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 you have first chonsen a customer frodghe left
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Working with Customers
To begin working with your customers click on the “work with customers” icon

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
e Create New Customer
e Create a Invoice for an existing customer
e Create a credit note for an existing customer
e Create a Payment for an existing customer
e Create a Quote for an existing customer
e Create a Order for an existing customer



Working with Suppliers

To begin working with your suppliers click on the “work with suppliers” icon
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[E-ran =0 || This view is where you can work with your Suppliers.

( ‘ You can search for specific Suppliers by using the search feature at the top-left of your screen
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g[,. &1 Amust:':;:ls (R, To create a new supplier, click the 'Create SUpplier BULON UR at the top fght-nand corer of Your screen
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Z: &9 weia p Jocreste anew invoica for & supplier, click the 'Creats Invoice' bulton up at the top right-hand comer of your screen

“rouwill not be able to click this button unless you have first choosen a supplier from the left.

Ta create a new credit note for a supplier, click the 'Create Credit Note/Refund' button up at the top right-hand corer of your screen.
rouwlllnot he able to click this button uniess you have first choosen a supplier from the left.

() [ create & new order for a supplier, click the 'Create Grder button Up &t the top right-hand corner of your screen
Srouwilll not be able to click this button unless you have first choosen a supplier from the left.
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From here you the new Kitomba Cards tab will give you a breakdown of things you
may want to do.

rking with Suppliers

This view is where you can work with your Suppliers.
You can search for specific Suppliers by using the search feature at the top-left of your screen
or you can browse your Suppliers by navigating the tree to the left with your mouse.

To create a new supplier, click the 'Create Supplier' button up at the top right-hand corner of your screen

I To create a new invoice for a supplier, click the 'Create Invoice' button up at the top right-hand cormer of your screen.
“ou will not ke able to click this button unless you have first choosen a supplier from the left.

To create a new credit note for a supplier, 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 supplier from the |eft

0 To create a new order for a supplier, click the 'Create Crder' 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 supplier from the left

Ei° Security is OFF

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



\With the new Kitomba Cards tab working with your stock and services could not be

simpler. There are mow 3 new icons for dealing with these
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Working with Products and Vouchers
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This view i$ where you can work with your Products & Vouchers.
———————— You can search for specific Products & Vouchers by using the search feature at the top-left of your screen I
[rere | | ctear Search or you can

browse your Products & Vouchers by navigating the tree to the left with your mouse.
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& [ Loreal %, To creafe a new retail product, click the 'Greate Retall Product button up at the top right-hand comer of your screen
&~ [ Redken
&~ [ Voushers €4, To credfe a new professional product, click the 'Create Professional Product’ butten up at the top right-hand cemer of your sereen
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e a new categary, click the 'Create Category' buttan up at the top right-nand corner of yaur screen

Lé“ Security is OFF

To begin working with your Products and Vouchers click on the “work with products
and vouchers” icon
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This view is where you can work with your Products & Youchers.
¥You can search for specific Products & Vouchers by using the search feature at the top-I£ft of your sfre:
or you can browse your Products & Youchers by navigating the tree to the left with you/mousge.
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€%l To create a new retail product, click the 'Create Retail Product’ button up at the top right-hand corngf of your/screen
€4 To create a new professional product, click the 'Create Professional Product’ button up at the top, o7 ygur screen

€ To create a new voucher, click the 'Create Woucher' button up at the top right-hand carner of yhur screeg

[‘:{, To create a new category, click the 'Create Category' button up at the top right-hand cormeg/of your scfeen

= Security is OFF
There are 4 choices from here
e Create new Retail Produc
e Create new professional product
e Create new voucher

e Create new category




Working with services
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}‘c:t:w HH : This view is where you can wosk with your Services.

You can search for specific Servideg by using the search feature at the top-left of your screen
or you can browse your Services by nnjgating the tree to the left with your mouse.

@ 1o create a new service, elick the 'Create Service' butfgp at the tap right-hand corner of yaur screen.

[ To create a new category, click the 'Create Gategory' button uRshe top right-hand carner of your sereen

To begin working with your Services click on the “Wo ith Services” icon

You will see that all your current services will appear on the left hand side

There are 2 choices from here
e Create a new Service
e Create a new category



