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How to Move a Customer in the Tree
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How to Move Customers in a Tree

e Locate the Customer you want to move. You can do this by clicking on the Customer Section in
the right hand menu.

e Then Click on Customer Search.

e This will bring you to a screen with multiple customers listed:
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e Next: Click on Search in the upper right hand corner, or simply click on the customer you want
to change if he is on the screen.

e You can search by several criteria including First Name, Company, Last Name, and
Companyld to name a few.
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After entering in the correct search criteria, click on Search. (or double click on the customerid
in the list) and you will see the following screen. Next you will want to select the correct tree
that you want to make a move in. By clicking on the item marked #1 select the Tree that you
wish to change.

NOTE: This label changes according to what section you are in. If it says orders, it will show all
the orders in the right most pane. If it says History, it will show all the customer history in the
right hand pane, and so on.

Click on the label, and select Unilevel Tree.

You will now see something similar to the image below. To make a move in this tree simply click
on the word Transfer.
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e After clicking on the word move, you will the see something like the image below.

Transfer Customer Data

A This action cannot be undane

Please select a targel customer record (o transter the data o

Target Cusiomer 10 ©

W CheckiUncheck All

Select Options o Move:

o Orders
¥ Customer Transactions
/| Payments

| Billing Information

# Ao Orders

\ Customer Personal Dala

| Mail Log

Customer History

| Wendor Record
¥ Vendor Bills

@ vendne Bavments

e Simply enter the CustomerID you wish to move this customer under.
If you do not know the CustomerID you can click on the blue box with three dots, and search
for a customer using some of the same search criteria mentioned above.

e If you wish to move someone in the enroller tree, use the same steps, but select Enroller tree
instead of unilevel.



	How to Move Customers in a Tree

