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Submit a requestMy activities

Creating New Customers

1. On the left hand side of the menu double click on the ‘Customers’ icon.

 

2. Double click on the ‘Maintain Customer File’ icon.

 

3. At the top of the window next to ‘Customer’ type in the name of the customer

then click on the ‘New’ icon.
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4. The boxes will now turn white. Enter in the appropriate details under the

‘Contact Details’ tab. Then click ‘Save’.

 

 

 

Have more questions? Submit a request
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