
The police 

Fonterra requesting information about road requirements 

The Council 

A Member of Parliament requesting data 

Etc. 

1. Select Corporate Account 

2. Complete the fields and Save the record 

3. Search for the Corporate Account using Customer Search 

4. Once located, select Confirm, the  Corporate Account record will be displayed 

5. Select Related, the Create Contact person page will be displayed 

6. Complete details of the contact person for the organisation and, Save  the record 





7. When creating the Customer Interaction, the corporate customer will be automatically 
populated in the Customer field, if not, search for the customer to include on the 
Interaction 

8.  If the person calling about the Interaction is reporting an issue on behalf of the 
organisation, then the Reported By field must be used 

9. Search for the reporting person to include. If the individual customer account record 
doesn’t exist, a new one must be created 

10. The Reported By person can be created the same way an Individual Account is created 

11. Once the new Reported By record is created, add it to the Interaction page 


