Customers
The Customer Form in Furniture Wizard keeps track of all customers added to Furniture Wizard
through creating a new invoice or through a Service Form.
From the Additional Features menu of Furniture Wizard, click on Customers.

Adding a New Customer
After opening the Customers Form, a new customer may be added. To add a new customer,
singleclick on the New button, or use the keyboard shortcut ALT + N.
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When the New button is clicked upon, Furniture Wizard automatically clears all fields, the Edit
Customer History appears in the top left corner, and the customer number becomes the next
number in the series appears in the top right corner of the Customers Form.

Fill in all applicable fields about the customer on the left side of the Customers Form. At the
minimum, the first name, last name/company must be filled in. The more information that is
stored about the customer, the easier it is to find the customer when looking for old invoices or
service repairs.
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Furniture Wizard will automatically save the new customer. Simply click the Exit button, or use
the keyboard shortcut ALT + X.
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Customer Form Tabs
Additional information may be stored about any customer in Furniture Wizard. From the
Customers Form, the Customer Details tab is already selected.

Customer Details
In the Customer Details Tab, email, reference, spouse/partner, driver’s license, date of birth,
and customer type may be entered. To update any field in the Customers Form, the Edit button
must be clicked upon, or use the keyboard shortcut ALT + E.
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Comments
If a customer has special needs or procedures, comments can be left in the Comments field.
Again, the Edit button (or using the keyboard shortcut ALT + E) must be selected if the
customer’s comments need to be entered.

Invoice Notes
If a customer has notes that should appear on all of their invoices, such as entering a particular
door on delivery, etc., enter the information in the Invoice Notes field. To enter the invoice notes,
click the Edit button, and type in the notes.
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Customer Alert Notes
Customer Alert Notes are details about a customer that appear when an invoice is created. An
example of this would be notes such as: the customer’s payment background, bounced checks,
etc. To enter a Customer Alert Note, click the Edit button (or use the keyboard shortcut ALT + E)
in the Customers Form. Then, type in the alert that should appear when a new invoice is
created.

When an invoice is created with a customer who has alerts in Furniture Wizard, a Wizard Alert is
shown to make the salesperson aware of the customer’s circumstances.
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Additional Information
The additional information is a place where some non standard information can be stored.

History
Every customer in
Furniture Wizard has a
history, and the history
may be viewed
through the
Customer’s Form.
From the Additional
Features menu of
Furniture Wizard, click
on Customers, then
click the History tab.
To have the most
current information,
you must click the
Update Customer
button. When looking
at one customer, click
the This Customer
button, as the All
Customers button will
take longer. This process updates all fields on the current screen.
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Accounts Receivable
Furniture Wizard keeps
track of accounts
receivable through the
History tab. Once an
invoice is delivered with
a balance due, the
amount appears in the
Current field (notice,
these fields CANNOT be
updated manually. A
payment must be shown
on an invoice for the
accounts receivable to
be updated). The longer
it takes a customer to
pay, the balance will
transfer to 30, 60, 90,
and 120+ days. Total
accounts receivable are
tallied for every unpaid, delivered invoice.

Sales Order History
Besides keeping track of accounts receivable, Furniture Wizard also keeps track of all
customers’ sales order history. Sales Order History shows the amount the customer has
purchased within the past twelve months, the year to date, and the alltime sales. Like accounts
receivable, the Sales Order History cannot be manually updated. Furniture Wizard uses the
customer’s invoices to automatically update all customers Sales Order History.
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Update Customer
Every customer within Furniture Wizard may be
updated to confirm all information is up to date.
When a customer is selected in the Customer
Form, and the History tab is clicked upon, Update
Customer appears on the form. There are two
options when updating customers. The customer
selected can be updated by itself, or all
customers stored within Furniture Wizard may be
updated. To update, simply click the This
Customer button or the All Customers button.
Depending on the amount of customers Furniture
Wizard is storing, clicking the All Customers
button will take more time to update than the This
Customer button.

