
Adding A Customer to WeighNZ 
 

Account Applications will be returned to office@greencycle.co.nz 

Use the Accounts / Billing contact information for Weigh entry.  

Move Application Form to Account Application folder in office email. Add additional contacts to Capsule when the customer account is synced with 
Capsule.  

 

Add Customer  
Select Customer (people symbol) 

 

 

Select New (plus icon top of the left list) 

Customer Details (‘i’ icon):  

• Name Address, Suburb, Postcode, City, Phone Contact, Email. 
• Code and Alpha will self-populate. 

Notes: (optional)  

• Use if special customer requirements  
e.g. PO Required or “On Stop Credit” 

• Notify Notes on:  
This is when note will appear, Entry, Exit ….Select ‘Entry’.  

Save (use Save on far left of window to keep customer record on screen) 
 

mailto:office@greencycle.co.nz


Select Pricing (second icon down) 

Price Book (use drop down) 

• Teir 1 – 10% Discount - for 7 day account 
• Empty – for 20th month account 
• Other pricebooks will be instructed by Seb 

Invoice Period 

• Weekly - payable in 7 days checked – 7 day account 
• Weekly - payable in 7 days unchecked – 20th month 
• Monthly – invoiced monthly - payable 20th.  

For customers who want 1 invoice per month 

Separated S&D 

Not needed for Supply Only customers 
Used for separating transport & waste/product on invoice. 
Bins: collection charge and waste weight  
Product: transport charge and product volume  
Allows for pricing to be set for each component. 

Default Xero Pricing 

Not checked for most customers  
Used for non standard billing period.  
E.g Farmers Daughter monthly invoice payable in 7 days. 

Save (use Save on far left of window to keep customer record on screen) 
   

 

 



Select Customer Products (Starburst Icon) 

• Right click on list 
• Unselect all 
• Select customer products  

Save 

 

 

 

 

 

 

 

  



Add Hauler 
Select Hauler (network symbol) 

 

 

 

 

Select New (plus icon top of the left list) 

Hauler Details (‘i’ icon):  

• Name 
• Code and Alpha will self-populate. 

Save (use Save on far left of window to keep  
hauler record on screen). 

 

 

Select Customers  

These are the customers the hauler can haul for. 

• Right Click 
• Unselect all 
• Search customers in search bar 
• Select customers (themselves or multiple) 

Save 



Add A Vehicle 
 

• Select Vehicle  
(this may be on same menu as hauler, customer etc) 

 

 

 

 

 

 

 

 

Add vehicle 

• Select New (plus icon top of the left list) 
• ID Vehicle = enter vehicle registration number 
• Id Configuration = type of vehicle from dropdown 

menu e.g. Truck 4 wheeler/trailer only  
• Hauler = Company name from dropdown menu 
• Save (use far left save button if adding multiple 

vehicles to keep vehicle maintenance on screen) 

 


