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MENU 
 
Customers 
Customers 
Customers Groups 
Create Account 
Customer Details 
Pending Customers 
Send Email 
 

Recover Carts 
Recover Cart Sales 
Recover Cart Sales - Settings 
 
Email Templates 
Overall Header 
Overall Footer 
Order Process Template 

Quote Process Template 
Order Update Template 
New Account Template 
Recover Carts Template 
Gift Voucher Template 
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3.1. Customers 
 
If you bring your cursor on Customers tab you will see a menu as shown above. 
 
Under Customers label you will get Customers, Pending Customers, Customers Groups, Create Account 
and Customer Details as shown bellow in two ways. 
 
Customers | Customers 
 
After clicking on Customers You will see a window as shown bellow 
 

 
 
You will see eight columns there like Company name, Last name, First name, Customer group, Email 
Address, Account created, RA and Action. On the upper portion of every column name you will find symbol 
like  and  . 
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The function of  is  
The function of  is  
Under Action column you will see a symbol like ‘ ’, it means that the row is selected. 
If you want to select any row simply click on any row it will be selected. 
 
After clicking the any row one pane will appear on your right hand side, shown bellow 
 

 
 
If you click on ‘edit’ you will get a pane as shown bellow 

 
 
Enter your desire data here then click update for sure. 
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If you click on delete then your row will be deleted. 
 
If you click on order you will get a pane as shown bellow 

 

 
 
You choose status from here. 
You can find the data using order id also. 
 
If you click on email you will get a screen bellow 
 

 
From here you can send email to customer. 
 
If you click on create order you will get a pane shown bellow 
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Enter the desire data here then click next to proceed. 
 
After clicking next button you will get a pane as shown bellow 
 

 
 
Select any category from here. 
 
Next  
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Next  

 
 
Next 

 
 
After selecting the desire data select the quantity then click on ‘add now’ button. 
 
Customers | Pending Customers 
 
After clicking on Pending Customers You will see a window as shown bellow 
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On the right side f the selected row you will find the ‘edit’ button. 
 
 After clicking on the edit button you will get a screen as shown bellow 
 

 
Enter your desire data here then click update for sure. 
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Customers | Customers Groups 
 
If you click on Customers Groups you will get a pane shown bellow. 
 

 
Here you can edit, delete, insert a group. 
 
If you click on ‘edit’ button then you will get a window as shown bellow 

 
Choose your desired option here then click on update for sure. 
 
Customers | Create Account 
 
If you click on create account you will get a pane as shown bellow. 
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Enter your desire data here then click confirm for sure. 
 
Customers | Customer Details 
 
If you click on customer details then you will get a screen as shown bellow. 

 
If you click on edit button then you will get a pane as shown bellow. 

 
Choose your correct option then click on update for sure. 
 
3.2 Recover Carts 
 
Under Recover Cart label you will get two options those are Recover Cart Sales and Recover Cart Sales - 
Settings. 
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Recover Carts | Recover Cart Sales 
 
If you click on Recover Cart Sales you will get a pane as shown below. 
 

 
 
 
 
Recover Carts | Recover Cart Sales - Settings 
 
If you click on Recover Cart Sales Settings you will get a pane as shown below. 
 

 
 
Click edit for Number of days to look back from today for abandoned cards. 
 


