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When you set up a new Customer card, there are fields that must always be filled in, fields that can be filled in as needed, and fields in which you cannot enter anything.
1. In the Search box, enter Customers, and then choose the related link.
2. On the Home tab, in the New group, choose New. Create a new Customer card.
3. On the General FastTab
a. In the No. field, if numbers are automatically assigned tab from the field and the number will assign. If numbers are manually assigned, enter an alphanumeric code.
b. In the Name field, enter the customer’s name.
c. Enter the address fields. If there are ship-to addresses that are different from the address enter, ship-to addresses can be set up on the Home tab, Customer group, and choose Ship-to Addresses.  
d. In the Phone No., field, enter a phone number of the company. (Optional) Type the number without parentheses or dashes.
e. The Primary Contact No. field is used for a sales and marketing function. Select from the pull down if applicable. (Optional).
f. In the Contact field, enter a contact name. (Optional).
g. In the Search Name field you can enter an alternate search name for the customer or the name in the Name field defaults. Hint: If you have customer names that are a person’s first and last name, it may be helpful to change the search name to last name, first name.
h. In the Credit Limit field, enter a credit limit for the customer. (Optional). If a sales invoice or credit memo are created for a customer that has exceeded the credit limit, a warning message is displayed. 
i. In the Sales Person Code field select from the list from the pull down if applicable. (Optional). This is the person responsible for the customer. 
j. In the Responsibility Center field, select from the pull down list if applicable. (Optional.) This is the administration center that is responsible for the customer. 
k. In the Service Zone Code, select from the pull down list if applicable. (Optional).
l. In the Blocked field, leave blank if no blocks are necessary or select from the pull down list. 
4. The fields on the Communication FastTab are optional.
5. On the Invoicing FastTab
a. In the Bill-to Customer No. set up a customer billing address if the address differs from the address on the General FastTab.
b. In the Invoice Copies field, enter the number of invoice copies in addition to the original to print for this customer. If the field contains a zero, one copy of the invoice is printed. 
c. In the Invoice Discount Code field, select from the pull down list if applicable. 
d. In the Copy Sell-to Addr. To Qte From field select from the pull down list if applicable. 
e. Check the Tax Liable box if this customer is required to pay sales tax. 
f. In the Tax Area Code field, select from the pull down box. This is required if the Tax Liable box is checked. Depending on your state laws the tax area could be your location or the customer’s location. 
g. In the Tax Identification Type field select from the pull down box. This is required if the Tax Liable box is checked.
h. In the Tax Registration No. field, is used for foreign sales. 
i. In the Tax Exemption No. field, enter the customer’s tax exempt number if applicable. 
j. The RFC No. field is used for foreign sales.
k. The CURP No. is used for foreign sales.
l. In the State Inscription field, enter the customer’s state tax id number. (Optional).
m. In the Gen. Bus. Posting Group, enter the appropriate code if applicable. Specifies to which general business posting group this particular customer belongs. When you post transactions that involve this customer, this code is used in combination with a general product posting group code in the General Posting Setup window. The general posting setup specifies the accounts (for sales, discount amounts, and so on) that the customer’s transactions are posted to. 
n. The Tax Bus. Posting Group is only used in foreign sales.
o. In the Customer Posting Group field, use the pull down and select the appropriate field. This field specifies which general ledger accounts transactions involving this customer are posted to. This posting group specifies accounts for customer receivables, service charges, payment discount amounts, interest, additional fees, and invoice rounding amounts. (Required)
p. In the Customer Price Group field, select from the pull down if applicable. 
q. In the Customer Disc. Group field, select from the pull down if applicable. 
r. Check the box for Allow Line Disc. If you allow individual sales line discounts to be given to this customer.
s. The Prices Including Tax checkbox specifies whether the price in the unit price on the sales order or invoice includes tax. No additional tax is calculated on the unit price. 
t. In the Prepayment % field, enter the amount of prepayment is required for this customer. Leave blank if zero. 
6. On the Payments FastTab
a. In the Application Method field select from the pull down. (Required)
i. Oldest. Customer payments are applied to the oldest invoice open.
ii. Manual. If you want to apply payments to invoices based on the customer’s remittance advice, select manual. 
b. In the Payment Terms Code field select the appropriate terms from the pull down list. 
c. In the Reminder Terms Code field select, if applicable, from the pull down list. 
d. In the Fin. Charge Terms Code field, select from the pull down list if applicable. 
e. In the Cash Flow Payment Terms Code select from the pull down list if applicable. 
f. Check the box for Print Statements if want the ability to print statements for this customer.
g. The Last Statement No field will auto populate if statements are printed for this customer.
h. Check the box for Block Payment Tolerance if this customer is not eligible for tolerance write offs. 
7. On the Shipping FastTab
a. In the Location Code field, select from the pull down if applicable. 
b. Check the box for Combine Shipments if this customer is allowed one invoice for multiple shipments. 
c. In the Reserve field, select from the pull down if applicable. 
i. [bookmark: _GoBack]Always: System automatically reserves inventory for this is sales order. Warnings will be displayed if there is not enough inventory.
ii. Optional: Allows the user to manually reserve inventory.
iii. Never: Cannot reserve inventory for this customer.
d. In the Shipping Advice field select from the pull down if applicable.
i. Partial allows you to ship partial shipments.
ii. Complete means you can only ship complete orders to this customer.
e. In the Shipping Agent Code field select from the pull down if applicable. (UPS, FedEx, DHL, etc.) Can set up a default and can be changed at time of order entry or shipment. 
f. In the Shipping Agent Service Code field, select from the pull down if applicable. (Next Day, Two Day, etc.) Can be set up as a default and changed at time of order entry or shipment. 
g. In the Shipping Time field is based on the combination of Shipping Agent Code and Shipping Agent Service Code. Enter the number of days it takes a package to ship to the customer. (Optional).
h. In the Base Calendar Code field, select from pull down if applicable. 
8. The Foreign Trade FastTab is optional. 

In addition to the fields above, default dimensions can be assigned to a customer. On the Home tab, Customer group, select Dimensions. These dimensions are then defaulted on the customer’s orders and credit memos. Default dimensions can be overridden at time of order entry. 

General customer comments can also be added. On the Home tab, Customer group, select Comments.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “How to: Set up customers” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh178569(v=nav.71).aspx
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