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Customer Menu Explained
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General Comments

Searches

Mailing 
Address

Email

Notes

Map

GPS Map

Main Menu Explained:  Those boxes in Red are new for version 10.0

Internet Map-link Options and GPS Linking

Profile Printout and Email Option

Additional Contacts menu

Alert Checkboxes

Customer Status Labels

Alert 
Pictures 

and 
Links

Financial Overview

Magnify 
Button
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Customer Menu with Customer Info Tab
ID Number: Unique numbers you assign your customers.  After you 

have entered a few ID’s, you will notice that the previous ID will show 
on the next available entry for the customer.  This will allow you to 
enter the next ID accordingly.  ID’s CAN NOT BE CHANGED ONCE 
CREATED.  They are like books in a bookshelf.  Once a book is removed 
(ID is deleted), there is a gap on the shelf.  You can easily assign the 
missing ID to a new customer.  Most people will use the ID as a count 
– first customer is ID#1, second customer is ID#2, etc.

Permit Number: Enter the number for the Permit issued by the 

county or agency.

Owner Name/Address: Enter the Owner’s information here.  

You can double click on “City” to get a “Cities Table”.  Once you have 
entered a city and state, you can assign “Default Zip Codes.” You can 
choose from several zip codes within one city.  The “Default Area” is 
an area that you assign that particular city/zip code.  Every time that 
city/zip code is entered, the default area will be automatically 
assigned.  See Setting up a Service Area for more help.
Also enter any phone numbers here for the customer.

Locating a Customer: Use a Quick Name Search Function.  This 

feature will help you locate a customer quickly and efficiently.  You 
may also select many ways to find your particular customer.  All 
selections are pop-down screens that will instantly show you a listing 
of your customers.
Click Cancel if you want to VOID all entries you have made for the 
customer.  Click SAVE/EXIT if you want to save your Customer entry 
information.  

TO DELETE A CUSTOMER: Click RECORDS / Find the 

Customer / Click EDIT (top left corner of the computer screen) /Click 
SELECT RECORD / Click DELETE RECORD  - BE VERY CAREFUL DURING 
THE DELETION OF A CUSTOMER.  THE NEXT RECORD WILL POP-UP 
WHEN YOU CLICK DELETE RECORD – DO NOT BE ALARMED, YOU ARE 
NOT WILL ONLY DELETE THE CUSTOMER YOU WERE VIEWING AT THE 
TIME YOU SELECTED DELETE.

Important keys

Search, Save, Exit, Cancel, 
Navigate through records, 

Help
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Customer Command Buttons– Created to help you click and access a desired task without having to 
navigate to that particular screen.  The date at the top of the screen will allow you to double click into 
any date field and automatically show that particular date.

Click on any 
of these 
selections 
to go to 
your 
desired 
menu.
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General Info:
Physical Address: Enter the physical address for the customer.  If you need to add a city, click the “+” button.  Click the box that says “Mailing is the same as 
physical” if you want to move the physical address to the mailing address.
Optional Mailing Address: Enter a different mailing address for a customer, if necessary, for the selected customer.  Owners of mobile home parks are one 
example of a need for this screen.  They may have several different systems scattered throughout your service area.  You will be able to mail all of your necessary 
documents to this person.  Enter “Care of” if the person receiving the documentation is different than the person that is located at the physical site.
Subdivision: Keep the information or description of the Subdivision the customer resides in.
County: This is the county where the system is located.  This is a pop-down screen that you can double click to enter a new county into the Master Files section of 
the program.  Entries will be permanently stored.
Email: Store the customer’s email address here.
General Comments: These have been moved to the NOTES tab to reduce clutter.  Click on the Box to enlarge the comments.  This is helpful if you have poor 
vision or want to view it better.
Enlarge Comments: For you seeing impaired people.  Click this box if you want to view the comments larger.  Click the box again to make them disappear.
Phones: Enter all the phone numbers for this account.  Click the Magnifying glass to go to another menu that contains a larger view of these numbers.
Important Dates: Quickly view the Septic Contract Start and End Dates as well as the Next Inspection Date.

General Information:
You can enter all of the customer’s 
information on the main customer menu.  
If the customer’s physical address is the 
same as the mailing address, check the 
box to copy it to the mailing address.  If 
you do not put a mailing address in, the 
physical address will default as the 
mailing address as well.

Fill In
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ALERTS,  Customer Types & 
Commercial Customers:
Commercial Customer Checkbox:  Check this box if 
the customer is a Commercial Account.

If the commercial box is checked, then the 
Salutation, First Name, Middle Initial, and the Suffix 
will be hidden.  This also aids in viewing the correct 
information.

Customer Since: Enter the date that this customer 
was entered into the system or became your 
customer.
Appointment Box: Click this box if the account 
needs to be contacted before service is performed.
Problem box: This box can be check if there is any 
problem of issue with this account.

Customer Profile: Print the Customer’s profile.  It also will contain a history of past inspections.
Site Profile: Click this to print out a Site Profile of the customer.  Contains all associated companies.
Additional Contacts:  Add additional people under this account.  Great for Rental or Commercial Accounts.

New


