ADDING A 3R° PARTY BILLER TO SMARTWARE

1. Click on New Order to get the Customer Screen where a new customer can be added.

2. Click on the + button to create a new customer.
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3. Select Commercial to add a Company name.
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4. Enter Company Name, Address and phone number.
a. Ifusing a zip code that is outside of your territory, you will get a message to let you know. You
can still use the address without adding the postal code.
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5. Validate Address. If using a P.O. Box, it will validate to just a city, state and zip code.
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Grandville, MI 49418
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6. Click on Save. If using a P. O. Box, you will get a red error message saying that the address can’t be found
on Google. Move the location point on the validation map, then click on Save again. The system will
allow the second save.
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7. Select 3" Party as Billing Type.
8. Click on Save.
9. Discard work order.
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