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Introduction

Overview

The Customer Master File program stores the customer’s billing, contact, billing terms and additional information

specific to the customer. The customer accounts can be imported into PrintStream or they can be manually
entered.

Contact Information
EFI Support

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1)
US Fax: 415.233.4157
US E-mail: printstream.support@efi.com

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday — Friday. Outside of these hours,

you may leave a voice mail message and an on-call support representative will be paged. Response time is
based on the severity of the issue.

Note

For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,

printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of
issues.

EFI Professional Services

US Phone: 651.365.5321
US Fax: 651.365.5334

E-Mail: ProfessionalServicesOperations@efi.com

EFI Professional Services can help you perform EFI| software installations, upgrades, and updates. This group
can also help you implement, customize, and optimize your EF| software plus offer a range of training options.
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Manual Customer Creation

Prior to creating a customer’s master file, sales reps, CSR’s and tax codes must first be defined. Please refer to the
Modules section of this document for more information on these items.

To manually create a customer record, right mouse click in the tree area of the screen, or you can single left click on
a letter, and then right click and select Add New Customer.

* Customers List for the 01 Streamiine Solutions

Fle Hoddes Optors USEy Windew Cloning Oplicns  Help

ALl R])

A blank customer record becomes will display for you to enter your customer’s information.
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Main Information Screen

g}_ Customer

Account Nao| Auto Name:

| Contact:
Address: Phone:
Fax: |
T DSF
ZIPICity | | T Monthly =ale:
County : Acct Status: - |
State: Country: USA = Payment Days: Since; 47212020
Ti .
Salesrep: | j e
; Remarks: |
e | |-
Manager: | j Tax Code: |
Cred Limit: Currence usp -
Collector | j BT | —
red Ref:
Search: % ByGode { By Group { By Indus
£ & : £ e Internal Customer [ Suppress Statements [~ Usevar [
SIC Code: | j Service Charge: v Active Acoess v Value
Group: Tax enforced r Bypass Credit Check |
U=ty | Short Remarks ] Stnre.fFranchlse] Reporting Grouping ] Marketing So 4 | ¥
VB Ref: :

Tax #: Allowed WEB [ |

- Place Customer
TI‘ISR:?QQ:-I'DI' on Credit Hold r |
Storaoe M Free Storage Days |20 Biling For Products
Oversi/Unders Frequency / Last Date| j |
[T Customer is the Postage Customer for the Customer....
Customer# li
Customer : |

Share Customer with Companies.
» Bill Customer Directhy(Horizontal) " Bill Job's Owner (Wertical)

CmpCode | AcctMo MHame
A Joz PRINT PrintStrearn

Customer Standard Specifications

| Save Cancel

Field Information

Account No & Auto - The Account Number can be alpha, alpha numeric or numeric and up to 8 characters in
length. It is a required field and must be unique in the system. To select the next customer number available, the Auto
button can be used. The number will auto populate incrementally from the highest historical customer number stored
in PrintStream. If the numbering schema for Prospects is being used, this number will be the next prospect number
available.
Name - The customer name can be up to 40 characters in length and can be alpha numeric. It is required and must
be unique to the system.
Address - Address Line #1. This field will hold 30 alpha numeric characters. Address Line #2 can be used for
suite numbers, etc. The field will hold 30 alpha numeric characters. This address is the default address for AR
Invoices. Optional

Zip - The zip code field will allow 12 alpha numeric characters. Optional
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City - A 30 character alpha numeric field. Optional.

County - Used only in the sales tax module and will auto-populate when a zip code is entered.

State - A 2 character, alpha field. Optional.

Country -Select Country from the drop down list. USA will default. This field is for use in the customer address.

Salesrep -Name of the Salesrep assigned to the customer, select from a previously designed drop down list that
is created in Customer Master File> Modules>Salesreps, CSR’s. The Sales Rep field is 25 characters in length.
This field is required. A Salesrep will only appear in the drop down list if it is set to active in the salesreps
module.

CSR -Name of the CSR assigned to the customer. A drop down list for CSR selection is created in Customer
Master File> Modules>Salesreps, CSR’s. An optional selection of 25 alpha characters. A CSR will only appear
in the drop down list if it is set to active in the salesreps module.

Manager - Name of the Sales Manager, same as Salesreps and CSR information. The Manager name will only
appear in the drop down list if it has been created and is set to active in the salesreps module.

SIC Code for Customer - The combo box can be loaded by Group, by Industry or (the default), by Code. It can
also be added directly. The field is optional and holds 4 numeric characters. Please refer to the NAICS/SIC
Codes section of this document for information on establishing SIC/NAICS codes in PrintStream.

