Working with Customers in CCC ONE®

Overview

Introduction  The job aids within this document review topics associated with creating and
maintaining Customers in CCC ONE®.

Contents This publication contains the following topics:
Topic See Page
The Customers Search Screen in CCC ONE® 2

How to Create a New Customer Contact

How to Search for an Existing Customers

How to Edit an Existing Customer Contact

How to Merge Customer Contacts

O (AN

How to Delete An Existing Customer Contact

© 2008. CCC Information Services, Inc.
All Rights Reserved. CCC ONE® 1



The Customers Search Screen in CCC ONE®

Introduction

Accessing the
Customers
Search Screen

This document reviews the steps necessary to access the Customers Search
screen within CCC ONE® and an overview of the New Customers window.

Use the following steps to access the Customers Search screen:

Step

Action

1

Go to the View Menu and select Customers from the drop down
menu.

L] 4

New View Action
+ .

Add Pagd B | Work Files
&7 Customers
- B | Receipts

Tasks

f&5] | Purchase Orders
IS o
it | Invoices

4 | Credit Memos
5 | Labor Assignments

Pay Periods
Paysheets

L2
&5
58 Timecands
] Production Schedule

{5y | Accounting History

Or, from the CCC ONE® Home page, go to the New Menu and
select Customer. This method opens the New Customers window
on top of the Home Page. Skip to step # 4.

B &
New View Action

E% | Work File - Opportunity
B | Work File - Repair Order
A7) Customer

E Receipt

f_j Task

&3] | Purchase Order

‘T@ Invoice

5 | Credt Memo

[ | Labor Assignment

G Timecard

Continued on next page
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The Customers Search Screen in CCC ONE®, continued

Contents
(continued)

Step Action
2 The Customers Search Screen opens:
B CCC ONE =]
A -~ Tary V' Warraman Beach utn =
00— — e
I'&:« -‘-_»v ki_:r ‘\'ﬂ:’!‘!l I.'|)f?n H._k-
|gearen Resuns C
S S O PSS S
= - Musrm-c m;:m--c Company m."a:;IE:_::; Email m::r:iil = City
Frst hame * ] Bann ann (548 SEE-E£33 Oiftce . Edt ., Merge X Delete
| 4] sumi o % o 2
prme -[B—= B :
Phens: A 1] Beoth John (940) $85-8221 Office 123 CanRy FULTON
— || =L i AL LR
A. Customers Search Panel
B. The Search Results Panel
C. The Customers Screen toolbar: New Customer, Refresh,
Print, Print Preview buttons.
3 Click on the New Customers button on the =] New Customer
toolbar.
4 The New Customer Contact window opens. Using this form is

reviewed in the next section of this document.

Untitled - Customer Contact
File  Actions Help
|l Save |#) Save and Close

Customer Type:

Company:

Title/First/Last:

Address 1:

Address 2:

City/State/Zip:

Email:

Phone Mumber(s): Phone Type Phone Number Order |

| ] |

Customer Notes:
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How to Create a New Customer Contact

Introduction

This document reviews the steps necessary to fill out the New Customer
Contact form within CCC ONE®.

Note: There are system required fields as well as required fields determined
by the administrator of this product and are customizable. To review required
fields, go to Configure > Global Settings > Customer Contact, Create / Edit.
For additional information on customizing Customers fields, please refer to
the job aid on Global Settings.

Create Enter information on the form shown below to create a New Customer
Customer Contact, This table reviews the information needed on the form:
Step Action
1 Enter the following information.
Customer Type:  {* :Individual | ¢ Company
Company: |
Title/First/Last: | j |
Address 1: |
Address 2: |
City/StatefZip: | | = —
Email: |
PhoneNumber(s): |  PhoneType |  PhoneNumber | Order |
| =i |

Customer Motes:

e Customer Type: If you choose Company, the Company field becomes

available to add a Company Name if desired.

e Customers Name

e Address

e City/State/Zip

e Email/Phone Number

e Customer Notes: Free text field to add information to this Contact.

Note: Required fields are indicated by a yellow background.
2 Click Save or Save and Close if you want to create another New Customer Contact.
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How to Search for an Existing Customers

Introduction This job aid reviews the steps to search for existing Customers within CCC

ONE®.
Search for Use the following steps to search for an existing Customers:
Customers
Step Action
1 Go to View > Customers.
2 The Customers Search criteria are located on the left side of the
screen.
=] Customers
Lazt Name:
|
First Mame:
|
Company:
|
Phone:
| = =
, Search
3 Enter any of the following criteria:
e [ast Name
e First Name
e Company
e Phone Number
4 Click the Search button. The Search Results display to the right.
_$eth Results
=] New Customer &' Refresh & Print 3, Print Preview
Last Name First Name Company Primary Phone Email Address 1 City
°_,] David Jackson (949) 555-6622 x123 Office Address 1 city
%] Blake Anita (949) 556-6633 Office . Edit . Merge X Delete
_] SMMTH JOHN (555) 111-2222 Office 225 SUNSET FULLERTON
EZ] SMTH BRAD (563) 245-5555 Office 12233 ADDRESS1 BREA
j PIBB MANDY (555) 666-3333 Office ADDRESS cmy
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How to Edit an Existing Customer Contact

Introduction This job aid reviews how to edit an existing Customer Contact.

