
Creating a New Customer 

1. Go to Setup and then Click Customer icon 

 
 

2. Click +, Enter Customer Name, Add a Site Name if customer has multiple locations. Or to edit an existing 
customer double-click the customer name. 

 
 

3. In the general tab, add all the contact information and then copy to Financial and Shipping 

 

  



 
4. In the financial Tab, fill: sales person, internal person, terms, credit limit, and taxor exemption 

 
 

5. To add the Surcharge click on the Surchage button, on the new window, check the override checkbox and also 
input the corresponding % on the percentage field 

 



6. In the shipping Tab select Vortex Truck from The Ship Via  

 

 

7. Add Contacts Names with additional emails and phones by clicking the Contacts Book icon and then add

 

  



8. Assign the customer to a group by clicking the icon and then checking the group box 

 
 

9. If the customer is Tax Exempted, add the certificate number in the User Defined field Tax Exempt No. 

 


