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1. Searching for an Account

Searching for Accounts is just like searching for deals or
contacts. Enter your search criteria and click Search. To
clear these fields and start over, click Clear.

If you do not enter any search criteria you will be asked to
confirm the viewing of all accounts. If the total number of
accounts found is greater than your format limit you are
asked if you would like to narrow your search.

2. Editing Account Information

To view or change account information, search for and
select an Account then click Edit, or double click on the
selected account. If you are not the owner or not part of
the group that owns the account you will only be allowed to
view, not change the information or delete the account.
The Account Processing Screen opens displaying the
selected account. View or edit the account information.

3. Adding a New Account

To add a new Account, click New. The Account Process-
ing Screen opens, enter the new account’s information.

4. Deleting an Account

The system can be set so that only account administrators
can delete accounts. If this is not set then you may delete
accounts if you are the owner. Search for and select
account, then click Delete.
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An Account in Reseller is defined as either a person or a company, from which the payments are made
places an order from you and his company is the actual purchaser; the company is the Account. But, if this same Contact wanted to buy something for
personal use and pays for it himself, he is then the Account. Reseller Advantage gives you the flexibility of creating deals for either.
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5. Importing Customer information

Since most companies have customer master files, Reseller ADVantage supports the
importing of existing Account data. To initiate this process click Import, it will allow you to
select an ASCIl comma delimited file containing the accounts to import.

6. Account Alerts

When you click on an account’s name, any account alerts are displayed here.
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The Account Processing Screen is the
window to all current and past informa-
tion about all of your accounts. It con-
tains a top section that is always visible
which includes basic account informa-
tion, and a lower tabbed section for
viewing and processing additional ac-
count information.

1. Key Account Information - Con-
taining the legal company name, phone
and fax numbers, the type of company
(either Customer, Prospect or Sus-
pect), pricing profile (used for discount-
ing), the user ID of the owner of this
account, the Accounting Customer
Number, and Sales Territory, which is
automatically selected based on the
company's default bill-to address Zip
Code.

2. Additional Information - This area
is used to designate the tax code
(relates to a %), sic code (type of Busi-
ness), source (how referred) and candi-
date for (what customer needs).

3. Account Provides - This is an area
used to designate this account as a
manufacturer and/or distributor that you
purchase products from.

Key Information Tab

4. Account Addresses - Business, Bill
to, Ship to, Invoice to, Home, and Loca-
tion address spaces are all provided.
Different address types can be added
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5. Activity - From here you can view the latest account activity, Last Contacted date, Last Attempt at
contact, MTD Sales, YTD Sales, # of Employees, Fiscal EOY Month, Current Balance and High Credit.

6. Associated Compani

es -

Lists all companies that are associated to this account, such as parent

company, Bill-to company, etc.. With Assign, Edit and Remove you can maintain and view associated

company information.

copyright 1996 -1998 Advantage Software Systems, LLC - All Rights Reserved

Account - 2




S : . Reseller Advantage User's Guide
= ADVantage* Account Processing Screen - cont'd 9
Contacts Tab ke Information Contacts | External Systems | Activities | Camments | Deals/Orders/POs 4 | ’l
Org Chart
1. Contacts iy - _
[=] By Department Primary Contacts  Key Contact |Mr. Brian Gaddis Phane |[51 8] 872-2756 MI
A liSting of all of the contacts that work for this company. sl |rformatio ] Division | Mame | Phone | Fau | address
B M Brian Gaddis - Vice Preside) | Kew Contact | Mr. Brian Gaddis | (518] 872-2756 | (518) 872-9137 | 56 Mash Road
Set as Key allows you to set a selected contact as the F Mr. Mike Market | (518) 872-2756 | (5181 8729137 | 66 Mash Road

main key ContaCt, Computers | M= Kimn Babiak | (5181 872-2756  (513) 872-9137 | 21 Garden Plac

Assign Division Contact allows you to set division key

contacts. (A division must be selected in the drop down 1
box.) 2
Assign , Edit and Remove, allow you to view and 41| ¥
maintain the company contacts.
N o Azzigh | Edit | Remaove |f-‘«ssign Divisian Enntact“tamputers vI

2. Contacts Hierarchy

Allows you to view how contacts fit into the structure of a
company either by department or by a hierarchical org

chart. Fep Information Contacts Esternal Systems | Activities | Comments | Dealz/Orders/POz 4 | Pl

~ Extemal Systems

External Systems Tab fl

System Customer Bill-To Id Ship-Told
Ingram-Micro f434 bl 434 h434
7 |Microdoe BR2 BE7 BY7?

3. External Systems

-

Each Account is known to other external systems by
different id's. You have the ability to specify 3 different
id’'s. A Customer id, a Bill-to Id and a Ship-to Id. If you 3 Mew
have user administration security this tab will be dis-
played.

