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CUSTOMERS  
Choose Customers from the homepage Panel. 

This section allows you to: 

• Add, view, edit and delete registered customers. 
• Add, view, edit and delete orders. 
• Email customers directly from within the administration. 
• Print: Invoice and Packing Slip. 
• Add a New Order for the selected customer. 

Above: Customers admin 
panel screenshot 

 
Above: Customers screenshot 
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NEW CUSTOMER 
This button allows you to add a new customer to your shop manually. 

1. Click the  button. The following will appear: 

 
                                           Above: Add new customer screenshot 

2. Fill in the information required, and click  to insert the new customer into your database, or  
to exit. You will then return to the list of customers screen. 
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EDIT 
This button will allow you to edit your customer’s details. To Edit: 

1. Select the Customer you wish to edit from the list, by clicking once to highlight. 

2. Click the  button from the right hand side options. 

3. Make the necessary changes and then click  to update the customers’ information, or  to 
exit. 

NOTE: You cannot change the customer’s password. A customer can request a ‘lost password’ via the shops interface 
and it will automatically generate a new password for them and send to their customer profile’s email address. 

NEW ORDER 
This button allows you to add a new order to the selected customer. This might be used if the order is placed via an 
offline method such as phone or fax. 

1. Select the Customer you wish to add the new order to from the list, by clicking once to highlight. 

2. Click the  button from the right hand side options. The following will appear: 

 
                                                                                Above: Add new order screenshot 

3. The Customer Details Tab will be pre-entered from their profile. 

4. The Status Tab will allow you to change the status of the order to the appropriate option from the drop down 
list. 

5. The Payments & Postage Tab will allow you to choose the payment option and enter the shipping price for the 
order.  



 

- 5 - 
© Helpwise - http://support.helpwise.com.au 

Version 1.0 - Last Updated 5th August 2008 

To add a product to the order 

1. Click the  button at the bottom left of the screen. This will then appear below the button: 

 
Above: Add a product screenshot 

Note: To add more than one product, click the  button again. 

2. Choose the Brand (if needed) from the drop down. This will filter the product drop down by the brand selected. 

3. Choose the Product from the drop down list. 

4. Type in the Quantity. 

5. Choose any attributes that appeared once the product was chosen. 

6. Click  to confirm the products and update the rest of the order, or click  to minimize and exit 
the add products option. 

 
DELETE 
NOTE: Deleting a customer will NOT delete their orders. Be careful when deleting a customer! 

1. Select the Customer you wish to delete from the list, by clicking once to highlight. 

2. Click the  button from the right hand side options. 

3. A warning message will appear, asking if you sure you would like to delete the customer. 

4. To continue deleting the customer click  or  to exit. 

ORDERS 
1. Select the Customer you wish to view orders from, by clicking once to highlight. 

2. Click the  button from the right hand side options. 
This will then take you to the orders screen, filtered by and showing all orders by the selected customer. 
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EMAIL 
This button allows you to send an email directly from within the administration to the selected customer. 

1. Select the Customer you wish send an email to from the list by clicking once to highlight. 

2. Click on the  icon. The following will appear: 

 
                                                       Above: Send Email screenshot 

3. The Customer drop down will be preselected with the customer chosen, or you can choose another customer or 
option from the list. 

4. Type in the From email address you wish to use. 
Format: <sales@shop.com.au> or to include a name: Name Here <sales@shop.com.au>  

5. Type in the Subject of the email. 

6. Compose your email, and once you have finished click the  button to send. 
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ORDERS 
Once a customer has placed an order, an email will be sent to you with notification of the new order and its details.  

Choose Orders from the homepage Panel. 

This section allows you to: 

• View details, edit and delete orders. 
• Print: Invoice and Packing Slip Above: Orders admin 

panel screenshot

Above: Orders screenshot 
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DETAILS 
The details page allows you to quickly view the order details and update the status ONLY. 

1. Select the Order from the list by clicking once to highlight. 

2. Click the  button from the right hand side options. This will then take you to the order details screen. 

 
                                                                                        Above: Order details screenshot 

3. Update the status of the order, and type in any comments, tick the Notify Customer and Append Comments boxes 
if needed. 

4. To edit the whole order click . 

5. To view and print an invoice for this order, click . 

6. To view and print a packing slip for this order, click . 

7. To save the changes to the Order click  to stay on the page, or  to save and return to 
the orders list. 
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To Update the Status of the Order 

 
                                   Above: Status update section screenshot 

The status drop down box allows you to change the current situation of the customer’s order to one of the following: 

• Pending (the default option).  
• Processing 
• Delivered 
• Canceled 

Notify Customer:  
Tick this box if you wish to notify the customer on any changes made to the status of an order via email. NOTE: It is 
recommended that you tick this box in order for your customers to be up to date on the status of their order. 

Append Comments 
Tick this box if you wish to allow the customer to view comments made about this update. If it is un-ticked, the 
customer will not receive comments made in the email sent but will be able to view them in their account under 
Order History.  
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INVOICE 

To view and print an invoice for the order: 

1. Select the order you wish to view and print the invoice for and click . 
 

2. This will open the invoice in a new window ready to print. 

PACKING SLIP 

To view and print a packing slip for the order: 

1. Select the order you wish to view and print the packing slip for and click . 
 

2. This will open the packing slip in a new window ready to print. 

EDIT 
To edit the customer details, status, payments and postage, ordered products, discount, shipping and total costs 
choose the appropriate tab. 

 
                                                        Above: Edit order screenshot 

Make any of the necessary changes.  

For the changes to be saved, you must click one of the following: . 


