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Customers and Suppliers Overview

Andrew

I need to create a PO for our suppliers, but we have hundreds in the system!
I don’t know which one to use.

Man, this is going to take forever!

Robert

You can use the Customers and Suppliers views along with several search options to help make quick work of your
search.

Pick a topic and I'll show you how.

Topics

e Views and Search Criteria

e  More and Options Buttons

Views and Search Criteria

When you want information on a customer or supplier, use the Customers view or Suppliers view.
You can access both from the Views option in the Navigation pane.

Both views enable you to search and view information.

Use the search fields drop-down menus to narrow your search.

For example, the Look in drop-down fields enable you to search for specific types of customers or suppliers by
group.

You can also select the branch or site from the Home Branch drop down.
When you choose Any, the system searches across all branches.

You can use the Find field to further define your search. The more text you enter, the more precise the search
results.

Conversely, entering less text produces broader search results.

For example, when you enter baker in the find field, the search results show customers with the word baker in
both the name and address fields.

You can also use the Boolean logic operators AND, OR, and NOT in your searches.

The system automatically applies the AND operator when you enter more than one word in the Find field.
If you want to use the OR and NOT operators, you must enter them using capital letters.

In this example, our search shows customers with either of the words Baker Or construction.

Conversely, you would use the Not operator to exclude data from your search. In this case, our search shows
customers with the word Baker, but not the word Construction.
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More and Options Buttons

The system limits the number of search results it displays at one time based on the system option: Customer
search page size.

When the number of matches exceeds this setting, the system displays a More button adjacent to the Go button.
Selecting the More button displays the next set of matching records.

The More button remains visible until you’ve reached the end of the list of matching records.

Use the Options button to determine how the system identifies matches.

When you select Match on Begins with, your search results display a list of matches that begin with the text you
entered in the Find field.

The system stores the Begins with option and continues to use it until you change it.
It’s a Best Practice to use the option: Exact Match first, Full Search If No Match.

In our example, the results include those customers that have an exact match with the text baker and those that
have the same text elsewhere in a searchable field.
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The contents of this document are for informational purposes only and are subject to
change without notice. Epicor Software Corporation makes no guarantee, representations
or warranties with regard to the enclosed information and specifically disclaims, to the full
extent of the law, any applicable implied warranties, such as fitness for a particular
purpose, merchantability, satisfactory quality or reasonable skill and care. This document
and its contents, including the viewpoints, dates and functional content expressed herein
are believed to be accurate as of its date of publication. The usage of any Epicor software
shall be pursuant to the applicable end user license agreement and the performance of any
consulting services by Epicor personnel shall be pursuant to applicable standard services
terms and conditions. Usage of the solution(s) described in this document with other
Epicor software or third party products may require the purchase of licenses for such other
products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation,
registered in the United States and other countries. All other marks are owned by their
respective owners. Copyright © 2016 Epicor Software Corporation. All rights reserved.

About Epicor

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed
around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of
experience with our customers’ unique business processes and operational requirements is built into every solution—in
the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while
managing complexity. The result is powerful solutions that free your resources so you can grow your business. For more
information, connect with Epicor or visit www.epicor.com.
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