Add a New Account (Active)

Last Modified on 05/26/2026 9:04 am PDT

Pathway: Customer > Add Account

Before adding a new account, consider searching for the account to verify one hasn't already been
created. Otherwise, upon selecting 'Create Account' the system will check for duplicates.

You can streamline the Add Account process using account templates. Learn more here: Account Template
Setup. Account Template Setup.

In the Add Account editor, accounts can be added either as an Active account or a Prospect account. This illustrates
the process of creating an Active account for new customers. Review each section and minimally complete all
required fields highlighted in red. Field descriptions that include logic and setup can be viewed here: Create
Account: Screen Field Descriptions.

CREATE ACCOUNT AACCOUNTS > ADD ACCOUNT
STATUS SOURCE ACCOUNT DIVISION SITE DIVISION ACCOUNT CLASS

Active - ‘ - - - -

Service Address Billing Address

NAME /| Same as service address

NAME 2 NAME

ADDRESS LINE 1 Enter a location NAME 2

ADDRESS LINE 2 ATTN

CITY/STATE/POSTAL CODE v ADDRESS LINE 1

-

PHONE B v (999) 999-9999 ADDRESS LINE 2

WEBSITE CITY/STATE/POSTAL CODE

Fo¥ PHONE B v (999) 999-9999

EPA

SIGNATURE REQUIRED

CONTACT NAME TITLE CONTACT EMAIL

CONTACT PHONE B - (999) 999-9999 PHONE TYPE ~  BILLNG CONTACT v/

Billing AP

BILL GROUP - SURCHARGE GROUP - DEFAULT PAYMENT METHOD

Not Applicable -
INVOICE BY EMAIL - AUTO STATUS UPDATE v EXCLUDE FROM PAST DUE
NOTIFICATION PAYEE
TERM v APPLY FINANCE CHARGES
N 1099
CREDIT LIMIT =
SALES REP SITE CLASS SERVICE REGION Q TAX REGION Q @ ORIGIN
o e
Permissions:
.

The following permissions are required to create and edit accounts and sites.
PermissionID  Permission Name  Description
60 Add Account Displays the 'Add Account' option in the Accounts module.
Displays the 'Active' as a status option. Forces creation of prospect

. account in scenarios where users should not be creating active
Add Active

Account

accounts.
Example: Limit your sales reps' access so they can only create
prospect accounts.

Create Account
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Account Identification

The following section applies to the drop down fields located at the very top of the Create Account screen.

CREATE ACCOUNT ACCOUNTS > ADD ACCOUNT
STATUS SOURCE ACCOUNT DIVISION SITE DIVISION ACCOUNT CLASS

Active v v - - -
NAME /| Same as service address

NAME 2 NAME

ADDRESS LINE 1 Enter a location NAME 2

ADDRESS LINE 2 ATTN

CITY/STATE/POSTAL CODE - ADDRESS LINE 1 Enter a location

PHONE B v (999) 999-9999 ADDRESS LINE 2

WEBSITE CITY/STATE/POSTAL CODE

po# PHONE B v (999) 999-9999

EPA

SIGNATURE REQUIRED

1. Select Active from the Status drop down.

2. Select the Source of how the account was acquired.
3. Select the Account Division.

4. Select the Site Division.

5. Select the Account Class.

Service and Billing Addresses

The following section details what fields must be completed in the Service Address and Billing Address sections.

CREATE ACCOUNT ACCOUNTS > ADD ACCOUNT

STATUS SOURCE ACCOUNT DIVISION SITE DIVISION ACCOUNT CLASS
Active v ‘ v v

Service Address Billing Address
NAME +/ Same as service address

NAME 2 NAME

ADDRESS LINE 1 Enter a location NAME 2

ADDRESS LINE 2 ATTN

CITY/STATE/POSTAL CODE v

ADDRESS LINE 1 Enter a location

- v -
PHONE B v (999) 999-9999 ADDRESS LINE 2

WEBSITE CITY/STATE/POSTAL CODE

po# PHONE B - (999) 999-9999

EPA

SIGNATURE REQUIRED

CONTACT NAME TITLE CONTACT EMAIL

CONTACT PHONE B v (999) 999-9999 PHONE TYPE - BILLING CONTACT VI

Service Address:

1. Enter aName for the account.

2. Enter the address for the service location in Address Line 1. As you enter the address, the system will
auto-suggest addresses based on what has been entered. Selecting from what is suggested will auto-fill
additional address fields. If this is a business, entering the name of the business here will also initiate an
address search.

. Enter the City/State/Postal Code.

. Enter a phone number for the location.

. If awebsite is provided you may enter that in the Website field.

. Select Signature Required if the driver must always get a signature.

(o )

Billing Address:



1. If the billing address is the same as the service address, leave theSame as Service Address box checked.
Otherwise, uncheck and continue to step 2.

2. Enter the Name the billing should be addressed to. As you enter the name or address, the system will
auto-suggest addresses based on what has been entered. Selecting from what is suggested will auto-fill
additional address fields.

