Adding A Customer-EBM IQ

Go to menu bar at the top of the screen and select My Customers
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Select +New Customer in upper right corner
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Fill out Name, Email, and Customer ID (if applicable) and Save.

Full Name

Betty Larson l

Email

bettylarson@gmail.com l

Customer ID

l 123456 l
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Cancel Save

Once you save the above info, you can add in the customer Billing and Shipping address and any
Pricing Preferences.
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