | w
[ | Greenleat Suites (440) 554-5678 $0.00 Create invoice | v
\__[ | McCarthy's Bed & (614} 894-4012 $0,00 Create v
'd
Email Phone

SteveUGAnsonLodge.com (614) 894-5000 ® Financial

AL Billing adcress Shipping address (same as SRRmMary

8777 Vine, Columbus, O... BllNng Sddroes) + Gpen balance

8777 Vine, Columbus, O...
Anson Lodge Notas $0.00
Add company name Add notes e ot
Vs * Overdue paymeont
8 & B 2 o $0.00

Activity Feed m Statements Recurring Transactions Frojects
.
Status Date
| All plus depo... >~ | All i | | All hd

(% Feedback

CUSTOMER MEMO

AMOUNT STATUS

View Recurring Templates

acmon & & i @

Gustomer Details L

@G*

*Note: See next page for Customer Details tab contents.
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Change Information in an Existing Customer’s Record
QBO windows (continued)

{ Customers

Contact info

Custamer

Anson Lodge

SteveUZAnasonkedgec.com

(614) 894.5000

(814) 894-5055

httpiwww.AnsonLodae.com

\
@ tum et [0 [ ]

Additional info

Eilling addreas

Shipping address

Tarmea

Credit Limit

Payment method

Preferred delivery
method

Customer type

Custemer longuogec

Cust Details

Email Bhana
AL SteveU@AnsonLodge.com (614) 894-5000

Billing address Shipping address (same as billing
8777 Vine, Columbus, OH 43216, ... ieirass)

Anson Lodge 8777 Vine, Columbus, OH 43216, ...
Hotes

Add company name e 2 it Mot

B & B 2 o '
Transaction List  Activity Feed m Statements  Recurring Tr ions  Project

8777 Vine, Columbus, OH 43216, United

States

8777 Vine, Columbus, OH 43216, United

States

Retail Trade

Tax exemption detalls -

&) Financial summary
* Open balance

$0.00

# Overdue payment
$0.00

Late Fees  Notes E

@

@

>

See next page for additional window
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Customer Window (with additional sections collapsed)

|

|

|

|

|

Customer e X
{i] Name and contact N
Title First name Middle name Last name Suffix
L] | N | | R
Company name Customer display name *
N ol
Email Phone number
N |
Mobile number Fax
| |
Other Website
| |
Name to print on checks
|
D Is a sub-customer
© Addresses b
[Z, Notes and attachments i
B3 Payments N
) Additional info 2

2 e
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Make a Customer’s Record Inactive - Quick Reference Table

Step

Box or Other Location

Procedure

(A

My apps menu

Click Customer Hub - Customers to open the customer listing.

(B

Action column drop-
down list button

Locate the customer you want to make inactive and click the Action
column drop-out list button on that customer’s line = select Make
inactive.

C)

QBO message

A message will appear that says “Are you sure you want to make
[customer name] inactive?” Click the Yes, make inactive button.

Make a Customer’s Record Inactive
QBO windows
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® MY APPS =
° Accounting e
H

<

° Expenses & Bills

89 © sales & Get Paid v
=
# Overview
Leads

Customers @ o

Estimates

Contracts

PINNED Appointments

° Reviews
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Make a Customer’s Record Inactive
QBO windows (continued)

Unbilled income

Customers Check out the new view with filters

50 $9,825

0 overdue invoices

2 opoen involces and credits

50

0 recently paid

~
0 i youre b convert the ones without any children into standalone projects. Convert now x
=IERRC

Ameristay International

Anson Lodge

Bestway Motor Lodge

Bronsen Hetel

Cash Customer

Comstock Inn Bed & Breaktast

Greenleaf Suites

McCarthy's Bed & Breakfast

Daklawn Hotel

COMPANY NAME = PHOME

(614) 696-1000
(614) 894-4500
(644) 834-5000

(814) 895-4000

(440) 556-2700

(513) 524-7800

{440) 554-5678

(614) 894-4012

(440) 367-8720

Create sales receipt
Create estimate
Send payment link
Create charge
Create time activity
Create statement

Request feedback
Create contract =
Schedule appointment «

Create invaice | v

Ereate invaice | +

~

O

Are you sure you want to make McCarthy's Bed &

Breakfast inactive?
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