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1. Navigate to Financial Management>Miscellaneous Billing>Customers 

2. Click Search then click New 

 
3. Fill in the required fields then click Save. If you have another customer to setup click Save/New 
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4. Select Contacts in the Attribute dropdown list if the customer has multiple address or additional 
information such as an email address that you want to keep track of. While on the Contacts screen, click 
the Save/New button to add an additional contact for this customer 

  


