STANDARD OPERATING PROCEDURE

TAKING AN ACTIVE CUSTOMER AND PUTTING ON HOLD

Dole & Bailey, Inc.
Implementation Date: 04/04/2023

PURPOSE: Putting an account on hold while we resolve payment issues.

RESPONSIBILITIES: Credit Department & Upper Management

From Main Menu — Click on CUSTOMER MASTER (Note, Customer Master can be found on
multiple user options choices. Once found, just make a Favorite and it will appear on the Main
Menu)
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Enter the customer account number you need to put on HOLD and hit enter

& File  Customer Master File = x
Default itional
2 @ G
Bt Cer wite Delte [ b M Dataview
Customer Code: 1 e Last Maintained: [0000/00
Name: Check Name: |
1General Information I 2 A/R Sales Information ] 3. Credit Information ] 4. Parameters 5. Custom Data ]
—Text
Address 1:
Comment: [ |
Address 2:
Special Instructions 1: [ |
city: State: Q £
méinationol Special Instructions 2: [ |
Address 3: Special Instructions 3: [ ]
Address 4:
Special Instructions 4; [ ‘
Zip Code: | countrycode:  [usa @
R Vendor Code: Q
Telephone: | Fax Number: |
Our Vendor Code:
1st Contact:
Password: Remote User Override: Ql
eromme Remit to Address: [a
Cross Ref ID: ] Duns D: [ |
Ship Location: Ql
Bill to Custs d
ilto cusomer: [ @ Vat Number: [

E-Mail Address:

Automatic Credit Card ID: —/



When your customers General Information comes up you will CLICK 4.PARAMETERS TA

h File Maintenance for Customer Master File = X

Default Additional

O B & & a

Exit Clear Write Delete [{ Q k H | DataView
Customer Code: \ L.,',\ Last Maintained: 11/14/22 |
Name: |cOLBY COLLEGE - DANA HALL Check Name:
1 General Information I 2 A/R Sales Information l 3. Credit Information ] 4. Parameters 5. Custom Data
: . Text
Address 1: |BON APPETITE/UNIT#32649/COMPAS |
Comment: |
Address 2: 5460 MAYFLOWER HILL DRIVE | .
) Special Instructions 1 |
city: |WATERVILLE state:  |ME @ )

International Special Instructions 2: ‘
Address 3: ‘ | Special Instructions 3: ‘
Address 4: ‘ | .

Special Instructions 4: |
Zip Code: ‘04901 Country Code: usa & i
= Vendor Cade: Q
Telephone: |(508) 243-3113 Fax Number:
Our Vendor Code:
1st Contact: 1M LA CHANCE |
Password: ‘ ‘ Remote User Override: @
Acronym: |coLey coLLEGE - Remit to Address: Q
Cross Ref ID: l | Duns ID:

Ship Location:

Vat Number:

i —
" Automatic Credit Card ID: |

This screen will pop up and you will use arrow in the STATUS CODE box to change the ACTIVE TO HOLD
or HOLD TO ACTIVE

L @
Bill to Customer: \ @ \
|

E-Mail Address:



h File Maintenance for Customer Master File

Default Additional

2 B B

No. of Invoices:

Chain Store Code:

26

Exit Clear Write Delete M i b H DataView
Customer Code: 41743 Q Last Maintained: 11/14/22
Name: ‘COLBV COLLEGE - DANA HALL Check Name:
1 General Information } 2 A/R Sales Information ] 3. Credit Information ] 4. Parameters ] 5. Custom Data

Ship Via Code: [o18 Price Class Flag: PriceClass v Outside Salesperson: 48 @ Days to Keep Guide: 0

Truck Route: 27 Q Price Class Code: ﬁ Inside Salesperson: NO Q Customer Priority: :l

Stop Number: Price Cls Customer: Q Account Manager: ©,|  Auto Misc. Charge: Q

Delivery Time: Order Type: E Default Ship-to Code: II Minimum Item Markup: jl

FOB Code: DLVD Region Code: (S} Price Sheet Format: @ Customer Classification

a

Status Code:
Invoice Cycle:
Statement Code:
Tax Code:

Retail Code:
Family Code:

Alt Br Type:

Alt Br Code:

Alt Br Vendor:

Ignore Delivery Minimum

Allow any GP

Purchase Order Required
Dunning Message

Order Acknowledgements
Back Orders Allowed
Retail Customer

Restrict Lot Selection

Don't Record Short Ship

I 8 o

Bill of Lading Required

[
L]

Step Price Code:

Apply Upcharge
Taxable
Authorized [tems
Show Retail Prices:
Deposit Required
Weight in Kilos
Collapse Invoices

COA Required

OO00O00O00x4

QC Required

Customer Type:
Sub-Category:

Group:

Base Minimum Exception

UPS Batch Export

Immediate Bk Orders Allowed

Job Site Required

Exclude PS Surcharge
Exlcude From ePay

8 |g®

O 00O

Oa

When you have selected the status you need you will hit WRITE in the gray bar at top

A box will pop up in middle of your screen to update HIT OK, if you see a screen that shows change
the status of All Ship-to’s HIT YES

& File Maintenance for Customer Master File - X
Default  Additional
B 6 & a
Exit Clear Write Delete M ‘ b N DataView
Customer Code: 41743 Q] Last Maintained:
Name: ‘COLBY COLLEGE - DANA HALL Check Name:
1 General Information ] 2 A/R Sales Information ] 3. Credit Information ] 4. Parameters ‘ 5. Custom Data ]
Ship Via Code: or Q Price Class Flag: ceCla Outside Salesperson: 4 @ | Daysto Keep Guide: 0
Truck Route: ‘27 Q Price Class Code: C1 Q Inside Salesperson: NO Q Customer Priority:
Stop Number: 0 Price Cls Ct &4 CAI Confirm Q| Auto Misc. Charge: (9}
Delivery Time: ‘ Order Typd @ | Minimum item Markup: 00
’ = = . Do you want to Change the Status of All Ship-to's Also? &
FOB Code: bwo @ Region Co & Customer Classification
No. of Invoices: 2 Q Customer Type: 2% @
Status Code: tive D D Update| [ Q,‘ Sub-Category: Q
Invoice Cycle: o u‘} Group: Q
Statement Code: 1 Q User: AJES {T_495;36580} 0001/DOLE
TaKCote ME ) Purchase Order Required D Apply Upcharge \:‘ Base Minimum Exception D
e Dunning Message []  Taxable V] UPS Batch Export O
Retail Code: [ Q]
. Order Acknowledgements D Authorized ftems D Immediate Bk Orders Allowed D
Family Code: comr @ Back Orders Allowed Show Retail Prices: I:‘
Alt Br Type: N | Retail Customer D Deposit Required I:‘ Job Site Required D
Alt Br Code: ) Restrict Lot Selection [ weight in Kilos O
Alt Br Vendor: Don't Record Short Ship ,:] Collapse Invoices |:|
" Bill Of Lading Required COA Required Exclude PS Surcharge
Ignare Delivery Minimum D ! 1 Reaum! D 2 E e o E
QC Required Exlcude From ePa;
Allow any GP D q Y

FOLLOW WITH HITTING THE WRITE TAB



&1 File Maintenance for Customer Master File -

Default Additional l

Exit glnr&ggmu"n DataView

Customer Code: 41743 Q Last Maintained: 04/04/23

Name: | COLBY COLLEGE - DANA HALL | Check Name: \ \
1 General Information l 2 A/R Sales Information ] 3. Credit Information ] ] 5. Custom Data
Ship via Code: Price Class Flag: PriceClass o Outside Salesperson: Days to Keep Guide: 0

Truck Route:

C Inside Salesperson: Q Customer Priority:
D Price Cls Customer: Account Manager:
l:l Order Type: _ Default Ship-to Code:
Region Code: @ Price Sheet Format: @ __Customer Clossification-
pctve | Q

Price Class Code:

Stop Number:

Auto Misc. Charge:
Delivery Time: Minimum Item Markup:

FOB Code:

NO
Chain Store Code: m Customer Type:
[ O uedate Local Step Price Code:
Invoice Cycle: 0@ Group:

No. of Invoices:

Status Code: Sub-Category:

Weight in Kilos

Alt Br Code: ljl Restrict Lot Selection
Alt Br Vendor: ’—’ Don't Record Short Ship

Bill Of Lading Required

Collapse Invoices

Statement Code: 1 @
i Codez Purchase Order Required D Apply Upcharge Base Minimum Exception
. Dunning Message D Taxable UPS Batch Export
et Goces Order Acknowledgements ]:I Authorized ftems Immediate Bk Orders Allowed
Family Code: Back Orders Allowed Show Retail Prices:
Alt Br Type: E Retail Customer D Deposit Required Job Site Required
O
]
O

COA Required
QC Required

Exclude PS Surcharge

OO0 O Ooo @Q@ Q

0 X

Ignore Delivery Minimum D
M

Allow anv GP

Exlcude From ePay




