
Adding Retail Customers

Dancik Navigator



Select File Management Menu
Select Retail Customer 



2. Click Records and then Create to add records to the file. 1. Close Retail 
Customer filter 
box



Enter customers Name, address if provided, phone #
*Required.  Select create to confirm entries. 



Search existing customers and/or update customer record.

Delete: For Accounting Department only.  





Use these Options to check on the order history and review notepad.



Order History:
The Retail Customer Order History screen displays all orders placed for 
this customer, including the order status. Payment information is 
gathered automatically from the AR history files and the daily payment 
screens.

Can also select order# to view order/invoice details





Notepad: Use this option to record information about the customer.  