Invoice (Billing)
Whenever a new invoice is created for a customer, Furniture Wizard stores all invoices with the
customer. In the Customer Form, click the History tab, and then the Invoice (Billing) button. This
shows all the invoices billed to this customer. All invoices that were billed to the customer
appear under the word History in the yellow field box.
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Invoice (Shipping)
In conjunction with the Invoice (Billing) button, the Invoice (Shipping) button shows all of the
invoices that were shipped to this customer. In the Customer Form, click the History tab, and
then the Invoice (Shipping) button. All invoices that were shipped to the customer appear under
the word History in the yellow field box.

Any invoice assigned to a customer may be opened under the History tab. To open an invoice,
simply doubleclick on the invoice, and the invoice opens.
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Service
Whenever a Service Order is created for a customer, Furniture Wizard stores all services
assigned to the customer. In the Customer Form, click the History tab, and then select the
Service button. This shows all the Service Orders that were created for the selected customer.
All Service Orders appear under the word “History” in the blue field box.

Any Service Order assigned to a customer may be opened under the History tab. To open the
Service Order, simply doubleclick on the Service Order, and the Service Order opens.
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Quotes
Quotes can be created for customers who are interested in a product, but are not quite ready to
commit to purchasing. When a quote is created for a customer, Furniture Wizard saves all
quotes assigned to a customer. In the Customer Form, click the History tab, and then the
Quotes button. This shows all the quotes prepared for the selected customer. All quotes appear
under the word “History” in the yellow field box.

Any quote assigned to a customer may be opened under the History tab. To open the quote,
simply doubleclick on the quote, and the quote opens.
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Payments
All payments, regardless of the type, are recorded in Furniture Wizard and assigned to the
customer that the invoice is created for. When a payment is posted, Furniture Wizard saves the
payment with the customer. In the Customer Form, click the History tab, and then the Payments
button. This shows all payments the customer has made on each invoice. All payments appear
under the word “History” in the yellow field box.

All payments assigned to a customer may be opened under the History tab. To open the
invoice, the payment is connected with, simply doubleclick on the payment, and the invoice
with the payment opens.
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Activities
Activities contain all tasks that have been entered for this customer. This can be userdefined,
from making a followup phone call, sending a thankyou letter, or anything else that would be
useful in making a sale.

To view an assigned Activity, select the correct customer, then singleclick on the Activities
button on the Customers Form. All activities assigned to this customer will appear. Doubleclick
on the desired activity to view the activity through the Activity Form.
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Opportunities
Opportunities show the instances that the customer interacted with a team member in the
selling arena. What constitutes as an “opportunity” will have to be determined by each store
when they define their selling system. As an example, a store may say that when there is a
facetoface interaction with the customer, an opportunity should be logged.

To view an assigned Opportunity, select the correct customer. Then, singleclick on the
Opportunities button on the Customers Form. All opportunities assigned for this customer will
appear. Doubleclick on the desired opportunity to view the opportunity through the Opportunity
Form.
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Consignment
The consignment area of the program should only be used if directed by the FUrniture Wizard
team. The system has two types of consignment functions. One that is customerbased, and
one that is supplierbased. If this function is important, please discuss with the Furniture Wizard
team.

Editing Customer Information
If for any reason a customer’s information needs to be changed and/or updated, the Customer
Form allows for easy changes. To make changes to a selected customer, simply click the Edit
button, or use the keyboard shortcut ALT + E in the Customer Form. After clicking on the Edit
button, “Edit Customer History” appears, in red, on the top left corner of the Customer Form.

All fields (including those in a different tab within the Customers Form) may be updated. Simply
use the keyboard to make the desired changes.

Deleting Customers
Customers in Furniture Wizard may only be deleted if there is no history assigned to the
customer, such as an invoice, quote, or service order. To delete a customer, click on the Edit
button, or use the keyboard shortcut ALT + E in the Customers Form. Then, click the Delete
button. After clicking upon the Delete button, Furniture Wizard confirms the action.
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To confirm the action, click OK. Or to cancel, click the Cancel button. Furniture Wizard will
automatically delete the customer if OK is clicked upon. If deleting a customer with an invoice,
quote, or service order attached to it, Furniture Wizard will show an error message, declining the
deletion of the customer.

Click OK and the customer will not be deleted. The dialog box will disappear.
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Finding Customers
To search for a customer, click Customers from the Additional Features menu of Furniture
Wizard. After the Customer Form opens, click the Find button, or use the keyboard shortcut ALT
+ F, at the bottom of the form. The Customer Search Form appears.