3. Enter who the mailing should be ATTN to.

4. Enter the mailing address in Address Line 1.

5. Enter a phone number if different than the phone number for the service location.

Contact Information

The Contact section identifies the account contact and allows the user to also designate them as a billing
contact. Additional contacts can be added to the account once the account has been created.

CREATE ACCOUNT ACCOUNTS > ADD ACCOUNT

STATUS

SOURCE ACCOUNT DIVISION SITE DIVISION ACCOUNT CLASS

Service Address Billing Address

NAME

NAME 2

ADDRESS LINE 1 Enter a location

ADDRESS LINE 2

CITY/STATE/POSTAL CODE -
PHONE B v (999) 999-9999
'WEBSITE

PO#

EPA

SIGNATURE REQUIRED

/] Same as service address

NAME

NAME 2

ATTN

ADDRESS LINE 1 Enter a location
ADDRESS LINE 2

CITY/STATE/POSTAL CODE

PHONE B - (999) 999-9999

CONTACT NAME TITLE

CONTACT PHONE B v (999) 999-9999 PHONE TYPE

CONTACT EMAIL

BILLING CONTACT /]

Billing

BILL GROUP A
INVOICE BY EMAIL -
TERM v

CREDIT LIMIT =

SURCHARGE GROUP
AUTO STATUS UPDATE v

APPLY FINANCE CHARGES

AP
- DEFAULT PAYMENT METHOD

Not Applicable
EXCLUDE FROM PAST DUE
NOTIFICATION PAYEE

1099

1. Enter Name of the account contact.

2. Enter the Title or role of the contact (optional).

3. Enter the Contact Email. This is required if invoices are emailed to the contact.
4. Enter the Contact Phone number and Phone Type.
5. Remove the selection from Billing Contact only if this person IS NOT a billing contact.

Billing Information

The Billing section is responsible for configuring the account's billing settings and specifying preferences for
invoice notifications. After an account is created, billing information can be updated on the customer service
screen by right-clicking within the account details section and selecting "Edit." This section does not display for
prospect accounts. Further information about this section can be found in the Billing section of the Create
Account: Screen Field Descriptions article.
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CONTACT NAME TITLE CONTACT EMAIL
CCONTACT PHONE B v (999) 999-9999 PHONE TYPE ~  BILLING CONTACT v/
Billing AP
BILL GROUP. - SURCHARGE GROUP - DEFAULT PAYMENT METHOD
Not Applicable -
INVOICE BY EMAIL v AUTO STATUS UPDATE v EXCLUDE FROM PAST DUE
NOTIFICATION PAYEE
TERM - APPLY FINANCE CHARGES v/
CREDIT LIMIT = 109
SALES REP SITE CLASS SERVICE REGION Q TAX REGION Q @' ORIGIN
1. Select a Bill Group from the drop down list. Options populate based on the selected Account Division.
2. Select from the Invoice By Email options. If 'NO' is selected all invoices will be mailed.
3. Select a Term for when payments are due upon receipt of the invoice.
4. Select a Surcharge Group if one applies.
5. Select Auto Status Update if the account's status should automatically update to inactive due to credit

holds or inactivity of services.
. Select Apply Finance Charge if the account should be subject to late fees.
7. Select Exclude From Past Due Notifications if you do not want to send a past due notification to this

o

account/customer.

Sales/Regional Information

The sales and regional information section identifies the account's sales representative and gathers geographic
region details for tax calculations and applicable surcharges.

CONTACT NAME TITLE CONTACT EMAIL
CONTACT PHONE B v (999) 999-9999 PHONE TYPE ~  BILLNG CONTACT v/

Billing

BILL GROUP - SURCHARGE GROUP -

INVOICE BY EMAIL - AUTO STATUS UPDATE v EXCLUDE FROM PAST DUE

NOTIFICATION

TERM - APPLY FINANCE CHARGES v/

CREDIT LIMIT =
SALES REP SITE CLASS SERVICE REGION @ TAX REGION @ @ ORIGIN

1. Select the Sales Rep who is assigned to the account for future handlings.

2. Select the Site Class if one applies.

3. Select the Service Region.

4. Select the Tax Region. If no region is selected the customer is considered tax exempt.

Create Account & Check For Duplicates

Upon selecting Create Account, the system will check for any duplicates. Review the list of returned results to
verify a duplicate does not exist before proceeding any further.

o Duplicate Found: If you identify a duplicate upon reviewing the results, choose the duplicate from the
list, and you will be directed to the customer service screen of the selected account. This step ensures
that a new account is not created.

o No Duplicate: If upon reviewing the results a duplicate is not found, select the "Continue" button and
the account will be created.



" .
DUPLICATE ACCOUNTS

Potential duplicates found. Would you like to Cancel or Continue?

