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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) 

 
 
 
Enter the customer account number you need to put on HOLD and hit enter 

 

STANDARD OPERATING PROCEDURE 

TAKING AN ACTIVE CUSTOMER AND PUTTING ON HOLD  



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

  
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  



 
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  
 
 

 
 
FOLLOW WITH HITTING THE WRITE TAB  



 