Delete

To add New a system , click New, and a new entry will
appear in the list box.

To Delete a system , click on the system you want to _Ij
delete and then click Delete. You will be asked to confirm [« | M

the deletion.
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Activiti Tab K.ew Information I Contacts I External Spstems Activities | Comments I Deals/Orders/FOs 4 I PI
ctivities Tal — Limit &ctivities By ... _ —
Start Date | Start Time Dezcription Type En
4. ACt|V|t|eS T_','pes 0g/20/38 | 11:56:00 A8 | To Do with Aduantage Software Svstems, LLE - TobDo |12
E Lead =]

o o ) v M eeting
A listing of all of the activities for this company are Ilggm'e_ca”
listed here, regardless of who is involved or where it I Froblem 4
happened. This will keep everyone up to date on the B4 To Do
activities planned and completed (depending on their
access rights). Leads and Problems are maintained
from here. =

EXI| =l
Comments Tab Apply Limit | e Cloar |
5' Comments K.ep Information I Contacts I External Spstems I Activities Comments |Dea|s;"Drders.-’F'Ds 4 I ’I
. . — Limit Comrments By ... — —
The comments area displays a list of every comment Tozes Tvee | Division | Description __ Created | By: Pu
. Alert Customer is looking to mowe their business | 08/ 20098 | KBABLAK | PL
made about this company. Alerts and Company Pro- IIZAIert = | General Has Unit and MT server. 0220092 | KEABLAK | PL
files are included here. Only one profile per division can [ peneral
be created and only the division sales rep can create or =
Change It Divizionz 5
, v Computers =l
Deals/Orders/PQO’s Tab [¥ Copiers
¥ Tech-Services
6. Deal, Order, and Purchase Order Information [

o ) X ol
This displays one line about every current and past pply Limit | i | o |
deal, order and purchase order with this company.

(dOUbIe C“Cklng on it WI" open it in the Deal! Or_der or Contacts I E=ternal Spstems I Activities I Cormments Deals/Orders/POs | Sales Reps/Credit 4 I »
Purchase Order Workbook where complete details are - LinitBy .. —— Teccains T Seromien Foms
. ype atus CCoun esCcrption urmbel
available). I;DES | - PO | Ordered From Distributor | Aduantage Software Systems, LLC KEITH:
23l —
. ¥ Ord,
To start a new deal, click New Deal. The Deal Work- ¥ Furchase Drder
book opens with the Account entered. = 6
Statuzes
You can limit the contents of the Activities, Comments ¥ Active il
and Deals list by selecting the types, divisions and [Z &pproved
P inki imj L
status’s you want to see and clicking Apply Limit . BlE e
[+ Ordered =l KN |
Apple Lirnit | Mews Deal | Edit |

Account Processing
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. Activities I Comments I Dealz/Orders/POs  Sales Reps/Credit | E quipment I History 4 I [
Sales RepS/Credlt Tab — Drivigion Sales Reps — Primary Credit Line
/. Division Sales Reps Division Sales Fien fl Bgmrel 3 | Expires on [03/07/58

1 | Computers MMARKET
An account can have only one key sales rep but 7 |Copiers 7 [BGADDIS Approved $ 000 | Review Date [03/07/95 |
different sales reps may be assigned based on what 3 |Tesh-Services KEBABIAK
expertise they have so if an account is looking for a $Used [$000 staws [
particular product or service the correct rep can be 8
fOUnd. - _'l;l % Remaining I:{;D? R ating I—
To add a sales rep , click Assign, and a new entry will U | N | [ Audited P |
appear in the list box.
TO remove a syStem ’ SeIeCt the SaleS Rep yOU want Activities Comments I Deals.-"Dldersx’F'DsI Salez Repz/Credit Equipment | Hiztory A I *
to remove and then click Remove. You will be asked D ouble Click for Datails
to Conflrm the removal Order & Date Shipped Fart # Serialf Lot H# Qi Actual Price ol arrantes Code |
8. Credit
This displays the customer’s primary line of credit
showing amounts, approvals and dates.
Equipment Tab 9
9. Equipment
This displays all the equipment the account has pur-
chased from your company and all Wal’l’anty informa- Comments Deals/Orders/POs | Sales Reps/Credit Equipment History LIL
t|on Tvpe Status Description Date Time |
History Tab
10. History
Every key activity (created, name changed, activity 10
completed, etc.) is recorded and will be displayed
here. This will provide you with a detailed timeline of all
account activities.
Account Processing Account - 5
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- ADVantage* Account Management Feedback Page

Concerns and Suggestions

From: Date: Please fax to (518) 872-9137
Company:
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