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How do |...

Enter Customer Information

From the Main Menu Press Contacts > Contacts List

You will see a screen that lists all of your current contacts.

Contacts Lizt [o]E =]
Last Hame First ~ Middle Telepho... Address Address City State  Zip Code =
, Abbott (416)780- - g
; 7663 ;
Abc Distributing ()- PO Deerfiel IL 60015-0
Box 702 d 702
Accent Decor (770)346- 4000 Roswell GA  30076-
0707 Morthfiel
d Way
Suite
100
Accents And () - 7800 Jackson FL 32256-6
Occasions/Napco Bayberr ville 817
y Rd.
Allegood (229)888- 600 N. Albany GA  31707-
Dierdre 0499 Inglesid
e Dr.
Allen’s (2| Right click for options Albany GA 31707
Robert 4007 '
Rd.
Bell (229)432- 1008 Albany GA 31721
Tomm... 2915 Spring
Hill Rd.

On the left panel your options are presented.
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Wednesday, October 28, 2003

Contacts List

> Close Contact Listing
B Print Contact List

33 List by Type -

{5 Create New Contacts
A~ Search Last Name

o] A
? Hep

ad Start Up

d

These options allow you to search your contact list by type and by the text you enter.

Press ‘Create New Contacts’ to begin adding a new guest, dealer, or employee, etc.

Name [F=8(Eeh|>
Type a
Salutation ,:,r I
First Mame : E';]g?,;f:m
Midde : | oo
s Auctioneer
Surffio :
Address :
Address :
City
State:
dpCode: ___ - u
Telephone :  (__)__-__
E-mail :

Select the type of contact you are entering.
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Guests

This category is for your customers. This allows no access to any restricted areas of
the internet site.

Dealers

This category is for your dealers with rented space(s). It allows users to view their
sales online, set up an online shop and manage their inventories on the web site.

Consignees
This category is for your consignees and it allows them to view their sales online.
Vendors

This category is for your vendors to whom you regularly issue checks. It allows them to
view some accounting information online.

Employees

This category is for all employees. It allows them to use the Point of Sale system
according to the User Role Access Rights granted.

Auctioneers
This category is for all auctioneers.
Complete the entries as completely as possible. Press Save to save this contact and

continue. The system will offer different options on the next screen depending on the
type of contact.

Guest: E@
General | Dietails I Histary I Properties | Change Account I Purchases I Lr:n.'a\,\'a','s|
File Name : Type : Guest -
Full Name ... Guest, New Mr. Status ©  Active -
E-mail :  newguest@somewheres.com Relationship : | Primary

Home ... | |(302)123-4567

Primary ... » 1234 Main 5t

Rehoboth Beach, DE

18971-

Contacts... |~

Press the ‘Full Name’ button to edit the contact name.
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To edit or add phone numbers press the drop down button to reveal the types of
telephone number choices. You can save 1 phone number for each different type of
telephone contact number, home, cell, work, etc.

To edit an address drop down the list of different addresses. You can save 1 address
for each of the choices, primary, home, work, etc.

Under the ‘Contacts’ button you can link this contact to any number of other contacts
in your database.

For example, if multiple dealers are renting a booth you can enter a main contact with
the name of their business. Then you can enter each dealer’s name and link them to
the main account. By doing so, you also link each dealer to each other.

Under the ‘Details Tab’ you may enter more personal information about the contact.

p

Guest (=l e ]S

General | Details | Histony | Froperies | Charge Accourt | Purchases | La*_.'a'rﬁ.'ays|

Criver License State

Criver License Mumber

Date of Bith : 1/ 115300 E~
SEN: -
Price Level ;. Retail -

Sales Tax State :

Sales Tax Mumber :
Date Open ;. 10/28/2005 @

Co. Account #

Bulk Email Opt Out [

Auction IDH 0 Get Next Mumber

Most of the information is self explanatory except for the ‘Price Level’ field and the
Bulk Email Opt Out.

When entering inventory information you may set up to 4 prices, Retail, Preferred,
Dealer Cost or Interior Designers. You can select the price level for any contact so
when you sell an item the system will automatically charge the appropriate price.

When a contact is entered into your system you may send bulk emails to notify your

contacts of specials sales, etc. If the Opt Out field is checked then those folks will not
be included in the mailing.

The Auction ID # is obsolete.

Under the ‘History Tab’ you may enter comments about this contact.
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Guest:

[F=3 o 55

| General I Details | Higtory | Properties | Charge Account | Purchases | La)'awa)'s|

Right click the mouse to create, edit or remove a comment. These comments are for
internal use only.

The ‘Properties Tab’ contains 2 separate functions. Properties allows you to enter
even further information about your contacts. It is free form in that you enter a
Property Name and then associate a value with that name. A simple example would

be: Property: Hair Color - Value-Brown.
with each contact.

You may include any number of properties

Guest:

[ | General I Details I Histany | Properties |Chg'ge Accourt I Purchases

Client Property

Property :

Property Value :

The ‘Categories Tab’ allows you to associate a guest with a merchandise category.
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Select Inventeory Category

=¥ Inventory Categories
Antiquities [Classical, Amer)
Architectural & Garden

Asgian Artiques

i Baby

- Books

‘. Books, Manuscripts
+- Cafe

- Clothing. Shoes & Accessories
- Coins & Paper Money
i Collectibles

i Collegiate

+]- Crafts

il Decorative Ats

i) Dolls & Bears
Ethnograghic

m

Cancel Select

Select a merchandise category then enter any further details you wish to save with this

association. This may be useful in future marketing of merchandise.

On the ‘Charge Account Tab’ you can set the system to allow this contact to open a
charge account and charge their purchases. All dealers and consignors will have a

charge account.

Guest:

| General | Dietails I Histary I Propertiesl Charge Account | Purchases | Layawa}lsl

=1 [Eo =3

Has Charge Account [T Date
Charge fccount Active [T
Accourt has Priviedges O]

n

Balance : 0.00

Check the ‘Has Charge Account’ to open a charge account. Check the ‘Charge Account
Active’ to activate the account. Converesly, you can temporarily suspend the account

by un-checking it. Check the ‘Account has Priviledges’ to allow those contacts with
whom you have associated with this account to charge purchases.

The ‘Purchases Tab’ lists all previous purchases this contact has made.

The ‘Layaways Tab’ lists all the layaway purchases for this contact.

Dealers
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Dealer accounts will contain several additional tabs.

Guest [E=E(Ho )

General | Details I Histary | Properies | Cortracts | Charge Accourt | Purchases | Layaways I Invoices | Chechks I Summary|

NG

The ‘Contacts Tab’ will list all previous and current rental contracts for this contact.

It also lists all the dealer codes on file for this dealer. Right click the mouse on the
Dealer Codes list to create a new code, edit a current code or remove a code.

P o

Edit Dealer Code

Dealer Code: |6
Active:

Dealer codes may be de-activated at any time by un-checking the Active box.

Dealers may have any number of dealer codes. Further, you may associate codes with
your rental contracts. Each code may be on multiple contracts and different codes
may be associated with different contracts. Therefore, you can have the flexibility of
charging a different commission rate for each code.

The ‘Invoices Tab’ displays a list of all rental charges for this contact.

The ‘Checks Tab’ displays a list of all checks that have been issued to the dealer. This
is only checks printed using the system to print your checks.

The ‘Summary Tab’ summarizes the dealer activity by month.
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