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Create a Customer Record 
 
 
Select the Sales tab and then press the Customer details button. 
 

 
 
 
The first time you use this screen to enter a customer, the screen will be blank. 
Click on the New Customer button to bring up a new blank record. 
 

 
 
 
If you have several customers already, you may want to see if the customer you 
are about to enter has already been created. You can do this by searching on the 
customer code.  
 
NOTE: Only the customer code and name fields are mandatory on this screen, the 
other fields can all be left blank to be filled in later if needed.  
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Creating a new customer - step by step 
 

 
 
Notes on completion of the New Customer screen:  
 
Enter the company code and the company name.  
 
Enter the address and postcode.  
 
If the company is VAT registered, it is important to choose the country from the 
drop down list.  The default is UK.  
 
Enter the phone and fax number. 
 
Enter the website.  
 
Enter the accounts contact details (the person’s name you will be dealing with). 
 
Enter their email address and how they should be addressed in correspondence 
in the dear field.  
 
If the customer is VAT registered, you should enter their VAT number. The system 
will check that the VAT number is in a valid format for the country you have 
elected.  If you remove the VAT number, you will get a no VAT number error but 
you can continue without putting a VAT number in. 
 
If you want to set up a default VAT code for the customer, select it in the VAT code 
override field.  
 
If the customer pays immediately, click the cash account box. 
 
If this customer has special terms, enter the number of days in the terms no of 
days, and details of the special terms in the terms text field. Tick the EOM box to 
set the terms as the end of the month.  
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You can put any additional notes about the customer in the Notes field.  
 
If you want to put the customer on stop, select yes from the drop down menu. 
 
If you have multi-currency module enabled, choose the default currency for this 
customer. 
 
If required, enter a credit limit for the customer. 
 
 
To save the record, press the save button.  
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Next steps 
 
To create an invoice for the customer you have just entered, click on the  
Invoices button. 
 

 
 
 
 
 
To create a new customer, click on the New customer button. 
 
 
 


