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Customer Contact Methods

Customer Records

Starting with The Edge v. 17.3, there is a slightly different look and feel in managing customer contacts.

Let’s take a moment to review the Customer Record P General tab. Containing the basic contact information
about the customer, the Edit Customer window will open with the General tab open.

w2 Edit Customer - Zachary, Mike (001-00652) =N B =)
General  Qther Keys ® Balances WishLst @ Activity MNotes Pop-Ups o Options  Rewards  Appointments
Genlera| . Show () My Contact Methods (@) All Contact Methods
[ lloacize Primary Spouse/Partner
ID #]001-00852 Jooi-00653 2 [ Mehos | © s S |
Gender| Male v | Female ~ 'l WORK Mike 56E-4685 &) .C):(\
Title] —,
| l | ¢ NIGHTS  Mike 204-4535 ®
First| Mike |§m | o
Middle| [ | "  HOME  Mike 463-1418 ®
Last{Zachary [Boxaton, @) oars e 869-3825 ®®
Sufﬁx| | | o
WORK ~ Stecey  504-3742 )X
License #| | | (. -
- fo o
Frror| [ | ¢ WINTER  Stscey  513-5574 ®®
Birihday| [5/24/1591 | ¢"  NIGHTS  Stacey  686-4254 ®®
- fo o
@ HOME  Stcey 2994107 ® X
WORK Mike zachary_mike@aol.com '@ 'C\
) ’ 92 Canmer Rd (=) (%
i ® = = . s
Couple|Mlke and Stacey Abbott a home Mike Far;mﬁnDDgS1ﬂ3 '@\ X
Anniv|11/7/2002 [] Company Account
Dt Entered|6/22/1383 & =4 Address == Phone =+ Email
- Save & Save & - Save & 0K/ Save
e < Bof 37 > =3| Mew Duplicate Supervisor Revert Stay 2 Close Cancel

The primary customer is on the left and the spouse/partner is on the right. If you use Switch to
Spouse, primary and spouse/partner keep the same relationship but the data views change. To
actually change who is primary, go to the Supervisor menu and select Set as Primary Customer.

Fields and options in the General tab include:

General
Inactive Indicates whether the customer has been marked inactive.
ID # The customer’s/spouse’s Edge identification number.
Gender Indicate the gender of the customer/spouse.
Title Specify a title for the customer/spouse.

First/Middle/Last

Specify the customer/spouse name. If the first and last name fields for the
spouse/partner are not completed, The Edge will not create a spouse/partner record.

Suffix Specify a suffix for the customer/spouse (Jr., Sr., etc.)
License Specify the customer’s/spouse’s license number.
Company Specify a company name for this customer record.
Birthday The customer/spouse birthday.
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. Ret_urns phot_o menu to capture an image of the customer as described in the section
Camera icon () entitled Adding and Managing Photos.

Couple Defines how to display the customer and their spouse on receipts and mailings.
Anniv The customer’s wedding anniversary.
Company Account Indicates whether this is a corporate account.
Date Entered The date the customer was entered.
Contact Methods Lists contact methods for both the customer and any linked spouse/partner records.

You can show:
My Contact Methods: Those for just the customer
All Contact Methods: Those for the customer and any linked records.

\Memod| Type | Who | Contact Address |
¢ WORK  Mike 5634685 ®X®
¢ ONGHTS  Mike 2044595 @®
¢ OHOME  Mike 469-1413 ®®

@ DAYS Mike 2693825 &
¢ WORK  Stacey 5043742 ®®
¢ VINTER  Stacey 513.5574 ®®
¢ NIGHTS  Stmcey 6854254 @®
@ HOME Stacey 2954107 ®®
WORK  Mike zachary_mike@aol.com ®®
@ work Mike Sho € thae @®

\
4
®

5 Blowom Dr
A home Mike Fargo, ND 56103

In the list of available contact methods, fields include:

Method: The contact method, i.e., phone, email, etc.

Type: Where the person will be reached, i.e., home, work, etc.

Who: Whether it goes to the primary contact on the record or the spouse/partner.
Contact Address: The specific value.

e Contact methods circled in green are the preferred contact
number for each contact method.

e When you choose a different contact method other than the
default, that is the contact method that will appear in the
transaction record.

o If a contact method is the same for both parties, there is no optior
to remove a party in the edit window. To remove that contact
from the record, use the Delete icon.

To edit a contact method, select the green edit button ( '@').
To delete a contact method, select the red delete button ().

