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1. Starting on the main sales screen, tap on the “Add Customer” button.

=] LOGOUT Jim-Bob Walton CC 21-059

Add Customer

Description

2. Find the customer using the blue search boxes at the top. Tap on the customer’s name
once you have located them.

Q Search

First Name ~ Last Name Phone Level ID
NELTY Appleseed Loyalty 1234625

NET Doe wanie  (098) 765-4321 Standard 1234629

e Add New Customer
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3. Tap on their name where the “Add Customer” button was previously. This will open the
customer record edit screen.

=] LOGOUT  Jim-Bob Walton CC 21-059

Jane Doe
Standard

Description Qty Price Total

4. Edit any customer information on this screen as needed.

Jane ] 100.00

Reward Points

example@email.com
$0.00

Store Credit
(098) 765-4321 Ext- )= Ext i

Misc Address

Standard

v

Allow Negative
Store Credit

1D: 1234629

Cancel
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5. Once all changes have been made, tap “Save” to save changes.

1D: 1234629

Cancel

YOU’RE DONE!
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If you have any questions or concerns regarding this tutorial,
or any other inquiries, please feel free to contact us at:

Email: support@orderdog.com

Call: 1-866-673-3736

Our hours: 8 AM — 6 PM CST
Monday — Friday
After Hours Support Available

Visit our website for more tutorials and resources:
https://orderdog-inc.kayako.com/
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