Simplified Cards Tab

When you go to your Cards tab you will see that it now has a more detailed view and
will make things easier for you when you are in the Cards Tab
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:l This view is ere you can work with your Customers.

You can search specific Customers by using the search feature at the top-left of your screen
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& To create a new customer, clicl e 'Create Customer' button up at the top right-hand corner of your screen.

I To create a new invoice for & customeNglick the 'Create Invoice' button up at the top right-hand corner of your screen.
You will not be able to click this button unl®es you have first chonsen a customer from the left

To create a new credit note for a customer, click 'Create Credit Note/Refund’ button up at the top right-hand corner of your screen
“vou will not be able to click this button unless you h first choosen a customer from the left

P To create a new payment for a customer, click the 'Create ™eyment' button up at the top right-hand comer of your screen
“ou will not be able to click this button unless you have first chi en a customer from the |eft.

Q Tao create a new guote for a customer, click the 'Create Quote' button™g at the top right-hand corner of your screen
You will not be able to click this button unliess you have first choosen a c mer from the |eft

0 To create a new order for a customer, click the 'Create Order' button up at the IR right-hand corner of your screen.
You will not be able to click this button unless yau have first choosen a customer fro
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Working with Customers
To begin working with your csesdstoammers®d d¢lciomk o

From here you the new Kitomba Cards tab will give you a breakdown of things you
may want to do.
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This view is where you can work with your Customers.
You can search for specific Customers by using the search feature at the top-left of your screen
or you can browse your Customers by navigating the tree to the left with your mouse.

{&h, To create a new customer, click the 'Create Gustomer' button up at the top right-hand corner of your screen

I To create a new invoice for a customer, click the 'Create Invoice' button up at the top right-hand cormer of vour screen
“ou will Not De akle to click this button unless you have first choosen a customer from the left.

To create a new credit note for a customer, click the 'Create Credit Note/Refund’ button up at the top right-hand corner of your screen
“ou will not be able to click this button unless you have first choosen a customer from the left

P To create @ new payment for @ customer, click the 'Create Payment' button up at the top right-hand corner of your screen
“ou will not be ahble to click this button unless wou have first choosen a customer from the left

Q To create a hew quote for a customer, click the 'Create Quote' button up at the top right-hand corner of your scresn
“ou will not be ahle to click this button unless wou have first choosen a customer from the left

o To create a new arder for @ customer, click the 'Create Order' button up at the top right-hand cormer of wour screen
“ou will Not be able to click this button unless you have first choosen a custamer from the lert

There are 6 choices from here

1 Create New Customer
Create a Invoice for an existing customer
Create a credit note for an existing customer
Create a Payment for an existing customer
Create a Quote for an existing customer
Create a Order for an existing customer
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To begin working with your suppliers click o

Working with Suppliers

From here you the new Kitomba Cards tab will give you a breakdown of things you
may want to do.

There are 4 choices from here
1 Create New Supplier
1 Create a Invoice for an existing Supplier (receipt of stock)
1 Create a credit note for an existing Supplier
1 Create a Order for an existing Supplier



