
Basic - Add a Customer 
Video Transcript 

 

If you are enrolled in Basic, all of your customers and vendors will be conveniently located under the 
same tab, contacts. This video will focus on adding and managing your customers. If you want to learn 
more about adding and managing your vendors, please watch the Add a vendor video for basic. 

To add a new customer, go to Contacts, then from the Add Contact drop down, you’ll select add 
customer. You’ll add the customer name, which can be either be a company or individual’s name. A 
company name can also be added, as appropriate, along with an email address. And if you choose, you 
can also add the billing address, shipping address, if different, contact information, customer 
description, customer type, which is either a company or individual, account number and payment 
terms. Once you’ve added all of the pertinent information, you’ll select save. 

Once saved, you can create and send an invoice directly from the customer details page. To view or edit 
any customer in your database, navigate to the dropdown on the contacts page, select customers, then 
go to the customers profile by either selecting the name you want to view or choose view details under 
the more button. On the customer’s profile, select edit if you want to update the contact’s name, 
address, phone number, etc. From the customer’s profile, you can also archive the record, which will 
essentially deactivate the profile, but not delete it. As noted in the pop up, you can restore archived 
customers by going to the contacts page, viewing all customers, then filter by inactive customers. From 
the more button, you will select restore. And finally from the customer’s profile, you’ll see all invoices 
created along with any payments received from that customer.  

Now that you’ve created your customer, you are ready to invoice them and start getting paid.  
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