QNE KNOWLEDGE BASE

Overview:
Merging can be done if a user mistakenly created a duplicate of Customer/Supplier or if user
decided to correlate 2 Customers/Suppliers and consolidate their accounts and reports.

Procedure:
1. |If a user mistakenly created 2 Customer, Go to Customer Modules > Customers > Search, to view
list of Customers. Go to “Edit” tab and click “Merge ltems”
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2. Selecta Customer Account you want to merge (Item) and the Customer Account you want to merge
it (Merge To)

Customers - QNE Optimum

Edit I View Tools Inquiry Maintenance

Xz 3

Clone... Delete Refresh Merge Recalaulate Resave

Item  Balance
Edit Record Edit wa Merge Item _ H X -
Revigution 4 % % & customers x
Ttem 103-A001
Customer a Customers Merge To | 101-4001
a Customers E

x
&% Customer Categories

& A ts Drag a column header here to group by

g t ¢ Acc # Name N No Term Agent Area Balance
R o b - - - - [+

& pashboard » | 103-A001 ADVANCE T c.oo.

: 101-4001 ADVANCE T B0-050-909 30DAYS CINDY  MKTI 890,736.55
& General Ledger 101-8001 BEST TECH b6-529-929 30DAYS PETR S 2,189,831.14
& customer 101-C001 CARE SOFTY 2-928-827 30DAYS CNOY  CITY 522,493.92
P Supoler 101-C002 cosmic cof D6-123-165 COD. |PETER  PASIG 52,250.00

101-D001 pewL compy Bs-121-322 COD. saM v 114,542.90
.
#! VAT 301-0003 DEPARTMEN 2334443 c.00. 404,880.00
& Default 301-5001 SANCHEZ Pq E Cancsl 2-202-222 €.0.D. 86,018.39
101 TOOL TRnAAY TG pa 21o nin con o nacIC CETLRP) s
@
[Server: SMD-JOSHUA\QNEBSS2019(15.00.2000)] [Database: SampleDB20211031st] [Country: PH] [Language: en-PH] [Company: SAMPLE TRADING, INC.] User: ADMIN i Draft(s) Current Working Date: [09/24/2021 - | QLS: Connected

3. unce the Z Customer Accounts are selected, click "UK” To proceed with the merging.
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4. Click “Refresh” to apply changes and 2 Customer Accounts are merged into 1 Customer Account.
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This procedure is both applicable on “Customers” and “Suppliers” Module
All transactions under Customer/Supplier Account selected in “Item” will now be named under
the Customer/Supplier Account selected in the “Merge To”. Thus, system will combine all
records into one account (“Merge To” Account) when generating reports.

Should you need further assistance on this please send us an email to
support@gne.com.ph or you may log a ticket via support.qne.com.ph
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