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Customer Lookups

Overview of Quick Steps procedure

Click the numbered circles on the left to move to the 

first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 

through each step and sub-step.

Begin

Best viewed in IE or Adobe PDF Reader.

Step 1: Create and maintain 

customer details in 

the Information tab.

1

Step 4: View and print a 

customer’s open balance 

in the Open Entry 

Statement tab.

4

Step 2: Review open jobs in 

the Jobs tab.

2

Step 2: Review customer 

invoices in the Invoices tab.

3



Customer Lookups

Step 1: Create and maintain 
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the Information tab.
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Step 4: View and print a 

customer’s open balance 

in the Open Entry 

Statement tab.
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Step 2: Review open jobs in 

the Jobs tab.

2

Step 2: Review customer 

invoices in the Invoices tab.

3
Under the Customers 

menu, go to the 

Customers workspace.

A

Use the Information tab to display customer-

related information in your Maconomy system, 

including contact details and assigned staff.

B

From the Other Actions 

drop-down list, select 

Edit to update the 

customer’s records 

when needed.

C

Follow the steps on the next slide to continue 

looking up information using the Information tab.
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Step 1: Create and maintain 

customer details in 
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Step 4: View and print a 

customer’s open balance 

in the Open Entry 

Statement tab.
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Step 2: Review open jobs in 

the Jobs tab.

2

Step 2: Review customer 

invoices in the Invoices tab.

3

If you want to revert 

your changes, click 

Cancel. Otherwise, 

click Save or press 

ENTER.

E
Update the customer 

record as needed.

D
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Step 1: Create and maintain 

customer details in 

the Information tab.

1

Step 4: View and print a 

customer’s open balance 

in the Open Entry 

Statement tab.

4

Step 2: Review open jobs in 

the Jobs tab.

2

Step 2: Review customer 

invoices in the Invoices tab.

3

Use the Jobs tab to view information about jobs the 

specified customer is associated with, including 

budgeted, open, and invoiced billing prices.

A

Click the job name to 

view more information 

about a job.

B
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Step 1: Create and maintain 

customer details in 

the Information tab.

1

Step 4: View and print a 

customer’s open balance 

in the Open Entry 

Statement tab.

4

Step 2: Review open jobs in 

the Jobs tab.

2

Step 2: Review customer 

invoices in the Invoices tab.

3

Use the Invoices tab to view 

invoices issued to the Customer.

A

Click the View Details icon to 

view more information about the 

selected invoice. The Invoice 

wizard displays.

B

Follow the step on the next slide to continue 

looking up information using the Invoices tab.
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Step 1: Create and maintain 

customer details in 

the Information tab.

1

Step 4: View and print a 

customer’s open balance 

in the Open Entry 

Statement tab.

4

Step 2: Review open jobs in 

the Jobs tab.

2

Step 2: Review customer 

invoices in the Invoices tab.

3 From the Invoice wizard, you 

can choose to print a copy of the 

invoice.

C
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Step 1: Create and maintain 

customer details in 

the Information tab.

1

Step 4: View and print a 

customer’s open balance 

in the Open Entry 

Statement tab.

4

Step 2: Review open jobs in 

the Jobs tab.

2

Step 2: Review customer 

invoices in the Invoices tab.

3

Use the Open Entry Statement 

tab to view the open entries for 

a specific customer.

A

Click the Print icon on a line to 

print a PDF version of the 

open entry.

C
Click the View Details icon to 

view more information about 

A/R entries.

B
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Step 1: Create and maintain 

customer details in 

the Information tab.
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Step 4: View and print a 

customer’s open balance 

in the Open Entry 

Statement tab.

4

Step 2: Review open jobs in 

the Jobs tab.

2

Step 2: Review customer 

invoices in the Invoices tab.

3

This concludes

Customer Lookups Quick Steps.