Edit Existing  Use the following steps to edit an existing Customers:
Customer

Contact Step Action
1 Go to the View Menu > Customers.
2 Double click on the Customer or click Edit on the mini toolbar.
= NCustome & Refresh | = Print | Print Preview
Last Name First ame Company Primary Phone Email Address 1 City
5| David Jackson (949) 5556822 x123 Office Address 1 ity
] Blake Anita (94%) 556 6533 Office . Edit . |Merge X Delete
&2] SMITH JOHN (555) 111-2222 Office 225 SUNSET FULLERTON
E5] SMITH BRAD (563) 245-5555 Office 12233 ADDRESS1 BREA
3 The Customer Contact window opens. Navigate to desired fields
and make any necessary changes.
Jackson David - Customer Contact X
File  Actions Help
{al Save = Save and Close
= = Editing this contact will update all histarical files with the new contact information entered.
Customer Type: @I (:) Company
Company: | |
TitleFirst/Last: |Mr. L “JEICkson | !David |
Address 1: iEEIEress | |
Address 2: !addressZ |
City/State/Zip:  |cty | [cA s [60303-3333]
Email: | |
Phone Number(s): Phone Type Phone Number Order @
(949) 555-5622 %123 Primary ;
-
Customer Motes: | |
4 Once you have entered all of the information required, click the

Save and Close button at the top of the screen:

Jackson David - Customer Contact ERNe1CHR LR 1 Ro s GTALs
File Actions Help and New to open a New
| Save |= Save and Close Contact window.
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How to Merge Customer Contacts

Introduction

This job aid reviews how to merge two existing Customer Contacts.

Merge
Customer

Use the following steps to merge Customer Contacts:

Contacts Step

Action

1

Go to the View Menu > Customers.

2

Click Merge on the mini toolbar.

ch Results

=] New Custormer [ Refresh | Print | Print Preview
Last Name First Name Company Primary Phone Email Address 1 City

| David Jackson (949} 555-8522 x123 Office Address 1 i
=] Blake Anita (848) 556-6633 Office . Edil .5 Merge X Delete
=] sMmH JOHN (555} 111-2222 Office 225 SUNSET FULLERTON |
=] SMITH BRAD (563) 245-5555 Office 12233 ADDRESS1 BREA
%] PBB MANDY (555) 666-3333 Office ADDRESS1 cmy

The Merge Contacts window opens. This window has two
sections:

e Search: Locate Contact to merge with this Contact.

e Merged Contact Information: Displays data that will be
used for the merged Contact for you to edit if needed.

Merge Contacts [§|
Last Name: -Tm_ | First Nams: iagﬁsnn ! Company: | | Phone: i-'._“ ._- !
Select which contacts should be merged from the list below

Last Name First Name Company Address 1 Primary Phone Secondary
< >

= Merging the selected contacts will update all historical files with the info entered below,

Customer Type: (2 Individual () Company

Company: ‘ |
Title/First/Last: !F :| !;la?sun | |David |
Address 1: lAddress 1 |
Address 2: iaddressz |
City/State/zp:  |dty | ca (v  [e0303-3333
Email: | |
Phone Mumber(s): Phone Type Phone Mumber Order B

_ (949) 555-6622 x123 Primary
| v

Continued on next page
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How to Merge Customer Contacts, Continued

Deactivate a Step Action

Customers 4
(continued)

Merge Contacts

Enter search criteria to locate the other Customer Contact you
want to merge with this one OR no criteria and click the Search
button. All available Customer Contacts will display.

Last Name: Ii i First Name: ii\ Company: Ii i Phone: .’[:)r
Select which contacts should be merged from the list below:
Last Name First Name Company Address 1 Primary Phone Secondi &
3 David Jackson Address 1 (949) 555-6822 x123 Office
D Blake Anita 123 CARRY (949) 556-6633 Office
[ smmH JOHN 225 SUNSET (855) 111-2222 Office
[ smmH BRAD 12233 ADDRESS1  (583) 245-5555 Office
[ rBEB MANDY ADDRESS1 (555) 666-3333 Office
[ Bootn John 123 CARRY (949) 556-6633 Office
[ eraY BRIAN 123 ADDRESS1 (858) 899-6666 Office
[ Lockskey Beatrice o
< >
5 Select the desired Customer Contacts to merge.
6 The Customer Contact Information section contains the data from

the Contact you originally clicked on Merge from in the mini
toolbar. This information will become the information for the
merged Customer Contacts. Edit the information as needed.

= Merging the selected contacts will update all historical files with the info entered below,

Customer Type:  (®) Individual ) Company

Company: |
Thefsthast: [wr. ] ackson | [pavd
Address 1: |Address 1
Address 2: iﬁdE’ESS?
City/state/zip:  [aity | lea ~|  |sos03-3333
Email:
Phone Mumber(s): ] Phone Type Phone Number Order
|7 (940) 555.8477 x123 Primary
| v

W 0K | |d]) Cancel

with this Contact.

7 Click the OK button to merge the selected Customer Contacts
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How to Delete An Existing Customer Contact

Introduction

Delete
Customer
Contact

This job aid reviews how to delete a Customer Contacts.

Use the following steps to delete a Customer Contact:

Step Action
1 Go to View Menu > Customers.
2 Click Delete on the mini toolbar.

Search Results
=] New Customer &' Refresh & Print 3, Print Preview

Last Name First Name Company Primary Phone Email Address 1 City
°_,] David Jackson (949) 555-6622 x123 Office Address 1 city
=] Blake Antta (949) 555-5633 Office . Edit ., Merge X Delete
=] sumH JOHN (555) 111-2222 Office 225 SUNSET FULLERTON
EE] SMTH BRAD (563) 245-5555 Office 12233 ADDRESS1 BREA
=] PiBB MANDY (555) 666-3333 Office ADDRESS1 cmy

If the Customer Contact is not associated with any other record
in the system, it will be deleted and cannot be recovered.

If the Customer Contact is linked with another record in the
system, you will receive the following warning:

This contact is linked to one or more records and may not be
deleted.

This means that the Contact has other data linked to it and the
system will not allow you to delete it. Click OK to return to the
Search Results.
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