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Learning Outcomes 
In this lesson you will learn how to use the advanced features the SoEasy CRM Database. 

Requirements and Prerequisites 
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Video 
There are videos available on this subject. 

Overview 
The Advanced Database training module’s aim is to provide you with some ideas on how to use the 
different features of SoEasy’s Database. Some feature described may require a different version of 
SoEasy for them to be available to you. If so, the version applicable will be identified. 
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Managing Different Sites 
If you have a customer that has two or more sites that you do work at and you would like to track or 
re-service each site, the best practice would be as follows: 
 

1. Add all sites as individual entries into the Database 
 
There are three scenarios that can be handled by SoEasy: 
 
Scenario 1 If both sites are to be billed individually but the customer wants the invoices to  
   appear on the same statement, this is known as Head Office Billing . 
 
Scenario 2  If the customer wants the invoice to go to just one company for all work done on  
   any of the sites, use the Bill someone else  feature with a special setting. 
 
Scenario 3 If the customer wants all details of invoicing to go to one company, and no details 

about a site to appear on the invoice, just the head office details, you would use  
the Bill someone else  feature.  
 

These three scenarios are important to get right if you want to use the CRM Database, Call Centre or 
Enterprise Features to their fullest capacity. With the site details loaded into the database it will mean 
that scheduling functions, repeat billing, and diary entries will all be able to work correctly. 
 

Back to Top 
 

Head Office Billing 
 

1. Add the head office to the database (the organisation that is to be billed). 
 

 
 

2. Add a site to the Database. 
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Group 
It may be a good idea to add sites to a Group called BRANCHES. (You would need to add the 
Group) This way if you send an email to all CLIENTS, head offices won’t receive several copies. 
 

3. Go into the screen called more info  (outlined in red – right hand side). 
 

 
 

4. Select the button Other Statement  (Arrow 2) and a pick-list of Customers  will appear. 
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5. Choose the Head Office  and select OK. 
 

 
 

You will now see that when you close an invoice for this site, the Invoice details will appear on the 
specified Head Office’s statement. The Invoice will still be the Sites. 

Back to Top 

Bill Someone Else 
A common scenario is that you want the site to be in the database, but the Invoice must be created 
for another customer who is also loaded into the database. 
 

1. Add the customer who is to receive the invoice into the database. 
2. Add the site to the database. 
3. Select the more info  screen (Arrow 1). 
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4. Select the Bill someone else  button (Arrow 2) 
5. Select the Head Office  (Arrow 3) 
6. When you select OK, a dialog will appear asking if you want their details to appear in the 

Dispatch To part of the invoice 
 

 
 

If you select yes  it will mean that the Site’s address will appear in the Despatch To  part of the 
invoice although the invoice will be created for the Head Office . 
 
Such a setting will allow you to identify to the customer which site the invoice is for, even though 
the Invoice has been made for a totally different location. 
 
If you select No, the Invoice  and Dispatched To  part of the Invoice will both be allocated to the 
Head Office. 

Back to Top 

Editing a Head Office or Bill Someone Else Function  
To edit a Head Office  or Bill Someone Else setting , select it with your mouse and either choose the 
appropriate Head Office  or select Cancel . 
 
If you select Cancel  you will be asked if you would like to remove the  Re-Billing  Setting. 
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Special Branch Identifiers 
If the Head Office requires that a branch have a unique identification number or code appear next to 
their statement details, add the identifier to the abbreviation section of the dialog “Add & Edit a 
Contact. 
 

 
 
When an Invoice or Credit Note is closed , the value of the Abrev will be picked up and placed 
against the entry on the Head Office’s statement. 
 
Because the value is picked up when the invoice is closed, the Abrev setting can be changed prior to 
the invoice close and it will appear on their statement. 
 
Once an Invoice/Credit Note is closed, you cannot adjust the posted value. 
 
 