D/B Ref - For Dun & Bradstreet Info or the entry point code used in Mail.Dat. This field will hold up to 14 alpha-
numeric characters.

Tax Number - Federal ID number for non-taxable entities. 15 Characters in length, numeric only. If the customer
Tax ID number is in this field, it will print on the invoice in the lower left hand side. Optional Field.

Postage Type - User has the option of selecting Revolving, Permanent or Job Specific. Currently for information
purposes only and it does not print on any reports. R = Revolving, P = Permanent, J = Job specific. Field holds
one Alpha Character. Optional.

Allowed WEB - For Fulfillment customers. Setting this flag allows the customer to log in via the internet and view
various modules specific to their own information, i.e. inventory, invoices. Also works in conjunction with the
Customer View program.

Place Customer on Credit Hold - This setting prevents any new jobs being created or estimates being
converted to a job for this customer.

Charge For Storage — This setting works with the Inventory Storage Charge feature.

Free Storage Days — This setting works with the Inventory Storage Chare feature to calculate the number of
grace days before calculating storage charges.

Overs / Unders — This field will allow the user to define the Overs and Unders for the job that will display on the
work ticket.

Contact - Contact name for the customer, 30 characters, alpha numeric field. This is the default contact, typically
used as the invoice contact. Other contacts are defined in the addresses section of the Customer screen.
Optional.

Phone - Telephone number, 18 characters, numeric field. Optional.
Fax - Field for the Customer Fax number. An 18 character, Numeric field. Optional.

Monthly Sale - This is an amount projected to sell (a goal) to the customer on a monthly basis. This is a 10
character, numeric, optional field. This amount is used in the Sales Support Module, Sales vs. Customer Budget
by Salesrep Report.

Account Status - Status A = Payment terms other than 30 days. User defined (Payment days must entered),
Status B = 30 day payment terms, Status C = C.O.D., Status D = Refer to Manager, Status N = New Entry,
Status P = Prospect, 1 character, Alpha field that is required. See the end of this document for Prospect to
Customer conversion procedure. Status D, N and P will prevent any estimate from being converted to a job.
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Payment Days - If status = A or B, enter the number of days to pay, 2 character numeric, required if status A or
B is selected.

Since - MM/DD/YYYY Date you began work with this customer, 8 characters, numeric. This field is informational
only. Currently does not flow to any reports. This is a required field.

Terms - For the terms description, this is a 50 character, alpha field that is optional.
Remarks - A 25 character alpha numeric field, optional, currently informational only.

Tax Code - A 2 digit code, previously defined in the Modules section of Customer Master File. This is a required
field. For more on tax codes, see the Modules section of this document.

Credit Limit - Dollar amount of credit limit 15 numeric required for all customer types. If credit limit is zero,
estimates cannot be converted to jobs. This is a required field.

Currency- This is a required field that is used as part of currency definition if necessary. Field will auto fill with
country from company setup, unless multi-currency (add-on feature) is being used.

Credit Ref - Field for credit reference description. This is a 15 character alpha numeric field which is optional.
This information does not flow to reports, and is available from this screen only.

Internal Customer - When selected, this customer’s information will be sub-totaled separately on the AR Aging
and the Invoices by Date Report.

Service Charge - This box is checked to enable the calculation of service charges on past due balances when
using the Accounts Receivable Customer Collection Program.

Tax Enforced - For Canadian customers use, please reference documentation specific to Canadian tax.

Suppress Statements - When this box is selected, a statement will not be printed for this customer from AR
Reporter.

Active Access - When this box is checked, the customer has active status. For more details, see the section on
Inactive Customers in this document.

Bypass Credit Check - This feature enables an accounting department to place a credit "bypass" flag on a
customer. This has the effect of allowing one quote to be turned into a job, bypassing the credit check, and then
close the credit check immediately after it to prevent further jobs being entered without credit approval. This
feature allows a credit department to maintain a customer on an existing credit limit or credit status, but to allow
individual jobs, (based on the bypass credit approval), to be entered without having to artificially change the
credit terms. The credit department would approve the override by going into the customer master file and set
the account to Bypass Credit Check. As the FIRST job to be created for the customer is entered, the system
would allow this first job through the credit check, and then automatically remove the check in the Bypass Credit
Check field so any future work would again need to be cleared by the credit department. The differences
between this and just allowing the credit department to raise the credit limit is:

1) Credit limit can be maintained at an appropriate permanent level.
2) There is no need to temporarily change the credit status.

3) By setting the flag up ahead of time, the credit department does not have to be available at the time the job is
created. This is important when the job needs to be created at a time when the credit department is not available.

