Editing Customer Information in AMS
There are several ways to edit a customer's contact information.

If the customer has already been selected on the AMS screen:

At the top of the AMS screen, there are two icons beside the Customer #: The Customer

Notes icon m and the Edit Customer icon. % Selecting the Customer Notes icon will
open the Customer Details window on the Notes tab, where you can then make any
internal notes about the customer which the customer will not see. Selecting the Edit
Customer icon will open the Customer Details window on the General tab.

_!rﬂ &mm”‘er #6413 The Edit Customer icon

will open the General tab of

* Biling Address the Customer Details window.
1 Newmem Mister MNewmem Mister

The Customer Notes icon 3210 Central Pike

will open the Notes tab of
the Customer Details window. Hermitage, TH 27076

After clicking either icon, you may make edits as described by Steps 4 through 11 of the
following section.

If the customer record has not already been selected on the AMS screen:

1. Click the Customer icon at the top of the screen to search for the customer's account.

Customer | Member R

Search For Customer I




2. A Customer Search window will appear. Type a Keyword to search for the customer
(e.g. last name, phone number, email, customer #, etc.) and click the Search button.

A Customer Search O X
Last Name: [:I Phone: [:] Membership [ v
T e - E— e
Customer #: [:I Zip: l:] Show Disabled Customers []
Include Related Customers
Last Name First Name Customer # Email Address Related
* Mister Newmem 3649468 newman1@agiletix... 4124 central pike ...
Misses Newmem 3649465 newmam1@agileti... 4124 central pike ...
Kiddie Newmem 3649470 newkid1@agiletix.... 4124 central pike ...
* indicates customer has orders
 View || AddNew | oK Cancel |

3. A list of customer records will appear in the search window. Click View at the bottom of the
window to open the customer record.

A Customer Search O X
Last Name: !:] Phone: [: Membership [ v
Fusthame: [ | ay [ ] Exact Name Match []
Customer #: [:] Zip: |:] Show Disabled Customers []
Include Related Customers

Last Name First Name Customer # Email Address Related

* Mister Newmem 3649468 newman1@agiletix... 4124 central pike ...

Misses Newmem 3649469 newmam1@agileti... 4124 central pike ...

Kiddie Newmem 3649470 newkid1@agiletix.... 4124 central pike ...

* indicats customer has orders

View | | AddNew | oK Cancel |
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4. In the General tab, you can make changes to the customer’s contact information and any
answers to the customer question prompt. You are also able to add and edit customer images. To
learn more about customer images, see Adding an Image to a Customer Record.

A Customer Details

General Related Memberships Web Login  Sales Info  Account Benefits Notes

General Info

[[] Business Enabled

Prefix |

Customer # |3549463

" Email | Inewman1@agiletixcom

|

First*® INewmem

Middle |

Receive email related to TicketsNashville.com..

[[] Receive email related to Tickets Nashville (Q._.

Last® | Mister

Wb | |

Suffic |

Addresses
Country ‘ United States

Credit Limit 0

x| Enabled Primary

Address 1 [4124 Central Pike

Address 2 l

s
&S

City I Hemitage

|
I Note
|

State / Province i Tennessee

Zip/ Postal Code  [37076

-I- Add Address

OK

O

X

A Customer Details

General Related Memberships Web Login  Sales Info  Account Benefits Notes

Aadress £ |

I Note

City IHermitage

State / Province | Tennessee

Zip/ Postal Code (37076

]
v|
|

ol Add Address

Phone Numbers

Primary |615) 360-6700

Secondary I

Reg Group

Regional Question *

Tax Info

[] Tax Exempt Federal Tax ID

State Tax ID

oK

Apply
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5. The Related tab allows you to add customers that need to be associated with this
customer record to complete a household (i.e. Mrs. Newmem can be added as Mr.
Newmem's wife).

A Customer Details m] X

General Related Memberships Web Login  Touch Points  Sales Info  Donor Info  Account Benefits  Notes
+ [ &K

First Name Last Name Customer # Relationship

oK ~ Cancel Apply

e To add a relationship to a customer record, click the green plus sign. +
e Click the drop-down and select the type of relationship the customer has with the
other customer (business, contact, sold for).

A Customer Relationship X
Relationship Contact >4
Customer # ﬁﬁ'@@—

Sold For
Name [ |
0K ~ Cancel

e Type in the related Customers' Number, or search for the related customer by
clicking the Magnifying Glass.

A Customer Relationship X
Relationship | Contact N
Customer# 3643469 | & P
Name INewmem Misses l

0K Cancel
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Once you see the related customer's name in the Name field, click OK.

A Customer Details m] X
General Related Memberships Web Login  Sales Info  Account Benefits  Notes

First Name Last Name Customer # Relationship

Newmem Misses 3649469 Contact

OK || Cancel || repy |

6. The Membership tab allows you to manage a customer's membership. You are able to

manually edit a member's expiration date as well as additional member benefits. Click to
learn how to Manually Add Membership Benefits to an Existing Member.

A Customer Details

O X
General Related Memberships Web Login  Touch Points  Sales Info  Donor Info  Account Benefits ~ Notes
Member # Membership Exp Date Approved Active
3333333 New Membership -Cas... 11/17/2018  True

True

oK poply |
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7. The Web Login tab is where you create and manage that customer's login information.

A Customer Details O X

General Related Memberships YWeb Login  Touch Points Sales Info  Donor Info  Account Benefits  Notes
| 2
@ 049X

Usemame Security Question Answer Last Logged In

What is your mother's maiden ... 11/17/2017 12:08 PM

| Ok || Cancel || fAeply

e To create a new username and password for the customer, click the Globe icon. 0
Enter the username, and generate a random password.

o If a customer has forgotten their password, click the Random Password button to
generate a new temporary password for them.

Web Login X

User Name | |

Password | I \ Random Password |

Confirm password I I

Security question \ What is your mother’s maiden namé? v ’

Answer [ ]
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e Clicking the Envelope icon will send a reset password email that allows the customer
to change their own password.

8. In the Touchpoints tab, you can add and manage touchpoint tasks for this customer.
(Click here to learn more about touch points.)

A Customer Details - O X
General Related Memberships Web Login Touch Points  Sales Info  Donor Info  Account Benefits  Notes
Subject Created By  Assigned To Description  Type Due Date Last Updat... Complete
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9. The Account Benefits tab is where you will be able to manage any benefits associated
with this customer's account. To add a new benefit, right-click and hover over new. Then,
select the type of benefit that you are adding. To edit an existing benefit, right-click the
benefit and select Properties.

A Customer Details [m] X
General Related Memberships Web Login Touch Points Sales Info Donor Info  Account Benefits  Notes
Benefit Name  Start End Max Per Max Overall Order Qty Overall Rem... Enabled
Free Entry 12171712 12/31/1811... 1 0 n/a True
Event/Showing Benefit
Properties Catalog Benefit
l Membership Benefit
Package Benefit
Show Benefit
0K Cancel Apply

10. The Notes tab is where you can keep internal notes about this customer. The Operator
Notice checkbox tells the system that when this customer record is pulled, the note will
appear to your staff (i.e This is a Board Member. Please pay special attention to him).

A Customer Details m] X
General Related Memberships Web Login Touch Points = Sales Info  Donor Info  Account Benefits Notes
Operator Notice
Please pay special attention to this customer
0K Cancel Apply

11. Click Apply to save your changes and OK to close the window.
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