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UDF Database

Overview

Introduction The purpose of the UDF (User Defined) Database is to create a grouping option for
the customers in CMS. Once the information is added to CMS, the data is available for
future customer records.

This will allow you to group like customers together and report on the grouping as
needed.

The UDF Database is considered a local database available only, to an individual
Distributorship. You will be required to make all of the additions and edits to keep the
database current.

In This Section  These topics are covered in this section:

Topic See Page
Adding/Editing/Deleting a Title and Item 2
Adding a User Defined Field [UDF] to a Customer Record 5
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Adding/Editing/Deleting a Title and Item

Introduction The UDF database can be used group “like” customers together, and then run a report
to find out specific information using the UDF field as criteria in the search.

Example: Peachtree is having a critical software update that will require a customer to
update their forms and you want to proactively market to all of the customers in your
database that this might affect. Using the predetermined UDF of Peachtree, you can
now run a report to locate all the customers that currently use Peachtree software.

UDF Database  This is an example of the UDF database screen:

Screen
+ User Defined Fields Database
Field Title: Items: Add Title
Ed. Title ]
Del.Title
Add [tem
Ed. Item
J Del. Item ]
Field Title: Exit l
ltem:  ave ]
Continued on next page
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Adding a Title and Item

Adding a Title  Before you can use the user defined functionality for a customer, you must first set up
and Item the list of options used to group customers together. Follow the instructions below:

Step Action

1 Navigate to the UDF Database from the File menu in CMS.

2 Click the Add Title button.

3 In the Field Title field, enter the name of the “Group” [e.g. Software] and
press TAB.

4 In the Item field, enter the name of an “option” for that group [e.g.
Peachtree].

5 Click the Save button.

NOTE: Use steps 2 - 5 to add as many Titles and Items as needed.

Adding Once the title is added, you can now begin to add additional items to start building
additional your list of options. Follow the instructions below:
Items
Step Action
1 After completing the steps above, click the Add Item button.
2 In the Item field, enter the name of an “option” for that group [e.g.
QuickBooks].

3 Click the Save button.

NOTE: Follow these steps to add as many Items to the list as needed. If
adding item to “Software” a pop up to choose Compatibility Guide or Add
Your Own will display.

Continued on next page
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Editing a Title and Item

Editing a Title  You may find that editing is required. You have the option to edit just the title, just the
and Item item, or both, follow the instructions below:

Step

Action

1

Editing the Title:

Once you've navigated to the UDF database from the File menu, select
the Title to be edited then click the ED Title button.

2 Click the Save button.

NOTE: Follow these steps to edit as many Titles as needed.
Step Action

1 Editing the Item:
Once you've navigated to the UDF database from the File menu, select
the Item to be edited then click the ED Item button.

2 Click the Save button.
NOTE: Follow these steps to edit as many ltems as needed.
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Deleting a Title and Item

Deleting a Title  You may find that deleting is required. You have the option to delete just the title, just

and Item the item, or both, follow the instructions below:
Step Action
1 Deleting the Title:

Once you've navigated to the UDF database from the File menu, select
the Title to be deleted then click the Del Title button.

2 Click the Save button.

NOTE: Follow these steps to delete as many Titles as needed.
Step Action

1 Deleting the Item:
Once you've navigated to the UDF database from the File menu, select
the Item to be deleted then click the Del Item button.

2 Click the Save button.
NOTE: Follow these steps to delete as many Items as needed.
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Adding a User Defined Field [UDF] to a Customer Record

Introduction

Now that you have successfully created user defined fields, you can now attach them
to a customer record.

Customer
Screen

Customer maintenance - Customer

Address and Contact info

This is an example of the Customer screen highlighting the UDF option:

18:1%:17]

Opbons, Tax, and Sales YTD l

Name | BURNT TOAST PRODUCTIONS

FEaE

Afln |HUNTER DELAGUE

# | Name [BURNT TOAST PRODUCTIONS
1
p| Afn|HUNTER DELAQUE

Mdll THE0 MAPLE STREET

Addr | 7680 MAPLE STREET

City [COLLEYWILLE
ste[T  cny US

city|coLLEVWILLE

r
cnanueTmeE AR Diata Enter Order Bank Info.

zip [76038- sate[X ooy us  Zip [76030-
phone [(214) 555-1200 en | cust# [DLLO0S00 Dist# [ORM-00
contact |RAIDEN shont [BURNT car [e@
X Ret. | Fax [(214) 5551201
E-Mall Addr |BBAICHEGOSAFEGUARD COM Aoy - Ed |
Remarks =] Rmuﬂr|
Crilical

Change Dates | Scratch Pad | Refirral Programs

Edit

Close
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Adding a UDF to a Customer

Adding a UDF  Follow the instructions below:
to a Customer

Step Action

1 Navigate to Contacts from the File menu in CMS by clicking on the Sub-
menu title Contacts.

2 Locate the contact by using one of the Search On methods or press ESC
and use the \/ /A keys.

3 Click the Spacebar to view.

4 Click the UDF Fields button.

This is an example of the UDF pop-up that will appear.

+ Contact User Defined Fields \‘g
User Fields: Selected ltems:
Add Item | | New UDF Field l E it ‘

5 Click the Add Item button. The UDF dialog box will appear.

7 Using the YN keys, highlight the Title to be added, press ENTER.

NOTE: Follow steps 4 — 6 to add as many UDFs to a customer as
needed. You will notice an asterisk will appear on the UDF Fields button--
back on the customer screen--when there is at least one UDF associated
with it.

Additional information: If you want to access the UDF Database to add additional
Titles and/or Items while in the customer record, simply click the New UDF Field
button.
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