How to Add a New Customer into ACM

Please use the following instructions to add a new customer into ACM for all 80 series Private
Client Business starting April 20t", 2020.

Step 1: Click the “Customer Lookup” button

AAﬂasNet Customer Manager

Atlas System for Customer and Workflow Management
Atl3S. atias CM v1.23.1.1 Atlas CM Service v1.23.1.2

Customer Job Grid Survey Report Job Stop Report Lead Report

Job Grid Actions Job Grid Filters

- From To Age
Custumer (LGN | QuickCalculator | |@ | ”ﬁ |:

MNew Customer || New Lead || Customer Contacted || Survey Scheduled || Estimated || Booked

CustID Order Number Book Agent Status Salesperson CSR

Step 2: Click the “Next” button

AAﬂasNet Customer Manager

Atlas System for Customer and Workflow Management
Atla.s Atlas CM v1.23.1.1 Atlas CM Service v1.23.1.2

Customer Job Grid Survey Report Job Stop Report Lead Report Jacquelyn McCulloch (jacmccu) ~

Search By Name

First Name | | Last Name | |

or Search By Phone or Search By Email or Search By ID

Phone | | Email | | ] | = |

Step 3: Click the “Create New” button

No matches were found for the customer information you
entered. Would you like to create a new customer using this
information or adjust your search?

—




Step 4: Fill out the Customer Details and click the “Save” button.

Please note: You must at the very least fill out all the * boxes.

&AtlasNet Customer Manager

Atlas System for Customer and Workflow Management
Atfas Atlas CM v1.23.1.1 Atlas CM Service v1.22.1.2

Customer Job Grid Survey Report Job Stop Report Lead Report Jacquelyn McCulloch (jacmccu) ~

Currently Viewing ,

Customer Details

Last Name - I:l Company |Atlas Van Lines

Current Address Destination Address Current Contact Information

Address 1 | | Address 1 | | e
Contact

LlilE | | LS | | Primary Phone ‘ Number Ext. P—Iome —| (]
R o[ (B seeny e e Jpome -] o

Ph
city | | City | | Primary Er::: | | =
State/Prov | | State/Prov | | Secondary Email | | o
Country | | Country| | Do Not Contact ||
County | | County | |

BT | Acd Phones || Add Emails |
View Address History /E

Customer Business

Business ID |Agency Code Created Date -

There are currently no business records for this customer.




Step 5: Once you have saved the Customer Details, a Business ID will be created for the new
customer.

Click on the “Business ID” line to open up all the tabs you will need to work the lead.

&AﬂasNet Customer Manager

Atlas System for Customer and Workflow Management
Atlas atas cMv1.23.1.1 Atlas CM Service v1.23.1.2

Customer Job Gnd Survey Report Job Stop Report Lead Report Jacquelyn McCulloch (jacmceu

Currently Viewing Test, Jack

Customer Details

First Name * Customer ID 889785
Last Name - Company Allas Van Lines

Current Address Destination Address Current Contact Information

Preferred
Contact

Primary Phone ‘ (905) 844-0701| | Ext. t\NOrk - | (]

Address 1 |485 North Service Road Eat

Address 1 | 15 Ridgepoint Way

Address 2 | ‘ Address 2 |

|
|
zpents | BY | seemmwy oo B Jhome | O
City +|Oakuille | City |Sherwood Park | Brimary Email * | jockiest@test com B
StatefProv * |ON ‘ StatelProv |AB | Sty Eacdl ‘ ‘ &
Country [CAN | Country |CAN ||| DoNotContact
County |Alberta ‘ County |Alberta | Add Phones || Add Emails

View Address History

Customer Business

Business ID Agency Code Created Date -

4/15/2020

S

Viewing Business 949135

| Leads || Calendar H Survey/Cube H Estimates || Dispatch H Claims H Messaging || Job Stops

CSR I:I ﬁ Hotes Recent Business History

4/15/2020 8:29 AM
Business Record (949135) has been created

Sal ﬁ for Jack Test by Jacquelyn McCulloch from
alesperson Atlas Customer Manager
4/15/2020 8:29 AM

Customer Jack Test (889785) has been
created by Jacquelyn McCulloch from Atlas

Source: AAA Code | Apply AAA Custemer Manager
Business Line: | Interstate v Program Code: . View Al
Partner: PricingID: |:| Internal Notes

National ‘

New Customer Account:
! 7]
?

Book. Agent

Orig. Agent

i

Dest. Agent

Status:




