How to Add a New Customer

1. #1 You must first search for the customer in the Customers Dashboard, this helps prevent duplicate customers. Start by searching the
customer by name. If the search returns multiple results, ask the customer for further information to select the correct profile. The search
results can then be sorted to locate them quickly. If the search does not return results, you may search using a partial name to broaden the
search, to locate misspellings or nicknames (search M Wazowski instead of Mike Wazowski this will locate Mike and Michael).

#2 Select Search.

LAIGIIGE LUGHT LUCGON. | F1UgIaI SIain KW UN 1-RESD)

View List

Customer Class fiter Type
No active bulletins # 1 [ stomerE
ast Name irst Name:

VEHICLES =

IDICazst GuardBow Numbar

Igentifier Type Identifiert
| QUICK RENEWAL |
Hul ID/Serial # b
PURGHASE PERMIT PERMIT QUICK SALE CLEAR Vehile Type Tee #

OuneriCo-Ouner Last Nams FratName Susinass e
[umer < ] 1
ORDERS -

§EARCH Advanced Search

Searon For Orers

[0 v ] Actions:

New: | Boat - Registration ~

Today's Crders:

VENDORS & AGENTS -

Permit Orders | Vehicle Orders

2. #1 If the correct customer is not found, REG UNIT-REGS

SeIGCt the Add CUStomer bUtton- Mo results found matching the search criteria. Please re-enter.
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3. #1 Select Customer Class — Individual or Business, with radio button.

#2 Select OK.
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4. #1 Fill out required information for customer.
#2 Select APPLY. If you select OK, this will save and close the customer profile page.
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Tip - Input street number and name.
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