Short Remarks/Store Franchise - This information is accessed in this screen or in the SQL search screen. In Mail
Estimating, Print Estimating and Print Order Entry, the ability to search by store/franchise has been added to the
search/open quote and in the create new header screen.
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Reporting Grouping - The following reports in AR Reporter allow reporting by group: Invoices by Date, Invoices by
Sales Rep, Customer Sales Volume and the AR Aging report. See Modules section below for creating the Group.

Marketing Source Code - This field is informational only at this time. Marketing codes can be established from the
Modules (see further in this document). These marketing codes can then be assigned to customers.

Billing For Products - this setting works with the Product Invoicing feature.

Customer is Postage Customer for the Customer - If this flag is set, this customer can be a sub account for use
with the Postage Sub Account feature. The Postage Sub Account (PSA) feature was designed for jobs where the
customer referenced on the job is acting as an Agency between the House and the Agency’s customer (sub
customer), and the sub customer is responsible for the postage portion of the job. The customer acting as the Agency
must be defined in Master Files Customer. The sub customer must also be defined in Master Files Customer with the
Customer is the Postage Customer for the Customer option checked referencing the Agency in the Customer # and
the Customer fields.

For detailed information on how to use this feature, please refer to the Postage module documentation.

Share customer with Companies

Designed for multicompany users to indicate the default invoicing method for the customer as well as the companies
allowed access to the customer account.

Horizontal Invoicing - Each company involved on the job will send an invoice to the customer for their respective
billing.

Vertical Invoicing - The shared companies on the job will create Inter-company invoices to the company the job was
created in, while the company that owns the job will send one invoice to the customer billing services for all
companies involved on the job.

Sharing customers allows job sharing between companies and creates flexibility when generating an invoice to a
customer for a shared job. Sharing a customer with other companies also allows the shared companies to create
jobs to the customer, generate financial and accounting transactions to the customer, etc. For further instruction on
how to use this multicompany setting, please refer to the Multicompany document.

Once the customer record is saved, the following Optional fields are activated:

Order Entry Notes - These notes can be viewed when creating jobs for this customer.
Packing Slip Address - This address defaults on packing slips for this customer.

Billing (Customer Credits) Notes - Comments entered here will be able for viewing in the invoicing screen. When
billing notes have been entered, a blue check mark will appear on the Notes tab in AR invoicing.

Shipping Notes - These notes are seen when creating shipments to this customer when using the Shipping Module.

Addresses - This is a table that saves more than one address for customer. Additional addresses can be accessed
from the Shipping module, the Misc. tab in AR Invoice Entry, Estimating and Order Entry. Alternate

Addresses have 2 fields: first name, last name. Currently, the Title field is not printed on reports, forms, etc. and you
should use the Name field for the contact for the address.
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The zip code can be verified to indicate whether the county, city, and state match the zip code with the Verify Zip
Code button.

& wilidrassas Jﬂ
File:
Type | Mo | Mame of the Address | Contact Ma: |2 Active Address v
n} 0 Alaska Inc. Sally 5amszter
MName: |Alaska Inc.
D 1 Alaska Inc. Bames A | aska e
D 1 2 Alaska Inc. Address|12401 5. 450 E.
) 3 Alaska Inc. Contact Name |su\te A1
o] 4 Alaska Inc. Ll
D 5 Alazka Inc. Zip: 84020
] 999999 Alazka Inc. Sally 5amszter City: |D[ape[
Cainty: ‘

State: [UT  Countyr [USA UNITED STATES ~]

sttt [N 7Pty Giling

Fhone: |

Emait |
Contact Tite:
Contact Mame:

Date Entered: 2426/2002
Date Edited: 2/25/2002

Clone

Add Cloge

Billing and Shipping Addresses - You cannot use the Billing address in the Shipping address field in PrintStream
modules. The Shipping program defaults to the lowest numbered address other than 0 (now it will use 999999 unless
other addresses have been added). When defining new customers, saving the record will now automatically create
an address 0 and 999999.

Address cloning when adding additional addresses - You can change the order for addresses (for display in
shipping) by changing the address number, using Save Addresses Order Preferences. The address on the main
screen, defined as address #0, is the default address used for all items for this customer. Most commonly, this is the
contact used when billing the customer. Additional addresses are created in this screen for additional production
contacts, “sub” customers i.e. customers of the main customer, additional departments, etc. In PrintStream, whenever
a customer’s address can be selected, these additional addresses will be available to choose from. The highest
numbered address is the default address for shipments to the customer.

Packing Profile — This button works for the Book Estimating add-on and allows packaging requirements to be
defined.

