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Customer search is at the heart of all interactions within the Customer Relationship Management
System (CRMS). Before any interactions can be created, an existing customer must be found, or a
new customer created.

You need to be logged on as an Advisor to perform this task.

Ensure you have a clear top portion of your screen. If the previous customer is displayed, click
End.
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Step 1: Click on Customer Search.
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Customer Interaction

Customer (First Name): House Number/Strest:
Grouped Interaction Customer (Last Name): City:
Knowledge Article Postal Code/Region: (u]

. Country: Nz 3 New Zealand
ey Telephone:
Inbox E-Mail Address:
E-Mail Inbox Customer Interaction ID:
N Search Account
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Monitor Report )
Actions Account Account ID Street Postal Code {
Action Monitor < >

Result: The Customer Search screen displays.

Note: If you have just logged on then this screen will default.

Continued on next page
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Step 2: Select either Corporate or Individual depending on the customer type you are looking for.
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Customer Search
Customer Overview @dividual Account | Corporate Account) Object
Customerintersction Customer (First Name): House Number/Street:
Grouped Interaction Customer (Last Name): City:
Knowledge Article Postal Code/Region: a
~ Country: Nz 3 New Zealand
=Ll Telephone:
Inbox E-Mail Address:
E-Mail Inbox Customer Interaction ID:
B Search Account
Cust. Interaction S... -
Result List
Grouped Interation...
Q
Monitor Report .
Actions Account Account D Street Postal Code {
Action Monitor < >

Step 3: Enter name details into the first and/or last name field. If you do not know the name
details you can search on any of the other details displayed.

Note: If you are unsure of the spelling, you can insert an asterisk * to perform a wider search. Eg
‘Jo* will return values such as Joseph, John, Jon, Jochem, etc, and ‘*call* will return values such
as MacCall, McCall and Callum etc.

Step 4: Either click Search Account, or press Enter.
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Details | Individual Account | Corporate Account | Object

Customer (First N... House Number/St...

Customer (Last N...  Smith City:
Postal Code/Region:
Country: Nz New Zealand
Telephone:
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Result: One of the following will display.
If... Then...
Only one The Confirm button, Account ID and customer details display.
record exists Customer Search €] ~8-
Details | Individual Account | Corporate Account | Object "
@count: Gloria Barnes ) Street Address
clo:
Street 2:
House Number/Street:
District:
Postal Code/City: Woodville
Country: Nz New Zealand
Postal Address
PO Box:
PO Box Lobby:
PO Box City:
PO Box Postal Code:
Communication Data
Telephone: O
Fax: [m]
Mobile: 0
E-Mail Address: [m]
Comm. Method: -
G""ﬂ"" ] +84 (28) 154 9693
Result List : 1 Account Found
Q
Actions Account Account ID Street City
‘Conﬁrm Fact Sheet O... Mrs. Gloria Barnes 4021592 Woodville v
More than A list of all matches displays.
one record Search Account | Clear | Reset [ |
. @esult List : 15 Accounts Fou@
exists
Q
Actions Account Account ID Street City
‘ Confirm Fact Sheet O... Alastair Black 4008329 Alfred Street Hamilton
‘ Confirm Fact Sheet O... Allie Black 4005410 Taranaki
‘ Confirm Fact Sheet O... Annette Black 4012618 Old Coach Road Havelock
‘ Confirm Fact Sheet O... Bev Black 4008644 Blenheim
< >
4Back 1 2 3 4 Forwardy
No matches The message “0 Accounts Found” displays.
Search Account | Clear | Reset || [ ‘
(Result List : 0 Accounts Found)
2
Actions Account Account ID Street City
< >
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Searching Step 5: If the details displayed match your customer, click Confirm - either on the top portion (if

for a available) or alongside the customer record.
customer,

continued (Confirm ) s | More Fields

Result List : More Than 100 Accounts Found

Actions Account Account ID Street City
| Confirm Fact Sheet Q... Aaron Smith 4002073 Unknown
| Confirm Fact Sheet O... Alex Smith 4010961 Garrison Societ...  Blenheim
| Confirm Fact Sheet O... Ann Smith 4001984 Parker Street Blenheim
I{Confirm Fact Sheet O... Anne Smith 4005745 Parker Street Blenheim
< >

Result: Customer name displays in the top portion of the screen. Select the activity required (eg
Customer Interaction).
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Customer Search

Customer OvervieW  petails | Individual Account | Corporate Account | Object

Customer Interaction

Account:  Anne Smith Street Address
Grouped Interaction clo:
Knowledge Article Street 2:
House Number/... 123 Parker Street
E-Mail Co
District: 136
Inbox Postal Code/City: 7201 Blenheim
E-Mail Inbox Country: NZ New Zealand
Postal Address
Cust. Inti tion S...
ust. Interaction PO Box:
Grouped Interation... PO Box Lobby:

If the details displayed do not match your customer, click the New button to create the customer if
required.

Details | Individual Account | Corporate Account | Object

Customer (First... Anne House Number/...
Customer (Last.. Smyth City:
Postal Code/Reg. .. u
Country: NZ 3 New Zealand
New Customer Telephone:
Bution

E-Mail Address:
Customer Intera...

Search Account
Result List : 0 Accounts Found
Q
Actions Account Account ID Street City T
< >

See: HNO CRMS Create Customer Individual Quick Help Guide.
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