Dole & Bailey ® ProVisions

Accounts Receivable Contact Updates

Dole & Bailey, Inc.

Implementation Date: 06/21/24

PURPOSE: To show and explain how to update and/or add contacts to the Accounts Receivable
section of a customer’s account in Customer Master in ProVisions.

Access Customer Master File in ProVisions.
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Input the account name or account number as you would in any other search field in ProVisions,
using the F2 function to search if needed.
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In the upper left-hand corner click the “Additional” menu
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Within the “Additional” menu, select “2. Contacts”
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Clicking “2. Contacts” will default to the CUSTOMER tab in the top right, which is your SALES
contact information. Contacts are controlled by the SEQUENCE number seen in the far left column
which is set by you when updating/adding contacts.
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Click on the drop down and select “Accounts Receivable” to go to the Accounts Receivable
contact library.
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To update existing entries, SELECT that contact by double-clicking on the sequence number
associated with it. It will bring up the contact you selected and allow you to edit the fields.

In this example, the email address was accurate to the account but all highlighted fields needed

updating. Once you update or add the information into the contact sequence, you must then click

“WRITE” to save the inputted data to the Accounts Receivable section.
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This will result in the following appearance when complete:

Customer Code:

53352 Q| [ruckaway Tavern

Classification:

Ship-to Code: Outside Salesperson Code: ‘27 | |27 JASON MANDEL ‘
—Address —Mailing Address

\ | 58 Route 27 \

‘ | ‘ Route 27 ‘

‘ ‘ State: l:l ‘ Raymond | State: E

—~Phone Number Ext
Sequence No: 001 Voice: ‘(503) 583-1918 ‘ | | Dial Code: @
Contact Name: ‘Caml Markee | Fax: ‘ ‘ | | Order Confirmation D
Job Title: ‘ Bookkeeper | Cellular: ‘ ‘ | |
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To add a new contact, input the next available number in the “SEQUENCE NU” box. In this
example, the next available number is 002. Once you enter a new sequence number, all fields will
become active and you can input data for the contact. Be sure to once again, WRITE, on the tab.
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Allinformation is now in place when looking up Accounts Receivable contacts in ProVisions.
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Exit and “WRITE” one more time to guarantee saving the information to the customer account.
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