List of Postage Customers - This button only appears when this customer is not a Postage customer for another
customer. If this customer has other customers attached as postage customers, then this button takes you to a list of
those customers. You may also attach postage customers through this screen.
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S Lt ol Mugiage Clsiomars fur the Syun CU sy Cum;di

Postaiiiuostomer Postage Customer Mame
1 JAwon CO3 Avon company 3 jp
2 |Avon CO5 Avon Company 5
3 |Petd Pet Supplies

Customer #: |Pet0l
Customer: |F'et Supplies

Delete Save LCancel

Customer Standard Specifications - This option allows files to be attached that are specific to the customer.

ﬂStreamline Media Manager - 50026 A Company, Inc. customer sta il
= | X

Add Rename Remove

Cloze |

Time Stamped Notes - Customer Time Stamped Notes can be entered at the AR Invoicing level, in the Shipping
program and in Sales Prebill. These notes will show behind the Notes tab of AR Invoicing as well as in the Master
Files Customer program/Time Stamped Notes button.
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Taskbar for Customer Master Files

File Menu

® Customers List for the 01 Streamline

|File Modules Options Utiity Window Ck

Default All Existing Customers to Active
Exit

Search By

For SQL databases, this search screen allows filter criteria to be input and searched on in the customer master file.
Each criteria field allows a partial string to be searched on. Multiple criteria can also be searched simultaneously. This
produces a search results list that meets the filter criteria. A single record can then be chosen from this list to edit in
the standard Customer Master File screen. The search criteria filters that are available in this screen are name, active
status, salesrep, CSR, contact name, city, state, and zip.

M Bl Modie:  Wirdow  Hel e
4 h|ﬂﬂ Hf
: o Filee = Frad Custome: By

01 Master Files Customer T Cortact Hane: |

: E; Hame: | Cie -

ne ﬂ C A ™ Nt astive = Bak T

f e -] 20 [

< ¥ O —

n mg Smach I Corcel |

g &

. ﬂ r I

1V Aciwe | Customes &2 No Customen Mame Sherst | coRNam | Comc Aadenl | Addesal
« 0K

B ﬁ L

Refresh Tree

Closes open items in tree.

Setup

Allows user to return the tree to the original format (layout).



Customer List Report

For the Customer List to be previewed/printed.
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Customer Listing

AN

[ Salesrep Mame

| Salesrey

Chiis Kinkaid

Gina Schaefer

House Account

Leah Payroll Commizsion
Leah Varwiynsberghe
Linda Pollard

Michelle

Fiob Hales

suellen

Tillp Cox

N e

o

3
15
1
17
16
10
]
7
3
14

~ Type

H;ﬁ:ﬁd 30 days [ C.OD. Refer [#] PROSP [#] Check

- Content

@ Detail
Print Al Addresses

Sort B
’7 & Customner Code

O Customner Mame

hitive Mat Active

Default All Existing Customers to Active

Utility to set all customers to active status.

Modules

Frint Customer Terms as appeared at Customer editing screen....

Just Primary for the Company

All

_ﬁ

Sales Tax Codes (Not used if the tax engine is used)

Setup for Sales Tax amounts to be applied to customer invoices. Each customer must be assigned a default sales tax
rate based on this table. These rates are also used in the Accounts Payable module. When setting up the rates,
alpha numeric codes can be used. The rate should be defined as 7 for 7% or 5.5 for 5.5%. Two codes should also be
entered for freight, one taxable, one non-taxable. The codes established here will help you to determine the amounts
due to your taxing entities. The AR Reporter, Month End Sales Tax report segregates amounts by code. Canadian
users will require specific setup for GST and PST. Please work with your EFI PrintStream Accounting Support contact

Some states require the use of multiple rates. We suggest using one rate that includes both county and state rates
combined. For example, a county rate of 4% and a state rate of 1% would combine to be 5%.
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;ig Sales Tax Codes

19

a8 8.2500 fed —
93 0.0000 freight nan taxable ¥
99 7.0000 freight tawable ¥
Ad 0.0000 Test —

R 72500 new jersey state 01
hh 5.000) I\ncal tax I

Code | Rate | District |F|e\ght| Applieg| | Code: [hh
oo 0.0000 non taxsble = Iree Limes Rate: [05.00 %
a7 7.0000 county tax = I Lines oo
77 00255 Ciytan O lnwlines Dty ocal tax
Irey Lines
Ir Lines
I Lines Freight Code: r
Ir Lines
I Lines Text &pplied At
Ity Lines
Invoice Header (o
Invaice Lines ([l
- add | o

For additional sales tax needs, contact your EFI PrintStream Accounting Support contact to discuss the other options

available.

