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4.11 Enhanced New 
Customer Setup 

Introduction  
The Enhanced Handheld New Customer feature allows 
you to create new accounts while making deliveries on 
the handheld.  By establishing default settings on the 
desktop, you will now be able to capture important 
customer data on the handheld and create the 
customer’s account automatically during the Afternoon 
Card process.   

Desktop Setup 
Before you can use the Enhanced Handheld New 
Customer option on the handheld, new options will 
need to be configured on the desktop: 

 Customer Type 
 Account Status Codes 
 New Customer Account 
 Handheld Class 
Each item is covered within this section.   
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Customer Type 
A new tab has been added to the Customer Type Codes 
screen that will allow you to establish defaults for the 
new customer option on the handheld.   
Navigate to Lists > Customer Setup Codes > Customer 
Type Codes and select the Default Products tab. 

 
The Default Products associated with each type will be 
assigned to the new account on the handheld at the 
price and quantity listed.  Make any changes as needed 
for each type. 

NOTE:  Keep in mind that any changes made here may 
also affect new accounts created on the desktop. 
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Next, select the HH New Customer tab. 

 
For each field listed, select one of the following: 

 Enable:  Allows the driver to make an entry in this field 
on the handheld. 

 Require:  Forces the driver to make an entry in this 
field on the handheld. 

The Start Reason Group and Start Reason fields will be 
used as defaults on the account as it is uploaded and 
created on the desktop.  Assign a default entry to each 
item. 

NOTE:  It may be helpful to create a new Start Group and 
Reason that reference customer accounts established on 
the handheld. 

Once you have made your selections, choose the Save 
option and repeat this process for each Customer Type 
Code in the program.  
In the next step, a modification will need to be made 
within each Handheld Class. 
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Account Status Codes 
In order to ensure that you have made all of the 
necessary changes to the account once it has been 
created, Account Status Codes will be used to flag each 
account created on the handheld with a ‘Review’ 
status.  This flag will be displayed until the Account 
Status Code has been changed.    
Navigate to Lists > Customer Setup Codes > Customer 
Status Codes and create a new code that will be 
assigned to all accounts established on the handheld 
(e.g., Handheld Setup). 

 
Select the New Customer Review option and Save your 
changes.   

NOTE:  This item will be covered in detail within the Daily 
Processing section of this document. 

New Customer Account 
A new account will need to be added to the system to 
temporarily store the new customer’s information 
when it is captured on the handheld.   
Navigate to the New Customer Wizard and enter a 
generic account to be used for this process. Take note 
of the account number. 
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Handheld Class 
Each Handheld Class that will use the new Enhanced 
Handheld Customer Setup option will need to be 
modified on the desktop. 
Browse to Lists > Routes > Handheld Class and choose 
the Off-Route tab. 

 
Select the Allow Enhanced Customer Setup option and 
Save your changes.  Repeat this step for each Handheld 
Class that will use the new feature. 
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Daily Processing 
In this section, we will guide you through the daily 
process when using the Enhanced Handheld Customer 
Setup option.   

Handheld Processing 
Once you have configured all of the setup items 
covered earlier, create a new Morning Card to use the 
new option on the handheld. 

1. Browse to the Off-Route menu on the handheld. 

 
2. Tap on the New Customer button. 
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3. Select the Customer Type that you would like to 
assign to the account and tap Continue (green arrow). 

 
4. Input the customer’s billing name and tap Continue. 

 

NOTE:  Use the back arrow at anytime to make 
changes or corrections.  Remember, the fields 
displayed during this process are related to the 
options you have selected within the Customer Type 
Codes screen on the desktop — every field shown 
may not be displayed. 
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5. Input the customer’s billing address and tap Continue. 

 
6. Input the customer’s billing city and tap Continue. 
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7. Input the customer’s billing state and tap Continue. 

 
8. Input the customer’s billing ZIP code and tap 

Continue. 
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9. Input the customer’s billing phone number and tap 
Continue. 

 
10. Select the customer’s Sales Tax Code and tap Save. 
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11. At this point, complete the sale to the customer as 
normal. 

 

NOTE:  If the customer is not purchasing any items, enter 
a Skip Reason on the invoice.  If this activity will be 
required often, it may be helpful to create a new Skip 
Reason on the desktop that will apply to new customers 
(i.e., New Handheld Customer, etc.) 
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Desktop Processing 
During the Afternoon Card process, the New 
Customers Report will automatically print with your 
existing Afternoon Reports — showing any new 
accounts setup on route. 

 
Each new account will automatically be added to the 
Customer Information screen using the next available 
account number listed within Branch Setup.  Each 
account will be listed with the ‘Review’ flag on the 
account (below). 

 
To properly complete the required setup on the 
account, you will use the New Handheld Customer 
Review Wizard covered on the next page. 
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Enhanced Customer Review 
The Enhanced Customer Review wizard allows you to 
complete the setup of each account created on the 
handheld. 
Browse to Transactions > Enhanced Customer Review.  
This screen can be accessed at any time and all new 
accounts set for ‘Review’ will be listed. 

 
Double-click on an account listed to access the 
Customer Information screen for editing.   
Or,  

Select each account by placing a checkmark in the 
white box shown to the left.  Additionally, you may 
select or deselect the accounts globally by clicking the 

 box in the header line. 

To update the status of each account and remove the 
assigned ‘Review’ flag, choose a new Customer Status 
Code from the drop-down list and click the Save 
button.   

Summary 
The Enhanced Customer Entry option provides you with 
further flexibility and usage on your handheld.  If you 
have any questions regarding this feature, please 
contact Advantage Route Systems.   
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