Billing
BILL GROUP HOU-RO AR D NAME ADDRESS DIVISION STATUS CREATED ON SALES REP
INVOICE BY EMAIL No 546608001 The TAO Dimension 1234 Westline Dr HOUSTON Active May 4, 2022 Jeff Smith
A36294 GROTHE TREY 1111 SANDALWOOD ST DAYTON Inactive  Jun 9, 2021 Rob Jones
TERM Net 20 545733001 The Taco Spot Food Truck 2222 Hamblen Rd DAYTON Active Feb 11,2022 Jeff Smith
536294001 GROTHE TREY 1111 SANDALWOOD ST DAYTON Inactive  Apr 18, 2021 Rob Jones
CREDIT LIMIT 0
SALES REP SITI

| CREATE ACCOUNT I

Review Additional Setup

After an account has been created, additional setup may be required. Review the Edit Account and Edit Site
screens to add any additional information. Fields in here are found by double-clicking within Account Details and

Site Details sections.

REBATE PAYMENT TYPENot Applicable LEED REPORTABLE  No

0 41838 | Navusoft Premier Waste And Recycling 41898001 | Navusoft - Demo
.,) 8100 Washington Ave Active lofz (@ PostOakBivd Active
Houston, TX 77007-1062 R DaYTON Houstn, TX 77057 R CORPUS
& Harris County
ACCOUNT MGR House Acct non System v SERVICEREGION  CORPUS OPEN MARKET
cLass COMMERCIAL @ 1 626-777TTTT SALES REP House Acct non System
AccOunt BILL GROUP DAY-BAD DEBT \ INACTIVE Site SOURCE Cald Call
'g Aears - Monthly Q ACCESS Gate Code 1234 GENERATOR ot Applicable
H INVOICE BY EMAIL  No 2
@ Details TeRus Net 20 NOTE  Site Notes Details wmeaon @ coarvmvess covcenmcccun
souRCE Cold Call TAX EXEMPT No

Edit Account
Access Edit Account by double-clicking within the left side of Account Details.

Account Settings

NAME NavuNav STATUS
NAME 2

EDIT ACCOUNT
ADDRESS LINE 1 Post

Account
ADDRESS LINE 2

PARENT ACCOUNT

'WARNING ON OPEN

(&)

Billing
CITY/STATE/POSTAL CODE  Hous| BILL GROUP HOU-Anniversary 30 Day - BILLBY SITE v  AUTO STATUS UPDATE
- Advance - Anniversary APPLY FINANCE CHARGES
PHONE = 30day
EXCLUDE FROM PAYMENT PROCESSING FEE
ATTN INVOICE BY EMAIL No v
EXCLUDE FROM PAST DUE NOTIFICATION
TERM Net 20 -
BILLING PHONE =
B - HIDE WORK ORDER FORMAT RATE
CREDIT LIMIT 0 =
FAX = INBOUND ORDER AUTO PRINT
BILLING CONTACT 1 AP
DEFAULT PAYMENT METHOD  Not Applicable - PAYEE NAME 1099
BILLING CONTACT 2
INSTRUCTIONS




Account Tab

o Billing Contact 2- If there is a need to designate a secondary billing contact, it can be chosen here.
Names of contacts only display in the drop down if they have been previously added to the account.
That process can be reviewed here: Add Contact.

Settings Tab

o Bill By Site: Considering checking this if multiple sites exist for an account to send one invoice per site.
o Warning On Open: If a popup warning/message should display upon opening the account, enter that
here. This will display for any user who views the account.

Edit Site

Access Edit Site by double-clicking within the Site Details section of the screen.

EDIT SITE

Basic Settings Billing Settings BIC Profile Required Capabilities
NAME NavuNav DIVISION HOUSTON -
NAME 2 SERVICE REGION Q HOUSTON OPEN MARKET -
ADDRESS LINE 1 1700 Post Oaky2 & aciLon = -
EDIT SITE ?
ADDRESS LINE 2
R e—nn
CITY/STATE/POSTAL CODE  Houston Basic Settings Billing Settings BIC Profile Required Capabilities
PHONE 1 BN - (999
TAX EXEMPT?
PHONE 2 B v (999
TAX EXEMPT REASON
oLD ID
SURCHARGE GROUP v
PO# ;
INVOICE BY EMAIL Account Settings -
SIGNATURE REQUIRED LEED)
SITE BILLING CONTACT1 -
SITE BILLING CONTACT2 -
NOTE PAYEE NAME
WARNING ON OPEN
ACCESS INFORMATION
BUSINESS HOURS /
SERVICE WINDOW )
. .
Basic Settings

o Note: Option to add any internal notes regarding the site. Notes added here are not visible to drivers or
customers.

o Warning On Open: Option to add a warning note users will see when opening the site.

o Access Information: Enter a note for the driver to see when servicing the site.

Billing Settings

o Tax Exempt: Select the check box if the siteis tax exempt and no tax region was selected when the site
was added.
o Site Billing Contact (1 and 2): Identify up to two billing contacts for the site if the contact is different
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than the account contact. Contacts are only assigned here, not created. To create a contact, review:

Add Contact.

Related Articles:

Create Account: Screen Field Descriptions
Add and Edit Contacts

Add Active Service

Add Account Template
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