SIC Codes

A spreadsheet containing a sampling of NAICS codes is available. Due to the customer base of our clients and their
product mix, we expect you will review and remove detail in certain categories, and add detail in other categories.
This would simply be a matter of someone deleting the industry from the standard table and adding it as a new
industry in their preferred group. Contact Streamline Accounting support for information on how to use the NAICS
import. If you would like to use a custom set of codes, please keep the format setup in the worksheet.

r\“ Ciziomzrs Kist fupr iz Ul sk e,

Fil=  Modules Utility Window Help
£ || | d4) =)

! il

laleldllelel@elellalelchalelcl Sl

wRowWoZEMNFRSTIOMMOCOD

Code
1 Descri

™ Sl Codey

Code | Group

Industry

2711 IPaper & Allied Praducts
85858 Customer Defined

Mewspapers Publishing & Printi
Cust defined print job code

2780 Testing Trajan
0111 Agriculbural Production - Crop ‘Wheat
0112 Agricultural Production - Crop Rice
1234 Streamline Defined Software Training
5419 TestSIC Code Corm
Code: | Group: |
Industry: |
@ Lidd Cloze
Descrip2

1110 Agriculture Fishing & Hunting

Crop Production & Nursery

Code Code Code
2 3 4 EOR

1" 1 0 EOR
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1120 Agriculture Fishing & Hunting Animal Production & Ranching 11 2 0 EOR
1130 Agriculture Fishing & Hunting Forestry & Logging 11 3 0 EOR
1140 Agriculture Fishing & Hunting Fishing, Hunting & Trapping 11 4 0 EOR

Sales Reps and CSR’s

This section must be completed prior to importing or entering new customers. All customers and all jobs must have a
salesrep assigned. The CSR, estimator, planner, and manager are optional. The salesrep number and title are user
defined. The Active box must be checked in order to see the name on the drop down lists throughout estimating and
accounting.

Num | Name [Rep[ CSR[Estim| Planner [Man] Active: I
T JFouse Aocount Humber:

100 | Sue Smith

2 Chiis Kinkaidy

5 Michelle

87 suellan

439 HobHales

25 Betty Wwihite

14 il

55 jirn

E4  sandra

42 New Rep

24 |Joe Mason

44 Bryan Bunell

352 | New salesiep

7 Monka Ryrkiewicz
10 Leah

200 Jon Doe

22 | Alex Brown

23 kondacer

9 Shane

78 Clarence Clemmaons
1111 Llae Mazan New

Mame: |

Tide: |
Territony:

Type
Saleseps | Estimator [ Csh [

Manager [~ Planner [
* Can select orly up to thiee types
Active r

Sales Rep Contact Info— Cont Info Active? r
Phane #:

Fax #
Email ID:

Show only:
SalesReps [ CSR's r

Estimators [~ Active r

5T T e e )
5 T T T )

b A S S Y
B 1 ! s e s e e s
T T Fc c cc c s Fc e
1 | 5 | o | e

SalesRep changes/deletions

Salesreps, CSRs, Estimators, Planners and Managers can not be deleted after creation. To discontinue use of these
type of personnel, please uncheck the Active option.

To discontinue use of any of the above personnel, uncheck the Active check box. To move the customers assigned
to that salesrep to a different salesrep, single right click on the "old" salesrep and select Universal Change of
Salesrep in Masterfile. PrintStream will search and show you a list of customers assigned to that individual. Enter the
name of the new salesrep exactly as it appears in the list and PrintStream will automatically change all of the
customers to the new salesrep. (The new salesrep must have been created prior to substitution). Any new
quotes/jobs/invoices will have the new salesrep. PrintStream will check if there are old quotes/jobs/invoices with that
salesrep. If there are, it will inactivate the salesrep. Active jobs can be manually changed to the new salesrep.

Because CSR’s, Estimators, Managers, and Planners are not required for jobs, they can be deleted from PrintStream
at will. As with most Masterfile info, we recommend never deleting these entries. It is best to make them inactive.
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78] A =] [ House Accaunt W E E |

]E B 100 | Sue Smith i ﬁ i (] Michele

: E c 2 Chiis Kink.aid =]

-8 D § Enter the Salesrep who is taking these customers l_

* 1 I -
-8 G
280 1

= W OO = O s OO OO SO e OO et O = O = RN e IO = IO e O O = O s O = |

Changing a Salesrep's name is not allowed. Create a new salesrep with the new name and use the auto-change
feature outlined above.

Customer: Assign Salesrep, Assign Active Flag

This table lists customer’s Active/lnactive status and their assigned salesrep. It also includes the customer tax id
number and tax code. Active customers have the red check mark in the Active/Inactive column. To set the
customer to inactive, see below. The salesrep name, tax number and tax code can be changed from this table.
The table can be sorted by single-clicking on the header of each column. If the salesrep is inactive or Type is not
salesrep, the Salesrep column text will be red. When a salesrep cell is selected, a combo box loads with active
salesrep names. If Save is selected without doing any changes for an invalid row, bad data will clear. Next time
the column is sorted the empty cells will group together for ease in entering information.

