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Bi» How to Create a New Customer

y Access level: All employees, except external users

Learn: How to create customers, suppliers and other partners in TimeLog Project.

In order to create a new project it is mandatory to have a customer associated.
The customer’s information is used to fill in necessary information on an invoice.

When You Want to Create a New Customer:
Figure 1: Main Menu -> Customers & Contacts-> New Customer

- Enter the Company Name: of the new customer @.

- Enter Customer No.: @. If automatic numeration is selected in the System Ad-
ministration (F10), this will automatically be filled in for you.

- Enter Contact Details: from Phone: to Country: ® with the needed information.

- Select a Customer Status: @. With the customer status it is possible to indicate
which relation the customer has to the company e.g. a supplier, partner or a
customer.

— Select an Owner: ®. The owner can be the employee with closest contact to
the customer. The list of possible owners can be edited by creating or deleting
new employees.

— Select an Industry Code: ®. Industry Codes makes it possible to classify cus-
tomers by industry. Industry codes can be created, edited and deleted in the
System Administration.

- Information about the customer’s economy can be filled in below Finance @.

— Click on Save in order to store the entered information. Click on Save and New
©® in order to save the information and continue with a new customer.

— How to create a contact on the customer see = D2.
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Customer no.: AIT Owner:
Industry Code: m v
=7 Contact Details
Phone: +45 45 45 45 45 Address: 164 Covent Street

TIME!

Figure 1: Main Menu -> Customers & Contacts -> [new customer]

CUSTOMERS B CONTACTS I ASC [Search (F2) | Personal Profile | Help (F1) | Log Out]
Main Menu -> Customers & Contacts
START  CUSTOMERS CONTACTS
New Customer a Actions
Company Name: Anrond IT Customer Status: Customer v MNew Customer

ASC (Ashlee Samson) New Contact

<

Fax: +45454545 46 Address2:
E-mail: info@anrond. com Address3:
Website: www.anrond.com Postal Code: 65534
City:
State:
Country:
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