+ Address Offers the add Customer Address window where you can add a new address. For
more information, see the section entitled Adding a Customer Address.

+ Phone Offers the Customer Phone Number window where you add a new phone
number. For more information, see the section entitled Adding a Customer Phone
Number.

+ Email Offers the Customer Email window where you can add a new email address. For

more information, see the section entitled Adding a Customer Email Address.
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Adding a Customer Address

To add a customer address:

1. From the Customer Edit General tab, select +Address ( F Address ). The Customer Address window will
appear.
Customer Address
[[] Preferred Mailing Address

Type | | (HOME, WORK, etc)
Campzny | |
Strest | |
\ |

ZPorPostel Code [ |

city | ]

State or Province | |

Country | |
Mike's Address
[[] Stacey's Address

0K Cancel

2. Indicate whether the address is the preferred address. This indicates that the address will be used by default. It

will also serve as a filter when creating lists that have the Preferred Address Only parameter.

Select a Type. This indicates the location of the address, e.g., Home, OfFice, etc.

Complete the address fields.

5. Indicate whether this is the primary contact’s address, in this example, Mike”s address, or the
spouse/partner’s address.

6. Select OK. The new address will appear in the Contact Method list.

P w

If there was previously no address, a newly added one will automatically be marked Preferred. You can uncheck
it if necessary.

Adding a Customer Phone Number

To add a customer phone:

1. From the Customer Edit General tab, select + Phone ( L

will appear.

). The Customer Phone Number window

Customer Phone Number
[ Preferred Contact Number
[] De net contact
Type | | (HOME. WORK etc)
Phone # | -

Extension ‘ |
Mike's Phone Number
[] Stacey’s Phone Number

0K Cancel

2. Indicate whether the number is the preferred number. This indicates that the number will be used by default.
Indicate whether this number is a Do Not Contact number. If no phone number is preferred, the customer will
be listed as Do Not Call in certain features such as text message marketing.

3. Selecta Type. This indicates the location of the number, e.g., Home, OFFice, etc.

4. Enter a phone number.
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5. If applicable, enter a telephone extension.

6. Indicate whether this is the primary contact’s number, in this example, Mike”s Phone Number, or the
spouse/partner’s number.

7. Select OK. The new number will appear in the Contact Method list.

If there was previously no phone number, a newly added one will automatically be marked Preferred. You can
uncheck it if necessary.

Adding a Customer Email Address

To add a customer email:

=4 Email

1. From the Customer Edit General tab, select + Email ( ). The Customer Email window will

appear.

Customer Email

[] Preferred Contact Email

Type | | (HOME, WORK. etc)
Emil | |

Mike's Email

[] Stacey’s Email

OK Cancel

2. Indicate whether the email address is the preferred email address. This indicates that the email will be used by

default.

Select a Type. This indicates the location of the email, e.g., Home, OFfice, etc.

Enter an email address.

5. Indicate whether this is the primary contact’s email, in this example, Mike”s Emai I, or the spouse/partner’s
email.

6. Select OK. The new email address will appear in the Contact Method list.

P ow

If there was previously no email, a newly added one will automatically be marked Preferred. You can uncheck it
if necessary.

Notifications

In working with notifications in general, you will notice that this is an area where checking customer data at point of
sale is very useful. It’s a chance to confirm email or mobile phone numbers at a time that would be very
understandable to the customer.

When working in service, appraisal, or custom job intake, there is a notify option that allows you to select the best
way to let the customer know when the order is complete. The Customer Notification window will appear.
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Customer Notification

How shall we notify you? Check at least ane item from the list below. Learn About Text Options
Show () My Contact Methods (&) All Contact Methads
[ ] Method | Type Who Contact Address |
O ¢ worK Mike 568-4685 ®x -
0 [® woRk Mike 568-4685 ®X
O ¢ NGHTS Mike 204-4555 ®®
O] @ NGHTS Mike 204-4555 ®®
0 ¢  Home Mike 463-1418 ®®
0 [® HoMe Mike 469-1418 ®X
O @ DAYS Mike 363-3825 ®®
0 @ DAYS Mike 965-3825 ®@X .
= Phone == Email
OK/ Saved P

The Customer Notification window looks much like the contact method section of the Customer Edit » General
tab. Notice that you can add phone numbers or email addresses from here. You can edit existing contact methods as

well.

Select the contact method for the individual to whom the notification should go.
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