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Create a Customer

Overview of click-guide procedure

Click the numbered circles on the left to move to the 
first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 
through each step and sub-step.

Begin

Step 1: Access the Customers 
workspace.

1

Step 2: Enter the customer 
information in the Create 

Customer wizard.

2

Step 3: Edit the customer 
information.

3

Step 4: Submit the Customer 
Information.

4

Best viewed in IE or Adobe PDF Reader.



Create a Customer

Step 1 Access the Customers 
workspace.

Under the Customers menu 
section, click the Customers 
workspace.

AStep 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3: Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

2

3

4

Click + New Customer.
B



Create a Customer

Step 1 Access the Customers 
workspace.

Step 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3: Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

3

4

The Create Customer 
wizard displays.2



Create a Customer

Step 1: Access the Customers 
workspace.

Step 2 Enter the customer 
information in the Create 

Customer wizard. 

Step 3: Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

2

3

4

Fill out the Name field. This is 
a required field.

A

Fill out the other fields 
as needed.

B

Click Create. 
C



Create a Customer

Step 1: Access the Customers 
workspace.

Step 2 Enter the customer 
information in the Create 

Customer wizard. 

Step 3: Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

2

3

4

iAccess saves your changes, 
and automatically displays the 
information for the customer 
you just created.



Create a Customer

Step 1: Access the Customers 
workspace.

Step 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3 Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

2

3

4

Under the Customers menu 
section, click the Customers 
workspace.

A

Click the filter list.
B



Create a Customer

Step 1: Access the Customers 
workspace.

Select the Customer record 
you want to update.

CStep 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3 Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

2

3

4



Create a Customer

Step 1: Access the Customers 
workspace.

Step 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3 Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

2

3

4

From the Other Actions 
drop-down list, select Edit.

D



Create a Customer

Step 1: Access the Customers 
workspace.

Go to the Information tab. 
E

Step 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3 Edit the customer 
information.

Step 4: Submit the Customer 
Information.
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Create a Customer

Step 1: Access the Customers 
workspace.

Step 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3 Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

2

3

4

Edit the fields as needed.
F

Click Save.
G



Create a Customer

Step 1: Access the Customers 
workspace.

Step 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3 Edit the customer 
information.

Step 4: Submit the Customer 
Information.

1

2

3

4

iAccess saves your changes, 
and refreshes the browser 
window.



Create a Customer

Step 1: Access the Customers 
workspace. Click Submit.

C

Step 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3: Edit the customer 
information.

Step 4 Submit the customer 
information.

1

2

3

4

Under the Customers menu 
section, click the Customers 
workspace.

A

Open the customer record 
you created or edited.

B



Create a Customer

Step 1: Access the Customers 
workspace.

Step 2: Enter the customer 
information in the Create 

Customer wizard.

Step 3: Edit the customer 
information.

Step 4 Submit the customer 
information.

1

2

3

4

iAccess saves your changes, 
and refreshes the browser 
window.

Note: Submit is only available 
if you are using approval 
hierarchies for Customer 
creation and update.



This concludes the 
iAccess Customer Creation click-guide.

Create a Customer

Step 1: Access the Customers 
workspace.

1

Step 2: Enter the customer 
information in the Create 

Customer wizard.

2

Step 3: Edit the customer 
information in the Create 

Customer wizard.

3

Step 4: Submit the Customer 
Information.

4
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