In the Customer Search Form, before any field is filled in, all customers appear in the blue box.
To narrow the search, information may be inserted in the white field boxes. The more
information about the customer, the easier it is to find the customer being searched for. Last
Name, First Name, Company, Telephone, City, and Zip Code are the fields that may be filled in
to narrow the customer search. Once a field is filled in, click the Enter button and the search is
narrowed.
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Sorting Customers in the Customer Search Form
When a search produces too many results, the results may be sorted from the Customer Search
Form. Customers may be sorted by last name, first name, or company, and the customers can
also appear in ascending/descending order. Simply select how the customers should be sorted;
do this by using the Sort By field. Then, select whether the sort should appear ascending or
descending by selecting the radio button next to Asc. or Desc.
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Super Search
If the Customer Search Form does not allow for enough search options, a more indepth search
may be done. From the Customer Search Form, click on the Super Search button.

After clicking the Super Search button, the Customer  Super Search Form appears. The
Customer  Super Search Form allows a customer to be searched by last name, first name,
company, telephone, city, state, zip code, customer number, customer type, assigned to, and
order
date.
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Customer ‐ Super Search: Aging
To refine the aging.

Customer ‐ Super Search: Sales History
Along with searching from the above criteria, Furniture Wizard allows searches to be made from
a customer’s sales history. Simply type in a determined amount into the 12 months sales
history, year to date, and/or total sales. If an amount is typed into the 12 months sales history,
this will show all customers who have purchased merchandise with the stated amount and more
within the past twelve months. The same is true for the year to date field; it will show the current
year to today’s date. Customers may also be searched by total sales. All fields may be searched
at the same time.
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Creating a New Search
To create a new search within the Customer  Super Search Form, simply click the Create New
Search button, or use the keyboard shortcut ALT + C.

Sorting
Search

Super
Results

If a
search
result produces more than one customer, the customers may be sorted by several different
variables and may also be shown as ascending or descending. To create a sort, select a Sort
By method by clicking on the drop down arrow at the end of the field. Then, click the radio
button beside Asc. or Desc. to choose between ascending order or descending order.
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Updating Customer History
To update customers from the Customer  Super Search, simply click the Update Customer
History button, or use the keyboard shortcut ALT + U.

Customer ‐ Super Search: Reports
When in the Customer  Super Search Form, valuable reports may be printed about the
customers who appear in the search results.
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Accounts Receivable Report
The Accounts Receivable Report shows customers from the search results that currently owe
money or have an outstanding balance from 30120+ days. To preview the report, simply
singleclick on the Accounts Receivable Report, then click the Preview radio button. Lastly, click
Print, or use the keyboard shortcut ALT + P. The report will appear on the screen. The report
may also be printed directly by clicking on the Print radio button, then selecting the Print button,
or use the keyboard shortcut ALT + P.

Customer Mailing Label
Furniture Wizard allows for three different types of mailing labels. To preview the different
mailing labels, simply singleclick on the Customer Mailing Label, then click the Preview radio
button. Lastly, click Print, or use the keyboard shortcut ALT + P. The mailing label will appear on
the screen. The mailing label may also be printed directly by clicking on the Print radio button,
then selecting the Print button, or use the keyboard shortcut ALT + P.
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Export to File
The Export to File function creates a .CSV file that can be used for mailing and other purposes
of data analysis. The four export functions all work the same way, giving slightly differently
formatted information. You can use the search criteria in the top of this form to limit the export
information. Example: If you want to only see customers that have purchased over $10,000
dollars, you would just put that number, $10,000, in the Total Sales field above, and the file you
export will only contain those people.

When you click on one of the files to export, it will show the file location in the bar at the bottom
of the form. It will by default put the files in the Wizard directory, which you can easily explore to
at a later point in time. If you would like to place the files in another location, click on the box
with the …, and it will bring up a file explorer view, and you can choose the location and name
the file as you see fit.
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Once the file has been exported, if you have Microsoft Excel (or an equivalent program), you
can open the file and use the information as you need. These files can then be saved and sent
to printers, or mailing house for advertising purposes. Below is an example of the All Customer
Information Export.