Inactive Customer Feature

A customer cannot be marked as inactive if there are any jobs which have not been final invoiced, if the
customer has a postage balance or an unapplied AR balance or if there are any invoices which are not paid in
full. Inactive customers will still appear on reports. Marking a customer as inactive will change their credit limit to
zero. Quote/job (in MailEstPam, Print Estimating nor Quick Job Entry) for any customer which is marked
"Inactive” in the Masterfile Customer program cannot be created. If a quote already exists for the customer and
then you make the customer inactive, their credit limit becomes zero. If necessary the quote can be created to a
job by overriding the credit limit.
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4|8 T 44| <)

| =
= A Active:
@ A Company Inc. E'Iqu:cl:loanzr Customer Name Hnact| Salesrep Mame CSF Mame [ TaxMumber| Tax Code | Report Grouping
7 e
LX) 1 |MZ34BCD Joe Test Customer r sandra Lloe Mason  « |87-123456 07 Prefered
Abba Inc. 2 |1 Pallard Consulting IC sandra oo
ABC Company #1 3 100 The Perfect Stam ¥ RobHales o7 Fiinting ]
ABC Company #2 4_|10003 Ertron Marnt M Lo Doe il Mailing -
ABC Customer 5 101 loe Breakers ] MGD BEEE555555 00
Alaska Inc. & |11 A Company Inc. “  MGD 1234567851 00 Franchise =
Anderson Direct & 7 |nz Ainderson Direct & CO ¥ RobHales o7
Apply Yourself g ::;B unlthemlEahfnm\a Bariicades i Jon Doe oo
Avon Company #: atlhal{v s Toy Shop Rob Hales Joe Mason oo
) 10 1222 tonika's kest customer I Rob Hales Rob Hales 987654321 00
svoRlCompany T |12 Flomers RUs ¥ House i
Avon Company ik 12 12345 Big Toys and Sports ¥ House Fiob Hales [il]
Avon company 3, 13 |123456 Southerby's Fine Fumnishings i House Joe Wazon oo
Avon Company 5 14 124 ‘foplait = sandra 0o
¥ E B 15 [125 Tree's and More " House oo
+ @ C 16 |[134GRW GRW Agency " sandra oo
n E D 17 [150 |ce Breakers Blue (IBB] " sandra oo
. @ E 18 |2 Heaven's Gate Diner " House Mew zalesrep | Tasnumber | 00
19 |200 Lighthouse Management IC House Cust MF Tax 00
+ E 2 20 |2002 Financial House & Trust = sandra 0o
=86 1 12021 G5 Test o Low e 0
- 8 H
o By g Save LCancel

Customer: DSF Flag Editing

This setting is specific to customers integrated with DSF. Please consult with your EFI PrintStream
representative for further instruction.

Define Customer’s Grouping for Reporting

To create and assign a grouping for individual customers, from Modules, select the option to Define Customers
Grouping for Reporting. Select Add. Create a Group Code and a Group description, then Save. The Credit Limit
cell is for information purpose only. The information is stored in a database and can be accessed for customer
created reports

L Cliziugays s o ins O s e, - [Vayiyr Sygioing - Hanorilnd |
& File Modules  Utility  \Window  Help

&

=

|| [ e[ )|

Custamer's Group

- E A Code Cuztomer's Group Description Credit Lirnit
A Company Inc. 1 JFranchise Franchise Customer 935333.00
AAA Insurance 2 |[Mailing Mailing - commercial mail house 1000.00
Abba Inc. 3 |Prefened Prefered Custormers 99999999.00
AEC Company #1 4 |Printing Frinting - commercial offzet 1000.00

Once the groups have been established, customers can be assigned to the groups in two different ways. The
grouping can be set when the individual customer screen is open, or using the option to assign a salesrep, select
the grouping from the drop down list and save. See grid on previous page to Inactivate or assign salesrep.

Assign the Min Postage Balance for customer

This option allows a specific dollar amount to be entered for the minimum amount of postage suspense to be on
hand for a particular customer. This information feeds the Customer Balance Level report in the Postage
Reporter.
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Help

Select the list of customers ...

