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This Quick Reference Guide describes how to control the content of the customer summary account information screen.

The text to be displayed, the fields for display, and the order of display for the Customer Account Summary screen are set using the Set Display Fields 
function within the Administrator control panel.
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Typical Customer Account Summary Page
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Administrator Panel

Set Display Fields is available under the Set-
Up link beneath the Admin Functions button.

Set Display Fields is available under the Set-
Up link beneath the Admin Functions button.
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Set Display Fields Screen - no set of display fields selected.

Click on the drop down arrow to choose 
which fields to modify. The Customer 
Account Summary fields are modified 
by selecting the Account Data option.

Click on the drop down arrow to choose 
which fields to modify. The Customer 
Account Summary fields are modified 
by selecting the Account Data option.
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Set Display Fields Screen - Account Data displayed.

Toggle field - click on 
Yes / No to toggle 
between Yes and No. Yes 
= displayed, No = not 
displayed.

Toggle field - click on 
Yes / No to toggle 
between Yes and No. Yes 
= displayed, No = not 
displayed.

Text field - click on the link to open a text box. Enter text as you 
want it to appear on the site. When done, click on the Save button 
to save changes in the text box and exit or click on the Cancel but 
to exit the edit box without saving.

Text field - click on the link to open a text box. Enter text as you 
want it to appear on the site. When done, click on the Save button 
to save changes in the text box and exit or click on the Cancel but 
to exit the edit box without saving. Click on the the up / down  

arrows to move that item up 
or down in the display order 
on the customer account 
summary screen.

Click on the the up / down  
arrows to move that item up 
or down in the display order 
on the customer account 
summary screen.
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Changes made in the Admin pages  
take effect immediately but you may 
need to refresh the customer display 
screen to see the changes.

Changes made in the Admin pages  
take effect immediately but you may 
need to refresh the customer display 
screen to see the changes.

Tech Tip
With the cursor active in the particular 
window you wish to update, Press Ctrl-R 
to refresh that web page.


