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Customer - Adding/ Editing Customer Notes 
AV Ref # 573 

 

There is also a video showing how to perform this function: 

Customer - Adding/ Editing Customer Notes 
 (2:52) – AV Ref# 390 

 

 

About:  

 

Sometimes, you may need to add notes to a customer’s file. It could be personal 

information like birth dates, spouse information or credit history. Or it could be 

information that you want your employees to see every time they create an invoice for 

this customer. BPOS provides 26 pages of password-protected of notes. You can allow 

your employees access to all, some or none. You also have 4 lines of notes available 

directly on the customer’s file which you can set to “flash” which forces your employees 

to acknowledge the notes prior to building a ticket, or simply highlights at the start of a 

ticket.  

 

 

How to Add Customer Quick Notes To Customer File: 

 

1. Click on Customers  View/Edit: 
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2. If your customer is already listed, proceed to step 3. If you need to your 

customer, click on the binoculars beside Customer # field. Find your customer & 

double-click on them to make them the Active customer.  

 

3. Add your notes to the Notes block. Click the Save button at the bottom when you 

are finished. Note: Placing an “@” symbol at the beginning of your notes will 

either highlight or force acknowledgement on the invoice screen  from your 

employees when they are creating a work order (depending how your system is 

configured – examples shown below). This is especially helpful when the notes 

are something you need to make sure everyone sees before building tickets: 

 

 
 

Depending on which way your system is set, using the @ will either produce the 

following: 
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Or: 
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How to Access 26 Pages of Extended Customer Notes:  

 

1. Click on the Customers button on your toolbar. Find your customer and double-

click to make them the Active customer: 

 

 
 

2. Click on Customers  Click on View/Edit Notes: 
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3. Add your notes to your selected page and click Save at the bottom. Anyone with 

password permission will be able to view and/or edit. In the below example, we 

have added notes to Page P. In the example below, we do not have access to 

Page Z at all: 

 

 
 

 

 

 

 

 

 

Option Settings:  

 

Customer notes provides 26 pages of notes available, A through Z. Please note that to 

control a user’s access to the notes, you will set the proper password switch to the last 

page you want the user to be able to access. For example, you can give a user access 

through letter W, which blocks them from note pages X, Y and Z. Then you can use the 

blocked pages for sensitive information a regular user would not need to access.  

 

**NOTE - Users must have password permission to read and/or the View/Edit Notes 

page (P53). P54 controls the degree of access.  To set flashing notes to highlight 

versus pop-up, make edit in View/Edit Default Settings  Invoice View/Edit. If you need 

to give a user password permission to perform this function, please contact your system 

administrator.  


