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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. 

 

 

 

 

 

 

 

 

 

 

2. #1 If the correct customer is not found, 

select the Add Customer button. 
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Customer Type 

 

3. #1 Select Customer Class – Individual or Business, with radio button. 

#2 Select OK. 

 

 

 

 

 

 

 

4. #1 Fill out required information for customer. 

#2 Select APPLY. If you select OK, this will save and close the customer profile page.  

 

 

 

 

 


