
Click Administrative Functions

Loading New Customer



Click Customer Settings

Loading New Customer



Loading New Customer

Click Load New Customer



Enter Customer info, Customer ID and Name are mandatory
Click Save

Loading New Customer



Click Manage Lists

Loading New Ship To



Click Ship Tos

Loading New Ship To



Loading New Ship To

Click Load new



Loading New Ship To

Enter a ship to code, name and address.



Click Locations

Loading Locations



1.  Key in Facility Code with a name

Loading Location info

2.  Key in Location Code with a name

3.  Key in Ship To code 4.  Set Pay-
on Type

5.  Click add



Loading Master Files

1.  Click on the master file box to load, eg. Requestors.   Each 
master file has an Id and description.   For instance Requestor 
10000 has description of Bob Smith.  These master files are used in 
usage loading and inventory creation.



Loading Logins

Click Manage Logins



Loading Logins

Click Add Cust. Login



Loading Logins

Check No prefix, enter the login, name and email  



Loading Logins

Click set Password and load the password


