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Introduction 
From the Admin Panel > Customers page you can create a new customer or edit/delete an 

existent one. You can also send emails to every customer from this page, and view the 
customer's order details.

From the Admin Panel > Orders page you can view orders details, edit/delete/update 
orders, print orders invoices and packing slips.  

Creating A New Customer

1. From the Admin Panel click the Customers/Orders link.

2. From the Customers page click the Insert button at the bottom of the list. 
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3. Fill all the fields in with the customer's data. The fields marked with the asterisk ( * ) are 
required. If some of these fields are left blank, customer's information won't be saved. 
The following information should be specified on this page:

4. Default Status of a new customer is Inactive (unavailable on the website). To make 
customer available in the web-shop, select the Active radio button. 

You can also subscribe the customer to Newsletters. To do this, select the Subscribed item 
in the Newsletter dropdown list.
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6. To save a new customer, click the Insert button at the bottom of the page. Note: You 
can cancel saving of a new customer on any stage of creation, but to save the 
customer, all the required fields must be filled in.   

A new customer will show up in the Customers list. 
 

Note: If the customer is inactive, it is displayed crossed out. 

 5 

   
24 Luna Close | Swindon |  | Wiltshire SN25 2LZ | UK +44 (0) 208 1234 799 | info@holbi.co.uk 



Manual  : : :  Customers Privileged and confidential © 2009 Holbi LLP

Deleting Customers

This option allows the store owner to delete inactive customers. Note: The orders for this 
customer will not be removed after deleting a customer. 

1. To delete a customer, you should select it in the list and click the Delete button on the 
right.

2. Then either click the Delete button again to confirm deletion or the Cancel button if you 
don't want to delete it. 

Sending Email To A Customer

1. From the Customers page of the Admin Panel you can send emails to any of the active 
customers. To do this, select a customer and click the Email button on the right.
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2. From the Send Email to Customers page you should just specify Subject and Message 
of your email and click the Send Mail button. (Customer Name and “From” Address are 
selected by the system). 

3. On the next page, click the Send Mail button again to send the email. 

• You can select another customer in the Customer dropdown list.
• You can send your email to All Customers or All Newsletter Subscribers if an 

appropriate item is selected in the list.  
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Viewing Customer Order

1. To view customer's order, from the Customers page select a customer and click the 
Orders button on the right.

2. On the Orders page you can view the order's details, edit/update/delete an order, print 
invoice or order history using the appropriate buttons in the right column.

Editing Customer's Order

1. To edit customer's order data, select a customer in the list and click the Edit button on 
the right.
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2. On the Order Details page the following data is shown: customer's billing address, 
shipping address, and purchases list.

3. You can specify some comments for a customer in the Comments box. Make sure the 
Append Comments check box is selected. Click the Update button after you have 
finished. Your comments will be included into the order's update notification email which 
is sent to a customer automatically. 
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The comments will also show up on the Account History Info page on frontend, in the Order 
History box

Changing Order Status
 
You can change the Status of any order in the web-store database. 

1. Go to the Admin Panel > Customers/Orders section and select a customer in the list.
 

2. Click the Orders button on the right. 

3. On the Orders page, select an order and click the Edit button.

 10 

   
24 Luna Close | Swindon |  | Wiltshire SN25 2LZ | UK +44 (0) 208 1234 799 | info@holbi.co.uk 



Manual  : : :  Customers Privileged and confidential © 2009 Holbi LLP

4. On the Order Details page, click the down arrow adjacent to the Status field and select 
an item in the dropdown list. For example, change Pending status to the Delivered 
one.

4. Click the Update button on the right.    

Note: The Order Update information will be emailed to a customer if the Notify Customer 
checkbox is selected. (see image below)  

Printing Customer Invoice
You can print invoice for a customer from the Order Details page. 

1. Go to the Admin Panel > Customers/Orders section and select a customer in the list. 

2. Click the Orders button on the right. 

3. On the Orders page, select an order and click the Edit button on the right.
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4. Click the Invoice button at the bottom of the page. 

5. In the Print Order popup window, click the Print button to print the order invoice for a 
customer. To close the window, click the X button in the right top corner. 
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6. You can also print information about customer and his/her purchases by clicking the 
Packing Slip button (either at the bottom of the Order Details page or in the right 
column of the Orders page).

The Order Details page:         The Orders page:

7. In the Print Order popup window, click the Print button at the left top corner to print the 
order history.

Managing Orders

1. Go to the Admin Panel > Customer/Orders > Orders section. The Orders page 
demonstrates all the orders ever made in your web-store. Here you can view orders of 
each customer, edit/delete/update orders, print invoice for the customer, and print 
customer's order history (packing slip). 

2. To edit an order, select a record in the list and click the Edit button on the right. The 
Order Details page shows information about customer, his/her billing address, shipping 
address and purchases list. 
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3. The table under the Purchases List demonstrates the actions done with the Order: 

• Date Added displays a date when an order was updated/edited.
• Customer Notified displays whether a customer was notified by email about updating 

(if the green tick is shown - the customer was notified).    
• Status displays an order's status at the updating.  
• Comments display a text of comments added to the order, if any.

4. To return to the Orders page, click the Back button either at the bottom or at the top of 
the page. 
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Updating Orders

1. You can also update order's information by clicking the Update button on the Orders 
List page.

2. The Edit Order page will open. On this page you can change some customer's data: 
Billing address, Shipping address, Phone number, Email address, Shipping method 
(select an appropriate item in the dropdown list), and Payment method (select an 
appropriate item in the dropdown list).

3. In the Products lits you can add new products for a customer, change order's status 
(pending, delivered, processing, etc.), and add comments to an order.

Creating An Order

1. Open Admin Panel > Customer/Orders > Create Order page. 

2. On this page you can add a new order to a customer. To do this, select a customer's 
record (name and email) from the dropdown list.
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● From the Add Order page you can also create a new customer using the New button. 

● You can find any customer registered in the web-store using the Search button and 
Search Customer field. To do this, specify a correct name of customer in the field first, 
and then click the Search button. The name of the required customer will appear in the 
Select Customer and Address field. 

3. After the customer has been selected, the fields will be pre-filled with the customer's 
information. 
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4. Click the Confirm button at the bottom of the page. The system will offer to make 
detailed correction of the data – to correct the billing address and shipping address 
separately (if they are different). 

Here you can also specify the Shipping Method and Payment Method which will be offered 
to a customer by default, and edit the Credit Card data.
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Also, you can change an order's status and add comments to the order to notify customer 
about updates. 

5. After editing of details, you can start adding the new products. To do this, please click 
the Add New Product link. 

6. In the next page you can find a product using the Search feature. To do this, specify a 
product's name in the Search field and click the Search button. Or, you can just select 
the product from the dropdown list. 
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7. After choosing the product, click the Select button. 

8. The system will open a page where you can specify the number of products in the 
Quantity field. The 1 is specified in the field by default.

8. Click the Insert button after specifying of product's quantity. The product will show up in 
the Products list. You can edit the quantity, model, tax, and unit price here. 

9. When you have finished editing the data, click the Update button at the bottom of the 
page. 
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