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Add a CardFile

This document will explain:

Add a customer CardFile using Add CardFile icon because many sections of Jim2 require a customer CardFile to
be entered. Add CardFile allows users to create CardFiles of all types, including Customer, Vendor, Ship type
CardFiles. In this example, the CardFile to be created is subject to standard invoice terms.

Skill Steps:
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Select the CardFiles tab from the Jim2 ribbon.
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Add View Edit Create Time Quick Add Merge Reassign  Payment
CardFile | CardFile  CardFile List - Sheets  CardFile CardFiles Users '
CardFiles CardFile Other

Click the Add CardFile icon in the ribbon.

Enter a Card Code. Note that you may alter this Card Code later, if required.

Press the Enter key on your keyboard to move to the Contact field.

Type a Contact name for this CardFile.

Press Enter to move to the Name field.

Type a name for the CardFile.

Press Enter to move to the Address field. Note that this field is for mailing address information.

Type address information. Press Enter to add additional lines to that field.

. Press the Tab key to move to Suburb.
11.
12.

Type the suburb, then press Enter. Jim2 will populate the State and Postcode fields.

If the address information for mailing is the same as the Delivery address information, click the double arrows
between the Address and Delivery address fields, otherwise type in the Delivery address details.

CardFile
Active
Card Code Contact v ABN
w'| Customer |v*
Mame
: Wendor
Address Delivery
Address User
= Personal
Suburb v Suburb v Ship
State v Post Code State A Post Code
Country |Australia W Country |Australia W
Acc, Mar W Groups
Branch v SubBranch w GL Dept
Customer
Terms | 7DAYS v | 7days from invoice date Send Statement via Email & Print v | Required Days Required Hours
Price level |1-Retail v Credit Limit 0.00 Send Invoice via |Email & Print v Tax |vw
CustPO # Acc, Fee % 0.00| ship Via / Ship Amt. v 0.00
Currency (AUD v BPAY Refz 0000356 | Batch Inv. Group by |Customer v
Credit Hold |OFF {Auto) W Backorder |Allow Backorders v

For further information please go to Jim2 online Help file at http://jim2help.happen.biz/index.html and search CardFile.
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