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Using Notepads

Notepads are a convenient way to track customer and supplier communication in
a place where it’s accessible to other employees. This course begins with an
introduction to the Notepad window. Then we will explore adding a Notepad note
for a Customer or Supplier, and then one linked to a Document.

Notepads can be connected to a Customer, Supplier, or Document. When linked
to a Customer or Supplier, you can access the notepad from within their
properties. When notes exist, the tab is shown with an information icon and the
number of notes on the current page in brackets.

The notes on file are listed in the main body of the window according to the filter
settings. Some notes are automatically entered based on processing that has
occurred. For example, a Follow up note added to a Quote is added to the
customer’s Notepad. Likewise, if you are using BisTrack’s CRM module, when the
Quote is accepted or rejected, an Event type note is created.

Notes that have been flagged for follow up are shown with a red flag. This is a
visual reminder this note has outstanding issues. Those without a flag have been
completed or were not tagged for follow up. Cases are also listed with notes and
appear in bold print.

Closed cases are shown with a strikethrough and the folder icon has a checkmark.
The folder icon is open for cases that are still in progress. For more information on
these, refer to the Training on Demand topic Using Notepad Cases.

The All button shows both notes and cases. To limit the view to only Cases, click
that button. You can refine the list of notes to display using filters. The first allows
you to specify a note Type to view. System Notes, Appointments and Events are
system-defined and cannot be changed or removed.

Next you can select to view notes for a specific customer contact or dated This
month, Last month or Last 6 months. Finally, you can enter a document number
in this box to search for notes where it has been referenced in the Subject or
Notes field. Once the filters are set, click Go or press Enter to perform the search.
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The Preview icon lets you change the display to view more information in the grid.
To return to the previous display click the icon again. This icon is used to reveal
the Group by box area. When shown, you can drag and drop any column heading
into this spot to group the notes by that topic.

The Calendar option is linked to notes that have follow up dates entered.
Instruction on how to use the Calendar is covered in a separate Training on
Demand course. The processing options are found in the bottom right of the
Notepad. Use these to Add a note, start a New Case, view the Properties, Remove
or Print a note or case.

The procedure for adding a Notepad note is the same for customers and
suppliers. We will add one for a customer. Another way to access a Notepad is
from the Customers View right-click menu. Using this method, you have two
options. Open the notepad or go directly to the form for adding a new note.
Select the add option.

The Customer’s name is automatically filled in along with the current date and
time. Enter a Subject that describes the purpose of the note. This is displayed on
the Notepad grid. Select the note Type from the drop-down.

For an Appointment note, you can then enter the person that will attend the
meeting. Enter a partial name or click on the For box to select from the list of
users. When applicable, assign a Contact to the note. Set the appointment start
and end date and time.

There are several tabs available for entering additional information. Use the Note
tab to enter a more detailed description. Formatting options are available to
change the font style, size, color, etc. of the text. When finished, click OK to
complete the note.

To view the entry, from the Customers View right-click menu, select
Communicate, and then Open Notepad. The details of the note are shown on the
Customer’s notepad.
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A notepad can be linked to many BisTrack documents including: sales orders, call
off orders, credit notes, purchase orders, and supplier invoices. You can access
the Open Notepad option from the right-click menu for the selected document.
Or, you can open the document and then choose the Show Notepad icon from the
toolbar.

This notepad is specific to this customer and document number. Select to Add a
note. The fields for Date, Subject and Contact are the same as a Customer or
Supplier notepad entry.

The Type selection however is limited by a setting that controls which documents
can be applied to it. This is determined when the Notepad Types are added in
System Manager. For example, Sales Notes are the only Type that can be applied
to Sales Orders.

For this note, we’ll set a Follow up and then enter the date, time and who is
responsible. Finally, further description for the note is entered and then it is
closed by clicking OK. When the note is listed on the notepad, it has a red follow
up flag attached. To clear the flag, you must re-open the note Properties.

You can enter further text to describe what occurred and then check the
Completed box. The follow up flag is no longer displayed with the note. Notepads
allow you to keep all the communication for a customer, supplier or document in
one convenient location. You should now feel confident accessing Notepads and
adding notes linked to customers, suppliers and documents.

EPICOR 3 November 30, 2017



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.

EPICOR

Corporate Office Latin America and Caribbean Europe, Middle East and Africa Asia Australia and New Zealand
804 Las Cimas Parkway Blvd. Antonio L. Rodriguez #1882 Int. 104 No. 1 The Arena 238A Thomson Road #23-06 Suite 2 Level 8,

Austin, TX 78746 Plaza Central, Col. Santa Maria Downshire Way Novena Square Tower A 100 Pacific Highway

USA Monterrey, Nuevo Leon, CP 64650 Bracknell, Berkshire RG12 1PU Singapore 307684 North Sydney, NSW 2060

Toll Free: +1.888.448.2636 Mexico United Kingdom Singapore Australia

Direct: +1.512.328.2300 Phone: +52.81.1551.7100 Phone: +44.1344.468468 Phone:  +65.6333.8121 Phone: +61.2.9927.6200

Fax: +1.512.278.5590 Fax: +52.81.1551.7117 Fax: +44.1344.468010 Fax: +65.6333.8131 Fax: +61.2.9927.6298


http://www.epicor.com/company/connect-with-epicor.aspx
file:///C:/Users/csandoval/Desktop/working%20on/Epicor%20Rebrand/Generic-Word-Templates/Epicor-Generic-Word-Template-0116/www.epicor.com