Statements (Customer Advanced Search)
When searching for customers in the Customer  Super Search Form, statements may be
printed directly from the form. To print a statement or several different statements from the
searched customer(s), simply singleclick on the “Statements  (Customer Advanced Search)”.
Then, the statement(s) are ready to be printed. Note that dates, status, and branch may be
selected for the statement(s).
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Exiting the Customer ‐ Super Search
To exit the Customer  Super Search Form, simply click the Exit button, or use the keyboard
shortcut ALT + X.

Printing a Customer Mailing Label
To print a customer mailing label from the Customer Search Form, simply search for the
customer and singleclick on the customer’s name. Once the customer is selected, click the
mailing label button. A mailing label will print for the selected customer.
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Creating an Invoice from the Customer Search
New invoices may be created for a selected customer from the Customer Search Form. After
searching for the customer, singleclick on the customer and click the Invoice button. This will
open the Invoice Form, and a new invoice may be entered for the selected customer.

Previewing the Customer List
To preview a customer list from the Customer Search Form, simply click the notebook button.
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Customer Reports
Several different reports may be printed from the Customer Form. To choose a form, click on
the Reports button. The Customer Reports and Statements dialog box appears. (Note that the
selected customer will be the customer the reports will print for).

Invoice History Report
In the Customer Reports and Statements Form, there are different types of report choices.
Invoice History shows all invoices produced for the selected customer within a selected date
range. The invoice status may also be taken into consideration, by showing all invoices,
delivered invoices, layaway invoices, or pending invoices, The report may be printed or
previewed by selecting the desired radio button under Print Destination.

29

Service History Report
Service History shows all service orders placed for the selected customer within a selected date
range. The report may be printed or previewed by selecting the desired radio button under Print
Destination.

Payment History Report
The Payment History Report shows all payments made from the selected customer within a
selected date range. The report may be printed or previewed by selecting the desired radio
button under Print Destination.
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Mailing Label
Mailing labels may also be printed from the Customer Reports and Statements Form. Select the
radio button next to Mailing Label, and the label may be printed or previewed by selecting the
desired radio button under Print Destination.

Exiting the Customer Reports and Statements Form
To exit the Customer Reports and Statements Form, simply click the Exit button, or use the
keyboard shortcut ALT + X.
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Thank You Letter
Furniture Wizard will automatically create a thank you letter for an invoice created for the
selected customer. From the Customer Form, click the History tab. Then, singleclick on the
invoice that the thank you letter should be written for. Once the invoice is selected, click the
Thank You Letter button, or use the keyboard shortcut ALT + Y.

Mailing Label
Mailing labels may be printed from the Customers Form. Once the customer is found, simply
click the Mailing Label button, or use the keyboard shortcut ALT + L. The mailing label will
automatically print for the selected customer.
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Merging Customers
If a customer gets married, or for any other reason needs merged with an existing customer in
Furniture Wizard, it can easily be done through the Customers Form. From the Additional
Features menu of Furniture Wizard, click on Customers. Then, click the Edit button, or use the
keyboard shortcut ALT + E.
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After clicking the Edit button, find the customer that the merged customer will be merged to.
Then, click the Merge button. A Wizard Alert appears describing the merge process. Click Yes
to confirm.

Once the merge is confirmed the Customer Quick Select dialog box appears. Here, the
customer being merged into the other needs to be selected. The customers are sorted by last
name. Once the customer is found, singleclick on their name and click OK to merge.
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To ensure accuracy of the merge, another Wizard Alert appears to confirm the merge of the two
customers. If the two customers are confirmed to be correct, click Yes. However, if the two
names are incorrect, No may be selected.

After clicking on Yes in the Wizard Alert, a dialog box appears confirming the merge was
completed. Click OK.

*If a customer is merged in Furniture Wizard, they will need to be updated in Quickbooks.
Customer records between Furniture Wizard and Quickbooks are not automatically
updated. He same customer number must be used in Both Furniture Wizard &
QuickBooks.
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Create an Invoice from the Customers Form
An invoice may be created directly from the Customers Form. Once a customer is selected, click
the Create Invoice Button, or use the keyboard shortcut ALT + I. The invoice Form appears.

Exiting the Customer Form
Once all changes and/or updates have been done in the Customers Form, click the Exit button,
or use the keyboard shortcut ALT + X. All changes made will automatically be saved.
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