WMS: Did You Know?
From Professor merlot

How to find a Customer’s Name, Phone Number, History or Invoice quickly?

In some instances, a customer phones, or walks into your shop and you can only recall his first
name, his last name or neither! How do you, professionally speaking, pull this customer’s
information about his order or past history quickly and in a professional manner?

Here’s how:
1. You recall his First Name. In this example, his first name is Snidely. Press function key, F8.
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e Fillin the Display by radio button to show oA

customers by their First Name.

Select the Hame...

Snicely VWhiplash

e Start typing, Snidely in the Select the Displapby: @ Fistname O Sumame |
Name... drop down field. 123 Aoy Strest, Sumey, BC W3R2ZPZ (B04]) 555-1231
. . . Email: zwhiplasti@emai com
° AS the name Is fllled aUtomatlca”y, preSS Brewcheck.com Tracking Humber: 3210110306 o
the ENTER key. The customer’s Invoice £ Balance
information with a Press to go to... button Presstogoto.. | | 20| sa7.95

next to each Invoice will be displayed. Go
to this invoice with this associated button.

e Address, phone number and an email
address are displayed. Should there be
more than 1 Snidely in WMS, you may EL* Lvﬂ.
have to open the Select the Name... drop
down button to select the correct entry.
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o A simple, “Are you still living at_~0r is your

phone number still... “ jon will confirm you have the correct cjistomer.

o The Funnel/Pencil button will allow you to jump directly to the Cyistomer Infprmation
form to edit this customer’s data, should any of it is incomplete.

o To see this customer’s Pre-WMS history, press the Green Book.

o To view this customer’s current history, press the green Open Book button.

2. You recall his Last Name. In this example, it is Whiplash. Press function key, F8.

e On this form, fill in the Display by radio button to show all of the customers in the WMS
by their Surname.

e Start typing, Whiplash in the Select the Name... drop down field.
e As the name is filled automatically, press the ENTER key and the customer’s

information with a Press to go to... button next to each Invoice that is on file in WMS
will be displayed.
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3. You have no idea about his name, so simply

ask for his Phone Number and press the %+ w152000 =10l x|
function key, Ctrl-F7, Find by Phone. I ] B9 =
Select the Number... 381-818

e The first phone number will be shown
when opened in the Select the = oo Al

Number... drop downfield. It will be e fE, Sy, HC
displayed in black. / e . . ||

¢ Note that the No Area Code is filled so
this is not required to enter. Should he
provide a different area code that is

current your business, simply fill the EL«-| T | B

. ! ? |
Area Code radio button field to enter e _
View cuskomer's hiskary
the correct area code. <] | pricr b0 WS orders
Select the phaor P v
e Start typing the phone number of this mysterious customer.

| Display IJH' Mo Area Code i~ Area Code ‘
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o NOTE: You must InC|Ude the DASH 83 Find By Phone
between the numbers. Select the Number.

e As the number is automatically filled, | Display by: & NoreaCode " AreaCode | |

press the ENTER key once. Customer: Leana Allken

#Address required®, Surrey, BC

Email:
e The result will show all of this
customer’s info as well as any Invoices ki LILI
i 1
he may have in WMS.
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¢ Should any of the address or contact ' o [ et =
information be missing, press the Select the Number... |33

Funnel/Pencil button and jump directly to
the Customer Information form to edit this

Customer: Snidely Whiplash
customer’s data. v e
123 Any Street, Surrey, BC Y3R2P2

| Display by: + Mo Area Code i Area Code ‘

Email: swhiplasti@emai.com

e To see this customer’s Pre-WMS history,

press the Green Book button. invoice = Balance
Press to go to.. | I 20 I $97.95
e To view this customer’s current history, -]
press the green Open Book button. «| | +]
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