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Contractor Setup

To Add a Contractor/Job Account, Select the Tools Drop Down and Click CUSTOMER MANAGEMENT.
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Select the branch you want to work with and click EDIT
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Customer Customer Mumber Meeds Attertion
Every location you are associated to will list here.
Select the location you want to add the Contractor Account and Click Edit.

To add to multiple locations, you will simply need to duplicate the following steps for all locations.
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3. You will not see three tabs, General, Address, and Preference. Please DO NOT change anything under General
or Preferences. This is specific to each location and will affect their system.
a. General - DO NOT USE

c. Preferences - DO NOT USE

Customer

General |Mdr&sses I Preferences |I
J

Customer name:  Your Location & Account Production Priority: |0
Integration |D: Number will appear here Credit Hold: Mo
Needs attention Has credit limit
Limit: 100000

C t T
OMMEn (=115 Markcup,/Discount Limits

Credit Card @ Markup () Discount
Min Markup Pct:
Max Markup Pct:
Min Markup Amt:
Max Markup Amt:

4. Address Tab Layout

[ &2 Customer . | © | )

General| Addresses | Preferences
Bill To Number: E-Mail -
Billing Name: Your Branch Info will Contractor/Job
Bill Address 1: display here i
) . Your Customer will be listed here. To a
Bill Address 2 add or edit, select options below
Bill Address 3 -
Bill City:
| Add Jf Edt | [ Delee |
Bill State:
Bill Zip:
Bill Country:
Bill Phone: y
#7 Contractor/lob == X |
Bill Mobile:
- Name: ]
Mandatory Information
Address1:
1. Contractor Name or Large Job Name Address?:
2. Zip Code — Will make sure correct Energy Star Addressd:
glass package will appear for your customer. City:
Eliminates Zip Code Question State:
3. Contractor/Job # - Similar to the Old EPOPS [Zip: ]
Customer Number Country:
Phone:
Additional Information
Fax:
1. ProNetwork E-mail:
2. Contactor/Job Specific Preferences —You can | Frenetwork:
set specific product and pricing preferences for [Contrac“tﬂrf-lﬂbﬁii
your contractor or large job. Reminder, adding Order ack: None -
a contractor preference overrides ALL global m]
preferences so COMPLETE EVERYTHING \
. [ ok || Cancel |
3. Click OK to Save




1. Email DSM REP with Name & Contractor/Job #
2. Add Product/Product Preferences to Contractor/Job Account
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&2 Contractor/lob = 2

Name:
Address1:
Address2:

Contractor/Job#::

Order ack: Nane -
I Contractor/Job Preferences I

Cok J[Com )

TO COMPLETE A CONTRACTOR SETUP, YOU MUST SELECT SUBMIT/CLICK CLOSE/THEN LOG OFF & LOG BACK ON. IF YOU
DON'T, YOU WILL NOT SEE THE CUSTOMER WHEN YOU START YOUR NEXT QUOTE.

Submit ||| Cancel |