* Leave the search boxes blank for all...

m YA Company Inc.
150 - || [ lug [IBE) Load
Ao Mo Custarners Mame | 0100 Caompany 01 Primary

1 111 & Company [nc. 0.0o
2 |m22 Anderson Direct & CO 0.an
3 |12 Marthern California Baricades 95,993.00
4 1203 Matthew's Tow Shop 0.00
5 |1222 Monika's test customer 0.0o0
E 1234 Flowers R'Us 0.an
7 12345 Big Tops and Sports 0.0o
" 112345R Snntherhu's Fine Furnishinns nnn

@
Postage Reporter
Display Programs B =
©° List Only Custamers under Minimmum Lewel Load Grid
& ListAll Customers
Acctt | Gustomer Name I Minfum || carent s gt
Balance Balance
[ 127 new MNews Yision Finance §o.00 $0.00
[ 128 |new2 Mewr Yision Finance Inc. $o.00 $0.00
[128]12 Morthern Califarnia Barricade  $38,933.00 $0.00
[ 13050006  Northern ElkLodge $0.00 $0.00
[ 131 [Mwion N Specialties $0.00 $0.00
[132]0LGA olga $0.00 f0.00
[133 |Pac01  Pacific CrestMills §o.00 $99g.00
[ 134 |Pac02 Pacific Dye Concepts $0.00 $0.00
[ 135 |[FARDT  |Parent Custamer $0.00 $0.00
[ 136 |PARKCIT ParkCity $0.00 $0.00
[ 137 |CZARINA Patsy Czar $0.00 $0.00
[ 138900 PCE Custorner $0.00 $0.00) |
| 139 |Pet01 Pet Supplies $0.00 $0.00
ﬂ1 Pallard Consulting $500.00 $17.841.35
| 141 |[FREFAY PREPAY $0.000 -§1,000.00
[ 142 |PRS0T  Printing Supply §0.00 $0.00
[143]50005 |Prospect $0.00
144 Inrnanee (nmanert channed i enstame Gl wnnnl T

Customer Marketing and Source Codes

Currently, these are informational fields that can be created and assigned to customers as desired. Information is
stored in a database and can be accessed for customer created reports.

Report 1140 must be defined Masterfile Reports>Masterfile Reports>Masterfile Reports.
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01 Master Files
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[A]

Active

A Company Inc.

Code | Description

AAA insurance 1

b arketing

Prarmamtional ltems

Abba inc.
ABC Company #1
ABC Company #2

System Maintenance

File Options  Ukility  Help

01*Report

ﬁr Report Headings

B

o
o

o
=]
[
=
=
i

=

Repart to zelect total items fram:

Report ta link to: IY Activity Codes

€ ActivityLink:Activity Codes

=
Dietails I

FRODUCTION SYSTEM _

ACCOUNTING STRUCT... Bizaai i 1140 IMarket\nga"Source Code Listing Add

STSTEM MaNTENAMCE X [ users defined | v
MASTER FILE REPORT DesaiE Q'

. Labar End 1]
Labar Start: Delete |
bdat Start: Mat End: 0 E |

Master File Repaort IU I |

Save

Cloge

X

Analyze Mail Processes REFORT : Marketlng.-"Source Code Listing
Line | Diescription | Total | LKS
Selllp Printout Copiss IMarkEllng Source Code ﬁ
-
& = =
= -
Faymert Terms On Duote r |
Letter [ i
= -
=
= -
Define Biling Process = e
,@\ I ’ Delete Save LCancel

Set Email Notification from Shipping Module

This feature will send email notification to the email address referenced in the customer’s masterfile defined at
the address the shipment was sent to as well as to the salesrep and CSR defined for the customer.

Setup is required to use this feature.

1) Activate this feature in Masterfile Customer>Modules>Set Email Notification from Shipping Option. Check
the Shipping box option, select Save.
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=4 Set Ship Email Motification il

[¥ Shiping: Use Email Service Notification

Save | Cancel |

You will receive a confirmation. If you click on YES, every customer in your database will be marked to receive
an email. Before selecting Yes, please consider the ramifications below.

x

wWould yvou like to mark every Customer as 'Send Email Motification From Shipping?'

Yes | Mo |

If your customer does not have an email address defined and you attempt to create a shipment, you will be
prevented from saving that shipment until you enter an email address.

- Editing Shipment

— | pote:[11/6/2008 | rime[ 4:17.00 P = [[E] Resay to St
BO0ZE | © s Lesh
[roes |  dobDesc. Emed notification

Packing Sips.

Cust, Acc

JobE:
Contact: [Leah WVark #ynishenghe Selact Address | Responsible: LE2AH
Phiong: [Here is the phone House Address Ship Methodt | Arbome
Contact:
Phegne:
Company:
Acidress

™ Hokd Contact when selecting o new address

T A o

Here is the phone

Leah Ship Type: | Ship To
4234 Stage: [advanced
Biling Type: [
Q. [TAYLOR Stabe: s
Courty: b vHE Tipe 48180 l
Courtry: US4
x|
Desciption Version B | i ) Fense enter & valid Enad address,
1 | Emad riotification - 00 8700 Fin | .

x|

If you click on No, you will need to manually select which customers you wish to work with the Automatic
Shipment Email notification.
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oni

hanld wou like ko mark every Custamer as "Send Email Matification Fram Shipping?

Yes | Mo |

If you selected No, you can manually select the customers you would like to enable this feature for. Select the
Customer Assign Salesrep to the Customer under Modules in Masterfile Customer Place a check mark in the
column titled Automatic Shipment Email for the customers you want to use this feature for.

e e

Dasde Koty DFanin

Howen Beoount  baad
Houo Bcoount  Lineds Pollad

SESSESH888

Moy Aroount - Lt

FR=ITHTAOOE

oo o ol o e

X iR - - E

Chaa Uirded

Aruiing Cim Dl Rk
Hewew Bionart | Sum Saity
Seamn Sy
Heouss Aceturt Ll Pollad
Houes Siciurt Kby DiF ack

EEEE=28 BBE

Archua Com Ol Fliay

ArehaCom Opesl iy
)

EEEEE hthhL'EI;'I.:Eh:l:hhhhhn't'h‘tFﬁ E

B e e ) e e e

38

If you selected Yes, all the customers will automatically be checked. You can uncheck the ones you wish to not
receive the email notification.
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Srnaridad of At o ar -]
ETREMIHE SOLLIT RS B H  [Cesde oty DiPack (1] =
ETREAMUNE SOLLITIONS 02 L ar ¥
ETREAMUNE SOLLITIONS R L ar ¥
Einaca Cyclen H  Howsbotoud e ] ¥
Shamnina Soonn B Hoosdcoont  Linds Pole ar -]
SLFFOLE MY L ¥
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2) The email template must be defined in Masterfile Reports>System Maintenance>Shipping Email Template.
3) Email addresses must be defined for the customer located in the Addresses button.

4) Email address must be defined for the salesrep and CSR

5) The Set Up Shipping Files utility must be generated in the Job Cost entry program.

AR Contingency Setup

This is customer specific programming.

Options

Switch the company

This option allows multicompany users to switch to other companies defined in the PrintStream database. Switching
companies from within a program only changes the company for the program only. The users security setup will
dictate the companies the user can switch to.

Utility

ltems in this area are password protected and are primarily used by EFI PrintStream. Please consult with an EFI
PrintStream representative for assistance.

Cloning Option

This option is for use by EFI PrintStream Support only.

Find Customer Name

The binocular icon will allow you to search for a customer by number or by name. You can also change the
appearance of customers in the tree by selecting Display Just Active or Display Customer # on the Tree in addition to
the customer name. This setting is workstation specific. The arrow keys on the keyboard can be used to scroll
through the list.
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* Customers List for the 01 Streamline Solutions
File Modules Options Utlity Window Cloning Options Help

L= R
01 Master Files

Customer #:

Customer:

[ Display Just Active
™ Display Custorner # on the Tree . I
[ Display Account Status on the Tree Lt Lenzal

Change Customer Number

The MasterFiles Customer allows a change of customer account number. To change an account number, open
the customer’s account, change the account number and click on save. You will then be prompted to confirm the
change.

®
M demstion | Crecht funct Bl | oo Ststur | Evimating |
Account Na[TET gn | Mg [RBC Corrpany
Addmes: | 123 Cheshae Bled Conact
Prone
Caty Eloomengdn samn 2 Fa
Courty Mirihiy cam 500
Zn EFF3 Courtne [U5a =]
Gl Hiuins Act ol =
CSA: et -
M r
oo ___________Hilem
Seach pe |
ST Cod Fou ans goeng bo sssign the Pew Scoount Number For s Customes,
This iz & bme consuming procedars| |
Groug It con sk up to an hour 1111
il Dt press ik = Crirb Dl b inberrupt e update Sugrpress Stalmmenty [~
DB Al Do o vl vk ko procesd? Aciivl Acdas =
TaxHim — Bt Crmclil Chch. [~
= o |
ey Ersby Moies | -I
Facing 5o dddeu rmhhwmhhﬁm
Hillrg [Cussomes: Cisditn) Hotes Custorme §
Chinpeg Hobes Customer: |
Aol
Ll of Pastage Cusionens |
2} J o] ceee |
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Prospect to Customer conversion procedure

Prospective customers must be converted to “Live” customers prior to an estimate being converted to a job. A
prospect should also be converted prior to any cash receipts or invoicing. To convert the prospect, select the
prospect from the tree and select view customer information. Change the prospect account number to an account
number consistent with your live customer scheme and also provide the appropriate terms. Additionally, all required
fields such as credit limit and tax code will need to be established.



