CUSTOMER LIST with ACCOUNT BALANCE

1. If you do not have a Websmartt icon on your computer, type
https://websmartt/websmartt
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2. Click “Yes” when the Security Alert box appears
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3. Type in the user ID and Password, then hit the enter button or click

“Log i n”
User ID: IDfﬁEEHZ
Password: I-----

M Rermember rmy User ID on this computer

4. Using the down arrow EI select the appropriate site
Current Site:
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5. Click on the “Customers” tab \—‘ (located towards the top of
page)

6. Choose “Customer Reporting”

o Customer Reporting - Select to view customer reports,

7. Using the down arrowEI, select “Customer List with Account Balances”
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8. Keep Group default “All (Active)”

Group
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9. Keep Range default “All”

Range
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10. Using the down arrowzl, select “Homeroom”
Level 1 Sort
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11. Using the down arrowZI, select “Last Name”
Level 2 Sort
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12. Using the down arrowzl, select “First Name”
Level 3 Sort
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13. Click “View” Badaads

14. Press SPACEBAR or hit ENTER to activate/use control
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15. Use back ﬂand forth ﬂarrows to toggle through the pages
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16. Click on the printer icon & 10 print

17. Click on the “X” =181 Xl to close list\report

18. Always click on “Logout” before closing WebSMARTT

19. Click on the “X” =10l Xl to close WebSMARTT webpage

Sample Customer list with Account Balances below
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